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You will find all preference settings for SOGo under “Preferences” towards the top left of the
screen.

Here you can change your default module, which will be displayed when you log in to SOGo.

GENERAL

S0Go Version
4£3.0

Language

English en

Short Date Format

02-Apr-20

Default Module

Mail

Refresh View

Manually

SOGo — Main View

Luisa Konstanzer
uisa konstanzer@uni-konstanz de Ppsteingang

luisa konstanzer@uni-konstanz.de & 3 Nachricht{en) = Nach Empfang sortieren Test langer Text
(% von e e e rmendes Donnerstag, Dezember 12, 2019 13:38 CET
L]
B Posteingang | - Luisa Konstanzer luss sonstanzer @unr-korstanzce P
. Luisa Konstanzer 05122019
& Entwirfe
“persanliches Adressbuch” wurde erstelit 1408
Lorem ipsum dalor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut labore et dolore magna
> Gesendet Luisa Konstanzer 05122019 aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea
“persanlicner Kalenger” wurde ersiellc 148 takimata sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy
8 Papicriort eirmod tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua, At vero e0s et accusam et justo duo
dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit
amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempar invidunt ut labore et dolore magna aliquyam erat, sed diam
& spam voluptua. At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est
Lorem ipsum dolor sit amet.
o o Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut labore et dolore magna

aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea

takimata sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy

B S0Gov: eirmod tempor invidunt ut Labore et dolore magna aliquyam erat, sed diam voluptua. At vero €os et accusam et justo duo

dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit

amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut labore et dolore magna aliquyam erat, sed diam
voluptua. At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est

Lorem ipsum dolor sit amet.

[ Test Unterordner Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut labore et dolore magna
aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea
takimata sanctus est Lorem ipsum dolor sit amet. Lerem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy
eirmod tempor invidunt ut Labore et dolore magna aliquyam erat, sed diam voluptua. At vero €os et accusam et justo duo
dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit

[ Test_ordner 02

amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut labore et dolore magna aliquyam erat, sed diam
voluptua. At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est
Lorem ipsum dolor sit amet.

Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut labore et dolore magna
aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea
takimata sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy
sirmad tempor invidunt Ut labere et dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam &t justo duo
dolores et ea rehum. Stet clita kasd suhergren. no sea takimata sanctus est | arem insum dolor sit amet. | arem insum dalor sit ~

In the column on the left are the folders. All folders which are filled in (darker) have sub-folders
which can be displayed by clicking on them.

The centre column displays your Inbox or the contents of whichever folder you have selected.
The square icon in the top left can be used to hide and show the folder structure on the left.

Below that is the search bar. Click the magnifying glass icon to enter search terms:

& Search Subje.. ~
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The right-hand column displays the content of the e-mail. Click on the square icon above the e-
mail subject to hide the centre column and create more space for the e-mail text. You can hide
both the left and centre column to see e-mail content across the width of the screen.

At the top of the right-hand column are the navigation icons. You can use these to switch between
the calendar, address book and e-mail. Next to these are the help button and log out button.

®

@ o0

Below that are the icons for editing and managing e-mails:

Mark the e-mail

W

Reply to sender

o Reply to all

» Forward e-mail

Delete e-mail

A Open e-mail in new window

Further options

The three dots always represent further options. In this case you can choose from the following:

Add a tag

Save As...

View Message Source

Print...

Convert To Event

Convert To Task
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1. Mail

1.1 Compose New E-mail
To compose a new e-mail click on the green pencil icon in the lower half of your inbox. You can
choose between opening the e-mail in the current window or a new one. Opening in a new window
means you can still refer back to your address book or inbox whilst composing.

DIENSTAG
ix APRIL
2020

Q_ Posteingang = Qg
18 Nachricht{en) = Datum
~
10:50
35KiB
L
-

08:28
17 KiB

Gestern 16:38
32K

Gestern 12:25 -
17 KiB

Gestern 1312 «
104 Kig @

Gestern 12:36
18 KiB

Gestern 09:19
-

Ges

1.2 Draft E-mails
You can save draft e-mails and come back to them later. Whilst writing a new mail, click on the
disc icon to save it.

:. Luisa Konstanzer <luisa.konstanzer@uni-konstanz.de>

An 48

|' tte einen Empfanger eint BCC

Test
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To continue working on a draft, go to the folder “Drafts”. Select the e-mail you would like to work
on and then click the pen icon on the right-hand side to edit it.

THURSDAY
APRIL
2020

Claire Gravely o

claire gravely@uni-konstanz.de

Q, Drafts

claire.gravely@uni-konstanz.de % 1 messages = Date Test
4.26% used on 1024 MB Thursday, April 09, 2020 15:53 CEST
Claire Gravely 15:53 To
[J Inbox Test 360 B i f ;
Claire Gravely claire gravely@uni-konstanz.de Luisa
ﬁ Drafts
Test
> Sent
B Trash

1.3 Accessing your Personal Address Book
When composing an email (answering or forwarding) you can manually type in the name of an
address list or an e-mail address. Typing the name of a list will display an auto-complete list of
matching address lists and e-mail addresses.

Once you select an address list, all the e-mail addresses saved to that list will be added to the
mail.

Alternatively, you can go to the address book display and select the address book you wish to use.
Then select one or more address cards by clicking on the person icon. Click on the three dots and
choose whether to send the mail “To”, “Cc” or “BCC”. This can be done for e-mail addresses as
well as for lists.

1.4 Empty Trash

To delete items from your trash or any other folder, go to the folder and select the mail you would
like to delete (1). You can delete a selection or all mails (2).

DIENSTAG
- O
= APRIL ;
2020

Luisa Konstanzer

luisa.konstanzer@uni-konstanz.de 2
luisa.konstanzer@uni-konstanz.de 462 Nachricht{en) = Datum
21.98% von 1024 MB verwendet o
~ 06:36
[J Posteingang 1 48 KiB
. 06:36
Bd  Entwirfe O P
>> Gesendet 09:44
O 15 KiB
BB rapierkorb : 51632
U : . . 6.6 KB ’
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1.5 Subfolders

When a folder contains subfolders, the icon becomes filled in (1). Click on the folder to open the
subfolders. The folder icon will become transparent again.

Luisa Konstanzer o

luisa.konstanzer@uni-konstanz.de

luisa.konstanzer@uni-konstanz.de

21.98% von 1024 MB verwendet

& spam
3 Archiv
Ausbildung
Benutzung
[ Beratung
[ corona
0 wikl
You can move an e-mail to a folder or subfolder by selecting the e-mail and then dragging it to the

desired folder or by selecting the mail and then using the three dot menu and choosing “copy to”
or “move to”.

‘ ‘ Flag

— Markas Unread

1 messages
Mark as Read
Claire Gravely Thursday 1
Test 3
Save As...
Copy To 3
Move To >
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1.6 Filters
To set up filter rules, go to ,Preferences® — ,Mail“ — ,General“.

Example:
Employee X has set up a rule for incoming e-mails from employee Y. Mails should automatically
be sent to the folder “Mails from Y”. (This folder has already been set up in their inbox).

Choose your own filter name (eg: Mails from Y).

Set conditions using ,,Add a condition +".

Choose a rule (eg: match all of the following rules).

Choose the part of the mail that should be matched [for example: Subject, From, To, CC ...
(eg: From)].

Choose the match condition — how should it be matched? - (eg: contains)

The field requires a value — what should be matched? - (eg: y.muster@uni-konstanz.de)
Under ,,Perform these actions:" you can select ,,Add an action +" to define what
happens to an e-mail that matches the chosen conditions.

8. Choose an action (eg: File the message in).

9. Choose the folder that the e-mail should be moved to. (eg: Mails from Y).

10.Click on OK to save the filter for ,,Mails from Y.

PwbdPE

No o

Mails from Y

For incoming messages that match all of the following rules 3 -
Value*
From 4 v contains 5 ~ y.muster@uni-konstanz.de 6 ()

Add a condition 0 2

Perform these actions
Mailbox *

= File the messagein 8 ~ MailsfromY 9 - @
Add an action 0 7 10
CAMCEL OK
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The filter rule then needs to be saved by clicking on the disc icon.

ALLGEMEIN SCHLAGWORTER IMAP-KONTEN FILTER ABWESENHEIT WEITERLEITUNG

= Mails von Y VR - |

1.7 Counter for Unread Messages

Under the general e-mail preferences you can activate the counter by selecting “Fetch count of
unseen messages for all mailboxes“. The number of unread messages will then be shown next to
the mail folder.

1.8 Signature
To set up your e-mail signature go to ,Preferences” — ,Mail“ - "IMAP Accounts”. Click on the pen
icon (1) to edit your account and fill out the signature box (2). Save your preferences by clicking on
,O0K* and then ,save and close”.

EINSTELLUNGEN SICHERHEIT

imap-test.kim.uni-konstanz.de

Verschlisselung

QO Keine

Benutzemname *

pop518225

Name*

Luisa Konstanzer

E-Mail-Adresse *
luisa.konstanzer@uni-konstanz.de "Antworten An" E-Mail-Adresse (Reply-To)

Signatur
Luisa Konstanzer 2
Bearbeitung / Benutzung

Wenn ich die Anforderung einer Empfangsbestatigung erhalte

(@ Niemals eine Bestatigung senden

(O Erlaube eine Bestétigung fiir einige Nachrichten

ABBRECHEN 0K
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2 Calendar

Go to Preferences and "Calendar” (1) to set up which default calendar (2) will be displayed if no
specific option has been selected.

Preferences GENERAL CATEGORIES INVITATIONS
* General Veek begins on Day start time
Monday ~ 08:00

[3] calendar 1
Week days to display

Mail Show time as busy outside working hours

First week of year

First full week

Default calendar

Selected calendar 2

Default events classification Default tasks classification

Public = Public

Default reminder
No reminder

In this section you can also set up which weekdays should be displayed. This can be useful for
part-time employees.

2.1 Categories
Categories are not synchronised by default in the new version. Please set these up yourself.

2.2 Invitations
In the invitations tab you can prevent others from inviting you to meetings.

2.3 Views

SOGo offers the following calendar views, which can be changed via the icons on the right hand
side above the calendar:

Guide to SOGo V4 KIM - Beratung April 2020
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Day:
< > m Freitag
Freitag
Januar
Week:
/
Jan
Month:
< > E Januar 2020
1Januar
6 7
U Abeltstag T aeusadahin ey
1 % 15
[B00seminarkurs @
20 2 2
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Multi-comlumn day:

Freitag
Januar

Personlicher Kalender Test 3 Test2

2.4 Creating and New Event or Task

To set up an even or task, select the calendar you would like to use from the left-hand side of the
page (1). Click on ,New event® (2) or click and drag directly in the calendar view to select a time
slot.

Kalenderliste @ - -
1 €
@ Personlicher Kalender H Jan
P Tests
Test2

Abonnements @

Web-Kalender @

[ Wi

Filter
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Now you can fill out the required fields:

Calendar

Location Personal Calendar A

Description

Add a category

Priority

@ Public O Confidential O Private

@
Send Appointment Notifications
Q@ atach
[C] auday Event [C] show Time as Free
From To
[ o02-Apr-20 - (O 0900 v [ o2-Apr20 (O 1300 -

Repeat
Does not repeat

Q Invite Attendees

[71 Reminder
CANCEL RESET

e Calendar:
Select the calendar you want the event to be in.

e Category:
Categories can be given a colour in preferences and can help make your calendar more
clearly laid out.

o Confidentiality:
SOGo has three options for events: Public and Confidential events are displayed as
greyed out and only date and time is visible. Private events are only visible by you. These
settings can be changed under user rights.

e Priority:
Bookmark for the importance of the event.

Guide to SOGo V4 KIM - Beratung April 2020
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e Send appointment notification:
If you select this option and there are attendees listed, invitations will automatically be sent.

e All day Event:
All day events have no start or end time and will fill the column for that day.

e Show Time as Free:
This option will show your event slot as free to others. More information on this under 2.6
Planning a meeting.

e Repeat:
Choose a pre-defined pattern or create your own. You can also set an end date.

e Invite Attendees:
See 2.6 Planning a meeting.

e Reminder:
A reminder will be active for all attendees and cannot be turned off by them. User defined
settings can allow you to set a reminder for yourself but not others.

2.5 Planning a Meeting

To invite an attendee, type an e-mail address into the field (1). If you have access to their
calendar, you will be able to see their availability (2). You can adjust the meeting as necessary
using the remaining input fields. Accept your changes by clicking on ,,OK “.

Teilnehmer einladen 1
Q| ~
Nur an Arbeitstagen ()  07:00 > (O 1900 v o« >
2 Freitag, Januar 10, 2020 Samstag, Januar 11, 2020
¢ 1 2 3 4 5 6 7 B 9 W0M 12131415 16 17 18 19 202122230 1 2 3 4 5 & 7 B 9 WM 234
® Luisa Konstanzer
- luisa.konstanzer@uni-konstanz.de
) Christian Hartz %
- chrhartz@uni-konstanz.de
*) Christine Meyer
- christine.meyer@uni-konstanz.de
< >
Beschaftigt Keine Verflgbarkeitsinformationen

To save the meeting, click on “save and close”.

Attendees will automatically receive an invitation by e-mail. For members of the University of
Konstanz, an event will automatically be added to their calendars. Next time they log in to SOGo
they will have to option to accept or decline your invitation.
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2.6 Add New Calendar

You can create a new calendar by clicking on the plus icon next to the Calendar List. Enter the
name of the calendar in the pop up box that opens.

Neuer Kalender

Name des Kalenders *

ABBRECHEN

2.7 Sharing a Calendar
To share a calendar with other users or to make it publicly visible, click on the three dots next to
the calendar name and select ,Sharing...”

Calendars @ 2 9
. Personal Calendar Mar

. test “

Rename

Subscriptions
Delete

Web Calendars
Links to this Calendar
Import

Export

Sharing...

The default setting is ,Any Authenticated User®. This setting is required so that other SOGo users
can see your availability.

Guide to SOGo V4 KIM - Beratung April 2020
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To grant access to additional users, enter the e-mail address of the user under “Add user”.

X
@ Personal Calendar

Q Add User

Any Authenticated User

Double click on the new contact to set up visibility and confidentiality levels. You can also set up
editing and deleting rights. So that the user doesn’t have to subscribe to your calendar it is
advisable to select the check box for subscribing to your calendar.

X
O Personlicher Kalender

Q Benutzer hinzufiigen

Christian Mack e
mailadmin@uni-konstanz.de i [ ]

[J Fiir den Benutzer abonnieren

Offentlich
Datum & Uhrzeit sehen

Vertraulich

Datum & Uhrzeit sehen

Privat

Keine

|:| Diese Person kann Objekte in meinen Kalender hinzufiigen.

[T] Diese Person kann Objekte in meinem Kalender l&schen.

Alle authentifizierten Benutzer

SPEICHERN

2.8 Subscribing to a Shared Calendar
Below the calendar list is the option ,Subscriptions®. Here you can see users’ calendars. Clicking
on subscribe will add the calendar to your list.

Abonnements ®

. Personal Calendar (Christian Mack ... 2
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==

Universitat e
Konstanz

2.9 Calendar Properties
Click on the dots next to the calendar and select ,Properties “.

The name and colour of the calendar appears in the calendar list for everyone who has subscribed
to it. Colours help differentiate between calendars in the various views.

Personal Calendar

Include in free-busy
Show alarms
Show tasks

Synchronize (Microsoft Enterprise ActiveSync)

[] Receive a mail when | modify my calendar
[C] Receive a mail when someone else modifies my calendar

[] when I modify my calendar, send a mail to

Email Address

CANCEL SAVE

2.10 Printing

To print your calendar, click on the printer icon in the top right next to the calendar views. The
current view will be preinted by default. It is currently not possible to print in colour.

Print Settings

Page Format

A4

Display working hours only

Guide to SOGo V4 KIM - Beratung April 2020
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2.11 Creating a Task
To create a new task, click on the green plus icon and select ,Create a new task “.

Cmm

o

Fill out details as required in the pop-up window. Title, location, category, calendar, priority, repeat,
reminder and description are the same as when creating a new meeting. The following options are
new and can help you to filter your tasks:

e Start:
Start date/time of the task

e Due Date:
End date/time — when the task should be completed by

e Status:
For example ,Completed on“ 2014-09-03 80%

Calendar

Location Personal Calendar A

Description

Add a category

Priority

@® public O Confidential () Private ®

© attach

o Add From
o Add Due

Status

Not specified -

CANCEL RESET SAVE
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You can open the menu ,Show* (1) and select ,Show complete tasks“(2) to filter your tasks or use
the search bar (3). To mark a task as complete, set a tick on the relevant line (4). Tasks are

always linked to a calendar and inherit the rights and permissions of the calendar.

EREIGNISSE AUFGABEN
Alle Termine
[ Test Aufgabe

[ ] Test Aufgabe 01

[ ] 5 Test Aufgabe 01

Test Aufgabe 01

3 Address Book

@
Q
EVENTS TASKS
= Tite
ncomplete tasks
s
2 Task 2
4 -
Test Task
Morgen @

3.1 Global Address Book

Global address books can be identified by the floe icon and are read-only. Depending on the set

up it may be that only a select number of results will be visible.

3.2 Create New Address Book
Click on the plus icon next to ,Address Books* and enter the name of your new address book in

the pop-up window.

This Month

This Year

Not started tasks

Overdue tasks

4 Incomplete tasks

/ 2 show completed tasks

Name of the Address Book *

New Addresshook...

CANCEL
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3.3 Adda New Contact
To add a contact to your address book, click on the green plus icon and select ,Create a new
address book card” or ,Create a new list".

3.4 Create a New List
An address list is a collection of e-mail addresses and can help with sending newsletters.

Please note, that every e-mail address needs to be in an address book card within the relevant
address book. If this is not the case a new contact will be created. Changing an address book card
will also change the entry in your list.

Display Nickname Description

Members

3.5 Add a Contact to an Address List
Select the list you would like to add a contact to and go into editing mode. Click on the right next to
the existing contacts to show the input field for a new contact.
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