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PRONTO! LITE USER MANUAL CHAPTER 1

Getting started with Pronto! Lite

CommuniGate Pro is a comprehensive suite of programs for communication among
groups of people using the internet. In one single Web client email, calendar, instant
messaging, telephony, videoconferencing and a central file storage are all at your
fingertips.

This manual gives an introduction to the functions of Pronto! Lite - the Web client for

CommuniGate Pro.

System requirements
With Pronto! Lite you only need three things to use CommuniGate Pro:
1. awebbrowser (find a list of supported webbrowsers in the table below)

2. an internet connection

3. login data provided to you by your CommuniGate Pro service provider

Should you wish to use the integrated programs for telephony and video conferencing

your computer will need a microphone and preferably a web cam.
Which browser do I need?

Pronto! Lite supports Google Chrome, Mozilla Firefox, Safari and Microsoft Internet

Explorer. The following table gives an overview of the browsers and the recommended

versions:

Browser Version
Google Chrome 37
Microsoft Internet Explorer 10
Mozilla Firefox 32
Opera 24
Safari (Mac 0S) 7.1
Android 4.2

i0S 8




Please note: It is safest to use the most current version of your preferred browser.

Install Browser-Plugin

Depending on your browser you will need to install an additional plugin. The plugin

adds media capabilities to your browser needed for the voice functions of Pronto! Lite.

The plugin installation process is simple, yet it differs from browser to browser. Just

follow the messages and instructions on your screen.

The setup process for Microsoft Internet Explorer and Windows 7 is as follows:

1. Ifthe plugin is needed you will see the following message after logging in to

Pronto! Lite.

Media plugin is not installed. 6:19 PM
Browser will try to install it itself.

l

2. The browser will then display the following prompt, asking you to install the add-

on. Click Install.

| |

This website wants to install the following add-on: ‘CommuniGateAVPluginGIPS.CAB' from ‘CommuniGate Systems'.

What's the risk?

Install

3. The plugin installation will ask for your permission to install the program on

your computer. Confirm by clicking Yes.

% User Account Control [

Do you want to allow the following program to make
changes to this computer?

’. 1 Program name:  [1]CommuniGateAVPluginGIPS[1].CAB
Verified publisher: CommuniGate Systems
File origin: Downloaded from the Internet

() Show details Yes ] [ No ]

Change when these notifications appear




4. Ifyour firewall is enabled the install program will ask you to add a firewall rule
allowing network traffic for the CommuniGate plugin to pass your firewall.

Accept by clicking Allow access.

J

ﬂ Windows Security Alert

@ Windows Firewall has blocked some features of this program

Windows Firewall has blocked some features of Internet Explorer on all public and private
networks.

V,/Q; Name: Internet Explorer
Publisher: Microsoft Corporation
Path: C:\program files (x86)\internet explorer\iexplore.exe

Allow Internet Explorer to communicate on these networks:
Private networks, such as my home or work network

[] Public networks, such as those in airports and coffee shops (not recommended
because these networks often have little or no security)

What are the risks of allowing a program through a firewall?

[ '@Allow access ] [ Cancel ]

5. Installation is finished. You can now start using the telephone functions in

Pronto! Lite.

First encounter: start application and log in

Your CommuniGate Pro service provider has already supplied you with an internet

address (URL) for accessing CommuniGate Pro using Pronto! Lite.
¢ Enter the URL in the address bar of your browser.

CommuniGate Pro will present the login screen:



eace € Pronto! x

& - C ff [} webrtc.communigate.eu/?Skin=hPronto- @[

Account Name

Password

Remember me on this computer

Forgotten Password Recovery

e Enter your email address or CommuniGate Pro account name in Account Name.
e Enter the provided password in Password.

¢ (Click Enter.

You can make Pronto! Lite remember your credentials so you do not need to enter them

again the next time. Just set the check mark for Remember me on this computer.



Account Name | sally

Password eesee

Remember me on this computer

Forgotten Password Recovery

When you see the login screen the next time your credentials will already be filled in so

you only need to click Enter in order to log in.

If you do not wish this to happen any more just remove the check mark before clicking

Enter the next time.

Warning: This function is a potential security risk. Anyone able to access your computer
can log in to your account without needing to know your credentials. Please use this

function with caution and in a private environment only.

I forgot my password. What can I do?

Read on.

Forgot my password

In case you forgot your password

* click on Forgotten Password Recovery in the start-up screen of Pronto! Lite.
* Enter the account name of your CommuniGate Pro account in the form and click

E-mail me my Password.




=

Your password will be mailed to the recovery mail address specified in your account.

Instructions for specifying a recovery address can be found below.

E-mail me my Password

Getting around: Elements of the user interface

Learn to navigate basic areas of Pronto! Lite to find your way around the app quickly.
After logging in your are presented with the Pronto! Lite main window.
Itis divided in three sections:

* Navigation bar (left): clicking the buttons in the navigation bar will open the
corresponding app: Mail, Contacts, Chats, Phone, Calendar, Call history, File
manager or Preferences.

* Folders (middle): here depending on the app you are using data or information
is organized in folders.

* Workspace (right): the content you are dealing with, e.g. e-mails or events, is

presented on the right hand side.



| == Calendar

Calendar

© People in History

& Projekte

Folder.
List

o smty  cmia  sma
& Ol + « & > October 2014 B e E S
Mon Tue Wed Thu Fri Sat Sun
1 2 3 4 5
Jimmy Carter 7:20pm Project Mesting  Rutherford B. Hayes Chester Arthur
Caroline Harrison Eliza Johnson
Richard Stockion
6 7 8 9 10 1 12
Henry A. Wallace Eleanor Roosevelt
Caesar Rodney
13 14 15 16 17 18 19
Dwight D. Eisenhower Edith Wilson Richard Mentor Johnson
Francis Lightfoot Lee.
21 22 23 24 25 26,
Adlai E. Stevenson James S. Sherman Hillary Clinton
28 29 30 31
John Adams William Paca James Polk
Martha Jefferson Warren G. Harding
Laura Bush Michael Schwerner Spiro Agnew

You start the desired program by clicking the appropriate button in the navigation bar.

Toolbars

In most of the Pronto! Lite apps a toolbar is displayed at the top. E.g. in the e-mail

window you will find buttons for answering, forwarding and deleting e-mails at the top

of the workspace window. The buttons are represented by familiar icons for quick

reference.

Tipp: Hovering the mouse pointer over a button displays a short explanatory text about

the button.

«<I->gm*

E}

[#} Compose

4 INBOX

Q Entwilrfe
YA Gesendet
ofm

B Trash

) Freizeit

&) Geschittlich

W Papierkorb

S Termin

% [ INBOX 4 [
GHia ‘ ) B &
Harry privat 3no/14
Harry privat hat Ihnen Zugriff auf ... S 1Kb
Harry privat 31014
ACCEPTED: Meeting 901
Harry privat anona
ACCEPTED: Meeting 901
Harry privat 3/1014
Fwd: Termin S 13kb
Harry 31014
Zeitzone 1Kb
Harry 31014

@ Termin 4Kb
Harry anona

4Kb

Fooward Show detalls

From: Emma Jones To: sally
trip to Barcelona

01 Oct, 14 10:25:14 AM

Hi Sally!
| have an idea to visit Barcelona next weekend :-) Some of my friends will join me. What about
you? Let's go with us!




Setting your personal preferences
You can immediately start using CommuniGate Pro after your first login in order to
write e-mails or manage events. It is, however, recommended, to first edit some basic

settings:

e Complete your CommuniGate Pro user profile

¢ setlanguage and time zone

¢ change your password

Editing your personal information
Your profile communicates who you are to other users you communicate with. It
features your photo and basic information such as your professional title and contact

details.
In order to update your profile data
1. click the picture in the left upper corner and

2. click Edit profile.

Change status

2. Online \'4
@ Away

2 Be Right Back

© Busy

© In a Meeting

+ Onthe Phone

= Outto Lunch

< Invisible

The picture in your profile can be seen by other CommuniGate Pro users you are

connected with. To update the picture

1. click Upload.



2. Choose a picture from your computer.

3. Click Open. The selected image will be uploaded and shown in your profile.

Edit profile s

m Sally

E-mail
€@ rome v sally@webrtc.communigate.eu

Home ~

Telephone
(%] cell 112233

Cell ~

Address

o Home ~

Please note: Your profile image must be a JPG, PNG or GIF file.
To edit your name and your contact details

1. click into the appropriate field of your profile,

2. edit and complete the data as desired.
When you are finished click Save.
To discard the changes click Cancel.
After saving your changes your new profile will be shown in the Contact window.

Click x to close it and return to the main window.



Contact

Sally
nome = sally@webrtc.communigate.eu v
Telephone
cell 112233 v

Change language and time zone

To change the language that Pronto! Lite uses

1. click Preferences and select General.

2. Choose your preferred language from the Language list.

K Vacation message
"i" Identities
@i Secure Mail
ﬁ Calendar
v ‘. Dialer

=+ Simple Rules

To change the time zone

. Settings General
l; v 1 ‘
i General
- 1 Language English ¥
A Password Time Zone —
default(English)
- Mute Sounds
- B Mail  English
Quota
3% Rules Shqip
Versi F;
= ersion 4*}.“
B Trash Management
Bulgarian




e select your time zone from the list in the Time Zone section.

Settings General S |
'
v General R
Language English ¥
2 Password Time Zone default(Europe/Central) ¥
- Mute Sounds =
K Mail v default(Europe/Central)
Quota
= Fictitious Server Zone
=2 Rules

Version :
W Trash M (+0100) Algeria/Congo

rash Management
(+0200) Egypt/South Afr|

¥ Vacation message (+0300) Saudi Arabia
{i§fj Identities 16700} Oman
fi Secure Mail
ﬁ Calendar
v \. Dialer

.‘T.E Simple Rules |

To confirm the changes click Save All Settings.
Why do I have to set the time zone?

The time zone setting is important because then the correct time of day can be

displayed, e.g. when receiving or sending e-mails or choosing events in the calendar.

Sounds

Pronto! Lite will play a sound every time you receive a new message or for alerting you

accoustically about a current event. To deactivate sounds

1. click Preferences,
2. click General,

3. set the Mute Sounds switch to ON by clicking it once.



Settings General

iy Gl Language English ¥
A Password Time Zone default(Europe/Central) ¥

. Mail Mute Sounds «
o Quota 0% of 300.0Mb [
S Version 2.3.2008

i Trash Management
K Vacation message
{i§] 'dentities
i Secure Mail

ﬁ Calendar

v \. Dialer

=+ Simple Rules

Change password

[t is recommended that you change the initial password after logging in for the first

time:

* C(lick Preferences and select Password.
e Enter your password in Current Password.
e Enter your new password in the field below and repeat this in Reenter

Password

* Complete changing your password by clicking Save All Settings.

Settings Password €| save Asettings |
v General
Current Password 1Y *|eoeee
Password Modification
s Mail NewPassword [ eeees
2
== Rules Reenter Password ceen
==
B Trash Management Forgotten Password Recovery

E-mail Password to
¥ Vacation message

"i" Identities
i Secure Mail
ﬁ Calendar

v ‘. Dialer

T..'_. Simple Rules




Please note that your service provider may have set requirements for password length
and complexity. Should your newly chosen password not comply with these

requirements it will be rejected and you will have to choose a different password.

Important: Your password is relevant for the security of your account and the data
contained in it. Therefore please pick a secure password, i.e. one that cannot be guessed

easily.

While already in the Password Preferences window you can also set an e-mail address

for recovery of your password in case you forget it.

Please specify an address that is different from your address you use in Pronto! Lite.

When you use the Recover Forgotten Password function your password will be sent to

the e-mail address you specify in the preferences.
Logging out
To end your current CommuniGate Pro session log out from the system

e click on your profile picture and then

* click Log Out.

Change status

2. Online Vv
© Away

1 Be Right Back

© Busy
@ In a Meeting
+ On the Phone

I

QOut to Lunch

< Invisible

Important: Always log out this way, especially when using a publically accessible

computer. Otherwise someone else might have access to the data in your account.




Closing the browser or browser tab does not close your current session automatically.

You always have to choose Log Out to do this.




PRONTO! LITE USER MANUAL CHAPTER 2

E-mails: Reading, composing, sending and managing messages

In this chapter you will be introduced to the Pronto! Lite Mail App.

In the first part you will learn about the basic functions for reading, writing and
answering e-mails. The second part will cover more advanced options like signing and

encrypting e-mails, subscribing to mail folders and using advanced preferences.

Basic settings

Depending on the basic settings by your CommuniGate Pro service provider you can
start using the e-mail app immediately after your first log in. It is, however,
recommended to first check your account configuration and adjust your app preferences

if needed.
Time Zone

In Preferences / General check that the time zone is set correctly (please refer to the

instructions in chapter 1).
Identities

An identity is a combination of Name and E-Mail address. You can have a number of

different identities from which you can choose when sending an e-mail.

Depending on the initial settings by your service provider several different identities

may have been provided for your account.
In Preferences / Mail / Identities you can add identities and change existing ones.
To edit an existing identity

e click Edit (cog wheel icon) of the identity you want to change.
* Edit the identity.

* Complete with Save All Settings.
To add an identity
e C(lick +.

* Enter a name and the e-mail address to be associated with the identity.

e Complete with Save All Settings.



Please note that depending on the policies implemented by the service provider you will
be able to specify only e-mail addresses for domains that have been whitelisted by the

provider.
Signature

Pronto! Lite can attach your signature automatically to every e-mail you send. You will

be able to edit the signature when composing the e-mail.
To specify your signature

* go to Preferences / Mail.
* Enter your signature text in Signature.

* Save by clicking Save All Settings.
Please note: HTML tags are not allowed in the signature text.
Navigating the Mail app
The Mail app is divided in to three sections:

e Left pane: your mail folders
e Middle pane: list of e-mails contained in the current mail folder

* Right pane: e-mail content

i [ 7 = - o
e h SiE  insox . GNEEEED T € &> a 2 % x
R
[ s S T K Q ‘ From: Pronto! To: New Test Use: Show detalls
| % INBOX 1 E ! To: New r
1 ! | Welcome!
> o Emma Jones 11014 AT
Mai Q Drafts *itrip to Barcelona 2o fff O Ot 14852
! |
i Harry 11014
Y Sent | cycling in the park 2Kb C ommu n?G ate B s
£ | f A T
- — 1‘ Pronto! 1710114 B W
B Trash | Woeicome! 247Kb |
‘ ) Business
’.‘
| \,
s = -
: ‘ & Private sl | l ﬂ
o ‘ ) Projects
Welcome to Pronto! HTMLS5 with WebRTC enabled Real-time communications for voice and
! video!
Thanks for trying our new web client that brings to life the power of WebRTC and HTMLS.
- Pronto! 2
Maﬂ f@lé?j@ Mails What makes Pronto! so special
m—— With WebRI3Wou can conduct Voice or Video calls over the web without plugins or extra software. Using a supported
browseggtich as Goggle Chrome or FireFox users can make video and voice calls with a click.
he powerful features of Pronto! include:
- High Definition telephony, with HD Voice
- eDisc WebDAV file storage and sharing by links with encryption support!
- Secure email with encryption and shared calendars
,M,QLI gongep‘g - Multi-party Chat rooms with business grade Instant Messaging & presence
- Mobile push and synchronisation with any AirSync capable mobile like Apple, Android or Windows
- Contacts management and backup
View the Pronto! flash demo and download the data sheet: www.communigate.com/pronto
For support related questions, please visit the support portal of CommuniGate Systems: support.communigate.com




Each window pane has a toolbar at the top with different buttons. In the following

sections you will learn how to use them.

insox b IEE T 66> k=

) * From: Pronto! To: New Test User Show detalls
Wel

P Emma Jones 110/14 )
Q Drafts ¥ trip to Barcelona 2Kb 4> 01/0ct, 14 8:52:47 AM

Harry 11014
ﬂ Sent cyeling in the park 2Kb Co mmu n(i)G ate www.CommuniGate.com
i 11014 sYysTEMS
B Trash 247Kb

8 Business .
. = o !.

.
&) Private

=B BBrontol HTMLS

W) Projects

To allow for more space for reading and display e-mails you can hide the folder pane:

e C(Click the left arrow at the top of the middle pane.

+ g E] meox 0D B 6 %> a3k m
2 INBOX 1 (S ) K | From: Pronto! To: New Test User " Show detalls
Welcome!
P Emma¥pnes 110114 o O AT TN
Q Drafts Ftrip to Batiglona Kb Aieeh :
Harry 11014

ﬂ Sent cycling in the park 2Kb Commun(.)Gate www.CommuniGate.com
. e sYysSTEMS

B Trash 247Kb i

) Business . *

&) Private o e

W Projects

* To unhide the folder pane click the arrow again.

INBOX Nlﬂ] TR R W =1 |
= %

From: Pronto! To: New Test User Show detalls

Welcome!
01 Oct, 14 8:52:47 AM

1110114
2Kb#>

11014
2Kb

Co m m u n(l)G at www.CommuniGate.com

11014 S YSTEMS

247Kb

< I Bronto! HTMLS

To have more room for displaying the middle pane containing the list of e-mails

* click the right arrow at the top of the middle pane.



The pane containing the mail view will be hidden.

+ o meox v [H) D 66> o km
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Welcome!
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*  You guessed it: to unhide the right pane click the arrow again.

Composing and Sending E-Mails

To compose an e-mail

* click Compose at the top of the right pane.

The Mail Composer window will open.



@ Mail Composer @S A

From "Harry private" <harry @webrtc.communigate.eu>

+ |

Subject

B EB 7 Plain Text

Harry
Pronto! Lite Specialist and Internetguru

To compose the e-mail

specify the sender (“From”),
specify one or more recipients (“To”),
enter a subject,

write the e-mail text,

i W N

click Send to send the e-mail.
Sender (From):

In From your default identity will already be selected which will be okay for most
instances. If you want to use a different identity click on the arrow on the right to select
it.

Recipient (To):

Specify one or more addressees you want the mail to send to.

* You can select the recipient addresses from your address book by clicking the +

icon on the right.



Mail Composer @ S i EED

From "Harry private" <harry@webrtc.communigate.eu>

+To

Subject Back Contacts
B I U $ = = = = 2 £ = & 4 B rang| ~
A0 u & 1"a N

ﬁ | Daniel Brown

- ¥4 demo1 @mobileatiice.biz

Harry )

Pronto! Lite Specialist and Internetguru 1 Emma Jones
(B demo3@mobileoffice.biz

LF;T Michael Johnson

v demo2@mobileoffice.biz

Pronto!
pronto-feedback@communig
™
&g Sally
B sally@webrtc.communigate.eu

* Clicking on a contact in the list copies the address to the To field.
Clicking into the mail composer window closes the address list.
For a quicker approach you can

* juststart typing the address or the name of the recipient in the To field.

A list of matching addresses from the address book will be displayed from which you

can select the desired address by clicking it.

Mail Composer

From "Harry private" <harry@webrtc.communigate.eu>

i To mobl V.

@ | Daniel Brown
L&/

offline demo1@mobilectfice.biz

3 g Emma Jones

offline demo3@moblieottice.biz

@ Michael Johnson

offline demo2@mobliecttice.biz

s



If the address is not listed in the address book you can just type it into the To field. Such

an address will be marked in red color.

To have a recipient receive your e-mail as CC or BCC click the + button and choose Cc or

Bcc. A new address field will open where you can enter the recipient address(es).

' Mail Composer

From "Harry private" <harry@webrtc.communigate.eu>

gy
+ To mobi ©
oy
cc

]|
il
1]
iii
i
il
il
AN

th
1]

If you want to remove a recipient from your e-mail click on the x right next to the name:

Mail Composer

From "Harry private" <harry @webrtc.communic

+ To mob@

Subject

A B I
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th
i
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]
iii
if

Subject:

Enter a subject in the Subject field.
E-Mail Text:

Enter the e-mail text in the text field.

To apply rich formatting to your text or add images you can use the tools from the

toolbar located below the Subject field.

Subject T O

Choose from the formatting tools by selecting text and clicking the appropriate icon (left

to right):

* Formatting style (normal, heading, etc.)



* Font color

* Bold

e talics

e Underline

» Strikethrough / deleted
e Align left

e Center text

* Align right

e Justify text

* Unordered list - bullet points
* Ordered list - numbered
* Qutdent paragraph

* Indent paragraph

e Insertlink

* Insertimage

e Insert / format table
To hide the toolbar click Plain Text. To unhide it click Rich Formatting.

Tipp: To hide the toolbar by default set Use HTML compose to OFF under Preferences
/ Mail.

Attach files:
You can send files as attachments.
To attach a file to your e-mail

e drag the file into the Mail Composer window and drop it there.
e Alternatively click the Attach file button (staples icon) at the top of the compose

window, select the file from your computer and confirm by clicking Open.
All currently attached files will be shown below the Subject field.

To remove an attached file click the x icon next to the file name.
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From "Harry private" <harry@webrtc.communigate.eu> 4
4= To  Saly '
Subject rh 0
Presentation1.pptx 850Kb € |
‘A B /1 Us == === = & @ B Panten QT

Hello Sally,

the European languages are members of the same family. Their separate existence is a myth. For science, music,
sport, etc, Europe uses the same vocabulary. The languages only differ in their grammar, their pronunciation and
their most common words. Everyone realizes why a new common language would be desirable: one could refuse
to pay expensive translators. To achieve this, it would be necessary to have uniform grammar, pronunciation and

mnra rammann wnrde If cavaral lanniianee rnalacra the nrammar nf tha raciiltinn lanniniane ie marae cimnla and

Send e-mail:

Once you are done composing your e-mail send it by clicking the Send button.

The e-mail will be sent and a copy of it will be placed in the Sent folder.

To change this folder in Preferences / Mail edit the Save Sent Messages in setting.
Composing e-mails the smart way

Pronto! Lite offers some helpful functions for composing and editing e-mails.

Auto save:

An e-mail that is being composed will be saved automatically every 5 minutes by default.

A message box will appear on your desktop every time the save action is performed.

You can save the e-mail at any time yourself by clicking the Save button. When you do

this your e-mail will be saved in the Drafts folder until you send it or delete it.
You can specify a different folder for saving drafts in Preferences / Mail / Store Drafts
in.
Cancel e-mail:
In order to cancel the e-mail you are currently composing
e click the x icon in the upper left corner of the Mail Composer window.

A message will appear asking whether you want to Save the message (in the drafts

folder) or if it should be Discarded (permanently deleted).



Mail Composer

arry private" <harry @webrtc.commi
_sally (%]

Subject

e C(Click Discard to delete the e-mail and close the composer window.
Working with drafts:

If you have previously saved an e-mail without sending it you will find it in the Drafts

folder from where you can continue editing it. Simply

e select the e-mail in the middle pane and then

¢ click the Edit Draft button.

The e-mail will be opened in the Mail Composer window where you can edit and send it

in the usual way.

+ Eo N B DI ESNE N B [ W (7 composs | T & @k
E’!J INBOX @ ( Q ) * To: Sally From: Harry private Show detalls B

| Project presentations
3:56 PM

Presentation1.pptx 862K

Y Sent ltems

Hello Sally,
[ )
W Trash

the European languages are members of the same family. Their separate existence is a myth.
& Friends For science, music, sport, etc, Europe uses the same vocabulary. The languages only differ in
their grammar, their pronunciation and their most common words. Everyone realizes why a new
common language would be desirable: one could refuse to pay expensive translators. To

i@ Private achieve this, it would be necessary to have uniform grammar, pronunciation and more common
words. If several languages coalesce, the grammar of the resulting language is more simple and

Hide Composer window:

In some cases it may be necessary to interrupt editing an e-mail, e.g. because you need

to read another e-mail or for accessing a mail folder.
To do this
* click the Minimize button.

The Composer window will be closed.
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Hello Sally,

Options for sending e-mails

The Mail Composer window contains several advanced features you can use for e-mail

communications.
Signaling high priority
You can let your recipient(s) know that your e-mail is very important.
e C(Click the exclamation mark icon which is located next to the Subject field.

The icon will turn red. To switch off priority signaling click the icon again.
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Requesting a notification from recipients
You can request a notification from the recipient(s) when they have received your e-

mail and/or when they have read it.

e C(Click Notify (bell icon) and select the notification option(s):
0 Notify when Delivered (e-mail was received)

0 Notify when read (e-mail was opened in the Mail App)

m Mail Composer @ O ﬂ

From "Harry private" <harry@webrtc.communigate.eu> Notify

+ To Sally @

® when Delivered

subject Project presentations e e

Presentation1.pptx 862Kb
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Hello Sally,

= = = & [ B 7 Plain Text 4 T

* To unselect one of these options click it again. The checkmark will be removed.
The notification will be sent to you as an automatic e-mail from the recipient(s).
Signing e-mails
When sending e-mails you can sign them electronically by applying your digital

signature. This provides verification of the authenticity of you as the sender, thereby

helping prevent message tampering.

To digitally sign the e-mail



e click the check mark icon at the top of the Mail Composer window.
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Upon sending the e-mail you will be asked for the password that protects your digital

certificate used for signing.

* Enter your password.

* C(lick Send signed.

In case you do not want to apply the digital signature after all just click Send unsigned.

Secure Mail Password

*

Enter the account private key




Note: To be able to digitally sign e-mails a certificate has to be added to your account by
either generating it or importing an existing one. Please refer to the Secure E-Mail

section of this chapter for a description of the involved process.

Encrypting e-mails
Pronto! Lite enables you to send your e-mails securely be encrypting them. Only

recipients owning your public key will be able to decrypt and read your e-mails.

For this to work you need a digital S/MIME certificate attached to your account and you
have to share your public key in advance with the recipients that should read your

secure mails.

Note: To be able to encrypt e-mails an S/MIME certificate has to be added to your
account by either generating it or importing an existing one. This process is described in

the Secure E-Mail section of this chapter.

To encrypt an e-mail
e click the lock symbol next to the Subject field.

The lock will display a closed state symbolizing that the e-mail will be encrypted upon

sending.
Mail Composer @S A
From "Harry private" <harry@webrtc.communigate.eu> v
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After clicking the Send button you will be asked for the password securing the digital
certificate. Proceed in the same fashion as when signing an e-mail (described in the

previous section).



Reading E-Mails

Navigating the Mail App
The Mail App displays your e-mails and mail folders similarly to many other mail

programs:

e The left pane contains all your mail folders in which you can save your e-mails.

Click a folder in order to ...
e ..display all e-mails saved in the selected folder to be shown in the middle pane.

* C(lick on an e-mail in the middle pane to view its content in the right pane

Tip: When you open the Mail App the first mail in the inbox folder will be automatically
shown. If you do not want this to happen you can change this behavior in Preferences /

Mail by setting Automatically select message to OFF.

You can sort the list of mails in the middle pane whenever needed.

* Click the arrow icon and choose how you want to sort your list of messages. You
can choose to have an ascending or descending order by selecting the

appropriate entry from the sorting list.
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Incoming e-mails
Whenever you receive an e-mail an alert box comes up.

From this box you can perform these actions:

* Close the box by clicking the x in the left upper corner.
* Jump to the new message by clicking the subject line.
* Mark the message as read by clicking the Mark Read button.

* Delete the message by clicking the Delete button.

After reading the e-mail the alert box will be closed automatically.
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View the Pronto! flash demo ¢
For support related questions,

To extend your trial or enquir

Tip: You can disable the alert box in Preferences / Mail by setting Notify about new

mail to OFF.

Unread e-mails




New e-mails have the status Unread. Unread e-mails are printed in bold letters in the

middle pane (subject line).

The number of currently unread e-mails is shown in the navigation bar on top of the

Mail App button.
The folder pane shows the number of unread e-mails behind the folder title.

When clicking on an e-mail to read it its status changes automatically to Read.

Tip: In Preferences / Mail / Mark as read after change the time after which the e-mail

changes the state to read after clicking it. The default is 2 seconds.

You can change the read status of an e-mail yourself by clicking Toggle Read Status
(letter icon) in the toolbar. This button acts as a toggle: clicking it again changes the

state to the opposite.
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To quickly see only all unread e-mails
¢ click Show Unread (envelope icon) in the toolbar of the middle pane.
All mails marked as read will be hidden.

* To make all mails visible again click again on the envelope icon.
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Using e-mail options and states
Incoming e-mails can have different characteristics; they can contain attachments or
signatures or have a high priority setting. In this section you will learn how to deal with

these options.
E-Mail with attachments
Attachments are included below the subject line and displayed as an icon per file.

* (lick on an attachment to open it.
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Project presentations
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their grammar, their pronunciation and their most common words. Everyone realizes why a new

Forwarded E-Mails

E-Mails that have been forwarded to you are included in individual collapsed boxes in

the mail.
* Toread the content of a forwarded e-mail click on the arrow icon in the box.
The e-mail content will be expanded so you can read it.

* To collapse the content box by clicking the arrow again.
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Prioritized E-Mail

An e-mail that has been marked as important by the sender will contain a red

exclamation mark shown next to the subject.

& INBOX 43 [J i & 9> 2 X X
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Welcome! 247Kb =
Signed E-Mail
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412 PM

The European languages are members of the same family. Their separate existence is a myth.
For science, music, sport, etc, Europe uses the same vocabulary. The languages only differ in
their grammar, their pronunciation and their most common words. Everyone realizes why a new
common language would be desirable: one could refuse to pay expensive translators. To
achieve this, it would be necessary to have uniform grammar, pronunciation and more common
words. If several languages coalesce, the grammar of the resulting language is more simple and
regular than that of the individual languages. The new common language will be more simple
and regular than the existing European languages. It will be as simple as Occidental; in fact, it
will be Occidental. To an English person, it will seem like simplified English, as a skeptical
Cambridge friend of mine told me what Occidental is.The European languages are members of

An e-mail that was signed by the sender with a valid certificate will be marked with two

visual elements:

Blue check mark next to sender’s address.

The content is enclosed in a green box with the title Signed Data.
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Show details

From: Harry prival

Important information

4:14 PM /
Signed Data (Text SEAL)

Sally, /

the European languages are members of the same family. Their separate existence is a myth.
For science, music, sport, etc, Europe uses the same vocabulary. The languages only differ in
their grammar, their pronunciation and their most common words. Everyone realizes why a
new common language would be desirable: one could refuse to pay expensive translators. To
achieve this, it would be necessary to have uniform grammar, pronunciation and more
common words. If several languages coalesce, the grammar of the resulting language is more
simple and regular than that of the individual languages. The new common language will be
more simple and regular than the existing European languages. It will be as simple as
Occidental; in fact, it will be Occidental. To an English person, it will seem like simplified
English, as a skeptical Cambridge friend of mine told me what Occidental is.The European
languages are members of the same family. Their separate existence is a myth. For science,
music, sport, etc, Europe uses the same vocabulary. The languages only differ in their
grammar, their pronunciation and their most common words. Everyone realizes why a new
common language would be desirable: one could refuse to pay expensive translators.

Greetings

Harry

Pronto! Lite Specialist and Internetguru
Content Unaltered as verified By:
Harry privat <harry @webrtc.communigate.eu>

Reading Encrypted E-Mails

When receiving an encrypted e-mail the content will be hidden.

* Enter your encryption password to unlock the e-mail.

The e-mail content will be decrypted.
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An encrypted e-mail is marked by a lock symbol in the mail window.

——
Detalls anzeigen
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To have encrypted e-mails decrypted automatically you have to include the certificate of

the sender in your address book:

¢ (Click on the mail address of the sender.

¢ (lick Add Certificate.

Sent
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A decrypted e-mail is visualized by an opened lock icon and the title Encrypted.
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From: Sally To: Harry privat Show detalls
Re: Vertraulich
2:44 PM rh

. Encrypted RC2(40bit)i
From: "Sally" <saly@webrtc.communigate.eu>
Subject: Re: Vertraulich
Date: Wed, 15 Oct 2014 17:31:10 +0200
To: "Harry privat" <harry@webrtc.communigate.eu>

On Wed, 15 Oct 2014 17:26:11 +0200

"Harry privat" <harry@webrtc.communigate.eu> wrote:

Printing e-mails
* To print an e-mail click on the Print button.

The e-mail will be opened in a new browser window with the print dialog of the browser

ready for printing.
* (lick OK to print the page.

After printing you can close the browser window containing the print version of the e-

mail.

Replying an e-mail
e Toreply an e-mail click on the Reply button (arrow left) in the toolbar.
e Toreply to all recipients click Reply to All (double arrow left).

e Write your message and click Send to send your reply.
Forwarding e-mails
To forward a single e-mail

e click the Forward button (arrow right).
e Select the recipient(s), change the subject if needed, enter text if needed.

¢ (lick Send to forward the e-mail.

To forward several e-mails at once follow these steps:



1. Select all e-mails you want to forward by setting the check mark for each mail in
the middle pane.
2. Click the Forward button in the toolbar of the middle pane.

3. The next steps are identical to forwarding an individual e-mail .

Tip: The Mail App will by default send the forwarded e-mails in an inline style. You can
change this behavior so forwarded e-mails are handled as attachments: Set Preferences

/ Mail / Forward messages inline to OFF.

Deleting e-mails
By default the Mail App will move deleted e-mails into the Trash folder.

1. To delete an e-mail click the Delete button (trash can icon).

2. The e-mail will be moved into the Trash folder.
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their grammar, their pronunciation and their most common words. Everyone realizes why a new
common language would be desirable: one could refuse to pay expensive translators. To
achieve this, it would be necessary to have uniform grammar, pronunciation and more common
words. If several languages coalesce, the grammar of the resulting language is more simple and
regular than that of the individual languages. The new common language will be more simple
and regular than the existing European languages. It will be as simple as Occidental; in fact, it
will be Occidental. To an English person, it will seem like simplified English, as a skeptical
Cambridge friend of mine told me what Occidental is.The European languages are members of
the same family. Their separate existence is a myth. For science, music, sport, etc, Europe uses
the same vocabulary. The languages only differ in their grammar, their pronunciation and their
most common words. Everyone realizes why a new common language would be desirable: one
could refuse to pay expensive translators.

Welcome! 247Kb =

To clear the Trash folder,

1. Select Trash.
2. Click the Empty Trash button in the toolbar.
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Instead of moving the deleted mails to the Trash folder you can have the Mail App simply
mark e-mails as deleted. To configure this behavior go to Preferences / Mail / Trash

Management and change Message Delete Method to Mark.
Deleting messages will now work like this:

1. To delete a message click the Delete button (crossed out envelope icon).

2. The message will be crossed out in the folder but still visible.
RN N
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Tip: To undelete the message simply click the Delete button again.
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* To purge all deleted e-mails from a folder click Purge Deleted.
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More options for trash management
You can have the Mail App remove all deleted messages directly after hitting the Delete
button: Set Preferences / Mail / Trash Management / Message Delete Method to

Immediately.

If you have chosen the Trash folder option you can change the interval in which the
Trash folder will be emptied automatically when logging out from Pronto! Lite: Change

the interval in the On Logout Remove from Trash if Older than setting.



You can have Junk e-mails moved to a folder of your choice and removed automatically

after a certain time - see section Junk Mail Control for editing these settings.

v B Mail Junk Mail Control

== Rules Junk Folder default(Junk) ¥

= On Logout Remove from Junk if Older than default(1 week(s)) ¥
B Trash Management T —

Using folders

Folders help you to maintain your e-mails in a structured and orderly fashion so you do

not get lost even with many messages.

You can add, delete and rename folders whenever you like.
Your Mail App contains several important folders by default.
INBOX: All incoming e-mails will be put here automatically.
Sent: All e-mails you sent will be saved as a copy in this folder.

Drafts: E-mails that are saved when being edited or that you explicitly save as drafts will

be found in this folder. You can continue editing these e-mails at any time.

Trash: All deleted messages will be moved into this folder if you selected the Trash

folder management option (please refer to the previous section for instructions).

Junk: All e-mails identified as spam by the CommuniGate Pro system will be moved into

this folder.

You can rename all inbuilt folders and delete all but the INBOX folder.

It is recommended to not delete any default folders.

Creating a new folder

To create a new folder,

¢ click + in the toolbar of the folder pane,

1. click Create Folder,




2. enter the folder name,

3. select the folder location from the select box: either below an already existing

folder or on top level (choose root).

Create Folder

S——
Business
N

Folder location

- M

4. Click Save.

Moving e-mails to folders
You can move e-mails individually or several at once to a different folder.
To move a single e-mail,

1. click Move into... in the toolbar of the mail window,

2. select the target folder from the select box.
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To move several e-mails at once into a different folder,

1. select the e-mails in the middle pane,
2. click Move into... from the toolbar of the middle pane,

3. select the target folder from the select box.
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All previously selected e-mails will be moved into the selected folder.

Renaming folders

You can rename any folder.



1. Click on the folder to be renamed.
2. Click Edit in the toolbar of the folder pane.
3. Change the folder name.
4. Click Save.
+ o —p[B]
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Business
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Access Control List

Moving a folder

You can move a folder into another folder.

1. Click on the folder to be moved.
2. Click Edit in the toolbar of the folder pane.



3. Select the new location from the Folder location select box.

4. Confirm by clicking Save.

Deleting a folder

You can delete folders.

1. Click on the folder to be deleted.

2. Click Edit in the toolbar of the folder pane.
3. Click Delete.

4. Confirm by clicking Delete.

Are you sure you want to delete
the Business folder?

—E—

Important: The folder and all messages contained in it will be deleted unrecoverably by

this operation!

Searching e-mails

You can perform full text searches in individual mail folders:

1. Select a folder.
2. Enter the search string in the Search box.

3. Hit Enter.



The search will look for matching content in subjects, e-mail content and addresses. All

found e-mails will be listed below the Search box.

4 A | [ Sentitems 43 [
&3 INBOX (£ (Qfpresenta | )
pa Sally 4:10 PM
\ Drafts Fwd: Project presentations S 10Kb

Sally 4:10 PM
ﬂ Sent Items Fwd: Project presentations ® 1.2Mb
—_ Sally 4:05 PM
I Trash Project presentations 4Kb =

Sally 4:05 PM
@) Business Project presentations 9 1.1Mb
@ Friends
R Private

FAQ: Why is no Search box shown in the folder I selected?

One or more e-mails have previously been selected (check mark in the check box next to
the subject). Deselect the e-mails by clicking the Toggle Selection button in the folder

toolbar and perform the search as described above.

Managing several e-mails at once
The middle pane containing the mail folders supports mass editing functions so you can
work on several e-mails at once, e.g. by changing their read status, deleting or

forwarding more than one e-mail at a time.
To prepare for mass editing

* select the e-mails by setting the check mark for each e-mail.
Or

¢ click Select all to have all mails in the folder selected at once.
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¢ To unselect all e-mails click the Select all button
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To use the options for mass editing click the appropriate button in the toolbar of the

middle folder pane.
Delete selected e-mails

1. Select all e-mails you want to delete.

2. Click Delete.
Forward e-mails

1. Select all e-mails you want to forward.

2. Click Forward.



Change read state of e-mails

1. Select all e-mails you want to change to a different Read state.

2. Click Toggle Read Status.
Move e-mails to other folder

1. Select all e-mails you want to move.

2. Click Move into....
Flag e-mails

1. Select all e-mails you want to flag.

2. Click Toggle Flag Status.
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FAQ: Why would I want to flag e-mails?
Read on.
Managing and finding important e-mails

If you have hundreds or thousands of e-mails in your mailbox it can be difficult to access

the really important messages quickly.

To help you with this the Mail App lets you flag individual e-mails. Flagged e-mails can
then be highlighted by a click of a button.

Flagging a single e-mail:

* Click Toggle Flagged Status (star icon) in the toolbar of the mail window.



A flagged mail will show an orange star next to the subject line, and the toggle button

will change to orange color.
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Harry private 111114
Important information 6Kb

Harry private 1111714

Fwd: Project presentations D 10K

Harry private 1111114
Project presentations 4Kb

Harry 11014
cycling in the park 2Kb
Pronto! 1110714
Welcome! 247Kb

From: Emma Jones To: saly
trip to Barcelona
01 Oct, 14 10:25:14 AM

Hi Sally!

Show details

| have an idea to visit Barcelona next weekend :-) Some of my friends will join me. What about you?

Let's go with us!

Flagging many e-mails at once

1. Select e-mails by setting the check mark.

2. Click Toggle Flagged Status (star icon) in the toolbar of the middle pane.
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[ [Harry private f—l_a_g 111714
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Emma Jones
trip to Barcelona
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4Kb
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All selected e-mails will be flagged. You will easily recognize them in the folder by their

orange star mark.

To highlight all flagged mails so all the other mails are hidden in the current folder

* click Show Flagged (star icon).

The button will change to orange color.

* To unhide the e-mails without flag click Show Flagged again.
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Advanced e-mail operations

In this chapter you will learn about more advanced e-mail functions of Pronto! Lite such

as Vacation messages, using mail rules and shared mail folders.

Vacation message
Pronto! Lite can send automatic replies to incoming e-mails when you are away, e.g. on
vacation or traveling.

To activate a Vacation message

1. go to Preferences / Mail / Vacation message,
2. setVacation message enabled to ON,

3. enter the text to be sent as automatic reply in the Text box.



Settings

Vacation message

- General
2 Password
+ B Mail
<% Rules

il
Bl Trash Management

x Vacation message

1w Identities
fi Secure Mail
ﬁ Calendar
v &. Dialer

EE Simple Rules

Vacation message enabled

Text

Ends

Save All Settings
S
Vi

10/11/14

4. Select the date when the Vacation message should be disabled in Ends.

5. Click Save all settings.

Settings

Vacation message

v General
A Password
+ B4 Mail
=% Rules
-I- Trash Management
{§f] Identities
fi Secure Mail
ﬁ Calendar
+ &, Dialer

'.:L_ Simple Rules

Using Mail Rules

Vacation message enabled

Text

Ends

10/11/14

Rules are like a digital servant: they perform automatic actions on incoming mails

quietly in the background.



With rules you can filter e-mails containing certain words or strings in the body or the
subject, you can move e-mails automatically to certain folders, reject e-mails from

specific recipients or have them deleted automatically.
You can specify as many rules as you like.
Creating Rules

In Preferences / Mail / Rules you can create, edit and delete rules and arrange the

order in which they are executed.

* To create a new rule click +.

¢ To edit an existing rule click Edit Rule (cog wheel icon).

¢ To delete a rule click Delete (trash can icon).

* To set the order in which the rules are executed click the arrow left of the rule

name and select the appropriate number.

Always remember to click Save All Settings after you have finished changing settings.

Rules

Rules

Please note that all rules will be executed for all incoming e-mails. The execution will

take place in the order you specified.

Creating a Rule

1. To create a new rule click +.

2. Enter a name for the rule.

3. Inthe section Applies To select one or more conditions each incoming mail will
be checked for. Only the e-mails that meet these conditions will be processed by
the rule. To add more conditions, click +.

a. A condition can apply to these elements of an e-mail: Subject, From,

Sender, To, CC, Reply-To.




b. Enter the content that should be matched. You can match using these
operators: is, Is not, in, is not in.

4. Define the Action that should be performed on e-mails that match the conditions
set up in the Applies To section. You can combine different actions performed on
an e-mail choosing from: Store in, Stop processing, Discard, Reject with, Mark, Add
Header.

For some actions you have to specify a target, e.g. the action Store In needs a
folder where to store the matching messages in.

5. Optionally enter a descriptive text in Description.

6. Confirm your settings by clicking Save Rule or discard the rule with Cancel.

Edit Rule
Name * | Newsletter
Applies To +
Subject ¥ iS ¥  ‘Newsletter* Tj
Action =
Store in ¥ Business ¥
Discard ¥ ]
Description move newsletter mail into a designated folder

Sharing Mail Folders
You can share folders with other CommuniGate Pro users. All mails in the folder will be
available to the persons you are sharing with. Depending on the permissions other users

can also save mails to this folder or delete messages.
To share a mail folder with other users,

1. select the folder to be shared,

2. click Edit (cog wheel icon).

3. Insection Access Control List add all users you want to share the folder with:
Type their name or mail address and select from the list.

4. Select the desired permission for each user by choosing from the select box: Read,
Write, Admin, Custom. With the Custom option you can combine different options

in greater detail: Lookup, Select, Seen, Flags, Insert, Create, Delete, Admin.



5. Confirm with Save.

Edit
Projects

Folder location

mm Root v

Access Control List

Harry @ Write v

Back Custom
Looku

'lﬁ P
Select
Seen
Flags
Insert
Create
Delete
Admin

o]

After saving the sharing options each user will receive an e-mail informing them about
their access to the shared mail folder. They have to actively accept by clicking the

Subscribe button in the mail received (refer to the next section).

Tip: If you are sharing with many users and you want to grant different permissions to
them do so by grouping the users by their permissions. To do this enter all users with

the same permission on one line, then continue with the next group.

Subscribing to a shared folder

When you receive access to a shared folder, activate it with these steps:

1. Click Subscribe in the activation e-mail.
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" Show details

B INBOX 143 B

[—a (CL : ) ¢ From: Sally To: Harry
Access Control List: Projects
Sally 4:54 PM
Access Control List: Projects S 1Kb A4 FM
Sally 11114 Folder ~sally@webric.communigate.eu/Projects
@ info 4Kb a ey
Pronto! 110114
Welcome! 247Kb =p

Sally has granted you access to Projects mailbox. To view the
~sally@webrtc.communigate.eu/Projects click on the Subscribe button

above

2. Confirm sharing access by clicking Save in the Folder Subscription dialog.

Folder Subscription

Account Name Sally @
@ Business (~sally/Business)
wm Private (~sally/Private)

& Projects (~sally@webric.communigate.eu/Projects)

After that you will see the shared folder in your folder pane. On the top folder level there

will be a folder with the name of the person sharing the folder. Beneath this folder you

will find all folders shared by this person.

Instead of using the e-mail to confirm the subscription you can

1. click + in the toolbar of the folder pane.

2. Choose Folder Subscription.

Folder Subscription

Account Name ! !

3. Type the e-mail address or name in Account Name of the user who is sharing the
folder,
4. select the folder to include in your folder list,

and confirm with Save.



Folder Subscription

Accoint Name Sally @ I 1

Business (~sally/Business)
Private (~sally/Private)

Projects (~sally@webrtc.communigate.eu/Projects)

£ [ INBOX 4 B
& (a )= %

2 INBOX

- Sally 4:54 PM
‘ Drafts Access Control List: Projects S 1Kb
Sally 11114
¥4 Sent ltems 0o 4Kb
= Pronto! 1/10/14
[ | Trash Welcome! 247Kb =
@8 Business
wm Friends
& Private
-3
w Projects

Depending on the permission granted to you shared folders behave like normal “local”

folders. Therefore you can

* select the folder to show its content;
* move e-mails into the folder (requires write permission);

e delete e-mails from the folder (requires write permission).
If you do not need the folder anymore you can simply delete it.

Unsubscribing from a shared a folder

In order to cancel a folder subscription begin in the same way as with subscribing to a

folder:



e C(lick +,

1. select Folder subscription,

2. type the e-mail address or name of the user who is sharing the folder.

3. Remove the check marks from all the folders you want to unsubscribe from.
4

Confirm by clicking Save.

The folder will be removed from you folder list.
Using Mail Encryption and Signing

What is Secure Mail?
S/MIME (Secure Multi-Purpose Internet Mail Extensions) is a widely used secure method for
communicating securely with e-mail. It is built into many modern mail programs, web

browsers and also into CommuniGate Pro and Pronto! Lite.

S/MIME provides cryptographic security services for electronic messaging
applications: authentication, message integrity and non-repudiation of origin (using

digital signatures), and data confidentiality (using encryption).

How does Secure Mail work?
S/MIME works as a paired-key-system with a public and a private key. The private key is
held only by its owner, the public key is shared with contacts.

You and the persons you want to exchange secure mails with each need their own

S/MIME digital certificate that contains their public and private key.

In this system, each participant has two separate keys: a public encryption key and a
private decryption key. When someone wants to send you an encrypted message, he or
she uses your public key to generate the encryption algorithm. When you receive the

message, you use your private key to decrypt it.

For the process of encrypting and decrypting to work you have to exchange public keys
with your communication partners first. To give someone your public key, it is only

necessary to send him or her an email signed with your certificate.

Activating certificate for encrypting messages

To be able to encrypt e-mails you need an S/MIME security certificate.



You can either import an existing one into your account or generate one in the Mail App

Preferences.

Import existing certificate

1. Go to Preferences / Mail / Secure Mail.
2. Expand the Import Key and Certificate section by clicking the arrow.
3. Enter the password with which the certificate should be protected in your
account. Reenter the password.
4. Enter the password of the certificate in File Password.
5. Click Import and select the certificate file (.pfx).
Secure Mail
v | Create
A  Import Key and Certificate
New Password
Reenter Password 1
File Password .

The certificate will be added to your account. You can verify the certificate details in

Preferences / Mail / Secure Mail in the section S/MIME Certificate.

Generating a certificate

Use this option if you do not yet have a certificate.

1.
2.

Go to Preferences / Mail / Secure Mail.

Expand the Create section.

Enter the password with which the certificate should be protected in your
account. Reenter the password.

Click Apply.



Secure Mail E

A  Create
New Password sesee
Reenter Password sesse

v | Import Key and Certificate

The certificate will be generated and added to your account. You can now begin

encrypting and signing e-mails.

Managing certificate for Secure Mail

Go to Preferences / Mail / Secure Mail to manage certificate details.
Change secure mail password

This password is needed for encrypting or signing new e-mails. It protects your secure

mail certificate.

1. Expand the section Modify Secure Mail Password.
2. Enter the new password. Reenter it.

3. Save All Settings.
Certificate details

Information about your current certificate can be found in the section S/MIME

Certificate.



Secur Mail

"4 | S/MIME Certificate

Issued to Common Name Sally
Contact sally@webrtc.communigate.eu
Issued by Common Name webrtc.communigate.eu

Organization

Unit

Contact support@communigate.com

City

State/Province

Country
Valid From 15 Oct, 14 7:33:01 AM
Till 14 Oct, 19 7:33:01 AM

v Modify Secure Mail Password
v Export Key and Certificate

“v| Remove Key and Certificate

Exporting Certificate
You can export your certificate as .pfx file, e.g. to use it in another mail program.

1. Expand the section Export Key and Certificate.
2. Enter your certificate password. Reenter the password.

3. Click Export.

The certificate file will be downloaded. Typically it will be saved in the Downloads folder,

depending on your browser and its configuration.
Removing certificate from your account

Expand the section Remove Key and Certificate.
Enter the File Password.

Click Compare with File and Delete.

B W nhoe

Select the file from your computer and click OK.

4 | Remove Key and Certificate

File Password LA L

Select the PCKS12 certificate file (.pfx or .p12)
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Contacts
In this chapter you will be introduced to the Contacts App.

The Contacts App is your online address book. It helps you to find a person and reach

out to them by e-mail, phone or a chat.

The address book is an integral part of most other Pronto! Lite apps: it is needed when
sending e-mails, connecting to a person using the Phone App or creating appointments
in the Calendar App. E.g. when you start typing a recipient address in the Mail App (see
Chapter 2) a list of matching recipients will be displayed from the address book stored
in the Contacts App.

The Contacts App is also the place to check the current personal online status - called

presence - of your contacts.

Navigating the Contacts App

To open the Contacts App click on Contacts in the Navigation bar.
The app window is divided into two sections:

¢ Contact Groups (left pane): Groups help you to divide your contacts into lists

e Addresses (right pane): List of all addresses stored in the current group.

Groups fl (a Buddies (4) =+ |

Tl +
2y | ; i My Contacts
| 2 Buddies | B Sally

2: Contacts
Offline

)| Daniel Brown .
) Kontakte @ =
T\

» @@ Simple Address Books =  Emma Jones |
| B B.e
a

r | F‘j’ Michael Johnson ‘} v ‘
L./i/] | .

To open up an address and display its details,



1. select the appropriate Group in the left pane,

2. click on the contact in the right window.

The selected contact will be displayed in the Contact popup window.

b Groups Buddies (4) +
My Contacts
2 Buddies Ol o= Salv

e Contact m e e e
4: Contacts

Sally
& Kontakte £ - I SR =

» i) Simple Address Bo@ ..

'''''' sally@webric.communigate.eu

cell 112233

If you have many addresses stored in the Contacts App the search function will help you

retrieve an address quickly:

1. Click into the Search box.
2. Enter a search string. You can search for all details of a contact: Name, postal
address, mail addresses, phone number etc.

3. Hit Enter.
All matching addresses will be listed in the right pane.
Creating a new Contact
To create a new contact,

1. select the group you want to add it to in the Contacts pane on the left,
2. click #+ in the toolbar of the right pane,

3. select New Contact.



%= Groups £ | (a ) Contacts (5) + O

2 Buddies @ Daniel Brown
5 g Emma Jones

wm Kontakte

F Michael Johnson o
» @m) Simple Address Books ’4 < G =

Pronto!

Sally - P
s\, ¥

4. Fill in the necessary information in the appropriate fields.

5. Confirm by clicking Save.

To discard the contact click Cancel.
Things to know about the contact details you can store in the address book:

e There are no mandatory fields. Enter only the information you need for the
contact you are editing. Please bear in mind, however, that at least an email-
address is needed to be able to connect to the person using Pronto! Lite.

e File Asis a field that will automatically be combined from First Name and Last
Name. It is used for displaying the contact in the Contact App and everywhere
addresses are used, e.g. when selecting recipients in the Mail Composer window
(Chapter 2).

e Every time you enter a new e-mail address or phone number a new field will be
added below so you can add more addresses or numbers. You can add as many e-
mail addresses and phone numbers as needed.

e A contact can have several postal addresses. Click Add New to add more postal

addresses.
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\ | Daniel Brown

Sally

Title

First Name

Middle Name

Noma

Suffix

CommuniGate

Unit

Software Engineer

sally@webrtc.communigate.eu

E-mail

112233

Telephone

Creating a new contact from an e-mail

This is an easy way to create a new contact.

1. Click on the recipient’s e-mail address in the Mail App.
2. Click Create New Contact or Add to Existing Contact.
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S

3. Complete the address information in the contact window and click Save.
Adding an image
You can add an image to a contact.

1. Open the contact and click Edit.
2. Click Upload. This button is located on top of the image section.

3. Select the image from your computer and click OK.
The image has to be of the type JPG, PNG or GIF.
To remove an existing image click Clear.

* Save all changes by clicking Save.

Deleting a contact

1. Select the contact.
2. Click Edit.
3. Click Delete at the bottom of the Edit Contact window.

Creating and using Contact Groups

Contact Groups are lists of contacts. You can group certain contacts in lists which helps

you to

* send an e-mail to all group members,
* have a chat with all members of a group,

* hold a telephone conference with the members of a group.

To create a Contact Group,



1. select the group in the left pane you want to add the Contact Group to.
2. Click + in the toolbar of the right pane.

Click New Contact Group.

4. Enter a name for the Contact Group.
Add all contacts to the Group - either by typing the name of the contacts or by
selecting them from your address book.

6. Complete creating the Contact Group with Save.

Contacts (4) = Q

| Daniel Brown
° QOtfiine 4] . &

] New Contact Group

Friends (list)

@ Daniel Brown

demo1@mobileoffice.biz +3
€© Emma Jones

demo3@mobileoffice.biz +2
© Michael Johnson

demo2@mobileoffice.biz +3

+2

To use the Contact Group find it in the right pane and then click the corresponding icon

for the desired communication channel:

e C(Click the E-Mail icon to send an e-mail to all members of the group.
e C(Click the Phone icon to call all members of the group.

e C(Click the Chat icon to invite all members of the group into a chat.

You can also contact a member individually by opening up the Contact Group and
selecting one of the communication channels from the dropdown next to the name of the

member.



® @ ® /capronto % (= Pronto! x

€« C f [} webrtc.communigate.eu/?Skin=hPronto-# Ciy @ & @@

+ Groups L | (a ) Contacts (5) + O

| Daniel Brown ‘ )
ﬂ Buddies S ek I
21 Contacts e Contact Group = ©

: : DI R =]
» @) Simple Address Books Friends (list)
?g/‘ Daniel Brown v < S =]
4 Emma Jones v - )
- —_ﬂ D<A =)
b 4 Michael Johnson v
f —
| Compose E-mail D<AV =

Groups

Groups are basically folders in your address book: You can use them to group your
contacts in separate folders. You could e.g. have a folder for business contacts and one

for private contacts. You can create as many folders (groups) as you like.
Your account contains several groups by default:

* Buddies: Your chat contacts.
* Contacts: Default group for contacts.
e Recent Addresses: All addresses recently used but not contained in Contacts are

automatically collected here.

Please refer to section Special Groups for information about Buddies and Recent

Addresses.

Creating a new Group
You can create as many Groups as you like. Groups can also be created inside existing

groups.



1. Click + in the Groups window pane.

2. Type a Group (folder) name.
3. Select the Folder location from the drop down. Choose Root if you want to place
the new folder on the top level.

4. Confirm by clicking Save.

Create Folder

Folder location

e ———
m
See——

Editing, renaming or deleting Groups

To edit a Group,

1. click on the Group name from the list,
2. click Edit (Cog wheel icon) in the toolbar of the left pane.

3. Edit the settings and confirm with Save.
To delete a group

¢ click Delete (trash can icon) and confirm the action.

Warning: All contacts contained in the Group will be deleted, too!

Moving a contact to a Group

You can move any contact to any Group (except special groups):

Open the contact.
Click Edit.

Click Move into....

W N

Select the Group you want to move the contact to from the list.
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Edit Contact

Address
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Country

Add New

Others
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Web Si Move to

# Contacts

R Distributors

Move into...

Sharing Groups
You are already familiar with sharing e-mail folders with other CommuniGate Pro users.

Much in the same fashion you can also share Contact folders.

Sharing enables you and the people you share with to have common lists of contacts that
are kept and edited in one central place: when an address is added to a shared contacts
folder it automatically becomes visible in the Contacts App of the users who share this

folder.
To share a Group (folder),

6. click on the folder you want to share.

7. Click Edit.



8. In the section Access Control List add all users that you want to give access to
the folder: Either type their name or mail address or select them from the
address book.

9. Select the access right each you want to grant: read, write, administration,
custom.

10. Confirm by clicking Save.
To subscribe to a folder that has been shared with you,

e click the Subscribe button in the e-mail you have received informing you about

the sharing of a folder.

Or

e click + in the left Group pane, click Folder Subscription, enter the account name

or e-mail address of the user who is sharing their folder with you, set the

checkbox for the shared folder and confirm with Save.

Special Groups

Your account contains several special groups that have been created automatically for

you and which you cannot delete.



Buddies
Buddies are special contacts. Contacts with Buddy status can share and see their
personal presence status which facilitates real time communications by chat and

telephone.

To establish Buddy status you have to request it from the other user. Once this request

has been confirmed you both will be able to see each other’s presence status.
Adding a Buddy

1. Create a new contact in the Buddies folder. Specify the e-mail address of your
future buddy and click Save.

2. Your contact will receive a Contact request by e-mail. After they confirm your
request you will be able to see their current presence status in your Buddy folder

list.

As long as your contact has not confirmed your request their contact will be shown in

strikethrough fashion to indicate you are not connected as buddies yet.
Creating a Buddy from an existing contact
To establish Buddy status with an existing contact,

1. select the contact.
2. Click Edit.

3. Click Request Presence. Then wait for confirmation as described above.
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Confirming a Buddy request

When one of your contacts requests Buddy status you will receive an e-mail message

with their request.

|

I ~ harry@webrtc.commus:33 PM

harry@webrtc.communigate.eu
is asking to be your buddy

e To confirm the request click Accept.
This will create a new contact in your Buddies folder where you can see the
presence of your contact.

e To deny the request, click Decline.
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Recent Addresses
Contacts you were recently in touch with over e-mail, chat or voip and who have not yet
been saved in your address book will automatically be listed in the Recent Addresses

special folder. You can find it below the Simple Address Books root folder.

You can create Contacts from these addresses or add them to an existing contact with

just two clicks:

1. Click on the address.

2. Click + and choose New Contact or Add to Existing Contact.

-« S (Q Searc ) RecentAddresses (3)
2 Buddies demo3@mobileoffice.biz
3: Contacts Contact L ©

) Distributors

~ @) Simple Address Books

m RecentAddresses

Presence status

In your list of contacts the personal presence status of each contact like Online, Offline or
Busy will be indicated. This helps you to determine at a glance if a person is reachable at

the moment.
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Your own presence status is shown in the profile image in the top left corner of the

¢
c
0

Pronto! Lite window.
To change your status

1. click on your profile image.
2. Pick a status from the list by clicking it. In addition you can change the status text
by typing your own status message at the bottom of the window. When you are

done press Enter.

Change status |

2. Online \"
© Away
¢» Be Right Back
© Busy
i @ InaMeeting
.7 Onthe Phone
== Out to Lunch
< Invisible
| am at work!
ettt

In some cases your presence status will be updated automatically:

¢ Away will be shown after you have not been active for some time in Pronto! Lite.
After you start working again it will automatically change back to Online.

* Invisible will be shown to your contacts when you log off from Pronto! Lite.



¢ On the Phone will be set when you are using the Phone App.

Exporting addresses
You can export addresses from the Contacts App. The export will create the widely used
VCard file format. You can use the resulting file to import the addresses in a different

program saving you from having to type all addresses again.
To export addresses,

1. select the group from which you want to export addresses.
2. Click on More (cog wheel icon) in the toolbar of the right pane.
3. Select the file format - either VCard 2.1 or VCard 3.0 - by clicking the appropriate

button. The file containing the addresses will be downloaded in the browser.

4o Groups £ | (a ) Contacts (4) +| |

2 Buddies @ Daniel Brown
Friends (ist)

8 Distributors

Harry
» @m) Simple Address Books

Michael Johnson

Please note: Contact Groups will not be exported.

Importing addresses

You can import addresses. You will need an address file in the VCard format.
To import addresses,

1. select the group you want to import addresses into.

2. Click on More (cog wheel icon) in the toolbar of the right pane.
3. Click Import vCard Data.
4

Select your address file and confirm with OK.
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Chats

The Chats App is for Instant Messaging with your contacts.

You can chat with one person at a time or with a group of people. You can use the Chats

App to share files with your chat partners.

The only thing you need for Instant Messaging is Pronto! Lite and the e-mail address of
your chat partners. They have to be connected to the same CommuniGate Pro server or

the same chat room.
You can have parallel chat sessions.
The Chats App has a simple structure, being divided into two windowpanes:

e Active chats are listed in the left plane.
* The messages in the current chat are displayed in the right window. Here you

type your messages and receive messages from your chat partner(s).

| 4+ Activechats ) Harry a . +3 L

Show previous messages

Sally F,
Hi Harry, do you have a minute?

Harry
Sure, Sally. What can | do for you?




Starting a Chat

To invite a contact for a chat you will need his address listed in your Contacts App.

Create the contact first if necessary adding the user’s e-mail address.

If you and the user you want to chat with are Buddies (see Chapter 3) you will be able to

see the presence status of that user. If his status is online you will very likely be able to

chat with him spontaneously.

That is very easy:

1. Start the Chat App by clicking Chats in the Navigation bar.

2. Click + in the Active Chats window pane.

== | Active chats

Back Buddies

My Contacts

Harry

Offline
?@ ' Daniel Brown
A

demo1@mobileoffice.biz

‘,Hx Michael Johnson

@ demo2@mobileoffice biz

harry@webrtc.communigate.eu

Harry

gL =+ O

Show previous messages

Sally
Hi Harry, do you have a minute?

Harry
Sure, Sally. What can | do for you?

3. Select the contact from your address book. A new Active Chat will be added to

your Chat App.

4. You can now start typing messages in the message field on the right. Messages

from your chat partner will appear above the box.
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Show previous Messages

Sally 3
Hi Harry, do you have a minute?

Harry
Sure, Sally. What can | do for you?

Other ways to start a Chat

There are many spots in Pronto! Lite from where you can start a chat: Just click on the

Chat icon (bubble).

WebIC.COMMUNIGate 6w 7S -hPronto-# Q we@Pes=s
- Groups fy( 2 Buddies (3) +
Contacts
2 Buddies (%) =
Contact Lo B e
4 Contacts
= ] Harry
‘l_ ) Distributol A B Ye
» @ Simple AO] E-mail
work  harry@webrtc.communigate.eu v 8 Le
| Compose E-mail
[crat]
~ Call
1

You will find it in these places:

* Contacts App: in the list of contacts, right pane

¢ Contacts App: in the contact window of the selected contact

¢ Contacts App: in the window of Contact Groups

* Mail App: Clicking on the address in an e-mail will give you the chance to start a

chat.



Tip: All your contacts with presence status Online will be shown at the top of the address

lists when choosing a chart partner.

4 Activechats &)

Back Buddies E]
(Q & )
My Contacts
Harry
harry @webrtc.communigate.eu
Offline

?g Daniel Brown
A 7

demo1@mobileoffice.biz

L‘;T Michael Johnson

demo2@mobileoffice.biz

Chatting

Chatting is easy.
To send an instant message to your chat partner,

1. type your message in the message field at the lower end of the chat window and

2. click Send or hit Enter.
You can use smileys in your messages:

1. Click:).

2. Select the desired icon by clicking on it. It will be added to your message at the

position of the cursor.




Harry a . +2 £

Show provious mess1ges

Sally E
Hi Harry, do you have a minute?

Harry
Sure, Sally. What can | do for you?

OK, just kidding

You can also type smileys following the usual conventions:

* :)for a smiling face

e :(forasad face
etc.

Whenever an instant message is sent to you it will be displayed in the chat window in

the right pane.

If you are currently in a different app within Pronto! Lite a message box will pop up to

notify you about new incoming chat messages.



Sally a s =2 &

Harry e
hey Ses
-, Sally
= & 3
gt jau
54550 PM
'“‘i Sally
o Hi Harry, 6o you have a minute?

Harry

Sure, Sally. What can | do for you?
3 Sally

OK, just Kidding

Harry

Haha

- Sally

Lat's talk about our little peoject

Harry
OK, firo away
: Sally
Did you make up the todo list as we said?

Staried at 5:55:44 PM

Y Sally

D you?

* Click into the message box to jump directly to the associated chat.

* Ifyou do not want to reply you can just close the box by clicking X.

Closing a chat

To close a chat and the chat window,

1. click More (cog wheel icon) in the toolbar of the chat window.

2. Select Close.

4 Activechats &) Sally L +3 O
.
\
Harry
hey
“T" Sally
[ i S o jau
5:45:50 PM

Sally

Hi Harry, do you have a minute?

Harry

Sure, Sally. What can | do for you? A

Sally
OK, just kidding

%
Z oy
K

Harry
Haha

3. Your chat partner will be shown a message that you have closed the chat.

If you want to continue chatting with this contact you have will to create a new chat.



More Chat functions

While in an active chat you have additional useful functions at your fingertips: sending

files, initiating Calls, starting Group Chats.
Sending files
You can upload files to your chat partner(s).

1. Click Upload in the toolbar of the chat window.

2. Select the file from your computer and confirm with OK.
Your chat partner will receive a download link for your file in their chat window.
To open the file the link has to be clicked.

Sally

5:45:50 PM
P44
5 % Sally

@l® | HiHarry, do you have a minute?

Harry
Sure, Sally. What can | do for you?

3 Sally
OK, just kidding

Harry
Haha

&
£

R % Sally
B | Let's talk about our little project

Harry ""._ %
OK, fire away U %
Sally

Did you make up the todo list as we said?

Started at 5:55:44 PM
~r
b Sally
1 Did you?

Harry
Sure did. Here it goes...

Harry
http://webrtc.communigate.eu/~harry/protected/settings/imFiles/p ﬁ
wd/ZgZHs8Vg/quickstep-claim.key.zip -

Initiating a Call

To initiate a phone call from the chat,
¢ click the Call button in the toolbar of the chat window.

The Chat window will be replaced by the Call window - you can now speak to your chat

partner.



Sending e-mails

To send an e-mail to your chat partner,
¢ click the Compose E-Mail button in the toolbar of the chat window.

The Mail Composer window will open up with the e-mail address of your chat contact

already filled in.
Deleting chat messages
To clear the chat message history from the current chat window,

1. click More (cog wheel icon) in the toolbar.

2. Select Clear.

You can perform this action whenever you like, even in an active chat.

=4 Active chats &) Sally L +2 O
sy N
B

Harry
hey

.,\-.4§ Sally
R jau

5:45:50 PM
I""‘
] Sally
B 1.‘ 7

Hi Harry, do you have a minute?

Harry
Sure, Sally. What can | do for you?

3 Sally
OK, just kidding

Harry
Haha

Creating a Group Chat

You can have a Chat with several chat partners at the same time.
You have two options to initiate a Group Chat:

* Add a new Chat partner to an active chat.

* Start a Group Chat from a contact group.

Adding a chat partner to an active chat
1. Click + in the toolbar of the chat window.

2. Select a contact.



3. Your chat partner will receive a notification in the message box. By clicking
Accept they join the Group Chat.
() |
Harry 6:01 PM

“=4 Harry invites you to the Group
Chat: ,

4. You as the initiator will receive a confirmation that the partner has joined the

chat.

The chat window will show a panel with all active chat partners; the window title

will change to Group Chat.

000 e < Poantat

(<} WebriC.communigate. ou’? 5k 29B0=

4 Active chats Q)i Group Chat g s =+ 36

Harry Harry has joined the chat
A tipivedaccommunionies . P &

O

A Group Chat behaves exactly as a normal chat except that you are dealing with at least
two persons at the same time. Messages you type are shared with all members of the

Group Chat simultaneously.
When using the E-Mail or Call buttons in the Chat all group members will be contacted.

You can contact a single person in the chat by selecting a contact option in the contacts
pane on the right side. Here you can choose between (single) Chat, (single) Call or

opening the Contact details of the person.



=+

Active chats &) Group Chat [+ I +3 O B

< Group Chat
8¢ P

Harry Harry has joined the chat
A htto/mwebric.communigatee...

You can resize the panel showing the active group chat members so you have more

space for the chat window:

Click the arrow button to reduce the panel size.

Click it again to restore it to the original size.

Group Chat
Harry has joined the chat 6:06:28 F ,::‘. Harry
Anyone?! Hello?!! ) P E€sd Online
It feels so lonely here! (& v %': Sally

2 Online

Starting a Group Chat from a Contact Group

Contact Groups are lists of contacts you have combined in your Contacts App (please

refer to Chapter 3 Contacts for more information).

You can start a Group Chat with all Contact Group members with a single click:

1. Open Contacts App.

2. Find the Contact Group.
3. Click the Chaticon.
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aA ﬁﬁﬁ ﬁ]‘ Q Search

f Daniel Brown
2 Buddies 8, 3 Offiine L o
$: Contacts
= > Friends (list)
N e
& Distributors
Harry »
» @) Simple Address Books Onfine LU
| Michael Johnson
l;j}’ Offline \. e

A Group Chat with all group members will automatically be initiated.
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Calendar

Pronto! Lite’s Calendar App helps you to schedule your appointments and events in a

single program. You can schedule appointments with your contacts, send event

invitations and share calendars with other users.

Navigating the Calendar App

The calendar app window is divided into two panes:

Your available calendars are listed in the left window pane.

The events and appointments from the selected calendar(s) are displayed in the

right window pane.

==
4 Calendar £} + 4 @ ) November 2014 === 3
M T Wed Th Fri Sat Si
ﬁ & Calendar - - ! : s
1 2
2:20pm Projekimeet
[~ 1 . :
J People in history
i Project
3 B 5 6 7 8 9
10 1 12 13 14 18 16
Calendars Events & appointments
17 18 19 20 21 22 23
24 25 26 27 28 29 30

You can choose between a daily, weekly or monthly view for displaying the calendar.

To switch views simply click the appropriate button in the toolbar of the right

pane: Daily, Weekly, Monthly.

Click Today to switch the date selection to the current day.




* Use the arrows Previous and Next to browse through your calendar - depending
on the chosen view between day, weeks or months.

¢ Thered line indicates the current time of day.
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1:00am | ] \ / y
i l“toda vie 3 /
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Basic settings
It is recommended to check and - if applicable - modify the basic settings in
Preferences / Calendar of your Calendar App so the configuration matches your

preferences.

e Main Calendar: Select the calendar that will be opened by default when you start
the Calendar App.

¢ (Calendar View: Select which view - day, week or month - will be shown by
default.

e Starts at: Choose the first day of the week.



¢ Time slice: Select in which intervals a day will be divided into.
* Working hours: Select your typical working hours (from and to). The calendar

view will by default show this part of the day.

While you are here you can also choose your preferred channel for being alerted about
upcoming events:

e By E-Mail

* By Instant Message

e By Phone Call

Simply set the switch to ON or OFF.

Settings Calendar ‘Save All Settings
v General
Main Calendar default(Calendar) ¥
2 Password Calendar View Weekly ¥
i Mail Starts at default(Mon) ¥
Time Slice 30 min ¥
e
<> Rules
Working Hours 7:00 AM ¥
W Trash Management 6:00 PM ¥
Vacation message g
x 9 Remind about event
"i" Identities Send Alarms as E-mall «
Send Al M b
i Secure Mail o «

Send Alarms as Phone Call
|| Calendar

- &, Dialer

=+ Simple Rules
Remember to confirm your selections by clicking Save All Settings.

Creating an appointment

You can create an appointment in two ways:
* Click + in the calendar window.

Or

e C(Click directly into the calendar at the desired date and start time, hold the mouse

button and drag to the end time. Then release the mouse button.



The window New Event will be opened.

New Event = Sz B3

subject Meeting|

Attendees

111114 @ 9:20 AM All-Day Event

11/11/14 B | 9:30 AM Recurrence

Description

Alarm | Disabled v Private

To create the event:

1. Enter a Subject. This will be the title shown in the calendar for your event.

2. Select the start date and the end date of the event. To help you with this task a
small calendar will pop up when clicking into the field from which you can
choose the date.

3. Select the start time and end time.

4. Optionally enter text in Where and Description.

In the select box Alarm choose if you want to be alerted and for how long in
advance.

6. Mark Private if this event should be hidden from other users.

7. Confirm with Save.

The Event will be created and shown in your calendar.
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subject Meeting (1]

Attendees

Su Mo Tu We Th Fr

2 3 4 5 6 I 4 8
9m12 18 14 15

16| 17| 18| 19| 20| 21 | 22

23| 24 25| 26| 27

30 Private

All-Day Event

If your Event is an all-day Event mark All-Day Event.

subject Meeting (1]
Attendees
Starts 1211114 B | ™ Al-DayEvent
Ends | 1211114 B | Recurence
Description

- o RS o

All-Day Events will be shown in the first row of the calendar titled All day.

Recurring Events

You can create Recurring Events, e.g. for a Meeting that is held weekly at the same time

each week.



New Event T S o=

subject Meeting @
Attendees
Starts 12/11/14 B | | 6:50 PM v All-Day Event
Ends 12/11/14 B 7:20 PM v [¥ Recurrence
Recurrence Daily j End by | 24/12/14
Every| 1 day(s)
Where
Description
Status 7 Busy v Alarm | Disabled v Private
1. Mark Recurrence.
2. Inthe select box Recurrence choose the rhythm in which the Event will be
repeated - daily, weekly, monthly, yearly...
3. Enter an End by date.
4. In Every ... days enter the interval in which the Event will be repeated.
5. Click Save to finish creating the recurring event.
Attachments

You can attach one or more files to an event.

4.

In the window New Event click Attach file.

Choose the file(s) from your computer and confirm.

All attached files will be shown in the event window. You can open a file by
clicking on it. You can delete a file by clicking X next to the file name.

Confirm with Save.

The attached files will be shown in the preview window of the event. You can open the

preview by simply clicking on the event object in the calendar.



New Event [} @(@X«) [ sove |

subject Meeting L @
Attendees
misspiggy.gif 89Kb @
Upload
Starts 12/11/14 m 6:50 PM v All-Day Event
Ends 12/11114 7:20 PM v [¥ Recurrence
Recurrence Daily v End by | 24/12/14 i
Every| 1 day(s)
Where
Description
Status Busy X Alarm | Disabled v Private

High Priority Event

You can mark an event as a High Priority Event.
e Inthe window New Event click Priority (exclamation mark icon).

The icon will change to red color. After saving it will be shown in the calendar view next

to the event title.

New Event i oo B3

subject Meeting

e /

misspiggy.gif 89Kb

Starts 12111714 E | | 6:50PM \/ All-Day Event
Ends 12/11114 M| 7:20PM ¥  [¥ Recurrence
Recurrence Daily v Endby | 24/12/14 i
Every| 1 day(s)
Where
Description
4
Status Busy v Alarm | Disabled v Private

* Toremove the priority property click the icon again.
Editing an Event
There are two options for editing an existing event:

* Use Drag+Drop to move the event to a different date or time:

1. Click the event object.



2. Drag it to its new position in the calendar view.

3. Release the mouse button. The event has been moved to the new date/time.

e C(Click on the event object and select Edit.

Event

Project meeting

When 11 Nov, 14 10:30 AM - 1:50 PM
Where
Who  Sally- Organizer

Tip: Clicking on an event object once will open the event preview. Here all import event

facts are displayed including event priority and attached files.

Quickly changing the event duration
With only one mouse click you can change the duration of an event by moving the end

date/time:

1. Hover the mouse button over the lower end of the event object in the calendar
view until an arrow appears.

2. Click and hold the mouse button and pull the lower edge of the event object to the
end time desired: up to shorten the duration, down to extend the duration.

3. Release the mouse button at the desired position.
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All day
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12:00am
1:00am
2:00am
3:00am
4:00am
5:00am
6:00am
7:00am
8:00am
9:00am

10:00am
10:30am

11:00am |[EIRICIMEGHG

12:00pm

1:00pm
2:00pm  2:00pm - Lunch with Harry =

3:00pm

4:00pm

Changing a series of events
When you open an event for editing that is part of a series of events (recurring
appointment) you will be asked if you would like to edit only this specific event or all

events in the series.

9:00am 9:00am 9:00am 9:00am
cycling in the cycling in the cycling in the
park park park

10:00am

11:00am S°\_<
12:00pm
1:00pm

2:00pm

Do you want to edit all
events in series or
this instance only?

3:00pm

4:00pm

5:00pm

* Click All Events to edit the complete series of events and change settings.

e C(Click This Instance only to edit only this one event you selected.

When moving an event that belongs to a series to a different date or time (refer to the
previous section on how to do that) you will be asked if you want to create an exception

to the current series for the current instance.



* Click Yes to create an exception. After that the current event will not belong to

the original event series any more.

* Click No to not having an exception created. Your recent change will be reverted.

8:00am

9:00am

10:00am

10:30am 0%
11:00am Froject

12:00pm
1:00pm

-
2:00pm 2:00pm 'J-']

3:00pm

Do you want create
new exception in
current series?

ch wit

4:00pm

Appointment Alarms

If you set an alarm time in an event you will be reminded before the appointment

begins.

Depending on your calendar configuration you set in Preferences / Calendar you will

be reminded by:

* Message box
* Instant Message in Chat

¢ Phone Call

ROV T

2:00pm

3:00pm

Calendar Alarm

start in 0 minute (s)

Calendar Alarm

will start in 0 minute(s)

-~ vyour event Telefonkonferenz'

8:22 PM 4:00pm

Event Notification: 'Telefonkonferenz' will 2:00pm

6:00pm
7:00pm
8:00pm —=
8:22 PM

9:00pm

10:00pm

Deleting an event

To delete an event,

11:00pm



e open the event.

* Click Edit.

e C(Click Delete (trash can icon)
* Confirm by clicking Delete.

Event S =)

subject Meeting project group Delete @

Are you sure you want to delete event?

Attendees

Starts 11/11/14 B® || 1:20pm v All-Day =
Ends 1111114 B || 3:00PM v Ractrente
Where
Description
%
Status Busy v Alarm | Disabled v Private

When deleting a series of events you will be asked if you want to delete All events or

This Instance only.

Event @% (=)

subject cycling in the park Delete ! ]

= Do you want to remove all events in series or
Attendees = sally@webrtc.communigate.eu €

this instance only?

Starts 03/10/14 B | | 9:00 AM v All-D:
Ends 03/10/14 B || 1200PM | v [ Recurrsnes
Recurrence Daily T End by =
Every 2 day(s)
Where
Description
4
Status Busy v Alarm | Disabled v Private

Multiple Calendars

You can create as many different calendars in your Calendar App as you like. This is
useful for grouping events belonging to different topics or parts of your life. You could

e.g. have a calendar for private appointments and a calendar for business events.

Creating a new Calendar

To create a new calendar

1. click + in the toolbar of the left pane.



2. Click Create Calendar.

3. Insert a name for the new calendar.

4. In Calendar Location select the placement of the new calendar - either below an
existing calendar or below Root to place it at the top level.

5. Complete with Save.

Create Calendar

Projects

Calendar location

Editing Calendar settings

To change settings for a calendar, e.g. its name or location

1. click on the calendar in the left pane to select it,
2. click Edit (cog wheel icon).

3. Perform the desired changes.

4

. Complete with Save.

You can set a specific color for the calendar. This will change the color in the Calendar

list and the appointment objects in the calendar views.

1. Click on the calendar in the left pane to select it.
2. Click Change Calendar Color (color icon).
3. Select the desired color from the palette by clicking on it. The calendar color will

be changed directly.
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Note: Carefully choosing different colors for your calendars can be helpful because it
helps you to discern appointments by their color, especially when you choose to display

all appointments from all calendars at once.

Display multiple Calendars

You can choose to display events from one calendar only or from multiple calendars at

the same time.

¢ To display appointments from a calendar, set the check mark for that calendar in
the Calendar list of the left pane. When the check mark is set the appointments

from this calendar will be displayed.

4 Calendar &3

Kalender

| Personen

L_j Projects

* To stop displaying events from a specific calendar uncheck it. The appointments
from this calendar will be hidden.

e To display appointments from multiple calendars set the check mark for all the
Calendars you want to display. All their events will be shown together in the

calendar view.

Attaching an event to a specific Calendar

When creating a new appointment you determine to which calendar it should belong by

1. first selecting the target calendar - simply click on its name in the left pane.




2. Then create the appointment as usual. After saving it will be attached to the

selected calendar.

Note: You cannot move an existing appointment to a different calendar. To achieve this
you have to delete the original appointment and then recreate it after selecting the

target calendar.

Deleting a Calendar

To delete a calendar,

1. selectit by clicking on its name.
2. Click Delete (trash can icon).

3. Confirm by clicking Delete.

Are you sure you want to delete
the 'Projects' calendar?

A |

Important: This action will also delete all events contained in the calendar you are

deleting!

Scheduling appointments and meetings

You can manage attendees of an appointment or meeting.
Using the Calendar App you can

¢ send invitations to attendees,
e confirm or decline invitations you receive,

* manage the list of attendees for an appointment.



Creating an appointment with invitations
1. Create the event as usual.
2. Add all attendees - either by typing their name or mail address in the Attendees
field or by selecting them from your contact list.

Event i Soxo B3
o

subject Project meeting

Attendees = Harry @

Contacts

Starts 11711714 m 10:30 AM v All-Day Event
Ends 111114 B || 1:50PM v Recurrence (Q sear )
| ;
Where 1 ﬁ | Daniel Brown
= A-A demo1@mobileoffice.biz
Description c Harry
XY harry@webric.communigate.eu
ET Michael Johnson
Status Busy = aamn [Disanea - Prvak demo2@mobileotfice.biz

3. Click Send Requests (envelope icon) and select Send.

« C i wobrc.commungate eu7Skin=hPronto- Q O NN - B

Sutyect Project meeting Send Requests

© Send
Suans 1 B 1030am Day Event Don't Send

Aiendess  Harry ©

Enda 14 @ s

Whera

4. Confirm with Save.

All attendees will now receive an invitation by e-mail.



Manage response status for appointments
When creating an appointment with attendees you become the Organizer of this
appointment. This role enables you to see the current response status of all attendees -

whether they responded and how (accept, decline, tentative):

1. Open the event preview.
2. Inthe section Who you will see all attendees and how they responded: green

check mark for accept or red circle for decline.

Event

O Project meeting

When 11 Nov, 14 10:30 AM - 1:50 PM

’ Who  Sally- Organizer
}' OQHarry

As organizer you will also receive an automatic e-mail for every response containing the

response status in the subject line and their comments (if any).

U & &> 2 k &\ -

From: Harry To: saly "~ Show details _
I DECLINED: Lunch with Harryl : _
8:31 PM Update Attendee Status

Reply to your scheduling request Lunch with Harry

Organizer: Sally <sally@webrtc.communigate.eu>
Starts: 11 Nov, 14 2:00:00PM (recurrent)
Duration: 30 min
Time Zone: Europe/Central
Priority: Normal
Comment: Sorry | will be travelling at that time!

Attendees: Harry <harry@webrtc.communigate.eu>  Declined

e To process this response click Update Attendee Status.

The e-mail will be deleted automatically after this action.



Important: you must click the button Update Attendee Status to complete the

scheduling for this attendee.

Replying to an invitation
When you are invited to an event you will receive an e-mail informing you about the

appointment details (date, time, subject, attendees).

You can reply directly from this e-mail to send your scheduling response.

U &> &2 kX

From: Sally To: Harry Show details

Lunch with Harry
6:53 PM

Scheduling request Lunch with Harry
Organizer: Sally <sally@webrtc.communigate.eu>

Starts: 11 Nov, 14 2:00:00PM
Ends: 11 Nov, 14 2:30:00PM
Priority: Normal

Attendees: <harry@webrtc.communigate.eu> Unconfirmed

To accept the invitation,

1. click Accept or Tentative.
2. In the list that opens choose an option. Send the response now will send an e-

mail response to the organizer.



110

T 66> k™

(s o
From: Sally To: Harry Show details

Lunch with Harry
6:53 PM  Accept [ Tentative |/ Decline

Scheduling request
Organizer: Sally <sally@we

Starts: 11 Nov, 14 2:00:
Ends: 11 Nov, 14 2:30:(] Send the response now \"
Priority: Normal

Attendees: <harry@webrtc.

3. You can add a personal message for the organizer of this event. To do this choose

Edit the response before sending. Enter some text in the message box.

| Compone| T € &>a 0k
[Bee—————xi
From: Sally To: Harry Show details |
Lunch with Harry
6:53 PM ( Accept [ Tentative )( Decline

el

Scheduling request

Organizer: Sally <sally@wei Do not send a response
Starts: 11 Nov, 14 2:00:(

Ends: 11 Nov, 14 2:30:( Send the response now

Priority: Normal EdRth > . =
Attendees: <harry@webrtc.c t the response before sending

‘ Let me first check if this will work out.

4. Click Accept to send your reply.
To decline an invitation,

1. click Decline.

2. In the list that opens choose an option. Send the response now will send an e-

mail response to the organizer.

If the organizer changes date or time for an existing event you will receive a new

invitation mail. Proceed as described above.



If the organizer cancels the appointment you will receive a notification by e-mail.

¢ In the e-mail click Remove Event from Calendar to delete the event.

From: Sally To: Harry Show details

CANCEL: Telefonkonferenz
841 PM

' Remove Event from Calendar ‘

Event Cancelled Telefonkonferenz
Organizer: Sally <sally@webrtc.communigate.eu>

Starts: 10 Nov, 14 9:10:00PM
Ends: 10 Nov, 14 10:30:00PM
Priority: Normal
Attendees: <harry@webrtc.communigate.eu>

An alternative way to reply to an invitation is to set your response in the event object in

the calendar.

1. Open the event in the calendar. The preview will be shown.

2. Click one of the buttons Accept, Tentative or Decline.

Event

Walk in the park

When 11 Nov, 14 4:00 PM - 6:50 PM
Where

Who  Sally- Organizer
harry@webrtc.communigate.eu

3. Select a reply option (no response, send response, edit response).



Do not send a response

Send the response now v

Edit the response before sending

[ carcel |

Replying in this way can be useful if you have already deleted the invitation mail or if

you want to change your attendee status at a later time.

Sharing Calendars

You can share any calendar with other users. This can be useful for groups of persons

because it enables them to keep and manage all appointments in one single place.

Grant access to a Calendar

To grant access to one of your calendars for other users

1.
2.

select the calendar.

Click Edit (cog wheel icon).

Insert all persons you want to share your calendar with in the section Access
Control List.

Choose the appropriate access rights per person from the select box.



Personen

Calendar location

@ Root

Access Control List

Sally © Custom v

Read v

Public Access through Web (

5. Confirm with Save.

Subscribing to a shared Calendar from invitation e-mail

When you are granted access to a shared calendar you will receive an invitation e-mail.
To subscribe to the calendar

1. click Subscribe in the e-mail. The Calendar Subscription window will open up.

U 46> 2 &k =

From: Harry To: sally " Show details

Access Control List: Personen
8:46 PM

Folder ~harry@webrtc.communigate.eu/Personen

Harry has granted you access to Personen mailbox. To view the
~harry@webrtc.communigate.eu/Personen click on the Subscribe button above

2. Confirm your subscription by clicking Save.



Calendar Subscription

Account Name Harry ©

™ @& Persons (~harry/Persons)

After subscribing the shared calendar will be displayed in your calendar list in a
subfolder. The top folder will carry the name of the person sharing the calendar.
Example: If Harry shared a calendar with you all calendars you subscribed from Harry

will be placed inside the folder Harry.

T O

== Calendar

i1 ® Calendar

People in history

Project

Persons

Unsubscribing from a calendar
To remove a calendar you are subscribed to from your Calendar App simply delete it as

usual (please refer to section Deleting a Calendar).

Subscribing to a shared Calendar without e-mail
You can at any time subscribe to a calendar that has been shared with you without the

need for accessing the original invitation e-mail.

1. Click + in the toolbar of the left pane.

2. Click Calendar subscription.
3. Insert the name or mail address of the person sharing the calendar with you.

4. Select the calendar(s) by setting the check box for each calendar to be subscribed.



5. Confirm with Save.

Calendar Subscription

Account Name Harry ©

™ mm Persons (~harry/Persons)

Publishing a Calendar
You can share calendars to persons that are not users of CommuniGate Pro. These
persons will be able to see all appointments not marked as private, but will not be able

to change events or create appointments themselves.

1. Select the calendar you want to share over the Internet.
2. Set Public Access through Web to ON.
3. Copy the Calendar URL that will be displayed and send it to the persons that you

want to have access to your calendar.

4. Confirm by clicking Save.

Project

Calendar location

& Root v

Access Control List

Public Access through Weé « ) g

http//webrtc.communigate.eu/cal.wssp?Skin=hPronto-8

—
-

Tip: To have a quick preview of the public calendar display simply



¢ click Open Calendar (chain icon) - the calendar will open up in your browser in
the exact same way as the users you are sharing it with.

en0e Calendar Projekte

[« > ][] (2] [+ [c webrtc.communigate.eu [ - J(0]

4 @ > October 2014 | Projekte ) B = E

Sun Mon Tue Wed Thu Fri Sat

To stop sharing the calendar and prevent anyone accessing it publicly

1. select the calendar you are sharing.
2. Set Public Access through Web to OFF.

3. Confirm by clicking Save.

Other users will not be able to see the calendar anymore.

Exporting calendar data
You can export events stored in your calendar. The export will create iCal files you can

use to import the data into other calendar programs.

1. Select the calendar you want to export events from.
2. Click More (cog wheel icon) in the toolbar of the right pane.
3. Click Export Calendar Data.



+ 4 & > Nov 10 - 16, 2014 i
Mon 10/11 Tue 11/11 Wed 12/11 Thu 13/11 Fri 14/11

Export Calendar Data

All day

rouEn Impon calendal" Dm

2:00am

3:00am
4:00am
5:00am
6:00am
7:00am
8:00am
9:00am

10:00am
10:30am

Berlait emantina

Your web browser will download the file containing the calendar data.

Importing event data

You can import calendar data that you have exported from another calendar program in

iCal format.

1. Select the calendar you want to import event data to.
2. Click More (cog wheel icon) in the toolbar of the right pane.

3. Select the iCal file containing the calendar data and confirm.

The events will be imported into the selected calendar.

+ 4 @& > Nov 10 - 16, 2014 B
Mon 10/11 Tue 11/11 Wed 12/11 Thu 13/11 Fri 14/11 ( N

Export Calendar Data

All day

uuarn

' import Calendar Data

2:00am

3:00am

4:00am

5:00am

6:00am

7:00am

8:00am

9:00am

10:00am
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Phone Calls

You can use Pronto! Lite to make Phone Calls with other users of CommuniGate Pro - or,

depending oft he setup of the system - with persons outside of CommuniGate Pro.
All you need is

¢ an Internet Connection,
e the e-mail address of your contact(s) you want to talk with, preferably saved as a
contact in your Contacts App,

* microphone and loudspeakers or a headset attached to your computer.
Phone Plugin
Depending on your web browser you will need a special plugin.
If you do not see the Call App in the Navigation bar you will have to install it first. Please

refer to chapter 1 for installation instructions.

Receiving a Phone Call
An incoming call will be signaled in a popup window showing the name, e-mail address

and photo of the caller.

* To accept the call, click Answer.

* (Click Hang Up to decline the call.

o -

Incoming call

o

Harry

test1 @mail.moscow.stalker.com

Hang Up Answer




Making a Phone Call

A Call button is available in many places of Pronto! Lite - just like the e-mail and chat

buttons you are already familiar with.
Wherever you see the Call button (phone icon) you can initiate a call:

e Contacts App: list of contacts

e Contacts App: in the details of a contact or a contact group

* Mail App: Click on the sender’s address to open more contact options, among
them Phone Call.

e History App: In this list you will find the history of all previous or missed phone

calls. You can establish phone calls directly from here.

(Q ) IM Kontakte (4) +
Meine Kontakte e

QTEL Hary zl o
Kontakt e S

IS N ©

<) R | =
nome | harry@webrtc.communigate.eu v

U ] I ©
it Neue Email oy

Mobiltelefon| 4711 Chat

Anrufen |

Videoanruf

To call someone,

1. find the contact and click the Call button.

2. Wait until the other person answers your call.



Skl +  Activechats &) Harry | Outgoing +3 ©

To end a call,
* click End Call.
To mute your microphone during an ongoing call,
e click Mute.
To hold the call,
* click Hold.
Phone calls with multiple contacts
There are two options to initiate a phone call with multiple parties:

e Add user(s) to an ongoing call.

e (Call all members of a contact group at once.

To add a call partner to an ongoing call:

1. click + in the Call window,

2. select the person(s).



4 Aktive Chats ©) Harry | Provisioned +2 ©

@&y Harry

¥ Hier die Grafik, um die dumi... $

sally@webrtc.commu...

A The conference ‘conference ®

Offiine
?@ ‘ Daniel Brown
£\ iemo1 obileoffice.biz

-;} Emma Jones
W8 dem bileoffice

‘p Michael Johnson
L lemo2@mobileoffice.biz

To call all members of a contact group,

1. find the contact group in the Contacts App and
2. click Call.

(Q gruppe ) Contacts (1) =

Projektruppe

To call using a phone number

1. Click Call in the Navigation bar.
2. Enter the phone number - either by typing it or clicking the number buttons.
3. Click Call.



Ia Gruppen Fos (Q

2 Buddies
2: Contacts

» @R contact11

v m test2

4711

Switching from Phone Call to Chat

You can chat with your communication partner during a call:
e C(Click Chat. The view will switch to the Chat App.
The call will be kept open.

» Switch back to the call by clicking on the call button in the Active Chats pane.
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File storage

CommuniGate Pro contains a cloud based file storage called eDisc.
You can access and manage your files using the Files App of your Pronto! Lite client.

eDisc enables collaborative work on shared documents and instant file sharing with

selected individuals based on central network storage.

eDisc can be a valuable tool because you can access your files from anywhere with any
of the CommuniGate Pro client options and with WebDAV clients.

Navigating the Files App

Access the eDisc system by clicking the Files button in the Navigation bar.

The Files App window is divided into two panes:

¢ The left pane contains the folders you can use to organize your files.
¢ Inthe right pane you can see and manage all files contained in the selected folder.

e Atthe lower end of the left pane your current storage capacity is displayed.



) Project @

» @) settings

Newsletter-

/ Current Storage Capacity
I 981Kb (1%) of 100.0Mb used I

il (Q search Bc 2, Q 4 [0
My files
» @) public @ | ¥ Name Size Date =Tz
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W) logs public ] logs Project 3 settings misspiggy.gif

Navigating folders and finding files
* To select a folder click on its name - either in the left or the right pane.

* Ifafolder contains subfolders an arrow will indicate this. To open the

subfolder(s) click the arrow. To collapse the subfolders click the arrow again.

* To hide the folder list pane click on the arrow in the toolbar of the right pane.

Ldom2 o

m Myfiles » @& Project » wm customers

@ J, Name Size Date

network.jpg Fotolia_666026... prontolite-

|



* The breadcrumb navigation at the top of the right pane indicates your current
position in the folder hierarchy. Click on an entry in the breadcrumb navigation

to switch to the selected folder.
BE.(Q search ) nCc 2 O W

w Myfiles » wm Project » @ customers

D J/ Name Size Date =
\ | \
network.jpg Fotolia_666026... prontolite-
Switching views and sorting file lists
* Files are shown in tile view by default. You can switch to grid view by clicking the
Grid button placed above the file list.
* C(lick the Tile button to switch back.
E(Q search ) B ncC L2 UM T
s i —

) Myfiles » @ Project » @l customers

[ U Name Size Date ‘E

network.jpg Fotolia_666026... prontolite-
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List View

Date

* Files can be sorted by Name, Size or Date of the files. Click on the column title to

sort the files by that criterion in an ascending order. Switch to descending order

by clicking it again.

Searching for files or folders

* Use the search function to access files or folders quickly. This is especially useful

if a folder contains many files: The search works as a filter reducing the list of

displayed files to the files matching the search string.

1. Go to the folder in which you want to look for a folder or file.

2. Enter a search string in the Search Box.

3. Allfile or folder names matching the search strings will be displayed; all other

objects will be hidden.
o) Ba NC 2 ORWA T
@ Myfiles » mml Project » @ customers
la \J/ Name Size Date = &=
networ

S, )

Fotolia_66602697_XS_copyri m

Managing folders

You can create, rename, move and delete folders.



Creating a folder
1. Click + in the toolbar of the folder pane.

2. Select Create Folder.

3. Insert a folder name.

4. InFolder location select the position of the new folder relative to existing
folders.

5. Complete by clicking Save.

Create Folder

Folder location

&) Project

Folder location

¥
» W public
- I
- logs

> settings

Tip: To save you one click with the mouse you can first select the folder under which you
want to create the new folder by clicking it. The new folder will automatically be placed

beneath the selected folder.

Editing folders
Folders can be renamed, moved or deleted. There are two ways to reach these editing

functions:
Edit button in the toolbar of the left pane.

1. Select the folder you want to edit by clicking on its name.

2. Click Edit (cog wheel icon) in the left toolbar.




Context menu in the right window pane.

1. Click on the arrow next to the folder and open the context menu.

2. Select the Editing function by clicking on the appropriate button.

BE.(Q search ) B nC

@ Files » @& Myfiles » @ public

f|=_"| J, Name

Share

Access granted to ...

EMail link

Tip: The context menu offers more options than the Edit button described first. In the

following sections we will therefore only be looking at the former.

Renaming a folder
1. Open the context menu and click Rename.
2. Insert the new folder name.

3. Confirm with Save.

Deleting a folder
1. Open the context menu and click Delete.
2. Confirm by clicking Delete. Attention: All files and subfolders contained in the

folder will also be deleted permanently!

Moving a folder

To move a folder into another folder

1. Open the context menu.
2. Click Move into...

3. Select the target folder by clicking on it. The folder will be moved into it.




Move into...

» @ public

- IM
| logs
3 settings

» A ~harry@webrtc.communiga...

Copying a folder
1. Open the context menu.
2. Select Copy into...
3. Select the target folder by clicking on it. The folder will be copied into it.



Copy into...

» @8 public
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Managing files
Once you uploaded some files to eDisc you can manage them using Pronto! Lite in a
similar manner to the local file manager on your computer: You can display, copy,

rename, move and delete files.

Uploading files
To store files in the eDisc system you have to upload them first.
1. Go into the target folder.

2. Click the Upload button in the toolbar of the right pane.

3. Select the files to be uploaded from your computer and confirm with OK.

Tip: Alternatively you can drag & drop the files directly into the right pane.
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The files will be uploaded. During upload a progress bar is displayed below the files
window indicating the remaining time. Here you can cancel the upload by clicking All

Cancel or the X behind a file name.

+ gl mngc & Q.m0
- i/ & Flles » @) ~harry@webric.communigateeu » & private » & Projekt
. @0 public © ¥ ame Size Date =
- M
& logs
+ ) settings

+ P2 ~harry@webrtc.com...

+ @ private

% Uploading: 1 files Hida Info E=a

2.7Mb (%) of 100.0MD used * prontolite-manual_de-entwurt3,pdf e (=}

When the upload is completed a notification will be shown in the message box.

J

Upload Completed 7:55PM
Uploaded 1 files

Note: Please make sure that the size of the files you want to upload does not exceed your

remaining storage capacity!
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Editing a single file

To edit a single file, e.g. to rename, copy or delete it:

1. Open the context menu of the file.

2. Choose the desired function by clicking on the matching button and perform the

action.
D \/ Name Size
v
Share
pubcal manual-
Access granted to ...
EMail link

Rename

Move into...

Copy into...

Download

Delete

Editing multiple files
Most operations like Downloading, Sharing, Moving and Deleting can be performed for

several files at once saving you time.
1. Select all files you want to edit by setting the check mark for each file. To select all

files in the current folder click Select All.

2. Perform the desired action by clicking one of the editing buttons in the toolbar.

B Selected 2 items

w Files » @& Myfiles » @ public

|

Size

N
@“—— Select: All —
i pubcal

~| manual-chapter3-contacts.docx
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Viewing files

You can view some of the most widely used file formats directly in the Files App:
e Images: JPG, PNG, GIF
e Videos: MP4, MOV, AVI

¢ Music: MP3
e Text: TXT, HTML

To view a file
e perform a double click on the file name.

The file will be opened in a new browser window. In case of video or music files a player

will be started to play the file.

C A [ mail #hmr.com/Session/7264-4YCbvfVxezW1suPlqvCl-aodhggb/DOWNLOAD/ private/myvideos /video_h264.mov @B @8 =

%)/ﬁt‘aym
Productions

Downloading files
Sometimes you will need to download files to your local computer, e.g. to execute a

program file or view a file format not supported by Pronto! Lite.

1. Select the file(s) you want to download.

2. Click the Download button in the toolbar of the right pane.
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The download for all selected files will be started; a progress bar will be displayed below

the files window.
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* To hide the progress bar click Hide Info.

* To cancel the download click All Cancel or the X behind the file name.

The files will be saved on your local computer.

Deleting files
1. Select the file(s) you want to delete.

2. Click Delete... (trash can icon) in the toolbar of the right pane. Alternatively

choose Delete.... from the context menu of the file.



3. Confirm by clicking Delete. Important: the file(s) will be deleted permanently!

W) manual-chapter3-contacts.docx

Are you sure you want to delete
items ?

L

Moving files
1. Select the file(s) you want to move to a different folder.
2. Click Move into... - either in the toolbar or in the context menu of the file.

3. Select the target folder.

The file(s) will be moved there.
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Copying files

Files can only be copied one by one.

1. Select the file you want to copy.
2. Open the context menu and click Copy into....

3. Select the target folder by clicking on its name.

The file will be copied there.

Sharing files and folders

Files and folders can be shared in a number of ways with other users:

e Grant access to a folder
* Grantaccess to a file or number of files

* Sharing folders with other users with editing options

Granting read access to files or folders
You can share files or folders with persons outside of CommuniGate Pro. This, however,

works on a read only basis.
To grant read access to a file or folder

1. select the file(s) or folder(s) you want to share.
2. Select Share in the toolbar or context menu.

3. Set the check mark for Enabled.



4. Copy the link and send it to the persons that should have access.
5. Close.

Share File prontolite-manual_de-
entwurf3.pdf

Enabled [¥

http://webrtc.communigate.eu/~sally/pron

The shared file or folder will have a globe icon in list view to indicate that it is currently

in sharing state.

* To revoke external access to the file or folder open up the Share dialog again and

unset the check mark for Enabled.

Tip: To have the sharing link directly sent by e-mail to the persons you want to grant

access
* click E-Mail Link instead of Share.
This will open up the Mail Composer window with the link already inserted in the body.

Recipients opening up the link in their browser will have a simplified view of the file or

folder they have access to. No editing functions will be available.
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Sharing files and folders with CommuniGate Pro users

You can share files or folders with other CommuniGate Pro users and control their

access rights. Depending on their permissions they will be able to read, write, create or

delete files or even manage access rights themselves.

To share a file or folder including access permissions

1. select the file or folder and open the context menu.

2. Click Access Granted To...

3. Choose all persons that should have access to the file or folder - either by typing

their name or e-mail address or by selecting them from your address book.

4. Confirm with Save.

o/,
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Shared folders or files will be indicated by a head symbol in list view.

The persons you are granting access will receive an e-mail message informing them

about their new permission.

To complete the process each user has to simply click the Subscribe button in the e-

mail.

INBOX¥ 43 I $ 4> 2 Kk X

T
From: Sally To: sally@webrtc.communigate.eu { Show detalls
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Calendar Alarm 12111/14
% Event Notification: 'Lunch with Ha... 458

The file or folder will be shown in their Files App.

@ Files » @ My files

|

P3 ~harry@webrtc.com... © ¥ Name Size Date =

e - ﬁ ﬁ ﬁ* -

- Projekt public Project 1. settings




140

A chain icon indicates subscribed folders.

Managing subscriptions
To manage your subscriptions (either to subscribe or to unsubscribe) individually by file

or folder

1. select the file or folder and open the context menu.

2. Click Unsubscribe.

The file or folder will instantly be removed from your Files App.

@ Files » @l ~harry@webric.communigate.eu » mm private

D \/ Name

network.jpg L.

To manage subscriptions for all subfolders of a subscribed folder

* select the subscribed folder on top level.
* Click Edit.

* Subscribe or unsubscribe by setting the check marks for the folders.



