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1. Chapter - Introduction

1.1. About this Manual

This manual only covers the Intra2net Groupware Client.

The Intra2net system is explained in the Intra2net Administrator Manual.
This can be found online
[https://www.intra2net.com/de/support/manual/administrator/], on the
Intra2net Business Server CD, and in the web interface of the Intra2net

system under Information > Download.

1.2. System Requirements

Operating System + Microsoft Windows 10 (32 and 64 Bit with Intel x86 Platform)

« Microsoft Windows Server 2016 (64 Bit)

» Microsoft Windows 8 (32 and 64 Bit with Intel x86 Platform)
« Microsoft Windows Server 2012 R2 (64 Bit)

+ Microsoft Windows 7 (32 and 64 Bit)

» Microsoft Windows Server 2008 (32 and 64 Bit)

« Microsoft Windows Vista (32 and 64 Bit)

« Microsoft Windows Server 2003 (32 and 64 Bit)

» Microsoft Windows XP (32 Bit)

It is possible to operate in terminal server environments.

Microsoft Outlook « Microsoft Outlook 2016 (32 Bit)

» Microsoft Outlook 2013 (32 Bit)
» Microsoft Outlook 2010 (32 Bit)
» Microsoft Outlook 2007 (minimum SP1)

» Microsoft Outlook 2003 (minimum SP2)

Server

Intra2net Business Server version 6.0.0 or higher

A\

Caution

Only one version of Microsoft Office products may be installed on the system.
Different versions of Outlook and other Office components as well as different
simultaneous versions of Outlook (as partially supported by Outlook 2013
and 2016, known as side-by-side installations) cannot be reliably used with
the Groupware Client.
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We also advise against using click-to-run installations of Microsoft Office
2013, as there have been some instances of click-to-run malfunctions. Use a
complete local installation instead.

1.3. Overview of Features

Shared access to emails, appointments, contacts, tasks and notes

Folders of other users can be shown anywhere in Outlook and can be freely locally
named

Backup of groupware data and emails on the server
Background synchronization of all folders
Adjustable synchronization frequency by folder

Simultaneous use of multiple server accounts and email addresses within one Outlook
profile

Simultaneous connections with several different servers, e.g. to share data between
head office and branch offices

Configuration of server-side out-of-office mode and email forwarding within Outlook
Use and update of free/busy information together with the Intra2net system.

Web access to emails, appointments, contacts, tasks and notes (Intra2net Business
Server feature, see Intra2net Administrator Manual, 29. Chapter, , Introduction to Web
Groupware”)

Data synchronization with mobile devices via ActiveSync (Intra2net Business Server
feature, see Intra2net Administrator Manual, 32. Chapter, ,,Connecting Mobile Devices
using ActiveSync”)

1.4. Known Limitations

The following features supported by Microsoft Outlook cannot be used in conjunction
with the Intra2net Groupware Client:

The Intra2net Groupware Client cannot be used with a Microsoft Exchange data file
on the same profile. However, it is possible to work together in different Outlook profiles
on the same PC without any problems.

Changed attendees of a recurring element in a recurring appointment
Journal feature
Linking groupware items with each other (e.g. between a contact and an appointment)

Attaching files to groupware objects (not to emails). Files attached to groupware objects
are not written to the server and are therefore not visible to other users or devices. If
the object is modified by another device or user, the attachment is removed. They are
also not included in the backup.


https://www.intra2net.com/de/support/manual/administrator/webgroupware-introduction.php
https://www.intra2net.com/de/support/manual/administrator/webgroupware-introduction.php
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Task assignments received by email cannot be processed

Email tags for tracking and tracing with dates are not written to the server and are
therefore not visible to other users or devices. It is also not included in the backup.
Therefore, use the method described in Section 7.4, , Email Reminders and Tracking”
instead of the tag for tracking.

If an email is both answered and forwarded, only one of the two is displayed as a status
in Outlook.

It is not possible to rename shared folders of other users. Only the owner can rename
folders.

No automatic execution of client-side sort rules in Outlook. Instead, use server-side
sort rules as described in Section 6.5, , Editing Server-Side Settings”.

Outlook's "undo" function is not supported

Automatic response to read receipts requested by the sender of an email (Message
Disposition Notification (MDN)). See Section 7.5, ,Read receipts”.

Please also note the following Section 11.1, ,Synchronizable data”.
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2. Chapter - Installation

2.1. Installing the Program

1.

2.

Access the MSI file from the ZIP archive using Windows Installer.

Follow the instructions on the screen and read the End User License Agreement
(EULA) carefully. This can also be found at Section A.1, ,Intra2net Groupware Client
License Agreement (EULA)".

Select the directory for where the program should be installed and press Continue.
‘J‘E‘ IntraZnet Groupware Client - *

Installationsordner wahlen B

Der Inzstaller wird Intraznet Groupware Client in falgendem Ordner installisren.

U in diesern Ordner zu installieren, klicken Sie auf "weiter. Um in einem anderen vorhandenen
Ordner zu installieren, geben Sie diesen ein oder klicken Sie auf "Durchsuchen'.

Ordner:

C:AProgram Files\ntra2net Groupware Client', Durchzuchen...

Speicherplatzbedarf...

Abbrechen < Zunick,

If no Outlook profile has been created for the groupware client so far, it is possible
to create a suitable profile directly from the installation program. Enter the user and
account data.

Enter the complete DNS name including the domain of the Intra2net Business Server
under Server, do not enter any IP addresses. If the client should also be able to access
from outside the local network, use the external DNS name of the Intra2net system.
Again, do not use an IP address, but register a DNS name for your server with your
domain provider or DynDNS provider.

Under Username, enter the login exactly as it is specified on the Intra2net Business
Server under Usermanager > Users. In the Username field, do not add an @ and a
domain name.

For correct operation, the data file must be stored on a local drive of the client PC.
The use of network drives leads to disturbances in data synchronization and in
sending emails.
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‘B Intra2net Groupware Client X
Add new Intra2net Business Server account B
User information
Your Name: ‘Jnhn Doe |
Email Address: ‘inhndnE@example com |
Server information
Server ‘intra.nel.lan |
Login information
Username: ‘inhndne |
Passanrd: [ sssssssssee |
Storage location of data file
[ C: AU sershusenDocuments\Outlook Files \VI

If the groupware client needs to be configured later, the necessary steps are described
in 3. Chapter, ,Setting up a Profile”.

5. Continue with the setup in 4. Chapter, ,Account Configuration”.

Hint
To enable all options for the Outlook profile generation, the installation pro-

gram sets the following value in the registry:

Key  HKCW Sof t war e\ Pol i ci es\ M crosoft\ Of fi ce\ 16. O\ Qut | ook\ set up,
name Di sabl eOf fi ce365Si npl i fi edAccount Creati on, type REG_DWORD,
value 1

2.2. Distributing the Program via Active Directory

The program is delivered as an MSI file and can be distributed and updated via Active
Directory on the computers of a Windows domain. Instructions for software distribution
via Active Directory can be found at http://support.microsoft.com/kb/816102.

Note that the program must be installed with the Basic user interface option:

1. Start the Group Policy Management Editor and open the hierarchy tree up to Software
Installation

2. Right click on Software installation and open Properties


http://support.microsoft.com/kb/816102
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File Action View Help

e=|EE= =

E? Intra2net Groupware Client [WIN-2012-C|
4 (& Computer Configuration

b [ Policies

I [ Preferences
4 i, User Configuration

Select an item to view its description.

There are no items to show in this view,

4 [ Policies
4 [ Software Settings
Software it i
b [ Windows Settings Mew 3
p [ Administrative Templat Paste
I 7] Preferences
Refresh

Properties
Help

[<| [0 | [>]|' Extended Standard /

Adds a package.

3. Select the Basic user interface option.
Installation user inteface options

%Bulc

() Madmum

4. Only now add the MSI of the groupware client to the software installation policy.



Intra2net Groupware Client Manual

3. Chapter - Setting up a Profile

To use the groupware client, a new Outlook profile must be created. Largely independent
of the installed version of Outlook, this is done through the control panel, and is described
below.

Existing data can be imported into the new profile after the basic configuration. This is
described in Section 4.2, , Importing Existing Data”. Adding the groupware client to an
existing profile is not recommended.

1. After opening the Windows Control Panel, navigate to Mail (Microsoft Outlook), or
Mail (32-Bit). The exact name of the menu item depends on the versions of Windows,
Outlook and the chosen system language. For some versions of Windows, it may be
necessary to first display all items in the Control Panel.

2. Open the profile editor
A Mail Setup - Intra2net Business Server x

Email Accounts

( _I‘] Setup email accounts and directories, Email Accounts...

Data Files

\Iph Change settings for the files Outlook uses to Data Files...

‘Q store email messages and documents,

Profiles

Setup multiple profiles of email accounts and Show Profiles
@ data files. Typically, you only need one. '
Close

3. Add a new profile and give it a name
A Mail ¥

General

@ The following profiles are set up on this computer:

Cutlook

Add.. Remove Properties Copy...

When starting Microsoft Outlook, use this profile:
@ Prompt for a profile to be used
OAIways use this profile

Cutlook
oK Cancel Apply
A New Profile b4
',,‘ Create New Profile
Profile Mame: Cancel

Groupware Clienﬂ
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Select Manual setup or additional server types and then Other and Intra2net Business
Server.
B Add Account X

Auto Account Setup
Manual setup of an account or connect to other server types.,

() Email Account

t%man ual setup or additional server types

A Add Account X

Choose Your Account Type

() Office 365
Automatic setup for Office 365 accounts

() POP or IMAP
Advanced setup for POP or IMAP email accounts

O Exchange ActiveSync
Advanced setup for services that use Exchange ActiveSync

©Olher
Connect to a server type that is listed below
Intra2net Business Server

< Back Cancel Help

Enter the user and server data.

Enter the complete DNS name including the domain of the Intra2net Business Server
under Server, do not enter any IP addresses. If the client should also be able to access
from outside the local network, use the external DNS name of the Intra2net system.
Again, do not use an IP address, but register a DNS name for your server with your
domain provider or DynDNS provider.

Under Username, enter the login exactly as it is specified on the Intra2net Business
Server under Usermanager > Users. In the Username field, do not add an @ and a
domain name.

For correct operation, the data file must be stored on a local drive of the client PC.
The use of network drives leads to disturbances in data synchronization and in
sending emails.
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B IntraZnet Groupware Client

Add new Intra2znet Business Server account B

User information

Your Name: ‘Jnhn Doe |

Email Address: ‘inhndnE@example com |

Server information

Server ‘intra.nel.lan |

Login information

Username: ‘inhndne |

Password [ sssssssssee |

Storage location of data file

[ C: AU sershusenDocuments\Outlook Files ‘vl

6. Outlook can open the newly created profile automatically on startup if desired.

B Mail ®

General

,@ The following profiles are set up on this computer:

Groupware Client

Outlook

Add... Remove Properties Copy..

When starting Microsoft Outlook, use this profile:
O Prompt for a profile to be used
@Always use this profile

|Groupware Client w

Cancel Apply

7. Continue with the setup in 4. Chapter, ,Account Configuration”.
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4. Chapter - Account Configuration

4.1. Groupware Account

To complete the installation, the settings described in the following sections must be
configured.

4.1.1. Activate Certificate Check

Activate the certificate check when using an IMAP connection. This means that passwords
are only sent using secure connections. This setting is especially important when connecting
to the server over the Internet.

1. Start Microsoft Outlook and open the profile with the Intra2net Groupware Client.
2. Open the menu Groupware Client, Account settings.

3. Open the Advanced settings menu and select Check Server Certificate.

Advanced account settings >

Generic

Automnatically link, folders

Secunty
Enciyptior: S50 w
=

Pazzword Encryption [MD5)
Eﬁ}theck Server Cerlificate

Cancel

4. Click Save to save the settings.

5. Open the Sync State menu of the groupware client and check that the connection
can still be successfully established.

4.1.1.1. Procedure for Certificate Errors

If a Cert Fai | ure is displayed in sync state, the server's certificate is not considered trust-
worthy.

10
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Intra2net Groupware Client

Intra2znet Groupware Client

Information Sync State
LR Account settings Time Tvpe State
142947 Attempling connection  Incoming synchionization connection could not . Waming Failure whils tying to valid
'E Folder Linking 14:23:47  Synchronization Attempting connection: johndoe@example. com...
142947 Synchrenization Disconnected:  johndoe@example. com conrection lost
142944 Attempling connection  Synchionization connection cannot be establish . CertFailure
2 shares 142323 Altempling conneclion  Incoming synchranization eannection could nal .. Warning Fallre while tying to valid...
142928 Synchronization Attempting connsction: johndos@example. com
142328 Synchronization sync-startup

’y Sync State

Q Options

In this case, the following points should be verified:

1. First check that the complete DNS name of the server, including the domain, is spe-
cified in the groupware client, as opposed to an IP.

2. If the DNS name is a local domain or if the certificate was not created by an external
certification authority, the certificate must be registered as trusted in Windows. Follow

the steps described in Intra2net Administrator Manual, Section 10.3, ,Installing
Certificates on Clients”.

3. Lastly, check that the server's certificate was created correctly. See Intra2net Admin-
istrator Manual, Section 10.2, ,Correctly Creating Certificates”

4.1.2. Deactivating the Search Indexer

Windows has a central service for indexing user data, which can then be searched through
the system wide search function. This service is called Search Indexer.

By default, the search indexer also attempts to index data from Outlook, but this is not
supported by the Groupware client in this way. In many cases, this leads to performance
bottlenecks and a sluggish response to user interaction in Outlook. Most importantly, the
startup process of Outlook will also be prolonged. Therefore, we advise against allowing
the search indexer to index Outlook. Proceed as follows:

1. Open the Windows Control Panel, then Indexing Options, or Email (32-bit).

2. Select Modify.

11
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4 Indexing Options *

1,245 items indexed
o

Eki’ Indexing complete.

Index these locations:

Induded Locations Exdude
Flowers
maMicrnsm‘t Outlook
Start Menu
Users AppData; AppData

Windows 10

Modify Advanced Pause
L

How does indexing affect searches?

Troubleshoot search and indexin

Close

3. Uncheck Microsoft Outlook.

s+ Indexed Locations >

Change selected locations
|:| a Internet Explorer History
[J+ i, Local Disk (C:)

J HZI Miati‘:ﬂ Cutlook

summary of selected locations

Induded Locations Exdude
Flowers
Start Menu
Users AppData; AppData

Windows 10

®5 show all locations Cancel

4. Confirm the settings with Ok and close the indexing options.
4.2. Importing Existing Data

If Outlook was previously used with a different profile and it is required to continue with
the pre-existing data on Intra2net Groupware Client, proceed as described below.

12
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When using Outlook with Microsoft Exchange, the complete migration process is described
under 10. Chapter, ,,Migration from Microsoft Exchange”.

4.2.1. Importing Using Outlook Import

If the data to be imported has a size of up to about 1 GB, it can be easily imported into
the Groupware Client using the procedure described here. If the emails to be transferred
have sum up to a larger amount, this method can still be used, but will take longer. A

faster import is then normally possible with the method described under Section 4.2.2,
~Importing Larger Amounts of Emails”.

4.2.1.1. Exporting Current Data

1. Open Outlook with the old profile containing the data to be imported. The Outlook
profile may have to be opened using the Windows control panel, under Mail (Mi-
crosoft Outlook 2016), or Email (32-Bit). Switch to Email setup (32-bit).

2.

Open File, Open Export, Import/Export.

3. Select Export to a file.

Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPMIL file

Import a VCARD%E [wef)

Import an iCalendar [.ics) or vCalendar file [.ves)
Impaort from another program or file

Import R55 Feeds from an OPML file
Import R5S Feeds from the Common Feed List

Description

Export Qutlook information to a file for use in
other programs.

= Back Cancel

4. Select Outlook Data File (.pst).

Export te a File

Create a file of type:

Comma Separated Values
Cutlook Data File ’.*pst'l

< Back Cancel

5. Select the required data file, including subfolders.

13
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Export Qutlook Data File x

Select the folder to export from:

» 0% johndos@example.com

EInclude subfolders Filter...

< Back Cancel

6. Select the directory and file to which you want to export the data.

Export Outlook Data File x

Save exported file as:
Documents\Outlook Files\backup.pst  Browse...
Options
@ Replace duplicates with items exported
(O Allow duplicate items to be created
(O Do not export duplicate items

< Back Cancel

7. A password is not necessary
Create Outlook Data File *

Add optional password

Password: || |

Verify Password: | |

I:‘Sa\rethis password in your password list
Cancel
8.  Wait until Outlook has exported all data.
9. Close Outlook.
4.2.1.2. Importing to the Groupware Client

1. Open Outlook with the Groupware Client profile. It may be necessary to open the
Outlook profile using the Windows control panel, under Mail (Microsoft Outlook
2016), or Email (32-Bit). Switch to Email setup (32-bit).

2. Open File, Open Export, Import/Export.

3. Select Import from another program or file.

14
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Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file
Export to a file

Import a VCARD file (wef)

Import an iCalendar (.ics) or vCalendar file [.ves
Import from another p i
Import R55 Feeds from an OPML file *
Import R5S Feeds from the Common Feed List

Description

Import data from other files, such as Cutlook
data files [,PST) and text files.

<Back [ Netz | | Ccancel

4. Select Outlook Data File (.pst).

Import a File

Select file type to import from:

Comma SeEarated ‘Values

| <Back [ Net> || canca |
5. Select the directory and file into which the data was exported.
Import Cutlook Data File X

File to import
‘.Ducument!\outlouk Files\backup.pst | | Brows&g

Options

@ Replace duplicates with items imported

(O Allow duplicates to be created

(C) Do not import duplicates

| <Back |[ Nedt> || canca |
6.

Import the data including subfolders to the current data file, into the same folder.

15
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Import Qutlook Data File x

Select the folder to import from:

£ Outlock Data File

[ Include subfolders Filter..,

O Import items into the current folder

@ Impaort items into the same folder in:

johndoe@example.com =

< Back Cancel

7. Wait until Outlook has imported all data.

8. The Groupware Client starts to write the data to the server in the background during
the import. However, this usually takes longer than importing the file into Outlook
and therefore continues to run in the background even after the import is completed.
The progress can be followed in the Groupware Client, Sync State menu.

4.2.2. Importing Larger Amounts of Emails

To use existing data with the Groupware Client which contains large amounts of emails,
the method described here is recommended.

It is necessary that the emails are on an IMAP accessible server. Most email servers are
reachable by IMAP by default, or at least this feature can be activated as an option. Using
an additional program, the emails can be copied directly from the previous server to the
Intra2net system via Outlook. However, only the emails can be copied via IMAP, not the
groupware data. The groupware data (calendar, contacts, tasks and notes) is usually not
so large and can therefore be transferred via the import/export function of Outlook.

Should the data volume be less than approximately 1 GB, or the emails are not on a
server accessible via IMAP, use the method described under Section 4.2.1, ,,Importing
Using Outlook Import”.

1. Transfer the emails from the previous server as described in 9. Chapter, ,,Migrating
Emails with IMAPCopy”.

2. Export the data from the existing Outlook profile as described in Section 4.2.1.1,
~Exporting Current Data”.

3. Open Outlook with the Groupware Client profile. It may be necessary to open the
Outlook profile using the Windows control panel, under Mail (Microsoft Outlook
2016), or Email (32-Bit). Switch to Email setup (32-bit).

4. Open File, Open Export, Import/Export.

5. Select Import from another program or file.
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Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file
Export to a file
Import a VCARD file (wef)

Import an iCalendar (.ics) or vCalendar file [.ves
Import from another program or file
Import R55 Feeds from an OPML file *

Import R5S Feeds from the Common Feed List

Description

Import data from other files, such as Cutlook
data files [,PST) and text files.

<Back [ Netz | | Ccancel

6. Select Outlook Data File (.pst).
Import a File
Select file type to import from:
Comma SeEarated ‘Values
| <Back [ Net> || canca |
7.

Select the directory and file into which the data was exported.

Import Cutlook Data File X

File to import

\Documents\Outlook Files\backup.pst | | Brows&.?J
Options

@ Replace duplicates with items imported
(O Allow duplicates to be created
(C) Do not import duplicates

| <Back |[ Nedt> || canca |

8. Do not import all data, just the folders with groupware data (calendar, contacts,
tasks and notes). Select the first folder with groupware data, in this example Tasks.
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Import Qutlook Data File x

Select the folder to import from:

Motes A
Outbox

RS5 Feeds

Sent ltems

a
+ Tasks
v

[ Include subfolders Filter..,

O Import items into the current folder
@ Impaort items into the same folder in:

johndoe@example.com w

< Back Cancel

9. Repeat the import process for all other groupware folders.
4.3. Setting up Multiple Accounts and Email Addresses

It is possible to use multiple accounts on the server and multiple email addresses simul-
taneously within one Outlook profile. This is useful, for example, to connect a company-
wide account such as "info" or to be able to effectively represent a colleague.

4.3.1. Multiple Server Accounts

ﬁ Caution

Only use the Groupware Client menus described below to configure accounts.
Do not use Outlook's account settings.

1. Open the menu Groupware Client, Account settings.

2. Under Add Account, select Server Account.

Intra2net Groupware Client

Information ¥ Account Settings

=1 £ Server acourts
£ iohndos@srample. com [sstablished]
= [3) Dutgaing mail identities Account Name: Iohndoe@example. com

[B Folder Linking [ johndoei@example. com

Server account
-?- Account Settings

Server information

2 s Sern

Login information

”
Q QOptions

Advanced Settings

Sync State

Server Seltings

Own Profile

oo Adddccount [ = Dislste Accourt fae Faneed

Outgeing mail |§nt\ty
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Select Create new data file if you want to insert the entire account as an additional
data file. The Use existing data file option is intended for cases where only individual
folders of the new account are to be connected in the Shared folders directory.

Add server account X

(®) Create new data file (recommended)
(0 Use existing datz file

johndoe@example.com

L

Select the folder in which you want to store the new data file.

Browse For Folder *

Would you like to select another folder for the IntraZnet
Groupware Client data file?

[ Desktop ~
v = Documents
Outlook Files
; Downloads
¢ Favorites
F Links
J’ﬁ Music

& | Pictures W

Folder: | Outlook Files

Make New Folder Cancel

Enter the full server name, login and password and assign an account name.

Intra2net Groupware Client

Intra2net Groupware Client

Information +| Account Settings

1 (9 Server accounts
£ iohndoe@exrample.com [established]
5 New accaunt
[B1 Folder Linking ) [5) Dutgeing mall identities
[ ichndoei@example.com
‘.‘_ Shares

.5‘_‘(. Account Settings

Sync State

v
a Options

o AddAccount [ Delete Account

Server account

Account Name:
Server information
Server

Login information
Usemame:

Password:

Server Seltings

3
Ej

intra.net.lan

Advanced Settings

F

DOwan Profile

Save Cancel

Open Advanced settings and turn on the server certificate check.
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Advanced account settings *

Generic
[ suatornatically link, folders

Security
Encryption: S5 w
Pt 993

[ Password Encryption (MOS)
hec:k Server Certificate

T

7. Save the settings.
4.3.2. Multiple Outgoing Mail Identities

It is possible to configure any number of different email sender addresses, regardless of
the number of server accounts. If necessary, different folders can be defined for storing
the emails sent for these sender addresses.

ii Caution

Only use the Groupware Client menus described below to configure accounts.
Do not use Outlook's account settings.

Proceed as described below to create new sender addresses.
1. Open the menu Groupware Client, Account settings.

2. Under Add Account, select Outgoing Mail Identity.

Intra2net Groupware Client

Information ~  Account Settings
ing mail identity
= = £ Server scoounts
i Account Seffings 5 iohndos@erample. com [sstatlished]
=1 (5] Dutgoing i idsnitss Accourt Nams:
B Folder Linking (3 iohndos@example. com S
‘+ Shares “Your Name:
Email Adress
fp Sync State
Sent Messages: [—<Please choose>
£+ optons Server information
Dutgsing Mail Serwer
Adwariced Settings
oo Adddccount [ Dslete Accout fae Faneed
Server sccount
Dutgoing mail idem;y
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Enter the user name, email address, outgoing mail server, and assign an account
name.

Intra2net Groupware Client X

Intra2net Groupware Client

Information ©  Account Settings
ing mail identity
2 =1 £ Server accourts
(2 GEEIIESin £ ihrdos@example.com [sstablished]
= [3) Dutgaing mail identities Account Name: Infai@example. com
B3 Folder Linkin (3 iohndoe@sxample.com
= g (31 Mew accaunt User information
2 shares Your Mame: infa
2
Email Adress infaGesample. com
'ﬁd Sync State
Sent Messages: [i5ent hems -
Lk opeors Server information
Dutgoing Mail Server: intra.net lar|
Adwariced Settings s
o AddAccount. | Delete Aocount S Gz

Open Advanced settings, activate encryption via TLS and set the port used to 587.

If necessary, authentication can also be activated and an organization name and a
different reply address can be entered.

Advanced account settings >

Outgoing ail Server needs authentication

lze zame zettings az for syno server

(®) Login with
Username: |inf0
Paszzword: Requested by Duthook,
Enciyptior: TLS -
=
Organization: | |
Reply email address: |inf0@e:-:ample.com |

-EIK Cancel
L3

Click on the selection box beside Sent messages.
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Intra2net Groupware Client x
Intra2net Groupware Client

Information ¥ Account Settings

=1 £ Server accourts
£ iohndosi@erample. com [established]

ing mail identity
-& Account Settings

3 info@example. com [established] Account Name: info@example.com
B3 Folder Linkin ]|
= g = [ Dutgoing mai denities User information
(3 iohndoei@example.com
‘.‘_ Shares
Email Address: infoi@example. com

'ﬁd Sync State

Sent Messages:

ﬁ QOptions Server information

Advanced Settings

oo Adddccount [ = Dislste Accourt Save Cancel

6. Select the folder in which you want to store messages sent with this Outgoing mail
identity.
IntraZnet Groupware Client X
= £ info
4 * Shared folders

@ Deleted Items
L] Inbox

'Eg johndoe@exam!g.com

Cancel

7. Save the settings and restart Outlook.
4.3.2.1. Folder Selection for Sent Messages

If several different sender addresses have been configured for a server account, it is often
advisable to store the sent messages in different folders depending on the sender address
used. If one sender address is used by several users, it may be advisable to store the sent
messages in a shared folder. To do this, the folder for the sent messages can be selected
differently for each outgoing mail identity.

The following specifics apply if sent messages are to be stored in a folder other than Sent
[tems:
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+ Sent emails are first stored in the Sent Items folder. A few minutes later, they are
automatically moved to the selected folder.

« The Sent Items folder is automatically excluded from synchronization with the server.
Therefore, make sure that other users of this account on the server do not continue to
use Sent ltems.

« Itis not possible for an outgoing mail identity to use the Sent Items folder while another
outgoing identity uses a different folder in the same data file to store sent emails.

In this case, set folders other than Sent Items for all outgoing mail identities.

4.4. Converting Previous Installations of the Groupware Client

If the Intra2net Groupware Client was previously only used to synchronize the groupware
data, and a separate IMAP data file managed by Outlook was used for emails, it is possible
to switch the email processing to the groupware client.

The following describes how to make this conversion.

1. Use the Import/Export function to create a backup copy of the local data file for the
emails. The export steps can be found under Section 4.2.1.1, ,Exporting Current
Data”. Only select the data file used for emails as the data source.

Export Outlook Data File *

Select the folder to export from:

% Groupware Folder
v 5 johndoe@example.w‘l
Inbox
5 Outbaox

i’. Include subfolders Filter...

<« Back Cancel

2. Open the newly exported backup copy by going to File, Open and Export, Outlook
data file and check if it contains all email folders and if they are complete. Then close
it again.

f Caution
Without a complete backup, it is possible that emails may be lost.

3. Open the menu Groupware Client, Account settings.

4. Under Outgoing mail identities select the previous IMAP account and click Use for
Groupware.
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Intra2net Groupware Client X

Intra2net Groupware Client

Information ¥ Account Settings

e = £ Server accounts ing mail identity
e 5 iohndosi@example. com [established]
Accourt Nams: johndoe@example.com

= (5 Dutg
5 0

I'E Folder Linking

User information

‘+ Shares “Your Name: John Dog

Email Address: johndoe@example. com
'Ad Sync State

Sent Messages: 3Sent ltems
a QOptions

Server information

Dutgoing Mail Server: irtranet lan

Advanced Settings

oo Adddccount [ = Dislste Accourt fae Faneed

Having created a backup copy of the email data beforehand, the confirmation prompt
can be accepted with Yes.

IntraZnet Groupware Client x

|, Converting Outlook-IMAP-Accounts in a dispatch account for the
* groupware client.

After the conversion, only email dispatch is active for this account.
Ernails can then be accessed via the groupware account.

—» Use the account for the groupware client.
Impeortant preparaticn
- Export the existing IMAP-data file to an Outlock backup data file (.pst)

Manual follow-up: L\\)

1. Select all folders for synchronization.

2. Copy data from the Outlook backup data file to the groupware data file.
3. Mow remove the IMAP-data frem the profile.

— Do not change
The Qutlook-IMAP-Account remains an independent account.

Explanation

Quit Outlook, wait until the Outlook process is truly finished (see Task Manager) and
restart it afterwards.

Information x

o The settings of the outgoing mail server have been changed.

These changes will be active from the next time Outlook
starts,

In the folder tree on the left-hand side of Outlook, the data file for the email account
may still be displayed in some cases. This must then be removed. To do this, right-
click on the data file and select Close "data file name". The previous IMAP data file
is recognizable by the fact that it does not contain a Shared folders folder.
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B Search Current Mailbox
4 johndoe@example.com

Inbox All Unread
7 Drafts 4 Yesterday
7 Sent ltems Intra2net Groupw
b .z. Deleted ltems Sending of client infol

This email was general
= Shared folders

e Intra2net Groupw

renive Installation of version
E| Calendar This email was genera
[2=] Contacts

{7 Journal

E Junk Email
Notes

Outbox
Purchase Orders

RSS Feeds

V| Tasks

O Search Folders

djg— .
! EE Open in New Window

=
Open File Location
N c 4 IMAP Folders..,
Update Folder List
o

Process Marked Headers
%( Close "johndoe@example,com”
Mew Folder... h
Zl Sort Subfolders Ato £

Data File Properties...

Open the Groupware Clientmenu, and click Folder Linking.

The missed checkmarks in front of the email folders indicate that they are not syn-
chronized by the groupware client. This can be amended as follows:
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Intra2net Groupware Client

Intra2net Groupware Client

Information

E Account Settings

Dﬁ Archive = Calendar

o [ =] Calendar [£5] Contacts

TE RS [“[E5] Contacts [ Deleted ltems:
[1£3 Deleted tems L7 Drafts

& shares [m [ Inbiox (Outiook]
[ ilnbax [ Junk Email
[ 23 durk Email . Hotes

'Ad Sync State [AL Notes [Zd Purchase Orders
[ Purchase Orders [ RS Feeds

§ [, RSS Feeds [ Sent ltems

Q‘ Options [ 45ent lems ¥ Tasks

[11%] Tasks

N outiook

E
[ » Shared folders

\_£ Server accounts

10. Right-click on the first email folder. Uncheck the option Skip folder.

K Outlook

I_—f Server accounts

=] @ Groupware Folder - johndoe@erample. com

Skip folder

Ll
[A]v] Tasks

11.

= é johndoe@example.

[]. & = Shared folders 3 Archive

177 Archive [ Calendar

[ Calendar [25] Contacts

t [ Deleted Items
* Deleted Items [ Drafts
[25] Inbox [Dutlaok]
. . - 2 Jurk Email

Inbox" rename... Motes

[ Purchage Orders

[ 157 Puncriase ooy L\, 3 RSS Feeds
:RSS Feeds 3 Sent ltems
ent ltems j Tasks

com

The folder is now displayed with a check mark on the front of it.

ET outlook I_—f Server accounts
= @ Groupware Folder - jphndoe@example. com = 9 johndoe@example. com
[]. & » Shared folders £ Auchive

157 Archive E Calendar

[ Calendar [25] Comtacts

[1[E5] Contacts [ Deleted ltems

D’{A«} Deleted Items LZ| Dirafts

s E |Ir Dk

[ % 23 Junk Emall

123 Junk Email . Notes

I:L MNotes O Purchase Orders

7177 Purchase Orders 3 RSS Feeds

[1:7:: RSE Feeds £ Sent ltems

[0 % Sent tems \7 Tazks

|:|:3 Tasks

12. Repeat the last two steps for all email folders.

13. Quit Outlook, wait until the Outlook process is truly finished (see Task Manager) and
restart it afterwards.
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14. After restarting, the groupware client will start scanning the email folders from the
server. Itis possible to follow the progress in the Groupware Client, Sync State section.

15. After the synchronization is finished, check the content of the email folders for
completeness.

If entire folders or individual emails are missing, they can be copied from the backup
created at the beginning. To do this, open the backup copy as an additional data file (File,
Open, Open Outlook Data File) and drag drop the missing data into the other data file.
Do not use the import function of Outlook, as this can lead to malfunctions in the imported
folders.
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5. Chapter - Sharing and Access to Shared Folders

5.1. Sharing Own Folders
To allow other users to access a folder, the owner must first share it as follows:
1. Open the Groupware Client > Shares menu.

2. On the left side (server accounts) click on the folder to be shared.

Intra2net Groupware Client

Intra2net Groupware Client

information ¥ Server accounts 14. Shares: Calendar
52 Account settings 1 [ johndoet@erample.com User/Giroups Read ‘Wite Folder Flags
NEETT inhnidae My Righ...
[B& Folder Linkin [LJC Deleted Items
= g 15 Drafts
15 5 Inbax [Outiock)
‘4_ Shares 123 Jurk Email
[, Motes
[ RSS Feeds
"’d Sync State 153 Sent ltems
/%] Tasks
a QOptions

[ Asar spply folder seftings for sub folders

Save Cancel

3. Double click on the right side (shares) of the screen. The dialog for a new share ap-
pears. Select the user name or user group with which the folder is to be shared.
Select User .

Free Usemame: | |

Uszer/Groupz Comment

Group:Al t!

Fimon

Read Wite Folder  Flags
| O
Cancel

4. Use the checkboxes at the bottom of the dialog to select the rights that are to be
granted to other users.
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5. Click Save to add the new rights to the server.

We advise against sharing with individual users, but with user groups on the Intra2net
system. This simplifies the management of shared folders, especially during user fluctuation
and restructuring.

The meanings of the various rights are as follows:

Read The user can see the folder and all of its contents.

Write The user can create new entries in this folder and change or delete
existing ones.

Folder The user can delete, rename, and create new subfolders within
this folder. Additionally, the user gets administration rights to the
folder and can change the sharing rights for other users.

Flags The user may change the read, reply, and flagged flags of the ex-
isting content.

The set rights normally only apply to the selected folder itself. With the corresponding
option, the rights set for the selected folder can also be applied to all subfolders. Not
only the currently changed rights are adjusted, but the complete rights set for the selected
folder are set for all subfolders exactly the same as for the selected folder.

Newly created folders always adopt the rights of their parent folder when they are created.

5.1.1. Read Status Shared/Individual

The Intra2net system enables the management of the "read" or "unread" status of newly
received emails either for all users or for each user with individual access rights to this
folder. Which method is more suitable depends on the situation and the reason for
sharing an email folder with other users. Therefore, both options can be selected.

If a new share to other users is configured in the menu Groupware Client > Shares with
the right "Flags", the shared read status is automatically activated.

If the read status is to be managed individually for each user, open the context menu of
the folder with a right click and deactivate the Share seen flag with others option.

Server accounts ‘+ Shares:

= [ iohndoe@example. com UsenfGiroups
Eﬁér:\::dear johndoe (My Righ,
[l==] Contacts Group:lle
124 Deleted Items
1A Drats
L5 Inbo (Dutinck)
23 Junk Email
1. Motes

Add

[CC3 RSS Feer
[ Sent ltem Delete

O11%] Tasks
~  Share seen flag with others I}

|
5.2. Linking Shared Folders

To link folders that other users have shared, follow these steps:

1. Open the menu Groupware Client > Folder Linking.

29



Intra2net Groupware Client Manual

2. On theright side (server accounts) the shared folders appear below » Shared folders.

Intra2net Groupware Client X

Intra2net Groupware Client

N outiook

{ Server accounts

Information

3. Click, and with the mouse button held down, drag the desired folder on the right
side to » Shared folders on the left side (Outlook). Release the mouse button once
it is there.

B3 outlook £  Server accounts

52 & joh com 1 & [ch om
 Account Seffings 1.4 » Shared folders & » Shared folders
[ Archive B & hschuster
B Folder Linkin [ATE] Colendsr [ Calendar
a B [“[E] Contacts [£5] Contacts
165} Deleted Items 23 Archive
& shares EALADrahs [ Calendar
A Inbox [&] Contacts
[ 23 durk Email [ Deleted ltems
”~”
& Syncstate [0 Notes LA Diafts
[A23 Purchase Qrders [ Inbox (Qutlook)
§ []23 RSS Feeds 3 Jurk Email
ﬁ Options [ 5ent ltems L Notes
[11%] Tasks 23 Purchase Orders
3 RSS Feeds
£ Sentltems
Y| Tasks

=2 @iuhﬂdue@exemplacum B {4 johndoet@example.com
1.4 » Shared folders = & #5Shared folders
[0 Archive = & h.schuster
DE Calendar hdsz
[V1[E=] Contacts

[“1{5] Deleted ltems [ Archive

[ Drafts [E] Calendar
[ Inbox [&5] Contacts
[ dunk Email Motes
[ Motes [C3 Purchase Orders
[0 Purchase Orders [ RASS Feeds
[“IEZRSS Feeds 3 Sent ltems
Di.;-]SentIths 3 Tasks
[7]1%] Tasks

BT outlook F  Server accounts

iohndoe@example. com

d fal

B &9 iohndost@example.comn
= & # Shared folders

|23 Archive = & h.schuster

[ Calendar Bl Calendar

[“1[25] Contacts [&5] Contacts
[15] Deleted Items 3 uchive

D@Drafts E Calendar

Dljlnhnx [£5] Contacts

[ Junk Email Motes

[ Hotes £ Purchase Orders

[0 Purchase Orders £ RSS Feads

[ICARSS Feeds O Sent ltems

[ Sent ltems :3 Tasks

D; Tasks

4. A dialog appears asking how the connection should be created. By default, the se-
lected folder and all of its shared subfolders are connected. If new subfolders are
created or shared on the server at a later stage, they will be automatically connected.
Alternatively it is possible to connect only the selected folder without subfolders by
unchecking this option.
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5.

Some folder views in Outlook, such as the calendar view, do not display the folder
hierarchy, but only a list of folder names. Therefore, it is recommended to give these
folders unique names. The suggested name for a local folder includes the user name
of the owner.

Link Type X

Destination-Folder
» Shared folders /h.schuster

Auto Link Subfalders
[ Mew folder

Calendar [h.schuster)

Cancel

The connected folder now appears on the left side (Outlook) below » Shared folders
and the user name.

Intra2net Groupware Client X

Intra2net Groupware Client

Information N outiook 4 Server accounts

= [A%5 iohndos@example. com B &4 ishndoe@sxample.com
2 [ 4 > Shared folders B /& » Shared folders
B[] g hschuster

-?- Account Settings

5 & hsd

fE Folder Linking

=]
[E] Calendar 23 Archive
& shares & Contacts =) Calendar
(5] Deleted ltems [2] Contacts
LA Drafts - Motes
f"/ Sync State 5 Inbox 24 Puchase Oiders
23 Junk Email [ RSS Feeds
- Moles [ Sent ltems
ﬁ‘ Options [ Purchase Orders ¥ Tasks
3 RSS Feeds
[ 5ent ltems
V| Tasks
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6. Chapter - Additional Features

6.1. Excluding Folders from Synchronization

Normally, all folders in Outlook are linked to their corresponding folders on the server.
However, as described below, individual folders can be excluded from synchronization
and completely unlinked.

1. Go to Groupware Client > Folder Linking.

2. On the left side (Outlook) right click on the appropriate folder. A context menu will
open.

3. Enable Skip folder to unlink this folder, or disable the option to link the folder again.

# [11&] Deleted ltemns L7 Drafts
__;j Draftz L_l Inbox [Dutlook]
[ b 23 Junk Email
[ Junk Email

[ Purchase Orders
[ Purchase Orc Notes" rename... 1 RSS Feeds
»—:J RSS Feeds Skip folder [ Sent ltems
13 Sent Ihems |3 Tasks

It will always apply to the folder itself and all of its subfolders.

Hint
This procedure only works for automatically linked folders. For a folder that
is linked individually, proceed as described in Section 6.2.3, ,Removing a
Folder Link” instead.

6.2. Manually Connecting Folders

Normally, the Intra2net Groupware Client automatically links its own folders between the
server and Outlook:

« Folders created on the server will automatically appear in Outlook

« Folders created in Outlook are automatically created on the server and linked to it.
« Folders deleted locally are also deleted on the server

« Folders deleted on the server are moved locally to the Saved data folder.

« Folder names and their hierarchy are identical in Outlook and on the server

The user doesn't have to manually link folders individually, but doesn't have the option
to locally reorganize or rename the folder hierarchy in Outlook, differently from the
server.

6.2.1. Switching to Manual Linking

For facilitate this, it is possible to switch off the automatic system and link the folders
manually. To do so, proceed as follows:

1. Go to Groupware Client > Folder Linking.
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2. Click the root folder on the left side (Outlook) and uncheck the checkbox in front of

the name.

Intra2net Groupware Client

Intra2net Groupware Client

Information

-& Account Settings

N outiook

ey

| Server accounts

&>
3 Archive 3 Archive
[E Folder Linking (7] Calendar [T Calendar
] Contacts [Z] Contacts
o) Deleted Items [23 Deleted ltems
& shares LADrats LA Drafts
[ Flnbox [ Inbaos (Outlook)
3 Jurk Email 3 Jurk Email
'ﬁd Sync State « Notes o Notes
23 Purchase Orders [ Purchase Orders
4RSS Feeds [ RSS Feeds
Q Options [ Sent liems [23 Sentltems

¥ Tasks [9] Tasks

3. You will be asked if you really want to remove the link. Answer with OK.

The individual subfolders are still linked as before. However if any new folders are created
at the highest folder level, locally or server-side, they will need to be manually linked (if
necessary) from this point onward. It is also now possible to unlink individual folders or
link them at a different location in the local folder hierarchy than on the server.

6.2.2. Linking an Individual Folder
1. Go to Groupware Client > Folder Linking.

2. On the right side, the user account is displayed on the server, and on the left side,
the local folder hierarchy in Outlook.
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Intra2net Groupware Client

Intra2net Groupware Client

Information

-‘?i- Account Settings
I'E Folder Linking
‘.'_ Shares

'Ad Sync State

ﬁ QOptions

3. Click and hold the mouse button on the appropriate folder from the Outlook side
(in this case Tasks) and move it to the root folder on the right side of the Outlook
page, while ensuring the mouse button is always held down (drag drop). If the folder

N outiook 4 Server accounts
= [ %7 Groupware Folder £ £ Intranet lan

[ inboxfol}

3 Spam

" Purchase Orders
[ 11" RSS Feeds
17 % Sent ltems
O

< Tasks

to be linked is on the server, simply reverse the method.

BT outlook =8 Server accounts
B [ 14 Groupware Folder = 4 Intranet lan
P
3 L7 inbox{ol}
4 Spam

E Outlook

| —f Server accounts

=] Dii:a}ﬁlnupware Folder
Lk

rchive
slendar
ontacts

[ Junk Email
D\ MNotes
ke

ent ltems

5] inboxlal} 2
[Cd Spamn I’\\’

There will now be a choice of how the link should be configured:

Auto-Link Subfolders

If active, the folder itself and all of its subfolders are linked. If new
folders are added or deleted locally in Outlook or on the server,

the change is made on the other side.
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New folder If enabled, a new folder is created inside the previously indicated
folder and connected to the server.
Folder name If a new folder is to be created, the name can be set here. This
allows different names for the same folder to be used locally in
Outlook and on the server. For example, the Cal endar folder of
the user John can be called Cal endar John locally in Outlook.
Link Type X
Destination-Faldzr
Tasks
Auto Link Subfolders
[ Mew folder
Tasks
Cancal

6.2.3. Removing a Folder Link
To unlink a folder, proceed as follows:
1. Go to Groupware Client > Folder Linking.
2. Select the folder which is to be unlinked on the left side (Outlook) .

3. Uncheck the checkbox in front of the folder name.

Intra2net Groupware Client X

Intra2znet Groupware Client

Information = Outlook Server accounts
52 7 Groupware Falder o1 £ Groupware Folder
waeas Account Settings > Archive [ Archive
FATE Calendar 7] Calendar
fE Folder Linking [AE] Contacts (2] Contacts
@ []{3} Deleted tsms 3 Deleted ltems
" iDrafts LA Diafts
& shares i inbo 17 Inbox (Dutlack)
i Jurk Email 3 Jurk Email
’p Sync State £ Purchase Orders [23 Purchase Drders
- PSS Feeds [ RSS Feeds
a T iSent ltems [ Sent hems
%] Tasks V| Tasks

4. Confirm the unlinking

6.3. Folder Hierarchy and ibx_sub
In Outlook, the I nbox folder is usually found on the same hierarchy level as cal endar,

Cont act s, etc. On the IMAP server, the I nbox is the root folder of a user, with all other
folders such as Cal endar, Cont act s etc. as subfolders of the Inbox.

35



Intra2net Groupware Client Manual

The Groupware Client translates these two different concepts and displays the Outlook
folders according to the standard Outlook format.

In Outlook, however, it is possible to create subfolders in the Inbox. On the IMAP server,
however, there are no differences between subfolders of the Inbox and folders at the
same level of the Inbox. If this happens, the groupware client creates a folder called
i bx_sub on the IMAP server, and stores all Outlook inbox subfolders inside it.

6.4. Folder Options

In the Groupware Client > Options menu, connection options can be set for the email
accounts. In particular, it is possible to set the frequency at which individual folders are
synchronized with the server in the background.

Generally, each folder is synchronized, regardless of the settings here, as soon as the user
opens it in Outlook. The currently opened folder is then updated every 5 minutes. In ad-
dition to this, all folders are synchronized with the server in the background, at the interval
defined for automatic fetching.

By default, each folder adopts the settings of its parent folder. The default synchronization
of the root folder is every 45 minutes. To adjust the frequency at which a folder is syn-
chronized in the background, select the folder, uncheck Use default value and set the
desired time. All subfolders of this folder automatically adopt the specified time.

f Caution
Synchronizing many folders results in significant load on the server. It is
therefore important to ensure that only one or very few folders are synchron-
ized at short intervals per user. If all folders are synchronized every few
minutes, the server can easily be overloaded by a few users.
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IntraZnet Groupware Client

Intra2net Groupware Client

Information
24l

saw Account Settings

IE Folder Linking
1_,_ Shares

"’ Sync State

ﬁ Options

The update interval settings here only affect the synchronization of changes on the server
to local Outlook. Changes made locally in Outlook are always immediately written to the

server.

The settings for the update intervals here only affect the contents of the folders, not
changes to the folder structure. Regardless of the interval set here, these are always syn-
chronized when Outlook is started and every 45 minutes afterwards. The Groupware
Client can be instructed to update the folder structure immediately by right clicking on a
folder in the Outlook folder list which is managed by the Groupware Client, opening the
context menu, and select Update folder list.

=

D Outlook

2 %}iuhmdue@example.cum
& » Shared folders
[C1 Archive
[=] Calendar
[25] Cantacts
5] Deleted ltems

(L2 Diafts
[ Inbox
[ Jurk Email
. Motes

[“124 Purchase Orders
[ ASS Feeds
lJ‘ Sent ltems
1% Tasks

= Ouj

File Home  Send/Receive  Folder Group)
€

£ New Email Thursday, February 8, 2018

Calendar
4 Groupwar -~
E 2 Openin Ne
Inbox

Qpen File L
77 Drafts
Process Marked Headers
5 Sent terr -
I (& Deleted H
New Folder...

Ard 2| Sortsubfolders AtoZ

ccount Properties,
Data File Properties,
Notes | % Update folderlist &

5 Outbox | & Server Settings.

Purchase Orders

Additional settings for synchronization can be made using the registry. These can be
found in Section 11.2, ,Advanced Registry Settings”.

"Groupware Folder - johndo...” rename.
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(@) Product version only

(2 Program and spstem information

Update Configuration
Search for new updates
Inform about new shares

In-place item editing

Sync item on leave

Folder Specific Settings
Automatic Fetching each
[ Use default value L\) 10 Minutes

Message Fetching
Use default walue Only Headers
Complete

(0ld versions in folder for deleted elements
Use default walue Do rot save

Save

Save Cancel
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6.5. Editing Server-Side Settings

The Groupware Client provides an easy way for users to access their server-side user set-
tings from Outlook. The features such as absence mode, email forwarding, sorting rules
and the user-dependent spam filter of the Intra2net system can be configured.

Access is possible through the office menu bar Groupware Client and the corresponding
entries in the Server Settings area. These elements open a web browser which displays
the corresponding menu items on the Intra2net system. The session is opened directly
with the user's access data, so no login is necessary.

Outlook Today - Outlook

Home Send / Receive Folder View Help Groupware Client @ Tell me wh3

@O 2mwd2 Y B <

Information Account Folder Shares Sync Options Absence Forwarding
Settings Linking State
Profile configuration Server Settings

< . L
| Absence ‘e 9, 2018
4 johndoe@example.com ebruary

MNotifications 2 Calendar
17 Drafts
¥ Tasks

Archive

Purchase Orders

E Calendar
[25] Contacts
i Journal
[ Junk Email
[25] Kontakte
Motes

RSS Feeds

If multiple server accounts (data files) are configured, the user is asked in a dialog for
which server settings they want to open.

Alternatively, the server settings can be opened using the context menu of each folder
in the folder list (right clicking on the folder name) and then using Server Settings option.
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Notifications - Groupwar

Home Send / Receive Folder View

O == a P & =

Information Account Folder Shares Sync Options  Absence Forwarding
Settings Linking State

Help Groupware Client

Profile configuration Server Settings

. Search Current Mailbox
4 johndoe@example.com

Motifications All__llnread
5 Drafts B2 Open in New Window n'tfind anything t¢
2] Tasks Mew Folder...
Archive
Purchase Orders Lopy Folder
E Calendar
[£5] Contacts
% Journal & Mark All as Read
ré.JunkEmaiI = Clean Up Folder
[25] Kontakte
Motes
RSS Feeds
RSS-Feeds w  Move Down
[ Gesendete Elemente Properties...
v Aufgaben 2
Entwiirfe 7 Update folder list
I 17 » Gemeinsame Ordner # Server Settings...
E Kalender %

For multiple server accounts, the server settings for the account associated with the selec-
ted folder are opened.

It is necessary, of course, that the Intra2net system administrator has allowed individual
users to configure these settings. This can be set on the server through the Usermanager
> Groups : Administration rights menu, e.g. in the Al I Group, by adding the pages under
Usermanager > Own Profile to the allowed pages.

In addition, a correct SSL encryption configuration is required for access. For errors with
the encryption, proceed as described in Section 4.1.1.1, ,Procedure for Certificate Errors”.

6.6. Use Free/Busy Information

If colleagues have not released their calendars for viewing, it is still possible to determine
when they have not entered any other appointments in their calendars, to organize a
common appointment. This information is available through the free/busy system.

Before the free/busy data can be used, the correct address must first be specified in Out-
look, so it can be retrieved. Proceed as follows:

6.6.1. Outlook 2016, 2013 and 2010
1. In Outlook, go to File and select Options.
2. Go to the Calendar section.

3. Now click on the Free/Busy Options button.
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Outlook Options s
General . . =
Change the settings for calendars, meetings, and time zones.
Mail
E Calendar Work time
People -L) Work hours:
Tasks Start time: 8:00AM
. 200 -

Search End time: 5:00 PM

Work week: [] Sun Mon Tue Wed Thu Fri [ Sat
Language

First day of week: | Sunday =
Ease of Access

aseorAces First week of year: | Starts on Jan 1 o
Advanced
Calendar options
Customize Ribbon
Al Default reminders: | 15 tes ¥

Quick Access Toolbar _ﬁ % - h minutes

Allgw attendees to propose new times for meetings
Add-ins . 5

Use this respense when proposing a new meeting time: | 2 Tentative ~
Trust Center

Add holidays to the Calendar: | Add Holidays...

Change the permissions for viewing Free/Busy information: | Free/Busy Opt\or&‘

[ Enzble an alternate calendar

- -
When sending meeting requests outside of your organization, use the iCalendar format
[[] Show bell icon on the calendar for appointments and meetings with reminders
Display options
H ?a Default calendar color: o
[ Use this color on all calendars
[] Show week numbers in the menth view and in the Date Mavigator
[] When in Schedule View, show free appointments -

4. Enter the search path into Search location.
The address is https://intra. net.|an/freebusy/ YNAVEU@SERVERY% i f b.
Use the name of the Intra2net system and enter the address as shown here.

Since the Intra2net system automatically generates the free/busy information, the
Publish at location check box must be unchecked.

Internet Free/Busy Options X

Free/busy information is used by people sending meeting requests,
to determine when you are available for meetings.

|:| Publish at location:

Publish | > maonth(s} of Calendar free/busy information

Update free/busy information every | 15 | minutes

search location: | ntra,net.lan/freebusy/%NAMES% @%SERVER.ifb .

Cancel

6.6.2. Outlook 2007 and Outlook 2003
1. In Outlook, go to Extras and select Options.

2. Click on the Calendar Options button.
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Optionen @

Einstelungen | E-Mail-Setup | EMai-Format | Rechtschreibung [ weitere |

E-Mail
- Anderung der Anzeige und Handhabung von E-Mail,
‘—_g [ Junk-E-Mail... ] [ E-Mail-Optionen... ]
Kalender
Anpassen der Kalenderanzeige.
= Standarderinnerung: 15 Minuten lz‘ Kalenderouhonen

Aufgaben
=04 Anderung der Aufgabenanzeige.
i] Erinnerungszeit: 08:00 lz‘ Aufgabenoptionen. ..
Kontakte und Notizen
8 Anderung der Standardeinstellungen fiir die Kontakte, das Journal und die Motizen.

— [ Kontaktoptionen. .. ][ Journaloptionen... ][ MNotizenoptionen. .. ]

Durchsuchen
p Andern Sie die Einstellungen fiir Indexerstellung und Suchvorgénge.

Suchoptionen...

Mobiltelefon
¢ Anderung der Einstellungen fir Mobilfunkbenachrichtigung und -messaging.
QE — [ Benachrichtigungen... ] [ Mabiltelefonoptionen... ]

Now click on the Free/Busy Options button.

Kalenderoptionen @
Arbeitswoche

[VIMo [Ioi [Imi [¥]Do #IFr [Clsa s

Erster Wochentag:  Montag [+] Begnntum: o800 lz‘

Erste Jahreswoche:  Erste 4-Tage-Woche lz‘ Endet um: 17:00 |z|
Kalenderoptionen

[#] Eingabeaufforderungen vom Typ “Klicken Sie hier, um einzufiigen” im Kalender anzeigen
5
= [~] Wochennummern in der Monatsansicht und im Datumsnavigator anzeigen

[#] Teilnehmer diirfen andere Besprechungszeiten vorschlagen

Andere Besprechungszeiten vorschlagen mit: | Mit Vorbehalt E‘

Standardfarbe: - Planeroptionen... ] [ Feiertage hinzufigen... ]

|| Ausgewshlte Farbe fiir alle Kalender verwenden
Erweiterte Optionen
@ [ Zusatzkalender aktivieren: | Englisch Gregorianischer Kalender

[#]Beim Senden von Besprechungsanfragen iiber das Internet iCalendar verwenden

[ FreifGebucht-Optionen. .. {}J [ Ressourcenplanunag. .. ] [ Zeitzone... ]

Enter the search path into Search location.
The address is https://intra. net. | an/freebusy/ YNAVEUBBERVER% i f b.
Use the name of the Intra2net system and enter the address as shown here.

Since the Intra2net system automatically generates the free/busy information, the
Publish at location check box must be unchecked.
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Frei/Gebucht-Optionen @
Optionen

FreifGebucht-Informationen werden von Personen verwendet, die

Besprechungen planen und so feststellen kinnen, wann Sie zur Verfiigung

stehen.

Frei/Gebucht-Zeiten der nachsten |2 Monate auf dem Server versffentichen
FreifGebucht-Daten auf dem Server alle |15 | Minuten aktualisieren

Internet Frei/Gebucht
[ veraffentichen unter:

Suchenunter: | hitps: /jintranator. net.lan/freebusy,/%eNAME % ©¥:SERVER Y. ift

6.7. Marking as Private

Appointments, tasks and contacts can be marked as "private" in Outlook. Regardless of
the access rights to the folder, this data is only visible to the person who set the private
identifier. The owner of the data is identified by the user login.

For other users, the data is completely hidden, or for appointments only a placeholder is
displayed. See also the settings for CalPrivatePlaceholder in Section 11.2.1, , Store Settings”.

s Untitled - Appointment

Appointment Insert Format Text Review Help Q@ Tell me what you want to do

= .
E? x Ir‘d R 2] Appointment IEFE Eﬂ :'a Z2 M Busy - £ ¥Recurrence =I k
ES Scheduling *= L]

Save & Delete Copy to My =1 Skype  Meeting Invite 15minutes - @ TimeZones Categorize "
Close Calendar Meeting Motes  Attendees =

Actions Show Skype M... Meeting... Attendees Options [F] Tags ~
Subject Private

Mark this item as private so that

Location other people cannot see the details
Starttime | Wed 2/7/2018 FE| 200 AM | [ All day event =it
End time Wed 2/7/2018 E 8:30 AM -

ii Caution
The private data is only hidden for other users with access rights to the folder,
and is not displayed in Outlook. However, this does not mean that others
cannot access this data. Marking as private therefore does not meet the
usual requirements for security and data protection.

Other users with access rights to the folder can read the data as an XML file via IMAP.
The following example shows a private appointment from a calendar that was subscribed
to in an email account in Outlook.
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|| C\Userstuser\Desktopicalendarxml ~ & | Search... o~

& C\Users\user\Desktop\cale...

<?xml version="1.0" encoding="UTF-8"?> A
- <event version="1.0">
<uid>mxstore{7ca06bla-87eb-5848-9b6c-b823bf254ad8}
<eid::<00000000>= ;8d6692053ac33d4f824da347d7ec403ac4002000> </uid>
<uid-event>040000008200e00074c5b7101a82e00800000000f043f2fd10a0d3010000000=
000000000100000001bcc657c5a26a94bac869482324fc260</uid-event>
<body>=20 </body=>
<summary>My Appointment</summary>
<conversation-topic>My Appeintment</conversation-topic>
<creation-date>2018-02-07T11:29:56Z < /creation-date>
«<last-modification-date>2018-02-07T11:41:49Z</last-modification-date>
<sensitivity>private</sensitivity >
<ol-sensitivity > Private </ol-sensitivity >
<private-owner>johndoe</private-owner>
<product-id>Intra2net Groupware Client 3.2.0.1</product-id>
<show-time-as>busy</show-time-as>
<al-busy-status-intended > MaybeUnset</ol-busy-status-intended>
<start-date>2018-02-07T07:00:007Z < /start-date>
<last-modifier-name>johndoe</last-modifier-name>
<end-date>2018-02-07T07:30:00Z </end-date>
- <organizer>
<display-name>John Doe</display-namex>
«<smtp-address>johndoe@example.com </smtp-address>
<forganizer>
- <creators
<display-name>John Doe</display-name>
«<smtp-address>johndoe@example.com</smtp-address>
< [creator>
<priority>3</priority>
- <attendee:
<display-namex>John Doe</display-name:
<smtp-address:johndoe@example.com</smtp-address:
<role=required</role>
<request-response>false </request-response>
<status>none</status>
<fattendee=
- <attendee>
<display-name>johndoe@example.com</display-name>
<smtp-address>johndoe@example.com </smtp-address:
<rolexrequired</role>
<request-response=>false </request-response:
<status>none</status>
</attendee= v
</event>

As one can see, apart from some not intuitively understandable information, all relevant
dates of the appointment are readable in plain text.

As a secure alternative, it is advisable to alternatively create a separate folder for private
data, and not to share it.

6.8. Reminders in Shared Folders

Outlook can give reminders of deadlines for appointments and tasks. If a folder is shared
by several users, the reminders are handled individually for each user.

Each user can place any number of reminders on each groupware item, and they will
appear only on their own due date. The user login is used to identify the user, so the re-
minders also work if a user works at different PCs.

The only exception is when a user creates a new appointment or task and enables remind-
ers at the same time. In this case, the reminder is made for the creating user, and one
for the owner of the folder. This way, for example, a secretary can create an appointment
with a reminder for their boss.

A later change to the reminder only affects the user who made the change.

The values I ni ti al Reni nder Setti ng and Remi nder ChangesHandl i ng in the registry can
be used to further change functionality. Details can be found in Section 11.2, ,,Advanced
Registry Settings”.
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6.9. User-Defined Fields in Contacts

Outlook allows users to create custom fields for contacts in addition to the predefined
fields (Menu bar Contacts > Show > All fields, select from User - defined fields in this

i tem. These can be created by contact folder and then filled with specific content for
individual contacts.

The Intra2net Groupware Client can also synchronize these user-defined fields to the
server and thus make them usable across different workstations or users. However, a
definition file for these fields must be available on all workstations before they can be
used for the first time.

The definition file is an XML file, called user defi ned_sync_fi el ds. xm , and by default
it is located in the program folder where the Intra2net Groupware Client is installed.
However, the path of this file can be changed in the registry by setting SyncTenpl at es-
Fi | ePat h (see Section 11.2, ,Advanced Registry Settings”).

With the Intra2net Groupware Client, an example file is provided as user-
defined_sync_fiel ds_t enpl at e. xm , which contains a detailed description and examples
of how to create user-defined fields. Copy this template file to user-
defined_sync_fields.xm and open it with an XML editor (such as Oxygen
[http://www.oxygenxml.com/],  EditiX  [http://www.editix.com/]  or  XMLSpy
[http://www.altova.com/xmlspy.html]). Everything else is described in the sample file.

The user-defined fields can currently only be accessed with the Intra2net Groupware Client.
They cannot be edited or displayed in the web groupware or via ActiveSync.

6.10. Showing Item Source Text

To analyze coding problems and other similar matters, it is possible to view the items in
the source text. The header of the items is also displayed here.

To display the source text, right-click the item to open the context menu and select Show
source text.

E:00am My
Appaintment; 2 Quick Print
John Doe

E1 New E-mail to Attendees
14 € Reply
2 Reply Al
4 Forward
Priyate
21 22 ShowAs 3
1 Categerize >
[E Meeting Notes
TR Cancel Meeting

28
Show source text %

6.11. Backup Folders

If local items are deleted or changed by server functions or linking operations with the
server, the Intra2net Groupware Client saves the original versions to special folders. The
different types of backup folders for this feature are described below.
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6.11.1. Server-Side Deleted Items

If an item is deleted or modified at another computer, the original item is saved locally.
For this purpose, a Deleted Items folder and a folder with the name of the original folder
with an (Old Version) identifier are created. This is where the old version is stored. If ne-
cessary, the old versions can be restored from these folders using Drag & Drop.

Since these folders are located within Deleted Items, the normal Outlook system works
to clean up these folders regularly (deleting items on closing or deleted by AutoArchiving).

<

4Groupware Folder Search Deleted Items O | current Falder ~ Organizer  John Doe <johndoe@example. com Sent
Inbox All Unread ByDate ~  Newest & Subject My Appointment
# Drafts John Doe jErs Lacation
3 Sent Items My Appaintment SRl Starttime  Wed 2/7/2018 £:00 AM
4 [ Deleted ltems End time Wed 2/7/2018 8:30 AM
4 [ = Server-side deleted items
Calendar (Old Version)

If server modified items are not to be saved locally this function can be disabled. This is
done using the Old versions in folder for deleted items in the Groupware Client > Options
menu. There, the properties can be configured for each folder individually, or by changing
the root folder for all folders.

IntraZnet Groupware Client *

Intra2net Groupware Client

Information

5l

aw Account Settings

E Outlook

= E’-ﬁﬁrnupware Falder - jphndoef@esample. com
& » Shared folders

Send to server
(O Mo information

2 Archive () Product version anly
l-é Folder Linking % Ealandar (®) Program and system information
ontacts
£ “l} Deleted ltems Update Caonfiguration
L7 Draft:
‘+ Shares 'ﬂlm[baa: Search for new updates
23 Junk Email Infarm about new shares
fof Syncstate Not
d ¥ .\_J F'L?r:;asa Orders In-place item editing
3 4RSS Feeds Sync item on leave
ﬁ Options L iGent ltems
i
) Tasks

6.11.2. Backup Data after Restore

Folder Specific: Settings
Automatic Fetching each

Use default value 45 Minutes

Message Fetching
Usze default value Only Headers

Complete

01d versions in folder for deleted elements
[] Use default value E Do not save

ave

Save Cancel

If a folder on the server is deleted and replaced by a new folder with the same name, the
Groupware Client detects this. This happens especially when a backup has been restored
on the server, which replaces the user's previous data.

All local items will then be moved to the backup folder and everything that is now available
on the server will be freshly downloaded. A folder called Backup of local data before restore
is created in Outlook. Inside this folder are the backup folders with the name of the ori-
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ginal folder and a timestamp. The timestamp specifies the time at which the groupware
client detected the folder restore on the server and not the time at which the folder restore
on the server took place.

These backup folders on the client are not automatically deleted. After restoring a backup
on the server, we therefore recommend waiting for several days before asking users
whether they have all of their data. Afterwards, the backup folders should be manually
deleted on all clients.

4 Groupware Folder
Inbox
17 Drafts
7 Sent ltems
I 5] Deleted ltems
E| » Calendar (Backup of local data before restore)_2018-02-08T10:37:022
» Inbox (Backup of local data before restore)_2018-02-08T10:37:02Z
3 » Shared folders
Archive

[FE] Calendar

[25] Contacts

6.11.3. Backup of Local Data Before Folder Linking

If folders are re-linked, a locally existing folder must be empty before it can be connected
to a folder on the server. If the local folder is not empty, the user can either abort the link
process or create a local backup folder. If the user decides to link and create a backup
folder, it appears locally in the same hierarchy level as the linked folder. It receives (backup
of local data before folder linking) and a time stamp attached as identifier.

This backup folder contains all of the data that existed in the local folder before the link
was made. We recommend that the user manually goes through this backup folder and
drags missing data on the server to the folder that is now connected to the server. The
backup folder on the client should then be deleted. The backup folder is not automatically
deleted on the client.

4 Groupware Folder
Inbox
17 Drafts
7 Sent ltems
I+ 5] Deleted ltemns
[ Calendar (Backup of local data before folder linking)_2018-02-08T10:37:02Z
[ [ = Shared folders
Archive
[F5] Calendar
[25] Contacts
7 Journal
[@ Junk Email

Motes

6.12. Advice to the User
The Groupware Client informs the user about special events, errors etc. by creating emails
to the user in the inbox. These emails are identified by the special sender "Intra2net

Groupware Client".

For example, such notices are generated when new rights are given to the user:
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Intra2net Groupware Client
Permissions: Overview of access rights to server folders for: johndoe

rights
18

Conversation  Ac

Posted On Tue 2/2 12:39 PM

Posted To Inbox

This email was generated automatically by the Intra2net Groupware Client.

Overview of the access rights for the account johndoe
on the server intra.net.lan:993

Available permissions:

« /fuser/tschuster/Calendar
o johndoe: Read, Write, Folder, Flags

The notes on new rights can be configured with ACL_ChangeNotification in the registry.
See Section 11.2.1, ,Store Settings”.

The emails with notes are only stored locally in the Groupware Client and are not syn-
chronized to the server.

6.13. Log files

By default, the groupware client logs internal details about the user's accounts, shares,
data synchronization and user actions. In the event of an error, this data is the basis for
reconstructing the events, the possible causes and possibly the recovery of data.

By default, the log files are stored in %.OCALAPPDATA% I nt r a2net , which usually points
to the hidden directory AppDat a\ Local \ I nt r a2net below the user's profile directory. The
files are rotated daily, or if you exceed 170 MB, and kept for 14 days by default. The default
values and the scope of the logs can be adjusted via the registry, see Section 11.2, ,Ad-
vanced Registry Settings”.

6.13.1. Submitting log files to support

If Intra2net Support asks you to send the log files of the groupware client, the easiest
way is to use a special function in the menu Groupware Client > Information. You need
the ticket number of the support case.
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IntraZnet Groupware Client

Intra2net Groupware Client

Information Most welcome

'-Q-' Account Settings

License
ré Folder Linking Licensee o w T
State = - o w
Licensecode
‘4. Shares Update Expire
Installed Version )
”d Sync State Synchronization Mode L 1 1
ﬁ Options
Updates

Get updates for Groupware Client.

Support

Transmit log files to Intraj‘ﬁ-et
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7. Chapter - Advanced Email Configuration

7.1. Retrieve Emails Completely or Only Headers

Using the Message Fetching button in the Groupware Client > Options menu, it is possible
to specify whether new emails in a folder should be retrieved immediately or only the
headers. As soon as the user clicks and opens an email in Outlook with only the headers,
the download of the complete content automatically starts in the background.

Each email folder allows for individual selection of whether new emails are always
downloaded completely or only the headers. The default setting for newly connected
folders is Complete. To change the default setting, adjust the root folder settings.

The advantage of only downloading headers is that they require less space in the data
file on the local system. A smaller data file often results in faster response times from
Outlook.

The disadvantage of downloading only as headers is that Outlook cannot search the
content of emails that have not yet been downloaded completely. A connection to the
Intra2net system is also necessary for reading an email. Moving or copying emails to or
from another data file or folder of another server account is only possible once the com-
plete email is locally available.

7.2. Notification of New Emails

The user can be notified with desktop notifications when new emails arrive at one of the
Inbox folders. They appear at the bottom right of the screen and display the sender and
subject of the newly received emails.

Desktop notifications can be enabled or disabled under File, Options, Mail, in the Message
arrival section
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Outlook Options K

General 5 . . -
. [—] Change the settings for messages you create and receive.
: Mail

Calendar Compose messages

Peaple j’j Change the editing settings for messages. Editor Options...

Tasks Compose messages in this format: | HTML &

Search

ABC a . . 2 B
Language [ Always check spelling before sending Spelling and Autocorrect...

Ease of Access Ignore original message text in reply or forward

Advanced
AL?' Create or modify signatures for messages. Signatures...

Customize Ribbon

Quick Access Toolbar ot

A7+ Usestationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonts...
Add-ins e
Trust Center Outlook panes

Customize how items are marked as read when using the Reading Pane.
IE Reading Pane...

Message arrival

r’z When new messages arrive:

2= Play a sound
Eriefly change the mouse pointer
Show an envelope icon in the taskbar

Display a Desktop Alert
Enable preview for Rights Protected messages (May impact performance)

Conversation Clean Up

Cancel

Desktop notifications display a maximum of 3 new emails. If new emails arrive within 60
seconds of the last desktop notification being displayed, no further desktop notification
will be displayed for them, to avoid distracting the user with too many notifications. No
notification is displayed for emails that are already marked as read. This also applies to
emails that have been on the server for more than 2 hours.

These settings can be adjusted through the registry, see Section 11.2.2, ,Addin Settings”.

7.3. Marking Moved Emails as Read

By default, Outlook will mark an email as read once it has been displayed as a preview,
and the user has selected another email. However, if the next email is not directly selected,
but the currently displayed email is moved to a different folder, the still unread-marked
email will be moved. The moved email will then continue to be marked as unread, even
if another email is selected.

In order to avoid this scenario, the Read Marker options need to be adjusted as follows:
1. Open File, Options, and go to the Advanced tab.

2. In Outlook Panes, open Reading Pane.
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Outlook Options *
General . . -
Options for working with Outlook.
Mail
Calendar Outlook panes
People =| Customize Outlook panes.
Tasks eading Pane.
Search
Outlook start and exit
Language
5 Access £ Start Qutlock in this folder: Inbox Browse...
Ease of Access “m
e [] Empty Deleted tems felders when exiting Outlook
Customize Ribbon AutoArchive
Quick Access Toolbar = —
= Reduce mailbox size by deleting or moving old items to an archive data file, AutoArchive Settings...
Add-ins
Trust Center HETTEEE

il Show reminders

Play reminder sound:  |reminder.wav Browse...
Export
Export Qutlook information to a file for use in other programs. Export
RSS Feeds
[] Any RSS Feed item that is updated appears as new
[1 Synchronize RSS Feeds to the Common Feed List (CFL) in Windows
Send and receive -
oK Cancel

3. Enable Mark items as read when viewed in the Reading Pane and select a waiting
time of e.g. 0 seconds to immediately mark as read.
Reading Pane X

Reading Pane options
Mark items as read when viewed in the Reading Pane
Wait Ci seconds before marking item as read
|:| Mark item as read when selection changes
Single key reading using space bar
Tum on automatic full-screen reading in portrait orientation

Cancel

7.4. Email Reminders and Tracking

Outlook provides the ability to define email reminders and create a list of emails to be
processed at a later date (tracking feature). This is not possible with the groupware client.
In addition, such reminders and tracking information generally cannot be relayed to mobile
devices.

Therefore, we recommend creating a separate task for the email, instead of using the
Tracking feature. This can then be used in Outlook, the web groupware, and on devices
connected via ActiveSync. If necessary, it can even be shared with and edited by other
users, e.g. in case of substitution.

With Outlook 2010 and later, it is possible to automate the creation with QuickSteps
function. Proceed as follows for the one-time setup:

1. Right click on any existing QuickStep and select Create New.
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Inbox - johndoe@example.com - Outlook

Send/Receive  Folder  View  Help  GroupwareClient O Tell mewhat you want to do
= "_"El x D * f:a ﬁ:* S To Manager Mover £ Unread/ Rezd Siar(h People %
-l x . <« > E9 Team Email tles~ M Categorize~ [ Address Book g
New New Delete Archive  Post Reply Forward [F) . 5 . Send/Receive
Email ltems= | S8~ Reply / Done dneNote ™ Follow Up - Al Folders
New Delete Respond 2 Reply & Delete Move Tags in Send/Receive =
= Inracnert.. ser| g Create New 1z 1UE 27672015 . & KE
Inbox %) Intra2net G... Insi L .21 9018 suecessful Tue 2/8/2013 ... 4KB
7 Drafts 7 Create New

0 .
7 Sent ltems = 3 Create your own quick step,
I & Deleted ltems
P [0 » Shared folders
Archive

[E Calendar

5] Contacts

=L Innrmal

2. Choose Create a task with text of message.

Edit Quick Step ? x

Name:
My Quick Step

Add actions below that will be performed when this quick step is clicked on.

Actions

Choose an Action il K
| S e

Mark as unread
I Setimportance
(Categories, Tasks and Flags
18 Categorize message
i Clear Categories
™ Flag Message
|*  Clearflags on message
&/  Mark complete
-
v

Create a task with attachment

Create a task with text of message

=1 New Message
5} Forward

R Reply
=]

Reply All
7 neel

L Reply With Meeting v

3. Save the QuickStep by clicking Finish.

The QuickStep is now set up and ready to use. To do so, open the relevant email and
click on the previously created QuickStep. A matching task is automatically created.

= = Inbox - johndoe@example.com - Outlook = - [m}

Send/Receive  Folder  View  Help  GroupwareClient Q@ Tell mewhat you want to do

= Tomd x D b3 :‘4 ﬁ;\” B e, ¥ Mover | © Unread/Read | SearchPeople L_‘D
@ | xe . « ﬁ(' > 2 To MaRhger + qaRulesw B Categorize~ | [ Address Book i
New New Delete Archive  Post Reply Forward [ | o0 = = Send/Receive
Email ftems~ 457 Reply cam Emat * MoneNote | [* FollowUp~ All Folders
New Delete Respond Quick Steps [ Move Tags Find send/Receive =
T e sen oot 1Ue /02015 2 SRS
— #)  Intra2net G.. Instl ot 3 task with text of MESSA0e 1y o s (o ccessiul Tue 2/6/2018 .. 4KB
7 Drafts
9 Sent ltems

b [ Deleted ltems
b 1 » Shared folders
Archive
[EE calendar
[25] Contacts.

7 Journal

i Junk Email

7.5. Read receipts

The SMTP standard provides that a sender of an e-mail can request an automatic read
confirmation (Message Disposition Notification (MDN)) from the recipient. Outlook supports
this and offers the possibility to set the handling in the e-mail options. By default, the
user is asked whether a read confirmation should be sent or not.
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However Intra2net has experienced that Outlook does not fully consider this option and
in some cases still sends read confirmations to the sender without being asked. This was
mainly observed with regard to moving or deleting e-mails. Outlook then answered old
e-mails with "Your message has been deleted without being read" without asking the
user.

In addition, the groupware client has to delete emails for a correct function and replace
them with new versions, e.g. if another user or device has changed the email. This
method does not work for emails with read confirmation, since Outlook would ask the
user to send the read confirmation each time such a change is made to an email.

Therefore, the Groupware Client removes the request for read receipts from all incoming
emails.

If the sending of read confirmations should be absolutely desired, the removal of the read
confirmations can be suppressed at the user's own risk by setting the registry value mi-
nAl | ow. For more information about the registry, see Section 11.2.1, ,Store Settings”.
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8. Chapter - Compatibility and Collaboration

8.1. Personal firewalls on the Client

The Intra2net Groupware Client must be able to access the Intra2net system via
IMAP/IMAPS, SMTP and HTTP/HTTPS from the Outlook process. Therefore, the corres-
ponding ports must be opened in the firewall of the client.

If the firewall is running in learning mode, please note that HTTP/HTTPS is only required
for calendar changes, requests of free/busy lists, and configuration of forwarding and

absence automation.

8.2. Virus Scanner on the Client

Virus scanners installed on the client often interfere with the system in an attempt to
catch viruses. This can lead to conflicts with the Intra2net Groupware Client.

If there is a problem synchronizing and an anti-virus scanner is running on the client, try
disabling IMAP scanning first. New emails first pass through the Intra2net system and its
own virus scanner, so there is no additional risk.

Find more detailed information about several products (without guarantee):

Developer |Product Necessary Procedure

Avast All Antivirus Products  |No change necessary

AVG Antivirus Business Edition | Disable personal email scanner (for all other email
applications)

Avira All Antivirus Products  |Disable scanning of the IMAP protocol, disable
Outlook add-in

Eset NOD32 Antivirus Disable scanning of the IMAP protocol, disable
Outlook add-in

F-Secure |Internet Security No change necessary

G Data All Antivirus Products  |Disable Outlook Add-in

Kaspersky |Internet Security Disable Outlook Add-in

McAfee All Antivirus Products  |No change necessary, as it is no longer scanning
at IMAP level (McAfee KB52786)

Symantec |Norton AntiVirus No change necessary, as it is no longer scanning
at IMAP level

TrendMicro |Titanium No change necessary, as it is no longer scanning
at IMAP level

8.3. Compatibility with PDAs and M

obile Phones

If possible, use the Intra2net system's ActiveSync function to establish a direct connection
between the Intra2net system and the mobile device without going through Outlook.
This allows data on the mobile device to be updated while on the move. Furthermore,

Outlook will not need an add-in whic

h may cause problems.
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The configuration of ActiveSync between the Intra2net system and mobile devices can
be found explained in Intra2net Administrator Manual, 32. Chapter, ,,Connecting Mobile
Devices using ActiveSync”.

8.4. Other Programs

We recommend that you do not use the Intra2net Groupware Client together with the
Microsoft Business Contact Manager, as synchronization problems may occur with certain
configurations.

Using programs that synchronize data stored in Outlook with other databases in either
direction can lead to undesired results when using the Groupware Client. Typical effects
in this context are permanent changes, duplicates, and the loss of chang