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Kerio Connect Client

Kerio Connect Client

In Kerio Connect Client you can manage emails, chat messages, calendars, contacts, tasks,
and notes.

Kerio Connect Client is available as a web application or a desktop application for Windows
and Mac.

The following sections guide you through all the application’s features.

m You can also read more articles about Kerio Connect Client in the Kerio Connect
Client category or watch the Working with Kerio Connect Client video.

Emails

In the Email section of Kerio Connect Client you can:
¢ Send and receive messages

e Use fulltext search — Just type a name, word, or phrase and search through messages,
email addresses, subjects, and so on.

e Receive less spam — Create your own list of frequent senders (a whitelist), and Kerio
Connect Client will never mark messages from those addresses as spam.

e Add attachments easily — Just drag and drop attachments into the composer window.
e Get automatic email address suggestions.

e Save drafts automatically — Start a message, switch to another folder, and come back
to finish the message.

e Customize your out of office message.
e C(reate filters to sort your messages into folders as they arrive.

e Stay on top of new messages with desktop notifications, even when you are not
working in Kerio Connect Client.

e Digitally sign and encrypt messages.
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1.3 Chat

Kerio Connect

» Inbox @ B4 SEND v SAVE & ATTACHMENT (P SECURITY === Draft has been saved: 8:44 AM X cancel [
Sent
From: | R. Cul Powaro <powaro@feelmorelaw.com:> hd
Drafts €) P
Spam e To: ml @
b Trash o Cc: | branch2-meetingroom branch2-meetingroom@feelmorela... @
magnifierl magnifier]l @feelmorelaw.com
4 FOLDERS + Suby magnifier2 magnifier2@feelmorelaw.com
Laboratory Mailbox laboratory@feelmorelaw.com
Accounting dpt & ] meeting_room_1 meeting_room_l @feelmorelaw.com
Infected Items John Miklein miklein@feelmorelaw.com _b
e E "2 Hector Mouse mouse@feelmorelaw.com x
S Meg Regret regret@feelmorelaw.com
Mews Feed Ded Media (Contact Group) &

Pathology department °

Press 3 Hella John, .
Can you please have a look at the list 'm sending?
RSS Feeds Thanks.
RCP
4 SHARED FOLDERS fad

R. Cul Powaro

4 IAEELrEEe Vice President

Invoices @
Feel More Law Inc.
email: powaro @feelmorelaw.com
» PUBLIC FOLDERS -
» ARCHIVE FOLDERS -

Chat

" New in Kerio Connect 9.1!

In the Chat section of Kerio Connect Client, you can:

¢ Send instant messages to your colleagues.

e Set your online status.
o Immediately see the online status of your colleagues.
o Be notified about new instant messages you receive.

For details, see Sending chat messages in Kerio Connect Client.
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Kerio Connect Client

Kerio Connect B & E [ = @ R. Cul Powaro

Q. Search contact. 9 :Jfl)ihn Miklein 4 HIDE NOTIFICATIONS
®  Online

RECENT

&) John Mikiein

<@ Online

Meg Regret
J% Online a

ALL CONTACTS =

7/12/2016
admin@feelmaorelaw.com

Offline

John Miklein 2:02 2w
Hello RC
Can we postpone our meeting to 1.30pm?

Hector Mause
Offline

Laboratory Mailbox
Offline

John Miklein 2:12 2\

I won't make it to 1pm - sorry

Flerre Maison R. Cul Powaro 10:27 AN

» @ ©

Offine Hi John
Rada Watzatko I'm having lunch until 2pm
Offline

! R. Cul Powaro 2:30 P/
Shimon Ski Can you come after that?
Offline

Thomas Fan OK, s0 at 2.30 pm? “
Offline

Calendars

In the Calendar section of Kerio Connect Client you can:
o (reate events in seconds — Just double-click inside your calendar and create an event.
e Invite other people to your meeting.
e Immediately see who is available (Free/Busy calendar).
e Set reminders for your events.
e Add travel time so you never arrive late.
¢ C(Create recurring events.
e Share calendars with other people.

e See calendars other people have shared with you.
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1.5 Contacts

Kerio Connect ch Calendar Email se Chat Calendar Contacts asks Notes » 3,,\ R Cul Powaro ¥
: &
< JUNE 2016 3 + NEWEVENT < TopAY > June - July 2016 week 26 WEEK ~ P PRINT
MoT w T F s s 27 Monday 28 Tuesday 29 Wednesday
1.2 3 4 5 Al day Meeting with Meg and John
6 7 8 9 10 11 12
13 14 15 16 17 18 19 7 am Where | @) officepawaro -
20 21 22 23 24 25 2
All day event
vE@® 13 8 AM Meeting with Meg
d Johi Start |6/28/2016 - B00AM ~
MeetingwihD: @ [RASG Press conference @ art | 6728/
Hector Mouse
MY CALENDARS P End |6/28/2016 v 00AM v
E2 r. cul Powaro oA Attendees |2 John Miklein
Meg Regret
& Poward's calendar - lab () Meg Regr

Interrogations o
meetingroom?2

11 AM
DELEGATION Find meeting time
[ Jchn Mikiein 1zeM B 15 minutes Repeat |Mone - o
Lunch with the Q
Ma " -
1PM Shopping with wife Travel time |0 2 minutes v
CEETEESS a pping ©  |Restaurant
Reminder |15 minutes before event start -
2PM
PUBLIC CALENDARS v Label [ @ Must temd .
Company events apM
Show As  Busy -
4PM Calendar | Ml R. Cul Powara -
s Private
Description
& PM
7PM
DELETE PRINT SAVE CANCEL
8PM

Contacts

In the Contacts section of Kerio Connect Client you can:
e (reate contacts easily in the contacts section or directly from an email message.
¢ Organize contacts into groups.
e (all someone directly by clicking on a phone number.
e Share contacts with other people.

e See contacts that other people have shared with you.
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Kerio Connect Client

R. Cul Powaro

Feel More Law

Jaob title Vice President

work email £ powaro@feelmaorelaw.com

® online

Work email repi@feelmorelaw.com

Wark phone +123456789

Work web www.feelmorelaw.com
Home web www.powaro.info
Work address Anglicke nabrezi
Plzen 30100

Czech Republic

Assistant Thomas Fan

Tasks

In the Tasks section of Kerio Connect Client you can:
o C(reate tasks and sort them into groups.
e Share task groups with other people.

e See tasks that other people have shared with you.
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1.7 Notes

ch My tasks

My tasks

FOLDERS
Calls &
Cases =

Personal

PUBLIC FOLDERS

«

rl

Buy dumplings

Write report on the stolen toy case
Write and send a detailed report on this case.

Completed tasks

Make a reservation at the Restaurant

6/27/2016

¥|" Call the Restaurant and make a reservation for me and...

» | Call wife

Reminder: 11/30/2015 9:00 AM

Notes

In the Notes section of Kerio Connect Client you can:

e Write color-coded (multi colored) notes.

e Share notes with others.

e See notes that other people have shared with you.

¢ Send notes as email messages with one click.

My notes

FOLDERS
The case of lazy lies &
The case of stolen toy &

The case of the accountant

PUBLIC FOLDERS

«

+

Witness interview notes

C3 notes

Shopping list

1162015 [l
o/6/2012 |l

9/6/2012

dumplings
soda

toilet paper
chocolate cake
painkillers
sleeping pills
dog food
iguana food
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Kerio Connect Client for Windows and Mac

Overview

New in Kerio Connect 9.2!

Kerio Connect Client for Windows and Mac is a native desktop application for managing emails,
chat messages, calendars, contacts, tasks, and notes.

You can install it on your computer and enjoy the same features as the browser-based
application.

System requirements

Kerio Connect supports:
e Mac OS X Yosemite and newer
¢ Microsoft Windows 7 and newer

For complete system requirements, see the Kerio Connect product page.

Installing the application

1. Go to the Kerio Connect download page.

2. On the Clients tab, locate Kerio Connect Client application for Windows or Mac.
3. Click Download update.

4. Run the installation.

5. On Windows, click Run to install Kerio Connect Client.

On Mac, drag the Kerio Connect Client icon into the Applications folder.

You can also download Kerio Connect Client from the integration page.
On the Kerio Connect Client for web login page, click Integration with Windows/Mac and
download the application.
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2.4 Logging into Kerio Connect Client

Logging into Kerio Connect Client

To use Kerio Connect Client, you must log in to your account. Once you log in, Kerio Connect
Client stores your credentials and automatically logs you in next time you open the application.

1. Double-click the Kerio Connect Client icon.

2. Type your Kerio Connect email and password.

E KerioConnect

powaro@feelmorelaw.com

3. Click Login.

Login

Advanced

Version 9.2.0.3690

If Kerio Connect Client cannot locate your account, your must also type the Kerio Connect
server name:

1. Click Advanced.
2. Type your Server name.

3. Click Login.
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Kerio Connect Client for Windows and Mac

E KerioConnect

powaro@feelmorelaw.com

mail_feelmorelaw.com

Version 9.2.0.2217

~ Kerio Connect Client attempts to locate your server using Autodiscover. If the
administrator for your domain does not configure Autodiscover, you must type the address
of your server.

Changing user accounts

If you want to log in as another user:
1. Click File — Logout.

2. Login.
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2.5 Upgrading the application

Upgrading the application

Kerio Connect Client automatically checks for new versions. If a new version is available, the
client prompts you to apply it.

To change the automatic updates:
1. Click Tools — Settings.
2. Switch to the This application section.

3. Select/Deselect Enable automatic updates.

4. Click Save.

- 2 s
Kerio Connect By W (2] ES ) R CulPowaro ~
Settings Default application
Set Kerio Connect as your default mail client
Email
Chat General
G Enable automatic updateD
Out of Office = =
Enable Debugging
Delegation

Spam m

You can also install new versions manually:

e C(lick Help — Check for updates (Windows) or Kerio Connect — Check for updates
(Mac) to install a new version if available.

Or

o Install a new version as described in Installing the application on top of the current
one to replace it.

Customizing the application

To configure and customize the application, see Configuring your Kerio Connect Client .
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Kerio Connect Client for Windows and Mac

Working with the application

The application has the same functions and features as the browser-based Kerio Connect
Client. You can find additional information in Kerio Knowledge Base in the Kerio Connect
Client section.

Click Help — Kerio Connect Knowledge Base to display information about the section you
are currently in.

Kerio Connect Client for Windows and Mac also enables OS capabilities within the applications,
such as emoji, spelling and grammar check, and dictation.

Setting Kerio Connect as the default email client

The use Kerio Connect Client to send messages from other applications, you must set Kerio
Connect Client as the default email client:

1. In Kerio Connect Client, click Tools — Settings.
2. Go to the This application section.

3. C(lick Set Kerio Connect as your default email client.

Kerio Connect Ry W [a2] B

Settings Default application

Set Kerio Connect as your default mail client

Email \”"J

Chat General
+' | Enable automatic updates
Out of Office
Enable Debugging
Delegation

Spam m

4. If your system is Windows 8.1 or Windows 10, the Choose default apps dialog opens.

Click Email and select Kerio Connect as the default email client.
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2.7 Working with the application

= Settings — O *
£03  SYSTEM Find a setting P
Display

Choose default apps
Motifications & actions Calendar
Apps & features + Choose a default
Multitasking

Email
Tablet mode

H Mail
Battery saver
Power & sleep maps  Choose an app
Storage E Google Chrome
Offline maps

Music E Kerio Connect
Default apps

-
About H Mail

Photo E Look for an app in the Store

From now on, when you send email messages from your browser or another application, Kerio
Connect Client opens and you can start writing your email message.

~ 0S X Yosemite and F1 Capitan may not allow you to set a default email client. To fix
it, see the following Apple support page: https://support.apple.com/en-us/HT203129
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Kerio Connect Client for Windows and Mac

Troubleshooting
In case of any problems, you may be asked to provide a debug log from your client.

To enable the debug log:

1. In Kerio Connect Client for Windows or Mac, click Tools — Settings.
2. Switch to the This application section.

3. Select Enable Debugging.

4. C(lick Save.

A new item menu, Developer, appears.

To display the debug log, click Developer — Open Debug Log in your Kerio Connect Client
for Windows and Mac.
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Accessing Kerio Connect Client

Kerio Connect Client for web

To login to Kerio Connect Client, ask your administrator to give you the URL address of Kerio
Connect.

1. In your browser, type the URL of your Kerio Connect in the following format:
http://kerio.connect.name/
For example: http://mail.feelmorelaw.com/

Use only the officially supported browsers.
2. In the login dialog, type your username and password.

3. Click Login.

If you cannot access your account:
e Type your Kerio Connect email address in the username field.
e Your company policy may have forbidden the access — ask your administrator.

Kerio Connect Client for Windows and Mac

New in Kerio Connect 9.2!

For detailed information, see Kerio Connect Client for Windows and Mac.
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Configuring your Kerio Connect Client

What to configure in your Kerio Connect Client

In Kerio Connect Client, you can configure these settings:

Email signature

Hide images from external sites

Specify the number of messages displayed

Set the displayed emails as read after a specified time interval
Interface language and time zone

Specify the Reply-to and From email address

Password (if allowed)

Store quota (view only)

Configuring several additional settings is covered in other articles:

Colors (theme)

Message preview

Out of Office message

Delegation

Whitelist email address

Email filters

Notifications for new messages and event/task reminders
Folders to by synced to mobile devices

Send signed and encrypted messages

Manage and reset your mobile devices

26


http://kb.kerio.com/1470
http://kb.kerio.com/1470
http://kb.kerio.com/1470#sect-previewpane
http://kb.kerio.com/1470#sect-previewpane
http://kb.kerio.com/1315
http://kb.kerio.com/1315
http://kb.kerio.com/1315
http://kb.kerio.com/1315
http://kb.kerio.com/1493
http://kb.kerio.com/1660
http://kb.kerio.com/1660
http://kb.kerio.com/1660
http://kb.kerio.com/1204
http://kb.kerio.com/1204
http://kb.kerio.com/1316
http://kb.kerio.com/1316
http://kb.kerio.com/1316
http://kb.kerio.com/1316
http://kb.kerio.com/1316
http://kb.kerio.com/1316
http://kb.kerio.com/1316
http://kb.kerio.com/1507
http://kb.kerio.com/1507
http://kb.kerio.com/1507
http://kb.kerio.com/1507
http://kb.kerio.com/1507
http://kb.kerio.com/1507
http://kb.kerio.com/1507
http://kb.kerio.com/1594
http://kb.kerio.com/1594
http://kb.kerio.com/1594
http://kb.kerio.com/1594
http://kb.kerio.com/1594
http://kb.kerio.com/1552
http://kb.kerio.com/1552
http://kb.kerio.com/1552
http://kb.kerio.com/1552
http://kb.kerio.com/1552
http://kb.kerio.com/1552

4.2 Configuring email signature

e Hide/display folder tree

e Configure Click to Call (if available)

Configuring email signature

In Kerio Connect Client, you can create a signature block that is automatically appended to
every message you write.

1. In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings.
2. Go to Email — Signature.

3. Type whatever text you want at the end of your messages.
You can also use HTML code instead of plain text.

The maximum length of the signature is 4095 ASCII characters.

New in Kerio Connect 9.1!
You can insert images directly in your signature.
Kerio Connect Client displays the images in their original size.

4. Click Save at the bottom.
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Configuring your Kerio Connect Client

Kerio Connect : @ R. Cul Powaro v
Settings Signature

Default ~ 10~ B I U A = = = 3= & [
Email -
Chat R. Cul Powaro

Vice President
Out of Office Feel Mare Law Inc.

email: powaro@feelmorelaw.com
Delegation
Spam
Filters
Language & Region Signature

B U A />
Reminders
zdiv=<div=<font color="#0031e1" size="4"=<b=R. Cul Powaro</b=</font=

My Quota =div=<h=Vice President=/b=</div=

<div Jdiva
<div>=Feel More Law Inc.</div>

Folders to Sync kdiv=email:&nbsp;<a href="http://p

Password Change
Secure Messages

Mobile Devices

=7 If you reply to a message, Kerio Connect Client places your signature directly under
your reply.

Hiding images from external sites
Kerio Connect Client hides all images from external sites in your emails.

To display them manually, click Display images under your message header.
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4.3 Hiding images from external sites

- Meg Regret +
-

RWARD @ DELETE @& SPAM - Rl PRINT

Confernce attendences

R. Cul Powaro <powaro@feelmorelaw.com=

4 To:  Meg Regret <regret@feelmorelaw.com>, John Miklein <miklein@feelmaorelaw.com=
Hector Mouse <mouse@feelmorelaw.com>, Shimon Ski <ski@feelmorelaw.com:>
Rada Watzatko <watzatko @feclmorelaw.com =

Date: 11/16/2015 3:40 PM
Images are not displayed to protect you from spam. DISPLAY IMAGEi‘b CLOSE

& 1 Attachment i

conference_a..ce.pdf
2.2 MB

To display messages automatically:

1. In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings.
2. Click your name in Kerio Connect Client and select Settings.
3. Go to Email — Reading.
4. Select Display images from other websites.

5. Click Save.
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Configuring your Kerio Connect Client

o Display images from other websites

Displaying images in spam may cause more spam in future

Specifying the number of displayed messages

{ @ New in Kerio Connect Client 9.1!

You can specify how many messages Kerio Connect Client displays on a single page.

1. In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings.
2.  Go to Email — Mail.
3. Select the number from the Emails per page drop down list.

4. C(Click Save.
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4.5 Setting messages as read

Mail List

Emails per page | 20 -

a0
100

200

Setting messages as read

You can specify the time internal after which each message is marked as read.

1.

In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings.
Go to Email — Reading.

Check the Mark displayed messages as read option and select Immediately or set the
time interval.
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Configuring your Kerio Connect Client

|E| Mark displayed messages as read

| Immediately on display

'l After displayingfor |3« ‘sec-nnds

4. Click Save.

You can also manually mark messages as read by clicking the colored dot next to each
message.

L4
/] COMPOSE 4= REPLY <4~ REPLY ALL .=p
|
R. Cul Powaro 4/6/2016
Conference attendance 5.4 kB
| Mark as Read h

n 3/6/2016

Conference attendance 2 kB

Setting language

The Kerio Connect Client interface is available in: Chinese, Croatian, Czech, Dutch, English (US
and UK), French, German, Hungarian, Italian, Japanese, Polish, Portuguese, Russian, Slovak,
Spanish, and Swedish.

All items, such as messages, contacts, events and tasks, in all folder types are sorted by the
alphabet of the selected language.
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4.6 Setting language

~ " You can also add your own languages. See the Translating Kerio Connect Client to a
new language article.

To select a language:

1. In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings.
2. In the Language & Region section, select your preferred language.

3. Save your settings.

Kerio Connect

Settings Language
English (US) -
Email
Deutsch
[ English (GB)
Chat ,
English (US) o the
Espafiol
Out of Office )
14/2016
Hrvatski
Delegation aliane 5 PM
Magyar nday
Spam Mederlands
Palski
Filters 1 Portugués
Slovencina
Language & Region Svenska Belgrade
Cestina

Reminders IF'g,.-c::rmﬁ
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Configuring your Kerio Connect Client

Each language has its own rules for displaying time and date. See the following section for
more details.

Setting language in Kerio Connect Client 8.4 and older

To select a language for your interface:

1. In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings.
2. In the Language and time section, select your preferred language.

3. Save your settings.

Configuring time display

Time settings are important for displaying the correct time when sending and receiving
messages.

By default, time zone settings are based on Kerio Connect server. If you are in a different time
zone, you can change the time settings.

Kerio Connect DS [2] EN @ R. Cul Powaro
Settings Language

English (US) -
Emiail

Date and Time

Chat
Set your locales according to the language settings
Out of Office )
Date format 6/14/2016 -
Delegation Time fermat | 215 PM
Spam First day of week Meonday
Filters Time Zone

Language & Region

Reminders

My Quota

(GMT +01:00) Amsterdam, Belgrade, Berlin, Brussels, Budapest, Madrid, Paris, Prague, Stoc

-
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4.7 Configuring time display

Selecting time zones

1. In the desktop client for Windows, click Tools — Settings.

In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings.
2. In the Language & Region section, select your preferred time zone.
3. Save your settings.

Changing the time format
Time is displayed according to your selected language. You may want to use different
settings, for example, you want to display the Kerio Connect Client in French and use
English (US) for the date format.

1.
Click your name in Kerio Connect Client and select Settings.

2. In the Language & Region section, unselect the Set your locales according to the
language settings.

3. Select the date and time formats and the first day of the week.

4. Save your settings.

Date and Time:

Set your locales according to the language settings

Date format: b/14/2015 b
Time format: 2:15 PM -
First day in week: Sunday ""
Sunday

Configuring time display in Kerio Connect Client 8.4 and older

To select a time zone and change the time format:

1. In the desktop client for Windows, click Tools — Settings.

In the desktop client for Mac, click Kerio Connect — Settings.
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Configuring your Kerio Connect Client

In the web client, click your name — Settings.
2. Go to Language and time.
3. Select your preferred time zone.
4. Uselect Set your locales... and select a new locales format.

5. Save your settings.

Setting email addresses

In Kerio Connect Client, you can set the address that is displayed on your outgoing messages
and the address that replies come to.

1. In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings.
2. Go to the Email — Composing section .

3. Enter your email address in the Default From address and/or Special Reply-To address
fields.

Composing
Default From address: Special Reply-To address:
reulpowarc@feelmorelaw.eu rcp@feelmorelaw.com

4. Click Save.

Now, when you compose a message, you can select the From address from a drop-down menu.
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4.9 Changing your password

Qr Search Inbox

N 5] W &' ATTACHMENT P Draft has been saved: 1:20 PM % =
From: |R. Cul Powaro <rculpowaro@feelmorelaw.com:= hd ‘
R. Cul Powaro <rculpowaro@feelmorelaw.com:= -
"
To: +)
R. Cul Powaro =rcp@feelmorelaw.coms= )
Ce: R. Cul Powaro =xxxxx@feelmorelaw.com= '::'!'j'

Subject: Equipment review

Default - 10 - B I

U A

Changing your password

To change your account password:
1. Log in to Kerio Connect Client securely via HTTPS.

2. In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings.

3. In the Password Change section , type your current and new passwords.

If your administrator requires complex passwords, Kerio Connect Client tells you what
you must include in your new password.
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Configuring your Kerio Connect Client

Password Change

Current password

New password
P & &t least 8 characters

|---------| | ' at least 3 groups of characters

& not contain your name or email

Confirm password

CHANGE PASSWORD

4. Save your settings.

;J

If the Password Change option is not available, contact your administrator.

Displaying account quotas

If you receive messages with large attachments or have a lot of contacts, you may soon use up
the quotas assigned for your account.

The limitations include:
e Space available for your messages
e Number of items allowed

To see how much space you can use:

1. In the desktop client for Windows, click Tools — Settings.

In the desktop client for Mac, click Kerio Connect — Settings.
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4.10 Displaying account quotas

In the web client, click your name — Settings.
2. Go to the My Quota section.

There you can see how much space your account is currently using, how many items you have,
and what your limitations are.

Kerio Connect By W [at] B : '; R. Cul Powaro

Settings Disk Space

1 |

Email Your account uses 1.58GE out of 2GEB disk space.

Chat ltems Count

Out of Office [tems consist of messages, calendar events, contacts, tasks and notes.
X

Delegation Your account containe 2440 out of 5000 tems allowed.

Spam

Filters

Language & Region

Reminders

My Quota

What to do when your quota is filled up
If you reach any of the limits set for your account, you are not able to receive new messages.

Once you reach 90% of a quota, a warning message is displayed in the top bar of Kerio Connect
Client.

B 1 [12] =] A A 9%l ﬁ}
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Configuring your Kerio Connect Client

To solve this problem, we recommend the following:
e Delete any unneeded messages in the Sent and Trash folders.
e Delete any other messages you do not need, especially ones with large attachments.

e Ask your administrator to turn on automatic items clean-out. This automatically
deletes old messages and messages from the trash).

e Ask your administrator to add some space for your account.

Setting Kerio Connect as the default email client

New in Kerio Connect 9.2!

For detailed information, see Kerio Connect Client for Windows and Mac.
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Spam settings in Kerio Connect Client

Overview

" New in Kerio Connect 8.4!

Kerio Connect contains a sophisticated antispam filter.

You can:
e Let Kerio Connect move spam messages to your Spam folder automatically

e Create a "whitelist" of senders so you are sure you receive their messages

Moving messages to the Spam folder automatically

To automatically send all messages marked as spam to the Spam folder:

1. In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings
2. In the Spam section, select Deliver spam messages to the Spam folder.

3. C(lick the Save button.

2

Kerio Connect A R Cul Powaro ~
Settings
g Spam
Email ‘:{E?Deliver spam messages to the Spam folder
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Spam settings in Kerio Connect Client

Creating a spam whitelist

In Kerio Connect Client, you can create a special whitelist of email addresses. Messages sent
from these addresses will never be considered spam.

To add email addresses to your whitelist:

1. In the desktop client for Windows, click Tools — Out of Office.
In the desktop client for Mac, click Kerio Connect — Out of Office.

In the web client, click your name — Out of Office
2. In the Spam section, under Spam whitelist, click the pTlus sign.
3. Type the email addresses you want to add to the whitelist.
4. (Optional) Select Trust senders from my Contact folder.
5. (Optional) Select Add the email address of the original sender while sending a reply.

6. Click the Save button.

Spam

¥ Deliver sparn messages to the Spam folder

Spam whitelist
¥ | Trust senders from my Contact folder

¥ | Add the email address of the criginal sender while sending a reply

Do not treat messages as sparn, if the sender is on the following list:

ablack@othercompany.com
Jwayne@company.com

powarc@company.com

+ ADD WHITELSRRULE
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5.3 Creating a spam whitelist

Adding addresses from email messages

" New in Kerio Connect 8.5!

You can add messages to your whitelist directly from any messages you receive.
1. Select a message in Kerio Connect Client.
2. Click any name or email address in the message header.

3. C(lick Add to spam whitelist.

Conference attendance
John Miklein 10/15/2014

= -

m
&
A

m

Send message
Update contact

'@' Add to spam whitelist _ _ _
E ttached file and confirm your attending?

Kerio Connect adds the email address to your spam whitelist in your Kerio Connect Client
settings (see above).
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Customizing the appearance of Kerio Connect Client

Overview

To customize the appearance of your Kerio Connect Client, you can:
e Change the color theme
e Select the position of the message preview pane

e Hide the folders menu

Changing the color theme

The default color of Kerio Connect Client is blue. To select a different color theme, click your
name in Kerio Connect Client and select Change theme.
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6.2 Changing the color theme

® Online
Away
@ Do not disturb

Cffline
Settings
Cut of Office

Change theme q{b >

Integration with Windows

HEO
=1 ]
HEN
EEN
HEEN
HEN

Help

About

Logout
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Customizing the appearance of Kerio Connect Client

Previewing messages

In Kerio Connect Client, you can preview your email messages on the right, on the bottom, or
you can hide the preview window.

To select where to display previews of messages:

1. In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings
2. Go to the Email section.
3. In the Preview pane section, select the position of the pane or disable it.

4. Click Save.

Settings Signature
|Defau|'t .Hmv‘n I U A = i = = £ =
| Email =

Chat R. Cul Powaro

Vice President
LI TiLnE Feel More Law Inc.

email: powaro@feelmorelaw.com
Delegation
Spam
Filters
Language & Region Preview pane
Rt bt [ | Right mm Bottom Hidden

Hiding the folders menu

To save some space on your screen, you can hide the folder tree on the left.

(L

Click the blue double-arrow button under the Search box.

You can hide the tree regardless of the position of the preview pane.
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6.4 Hiding the folders menu

2
Q- Search Inbox )‘Aq ‘_. El El
+ Inbox € é’b F & « ~» & =
Sent & R.CulP 3/21/2016
. Cul Powaro .
Drafts € [ML] Automated message: Posting ... 21kB Presention draft update
Spam John Mikdein 11/17/2015 '» Mag
Presentation drat update 22kB
» Trash @ L Regret 10/8/2012
® John Miklein 10/15/2014 > _—
Conference attendance 25kB i CulPowaro
4 FOLDERS +
John Miklein 6/16/2014

To display the folder tree, click the blue double-arrow again.

Q- Search Inbox ’1‘2 '—. EI El -

% F = 4 =+ §F - =
#® R. Cul Powaro 3/21/2016 .

[ML] Automated message: Posting ... 2.1 kB conference materials

John Miklein 11/17/2015 Meg Regret 5/13/2014

Presentation drat update 2.2 kB ‘;‘ P R. Cul Powaro
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Configuring the Out of Office message

Configuring the Out of Office message
Out of Office message is an automatic reply that Kerio Connect can send when you are away.

If you plan to go on holiday, you can let your business partners and customers know that you
are away. To do so, you can configure an out of office message.

1. In the desktop client for Windows, click Tools — Out of Office.
In the desktop client for Mac, click Kerio Connect — Out of Office.

In the web client, click your name — Out of Office.
2. Select the Send "Out of Office"” messages option.
3. Write your message.

4. To specify a time period when Kerio Connect sends this automatic reply, select Only in
this period and specify the times and dates.

5. Click Save.

Kerio Connect

Settings Cut of Office

Email Setting of automated respanses to incoming messages. These messages can inform senders that you
currently don't have access to your mailbox.

Sl i ¥ Send "Out of Office” messages
Delegation ¥| Only in this period:
11/22/2015 * | %00 AM * | — |11/24/2015 | | 500 PM A
Spam
T will be out of the office until November 24, 2015.

Filters ] o
In urgent cases please contact Shimon Ski (ski@feslmorelaw.com)
=420 123 456 789

Language & Region

Best regards,
) R. Cul Powaro
Reminders
Will be sent only cnce to each sender.
My Quota

Folders to Sync m

Kerio Connect sends the out of office message to each sender only once.
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Sending emails in Kerio Connect Client

Sending email messages

To send a message, you can:
e Compose a new message
e Reply to a received message

e Forward a message

Composing new messages

To compose a new email message:

1. In Kerio Connect Client in the Email section, click Compose above the list of incoming
messages.

E [ﬂMFﬂSE‘{b 4=~ REPLY 4~ REPLY ALL

® John Miklein 10

Conference attendance

This opens an editing window in your Kerio Connect Client.
To open the message in a new window, click
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Sending emails in Kerio Connect Client

Q- Search Inbox ;_&1 EI EI a %‘ R. Cul Powaro v

&«
B9 SEND ' SAVE (@ ATTACHMENT () SECURITY e X CANCEL@

To:

If you have multiple addresses defined (see Defining addresses below) or are a delegate
(see the Using delegation in Kerio Connect Client article), you can select from which
address you want to send the message.

3. Inthe To: and Cc: text boxes, type the email addresses of recipients.

As you type, Kerio Connect Client offers you matching addresses from your contacts.

To: r ,:::,
Ce R. Cul Powaro (¥
powaro@feelmarelaw.com =
Sub ‘_*\ Meg Regret ‘“
L
Y regret@feeimorelaw.com
Default - 10 - B I L] A T = R L =]

Click the plus icon icon to select email addresses from your contacts folder.

» ' & oy P Draft has been saved: 2:10 PM X =
From: R. Cul Powaro <powaro@feelmaorelaw.com> b
To: (%
Cc: IC-!-:I

=~ To protect the privacy of some recipients, you can hide their email
addresses from other recipients by using the Bcc field: click Options — Bcc and
type the email addresses in the Bcc text box.

4. Type the Subject of your message.
5. Write your message in the main text area.

6.
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8.2 Composing new messages

New in Kerio Connect 9.1!

You can insert images directly in the text. Kerio Connect Client displays the images in
their original size.

Default v W~ B I U A = = »= 1= g? |

7. Use the following options as needed:

e To attach files to your message, drag files from your computer to the compose
window or click Attachment and select your files.

e Digitally sign your message by clicking Security — Sign.
e Encrypt your message by clicking the Security — Encrypt.

e C(lick the three dots to see addition options:

B4 SEND v SAVE & ATTACHMENT P SECURITY e Draft has

Bec
From: | R. Cul Powaro <powaro@feelmorelaw.com>

High priority
Tor Confirm reading
Ce Confirm delivery

e Give the message a high priority,
e Request a read receipt (the Confirm reading option) and a delivery
confirmation receipt (the Confirm delivery option).

In the Email section of your Kerio Connect Client settings, you can select
both option to be used automatically.
Confirm requests

¥ Request a read receipt

¥ Request a delivery receipt

8. Click Send.
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Sending emails in Kerio Connect Client

Cr Search Inbox R‘lﬂ ‘g E“} El
“ > v &' ATTACHMENT o e Draft has been saved: 11:22 AM X =
From: |R. Cul Powaro <powaro@feelmorelaw.com= -
To:  Meg Regret )
Cc:  Hector Mouse X John Miklein x 'C‘B'

Subject: Eguipment rview

& 1 Attachment

Equipment-RCPpdf o
115 kB v

Default - 10 - B I u A = é_ = = & [

Hi Meg,

Thanks for the info,
Here are my notes.
RCP

R. Cul Powaro

Kerio Connect Client regularly saves drafts of your messages. If you want to send your
message later, click Save. The message is saved to your Drafts folder.

If you specify an email signature in your settings, Kerio Connect Client automatically adds that
signature to each message you compose.

After you click Send, Kerio Connects sends the messag e to all the recipients and saves a copy
to your Sent folder.

;E/J

Kerio Connect Client does not currently support spell checking.

52


http://kb.kerio.com/product/kerio-connect/kerio-connect-client/configuring-your-kerio-connect-client-1196.html#sect-signature
http://kb.kerio.com/product/kerio-connect/kerio-connect-client/configuring-your-kerio-connect-client-1196.html#sect-signature
http://kb.kerio.com/product/kerio-connect/kerio-connect-client/configuring-your-kerio-connect-client-1196.html#sect-signature
http://kb.kerio.com/product/kerio-connect/kerio-connect-client/configuring-your-kerio-connect-client-1196.html#sect-signature

8.3 Defining your addresses

Defining your addresses

When sending messages, you can set both From and Reply-To addresses that are different
from your default address.

Reply-To address
To set a Special Reply-To address:

1. Click your name in the top right corner and select Settings.

2. Go to Email.

3. In the Composing section, type an email address in the Special Reply-To address
field.
Replies to messages will now go to this Reply-To address, not the From address.

4. Click Save.

Composing
Default From address Special Reply-To address
reulpowaro@feelmorelaw.com rep@feelmorelaw.com

This applies to all the messages that you send from now on.
You can change or remove the addresses anytime.

From address
When composing a message, you can select which address Kerio Connect sends the

message from.

Qr | Search Inbox

»
[>-<] v & ATTACHMENT ) s Draft has been saved: 1:20 PM X =

From: |R. Cul Powaro <rculpowaro@feelmorelaw.coms hd ‘

R. Cul Powaro <rculpowaro@fesimorelaw.com= ~
To:

R. Cul Powaro <rcp@feelmeorelaw.coms=

Ce R. Cul Powaro <xooo@feelmorelaw.com:=

Subject: Equipment review

I11
M
H
T

S
0

Default * |10 » B I u A

From addresses can be defined in two ways:

¢ In Kerio Connect Client, you can add a Default From address (Settings — Email
— Composing), or send messages on behalf of another user if that person has

made you their delegate.
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Sending emails in Kerio Connect Client

Default From address

reulpowaro@feelmorelaw.com

e Ask you administrator to add a new email address in your Kerio Connect account
settings.

Replying to messages

To reply to a message, click Reply.

If the message has multiple recipients and you want to send your reply to all of them, click
Reply All

Kerio Connect Client automatically adds “Re:” before the message subject and copies the
original message into the message body.

¥~ REPLY, 4~ REPLYALL =% FORWARD W DELETE & SPAM =

W

Conference attendance

John Miklein <miklein@feelmorelaw.com=>

4 To: R, Cul Powaro < powaro@feelmorelaw.com >, Pierre Maison <maison@feelmorelaw.com>, Hector
Mouse <mouse@feelmorelaw.com>, Meg Regret <regret@feelmorelaw.com>, Shimon Ski
<ski@feelmorelaw.com>, Rada Watzatko <watzatko@feelmorelaw.com >

Date: 10/15/2014 1:25 PM

Hi all,
Can you please check the attached file and confirm your attending?

Thank you,
i1

Forwarding messages

If you want to send a message you've received to a third person, you can forward the message.
1. Select the message you want to forward.

2. Click Forward.
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8.6 Creating calendar events from messages

Conference attendance

John Miklein
4 To: R, Cul Powaro Pierre Maison Hector
Mouse Meg Regret Shiman Sk
Rada Watzatko

Date:

This opens a new message window. Kerio Connect Client automatically adds “Fwd:” before
the message subject and copies the original message into the message body.

3. Add recipients as needed.
4. (Optional) Add your own message above the forwarded message.
5. Click Send.

The message appears in your Sent folder with the date and time.

= To resend a message with the original subject and message body (no Fwd: before the
subject), right-click a message and select Edit as New. This opens an editing window where
you can add recipients and edit the message (see Composing new messages above).

Creating calendar events from messages

You can create a calendar event and invite all the message recipients and senders to the event.
See Using calendars in Kerio Connect Client.

Sharing email folders

You can share your email folders and display emails others share with you. To learn how, read
Sharing in Kerio Connect.
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Sorting email messages in Kerio Connect Client

About sorting

In Kerio Connect Client, you can:
e Sort messages within individual folders using different criteria

e Sortreceived messages into different folders using rules you set up

Sorting messages within a folder
In Kerio Connect Client, you can sort messages according to various criteria.

Kerio Connect Client remembers your preferences in each individual folder.

Preview pane on the right

1. Go to a folder where you want to sort the messages.

1=

2. (Click the Sorting icon in the bottom bar.
3. Select how you want to sort the messages.

4. To sort messages in the reverse order, repeat the same procedure.

For example, if you sorted messages by date, with the most recent on top, click Date again
to list them with the oldest on top.
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9.3 Sorting messages into folders

Kerio Connect

b Inbox €
Sent
Drafts €D
Spam a
Trash @

-

-

FOLDERS

[N

SHARED FOLDERS

-

Hector Mouse

Rada Watzatko

-

-

PUBLIC FOLDERS

[N

ARCHIVE FOLDERS
2015-Nov-16 @

2015-Nov-17 €D

[# composE

Kerio Connect Team

Intreducing the new Kerio

Meg Regret

message

John Miklein

Conference atte|

John Miklein

Presentation drat

John Miklein

Presentation drat

John Miklein
Presentation drat update
John Miklein
Presentation drat update
John Miklein

admin@feelmorelaw.com

4=~ REPLY

Kerio Connect client outage

Shimeon Ski

Additional data

Meg Regret

conference materials
1-150f15

4 REPLY ALL

¥ FORWARD

W DELETE & sPAM

Conference attendance
John Miklein <mikle

4 To: R Cul Powaro -
Maison <

com’, Pierre
Hector Mouse
=, Meg Regret

», Shimon Ski

ada Watzatko

10:06 AM o
sokE Date: | 1:23 PM
10:07 A Hi all,
21k8 M ) ) )
Date ou please check the attached file and confirm your attending?
Subject Lyou,
=t Size
From
Miklein
Unread
Attachments F o
i miklein@feelmorelaw.com
Priority
Flag
=il

Preview pane on the bottom or hidden

1. To sort messages, click any header in the message list.

2. To reverse the order, click the same header again.

Sorting messages into folders

Messages delivered to Kerio Connect Client are stored in the Inbox folder.

If you have additional folders, you can move messages in three different ways:

Drag messages

You can drag messages to another folder.
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Sorting email messages in Kerio Connect Client

Kerio Connect Qr  Search Inbox
<«
F Inbox o Df COMPOSE ¥~ REPLY =~ REPLY ALL = FOR
Sent
John Miklein 10:06 AM
Drafts €@ Presentation drat update 2.2 kB
Spam e ® John Miklein 10/15/2014
Conference attendance 25kB
b Trash @
John Miklein &/16/2014
new address 2 kB
4 FOLDERS +
Meg Regret 5/13/2014
Lab & conference materials 1.2 kB
Press i {b v Meg Regret 4/2/2014
4 RSS Feeds @ Pressntation drat update o
Shimon Ski 2/26/2013
» Pathology departm... @ Additional data 1.2 kB

Use the context menu

" New in Kerio Connect 8.5!

Right-click a message, click Move and select a destination folder.
Select the Move also future messages from checkbox to create a filter rule for messages
from the same sender.

«
# / EPLY
[#] COMPOSE 4= REDLY ¥ REPLYALL A Mave to folder |Press v|
Tl st e | ¥ Move also future messages from miklein@feelmorelaw.com
Presentation drat update 2.2 @

® John Miklein 10/15/20

Conference attendance 25 m CAMNCEL
John Miklein 6/16/2015 1

Create filters
Create filters with various conditions to move them automatically.

Creating filters
To automatically sort messages into folders or forward them to another address, use filters.

The order of the filters is important (see Arranging the order of filters below).

1. In the desktop client for Windows, click Tools — Settings.

In the desktop client for Mac, click Kerio Connect — Settings.
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9.4 Creating filters

In the web client, click your name — Settings
2. In the Filters section, click New filter.
3. Type aname for the filter.

4. Set the conditions for the filter.

Recipient (To or Ce) il

From

Cc Contains

To Does not contain
Subject Does not equal

Recipient (To or Cc) ,b

Sender header
Has an attachment
Message size

Spam

All messages

Use a comma (,) or semi-colon (;) to separate multiple items (see Example 3 below).

5. Set the action to be taken.
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Sorting email messages in Kerio Connect Client

Forward to

Discard

Keep in INBOX
send notification
Reject

Mark as read
Send auto reply

6. You can also select the Skip other rules option (see below).

« | Invoices for the Sales dept.

Any - of the following conditions must be met:
Recipient (To or Cc) ¥ | Equals ¥ sales@feelmorelaw.com
Subject ¥ | Contains ¥ invoice

Perform the following actions:

Maove to ¥ | Inbox/Contracts & Invoices hd

¥ | Skip other rules

VIEW SOURCE SAVE

CANCEL
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9.4 Creating filters

7. You can edit the Sieve script of the rule by clicking on View Source — Edit Source.

e

i || Invoices for the Sales dept.

if anyof (address :all :is ['To", "Cc"] "sales@feelmorelaw.com”, header :contains "Subject” "invoice”) {
fileinto "INBCOX/Contracts &- Invoices";
stop;

}

EDIT SOURC% BACK

8. Click Save.

Kerio Connect 8.4 and older
1. Click your name in Kerio Connect Client and select Settings.

2. In the Filters section, click New Filter.

3. To display all filter settings, click the icon

4. Set your filter(s).

& & BN 02 B ccoreor

Kerio Connect

SETTINGS
Filters
£} Email
£3 Out of Office [Messages from the pathology dpt. |

£} Filters R
|f\ny v | ofthe following conditions must be met:
£} Language and Time —

SIS [From +|[contains v |[mouse@feeimorelaw.com
£3 My Quota Perform the following actions:
3 Password Change [Move to + || Pathology department v

[Forward to v || regret@feeimorelaw.com |

[Mark as read v

Skip other rules

|Newﬁ|ter| | Save |
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Sorting email messages in Kerio Connect Client

5. For each filter, you can also check the Skip other rules option (see below).

6. Save your settings.

Arranging the order of filters
The order of filters is important. The filter at the top of the list is applied first.
You can drag & drop filters to sort the list.

If you check the Skip other rules option, no further filters are applied when the filter’s action
is executed.

See Example 1 below.

Editing and deleting filters
Click a filter to display it.
Double-click a filter to edit it.

To disable a filter temporarily, unselect the filter checkbox.

Forwarding messages to a different address

To delete a filter, click the Trash icon next to the filter name.

« Invoices for the Sales dept, Q}_"'J

~ For Kerio Connect Client 8.4 and older, hover you mouse over a rule and click the edit
or delete icons.
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9.7 Examples of filtering rules

Examples of filtering rules

Example 1: Order of filters

Mr. Powaro receives a message entitled Dept. meeting from Hector Mouse (email address
mouse@feelmorelaw.com).

Filters

Press conference

EEE
LL .1}

archive things

EEE
L L1}

Mouse path.

LL1]
LL.1]

Laboratory

EEE
L1}

Kerio Connect checks the filters from 1 to 4:

1. Filter 1 forwards messages with subject Press conference to
regret@feelmorelaw. com.

As the subject is not Press conference, this filter does not apply and Kerio Connect
continues to filter 2.

63



Sorting email messages in Kerio Connect Client

’ | Press conference

All - of the following conditions must be met:

Subject ¥ | Contains ¥ || Press conference +

Perform the following actions:

Forward to ¥ || regret@feelmorelaw.com + X

Skip other rules

2. Filter 2 marks messages from archive@feelmorelaw.com as read.

As the sender is not archive@feelmorelaw.com, this filter does not apply and Kerio
Connect continues with filter 3.

. archive things

All - of the following conditions must be met:

To ¥ Equals ¥ archive@feelmorelaw.com +

Perform the following actions:

Mark as read v + X

Skip other rules

3. Filter 3 moves messages from mouse@feelmorelaw.com to folder Pathology
department.

This condition is met. The message is moved to folder Pathology department.

In the filter 3 definition, the option Skip other rules is checked, so Kerio Connect applies
filter 3 and skips the other filters.

. Mouse path.

All - of the fellowing conditions must be met:

From ¥ | Equals ¥ | mouse@feelmorelaw.com +

Perferm the following actions:

Move to ¥ | Pathology department v + X

¥ | Skip other rules
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9.7 Examples of filtering rules

Example 2: Forwarding incoming messages to another email address

Creating a filter for forwarding incoming messages to another address.

EE
EE

«| | Forwarding messages to a different address

All - of the following conditions rmust be met:

All messages -

Perform the following actions:

Forward to ¥ | | regret@feelmorelaw.com

Keep in INBOX M + X

¥ Skip other rules

Example 3: Adding multiple entries to an item in the rule
If you want to add multiple entries to an item, use a comma (,), or a semi-colon (;).

Messages from the address sales@feelmorelaw.com which contain the words contract or
invoice in the subject are moved to folder Contract & Invoices.

T
HH
H

+ | |Contracts or invoices from the Sales dept.

All - of the following conditions must be met:

From ¥ || Contains ¥ | | sales@feelmorelaw.com X
Subject ¥ || Contains ¥ || contract,invoice + X
Perform the following actions:

Maove to ¥ | Inbox/5ales/2014/January bt + X

¥ Skip other rules
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Using calendars in Kerio Connect Client

Overview

In Kerio Connect Client, you can create and manage calendars where you can keep track of all
your professional and personal events.

All calendars refresh automatically every time you or another user changes any events.

Creating calendars
By default you have one calendar in Kerio Connect Client.

To create additional calendars:
1. In your Kerio Connect Client, go to the Calendars section.
2. Click the plus sign next to the My Calendars label.

3. Type a name for the new calendar.

MY CALENDARS

R. Cul Powaro

Powaro's calendar - lab
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10.3 Creating events

Click the arrow next to the calendar name to:
e Rename, share, or delete the calendar

e Select the color Kerio Connect Client uses to display events in this calendar

MY CALENDARS -+

B4 R. cul Powaro 5

4 Powaro's calendar - lab {b Rename
Shanng
PUBLIC FOLDERS -
Delste

public calendar MR

RESOURCES o

Creating events

To create events:

1. In your Kerio Connect Client, go to the Calendars section.

2. In the calendar grid, find the date you want to create an event for. Then:
e Double-click the grid, or
e Drag your mouse over the calendar grid, or

¢ C(Click New event.

Kerio Connect

¢ NOVEMBER 2015 > + NEWEVENT d’; { ToDAY >

U

All day Quarterly review

S M T W T F S
1 2 3 4 5 6 7
8 9 10 11 12 13 14
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Using calendars in Kerio Connect Client

3. In the New Event window:
e Type the name of the event

e Specify where the meeting takes place (see Scheduling resources in Kerio Connect
Client)

e Specify the date and time of the event

o Invite attendees (to check their calendars for availability, click Find meeting time)
e Setup arecurring event

e Specify the time required for traveling to the event location

o Set areminder time for the event

¢ Label the event

¢ Select a calendar to display the event in (this must be a calendar you created or a
calendar you are a delegate of)

e Mark the event as private

| + branch2-meetingroom 'i

New branch opening Py T——

‘/ a hmndlZﬂﬂingman @

Where | ¥ branch2-meetingroom + branch2-parkingl
13 minutes - All day event  interog
None ¥ interogd
When [ need to leave Start | 12/14/2015 * |L00PM - + interrogationrooml
¥ meeting_room_1
On sventstart End | 12/14/2015 v oM v
5 minutes + officepowaro
I Attendees | ¥ Meg Regret v officeregret
30 minutes % John Miklgin
MNone A
1 hour R —
2 hours Find I r ’ m!
ind meeting time...
4 hours / Daily
Weekly
on the same day at 3:00 AM Repeat | None -
Monthly

a day before at 9:00 AM

. - .
two days before at 3:00 AM NT’“E‘ time | 30 - | |minutes ¥ ] Vearly
a week before at 9:00 AM s‘ :
Reminder | 15 minutes - minutes ¥

h Label | @ Business hd U

| @ Business A hours
MNone Show As | Busy v - ; Eusyiv
Important PE——
Business Calendar | [ R. Cul Powaro - Free
@ Tentative
Personal Private
Vacation
@ Must Attend Description Issues to a_ddress: Out of office
- new equipment to buy
Travel Required - hi
: Cae for |. R. Cul Powaro -

Needs Preparation - plans for the next quarter

@ Birthday R. Cul Powaro ’h‘
=]

Powaro’s calendar - lab

@ Anniversary
Phone Call PRINT CANCEL [ public calendar MR {public folder)
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10.3 Creating events

4. Click Send.

When someone accepts or declines your invitation, Kerio Connect displays the information in
the notification area in the top bar.

Calendar 1

> + NEW EVENT d’;o { ToDay 2

Mew branch opening >
December 14 1:00 PM

branchZ-meetingroom

v branch2-meetingroom &

@ Meg Regret

Specifying travel time

" New in Kerio Connect 8.5!

If you need some time to travel to an event, you can specify the time for individual events:
1. Double-click an event.

2. Specify the time in the Travel time section.
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Travel time |15

3. Save the event.

Kerio Connect Client then displays the time in your calendar.
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10.3 Creating events

B 15 minutes

New branch opening

branchZ-meetingroom

Travel time settings are specific for each user:

¢ You cannot set travel time for other users

e Other users’ settings are not displayed in your calendar

Recurring events

If you have a weekly meeting, you can set up a recurring event in Kerio Connect Client.

To create a recurring event:

1.

o

Create a new event as described above.

Select the repeat frequency from the drop-down menu.

Click the cog wheel icon.

Based on your choice in step 1, you can set detailed options for the recurring event.
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Team meeting

Where
All day event

Start

End

Attendees

Repeat

Travel time

Reminder

Label

Show As

Calendar

v officepowaro

12/14/2015

12/14/2015

¥ Meg Regret
¥ John Miklein

Weekly

on Monday and Wednesday

15 minutes

Must Attend

Busy

& R. Cul Powaro

4

| |9:00 AM

* | 10:00 AM

4

Find meeting time...

v &

minutes

Every |1 :| week(s)

Cn

¥ Monday Saturday
Tuesday Sunday

¥ | Wednesday
Thursday

Friday

Ends
® MNever

On

Changing recurring events

You can change a single event in the series, or all future events in the series.

1. Double-click a recurring event.

2. Change the event and click Save.

3. (lick This Event to change a single event, or click Future Events to change also all future

events.
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10.3 Creating events

Repeating event

Do you want to delete only this event or this and all
future events?

m FUTURE EVENTS CANCEL

Creating private events

If you mark an event as private, the details of the event stay hidden to users you share the
calendar with and to delegates — they can only see your free/busy information.

To mark an event as private, select the Private option in the event settings.
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Lunch with wife

Where

All day event

Start

End

Attendess

Repeat

Travel time

Reminder

Label

Show As

Calendar

Private

Description

Le Restaurant

12/16/2015
12/16/2015
Enter name or email

Mone

15

30 minutes
MNene

Cut of office

B R. Cul Powaro

L

O

12:00 PM

1:30 PM

minutes

-



10.4 Creating events from email messages

The image below shows how the event looks in your calendar and in the calendar of your
delegate.

Your calendar Your delegate's calendar
M 15 minutes Private Event 1 Private Event
Lunch with wife 1 Lunch with wife 12:00 PM - 1:30 PM

Le Restaurant [ Calendar: R. Cul Powaro

12:00 PM - 1:30 PM

Le Restaurant

B Travel time: 15 minutes
[ Calendar: R. Cul Powaro

Creating events from email messages

In the Emails section, you can create an event and invite all the recipients and senders of a
message.

1. In the Emails section, select a message and click More — Invite Recipients.

This takes you to the Calendar section.

Edit as New
Conference attendance o
Invite REClplents,,\ﬂ_n)
John Miklein 10/15/2015 "
ag

P R. Cul Powaro, Pierre Maison, Hector |

Mark as Read

Hi all,

2. Edit the event as described above.

All the recipients and senders from the messages are included as attendees.

3. Save the event.
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Creating and displaying public calendars
Any user can display public calendars.

To create public calendars, you must be a public folder administrator.
1. In your Kerio Connect Client, go to the Calendars section.

2. Click the arrow next to Public Folders and select New calendar.

MY CALENDARS + 7AM
R. Cul Powaro =
g am
Powaro's calendar - lab

8 AM Team meeting

RESOURCES 0 officepowaro
branchZ-meetingroom & 10 AM
PUBLIC FOLDERS 11 AM
Mew calendar ,{b
Shanng F

3. Type the name of the calendar.

If a public calendar is available, it’s automatically displayed in the Calendar section of all users
under Public Folders.

Accepting invitations

When someone invites you to a meeting, Kerio Connect Client displays a number on the

or a notification.

Calendar tab
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10.6 Accepting invitations

When you receive an invitation:

1. Inyour Kerio Connect Client, go to the Calendars section.

2. Click the Meetings icon.

4+ NEW EVENT

Meetings

3. (Optional) Write a response to the sender.

4. Click Accept, Maybe or Decline.

To change your decision later, reopen the event, change your Reply status, write a comment
if you need, and click Send.
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> + NEW EVENT ;!;0 < ToDay >

Mo

11
18

Have another meeting before - not sure if I'll make it in time.

ACCEPT MAYBE{D DECLINE

9AM 7 Team meenng

Selecting viewing mode

Team meeting

Where officepowaro
When September 15, 2016 from 9:00 AM to 10:00 AM
Attendees R. Cul Powaro (organizer)
Meg Regret
Hector Mouse
Traveltime 0
Reminder 15 minutes before event start
Label MNone

Show As  Tentative

Calendar [l Hector Mouse

-
-

minutes

-

( Reply Accept

I'll be 10 minutes late

CANCEL

You can view Kerio Connect Client calendars in four different ways:

e Day view displays a single day.

e Week view displays a whole week.

The starting day is based on your selected locales.

" New in Kerio Connect 9!

Month view displays 5 weeks in your calendar.

In Kerio Connect Client 8.5.3 and older, you can select the Overview mode which
displays from two to six weeks in your calendar — you can use the plus and minus

signs at bottom left to add or remove weeks from the view..

o Agenda displays a list of all events from the day you select onwards.
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10.8 Printing calendars

Printing calendars

\:_) New in Kerio Connect 8.5!

You can print any calendar in any viewing mode.

To print your calendar, click Print in the top right corner.

November 2015 week 43 WEEK v L PH@T

1y 12 Wednesday 13 Thursday 14 Friday 15 Saturday

Meeting with @ Press conference @
Meg and John
officepowaro

You can also print an event. Double-click an event and click the Print at the bottom.
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Using calendars in Kerio Connect Client

Show As | Busy *

Reply Accept hd

PH"‘T{E SAVE CANCEL

You print calendars using the standard printing dialog in your browser. To print the different
calendar colors and images, enable printing background graphics (colors and images) in your
browser. Refer to your browser’s documentation for detailed information.

Sharing calendars

To learn how to share your calendars and display calendars others share with you, read Sharing
in Kerio Connect.
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Scheduling resources in Kerio Connect

Overview

Resources are meeting rooms and other facilities and equipment, such as cars and parking
spaces.

You can schedule resources in an email client when creating new events in calendars.

Only administrators can create new resources (see Configuring resources in Kerio Connect).

Scheduling resources in Kerio Connect Client

To schedule a resource:

6.

Open your calendar.
Click New Event.

Configure the event.

For information about events, see Configure the event.

For rooms and other locations, select the resource in the Where section or in the Attendee
section.

For equipment, select the resource in the Attendee section.

Save the event.

The process is similar in other email clients.
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Scheduling resources in Kerio Connect

MNew branch opening

Where

¥ branchZ-meetingroom

All day event

Start

End

Attendees

Repeat

Travel time

Reminder

Label

Show bAs

Calendar
Private

Description

PRINT

4/7/2016

4/7/2016

¥ Meg Regret

+ branch2-parkingl

Maone

30

15 minutes

) Business

Busy

] R. Cul Powaro

Iszues to address:
- new equipment to buy

* 1:00 PM b

v 200 PM b

Find meeting time...

minutes ¥

SEND CAMCEL




11.3 Displaying resource calendars in Kerio Connect Client

Displaying resource calendars in Kerio Connect Client

All users who can schedule resources can display the resource calendars. This can help when
planning a meeting

1. Log in to your Kerio Connect Client and switch to Calendars.

2. Click the gear icon next to Resources on the left.

3. Select the resource calendar you want to display

Kerio Connect

DS I R
&«

< NOVEMBER 2015 > + NEW EVENT dp < ToDAY > November 2015 week 46 WEEK IR PRINT

5 M T W T F 5

P 3 4 5 & 15 Sunday 16 Monday 17 Tuesday 18 Wednesday 19 Thursday 20 Friday 21 Saturday
8 9 10 11 12 13 14 Al day
15 16 € 18 19 20 2
22 23 24 25 26 27 28
29 30 1AM
2AM
MY CALENDARS +
R. Cul Powaro = Shared
Poware's calendar - lab ﬁ alpha-meeting-raom
PEOPLE o A cart ”

John Miklein &

ﬁ meeting_room_L v
ﬁ branch2-meetingroom {b

FIERE NS - ﬁ branch2-parkingl

RESOURCES el

ﬂ cameral
-
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Enabling notifications in Kerio Connect Client

Overview

Kerio Connect Client can remind you about:
o Upcoming events and tasks using reminders

e New emails, new chat messages, and upcoming events and tasks using desktop
notifications or pop-up notifications, depending on your browser

§J

Chat is a new feature in Kerio Connect 9.1!

Event and task reminders in Kerio Connect Client 8.4 and newer

Kerio Connect Client can display reminders for your calendar events and tasks in the top bar.

R. Cul Powaro

These reminders are enabled by default. You can disable them in Kerio Connect Client settings
— unselect the option Show reminders in toolbar in the Notifications section (Reminders in
earlier versions).

Reminders can be accompanied by a sound. To enable sound reminders, select also Use sound
when reminding about events and tasks. For info about sounds for new chat messages, see
Sending chat messages in Kerio Connect Client.
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12.2 Event and task reminders in Kerio Connect Client 8.4 and newer

Kerio Connect

Settings

Email

Chat

Out of Office
Delegation

Spam

Filters

Language & Regicn
Notifications

My Quota

Chat

+ | Use sound for new chat messages

Reminders
+"| Show reminders in toolbar

+| Use sound when reminding about events and tasks

Desktop Notifications

Notifications will appear on your screen even if the browser with Kerioc Connect Client is in the background
and you are working in another window.

| Notify me about new emails
« | Remind me about events and tasks

+"| Notify me about new chat messages (Chat notifications do not display if you set your status as 'do
not disturb” )

TEST NOTIFICATION

The icon in the top bar shows the number of events that:

e Have already started (grayed out)

e Are about to start

You can dismiss the reminders so that you no longer see them, or you can postpone them.

If you have more than one reminder, you can select Dismiss All or Dismiss All Missed events.
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Enabling notifications in Kerio Connect Client

3 B 11"
A @ R Cul Powaro v

Meeting with Meg
In & minutes

officepowaro REMIND ~-

DISMISS

1 minute before start
Team meeting

Q-00 AM -10:00 AN 3 minutes
officepowaro 10 minutes
15 minutes
Follow-up  hour
June 14
2 hours

Tomorrow at 9:00 AM
DISMISS M 1 day

Desktop notifications (Chrome and Safari 6+)

Desktop notifications are small pop-up windows that appear on your screen if you are using
one of these browsers:

e Chrome

o Safari 6 and later
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12.3 Desktop notifications (Chrome and Safari 6+)

Mew message

Jlohn Miklein

localhost

2 new messages
Meg Regret

localhost

MNew event from John Miklein
Follow-up

localhost

Mew message from Meg Regret

Quick review

localhost

To display desktop notifications:
1.
¢ Google Chrome
e Safari
2. Click your name in Kerio Connect Client and select Settings.

3. In the Notifications section (Reminders in earlier versions), select the types of
notifications you want to receive — emails, chat messages, events and tasks.
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Enabling notifications in Kerio Connect Client

~ ' These options are visible only if notifications are enabled in your browser.

4. Click Test Notification to make sure notifications work.
5. Your settings are saved automatically.

When a notification appears on your screen, click it. The new message, event, or task displays
in detail.

Kerio Connect

Settings Reminders

+| Show reminders in toolbar

Email
¥| Use sound when reminding about events and tasks

Chat g ~N

Desktop Notifications
Out of Office Metifications will appear on your screen even if the browser with Keric Connect Client is in the background
and you are working in ancther window.
Delegation
g Notify me about new emails
Spam Remind me about events and tasks
+"| Notify me about new chat messages. (Chat notifications do not display if you set your status as "do
Filters \- not disturb”) j

Language & Region
Test Notification
Motifications

Pop-up notifications (Safari 5+, Firefox, IE)

Pop-up notifications are small pop-up windows (similar to desktop notifications above) that
appear on your screen if you are using one of these browsers:

e Safari 5 and later

e Mozilla Firefox

e Microsoft Internet Explorer
To display pop-up notifications:

1. If you are using a pop-up blocker in your browser, you must disable it or add an exception
for your Kerio Connect address. These links describe the process for each browser:
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12.4 Pop-up notifications (Safari 5+, Firefox, IE)

e Mouzilla Firefox
e Microsoft Internet Explorer
o Safari
2. Click your name in Kerio Connect Client and select Settings.

3. In the Notifications section (Reminders in earlier versions), select the types of
notifications you want to receive — emails, chat messages, events and tasks (see the image
above).

These options are visible only if you disable the pop-up blocker.

4. Click Test Notification to make sure the notifications work.
5. Your settings are saved automatically.

When a notification appears on your screen, click it and the new message, event, or task
displays in detail.
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Resetting your mobile device in Kerio Connect
Client

Managing your devices

Kerio Connect Client shows all Exchange ActiveSync mobile devices (mobile phones, tablets)
connected to your Kerio Connect account.

Maobile Devices

List of Exchange ActiveSync devices registered with this mailbox:

.- WindowsOutlookl5
Status: Ok

B oeice: 6ASB60CA174A4BBBAETSADASEI060FCT
Last Synchronization: 10/13/2015 8:47 PM

SonyD5503

F- %
l'l Status: Reset intiated Cancel
Device 1D androidc 1268286738
Last Synchronization: 10/5/2015 9:19 PM
[t013gxx =
l'l Status: oK
Device 1D SEC1B710FTC295A7

Last Synchronization: 11/16/2015 4:18 PM

Resetting your devices

If you lose your device or the device is stolen, you can protect your personal data by deleting
all the data from the device. This action is also called remote wipe.

L !S This action resets your device to factory settings. All data, including photos, videos,
music, calendars, emails, will be deleted from your device. Some devices may also delete all
data from memory cards.
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13.2 Resetting your devices

In the desktop client for Windows, click Tools — Settings.

In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings

Go to the Mobile devices section.

SonyD5503

Status: OK

Device ID: androidc1268286738
Last Synchronization: 10/5/2015 9:19 PM

WindowsOutlooklh
Status: QK
Device ID: B6ASBB0CA1T4AABBEBAETSADASBIOGOFCT

In the list of mobile devices, find the device you want to reset and click Reset Device.

f Reset Device

. ]
¥ Remowe Device

Type your Kerio Connect Client password to confirm the rese

device.

You can cancel the reset before the device connects to the
Cancel).

A >onyD5503
l l Status: Reset initiated Canc
Device 10 androidcl26828673

Last Synchronization: 10/5/2015 9:19 PM

t.

Once the device connects to the Kerio Connect server, all data will be removed from the

Kerio Connect server (click

6. When the reset is complete, select the device and click Remove Device to delete the device

from the list.

WindowsOutlook15

Status: QK

Device ID: 6ASBEOC41T4A4BBEAETSADASBIOEOFCT
Last Synchronization: 10/13/2015 8:47 PM

A, SonyD5503
' l Status: Reset initiated Cancel
Device 1D: androidc1268286738

=f  Reset Device

- )
¥ FRemove Devlce@
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Resetting your mobile device in Kerio Connect Client

If your device is lost or stolen, we recommend changing your Kerio Connect password
after you reset your device.

If y our iPhone is connected via IMAP, use the feature to wipe your
phone.
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Support for encrypted and digitally signed mes-
sages in Kerio Connect Client

Details

In Kerio Connect Client, you can:
¢ Sign your messages
¢ Encrypt your messages
e Display encrypted messages you receive

Kerio Connect uses the S/MIME standard to sign and encrypt the messages.

Encypting and signing messages

To sign and/or encrypt messages, you must:
1. [Initialize your certificate store
2. Acquire and import your personal certificate to your Kerio Connect Client

3. Sign and/or encrypt messages you send (and display [decrypt] secured messages you
receive).
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Initializing certificate store in Kerio Connect Client

Overview

Before you can digitally sign and/or encrypt messages, you must initialize your certificate
store.

Initializing your certificate store

1.

2.

Log in to your Kerio Connect Client securely via HTTPS.

In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings.
Go to the Secure Messages section.

Create a password for the certificate store.

You can:
e Use your Kerio Connect Client password

¢ C(reate a unique password for the certificate store (this is the more secure option)

Initialize Certificates Stare

To use encryption, you must initialize your certificate store and need a certificate, Store has to be
protected by password,

Use the same password as for Keric Connect Client
® | Create unique Secure Messages password (more secure)

Create password

Password:  sssssssss

Confirm password: | sesesssss
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15.3 Changing your certificate store password

Remember your password. Read the Resetting your password section for
more information.

5. Import your personal certificate.
When your store is initiated and your certificate imported, you can digitally sign, and encrypt

and decrypt messages.

Changing your certificate store password

You can change the password to your certificate store anytime.

1. In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings.
2. Go to the Secure Messages section.
3. In Certificate store protection, you can:
e Change the type of the password (same as for Kerio Connect Client or different)

e Change the password
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Initializing certificate store in Kerio Connect Client

Certificate store protection
lUse the same password as for Kerio Connect Client
® ' Use different password (more secure)

To confirm this change, type:

I':ILEI:E'U nt r}aSS'.','ﬂrd: FEFFRREREEE
Mew password:  sesssssssseens

'::Il-lflrm I‘}asslll,'[:lrd: It

Resetting your certificate store password

If you forget the password to your certificate store (and you have a different password than
for your Kerio Connect account), you must initialize the store again.

1. In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings.
2. Go to the Secure Messages section.

3. Click the Forgotten password? link.
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15.4 Resetting your certificate store password

Secure Messages

The Secure Messages settings is locked. Enter the Secure Messages settings password to unlock the store,

Password:

Forgotten pa zswclrﬁ?

4. Click Continue to confirm the reset action.

5. Type your Kerio Connect Client password and click Reset.

Reset certificate store

Enter your account password to confirm reset of your
certificate store.

ﬂkl:cc:lunt F}ﬂSS'."'Elrd: "TYIIIISIT]

Now you must initialize your certificate store again and import all your certificates to start
sending encrypted and digitally signed messages.
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Importing personal certificates to Kerio Connect
Client

About personal certificates

If you want to send encrypted or digitally signed messages, you must import a personal
certificate into Kerio Connect Client.

You can acquire a personal certificate in one of two ways:
e Ask your administrator to get you one,
¢ Download your own certificate for free from a site such as Comodo or Instant SSL

You must have a separate personal certificate for each of your email addresses, including any
aliases.

Back up your certificates so you can use them when re-initializing your certificate
store.

Importing personal certificates into Kerio Connect Client

1. Login to Kerio Connect Client securely.

2. In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings.
3. Go to the Secure Messages section.
4. Login to your certificate store.

5. In the Secure Messages section, click Import.
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16.2 Importing personal certificates into Kerio Connect Client

Kerio Connect

Settings e

9 Certificates
Emall Mo certificate is imported
Out of Office IMPC\I%[
Delegation Mail settings
Spam Display decrypted messages directly

Sign all outgoing messages

Filters

Certificate store protection
Language & Region

®  Use the same password as for Keric Connect Client

Reminders Use different password (more secure)

My Quota

Folders to Sync m

Password Change

Secure Messages

6. Browse to find the certificate file, type the passphrase and click Import.

Import certificate

Personal certificate: [C\fakepath\powaro@feelr BROWSE...

Pas.s.phras,e: FEFERBREEE S

The certificate has to be a .pl12 or.pfx file.
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Importing personal certificates to Kerio Connect Client

The server verifies the validity of the certificate. If the certificate is not valid, ask your
administrator to upload a root certificate to the server.

7. Repeat steps 1-5 for all your certificates.

Certificates

- - R. Cul Powaro <powaro@feelmaorelaw.com >
f_(?’%"rff’ Issued by: Kerio Technologies Inc.

S Valid to: 8/13/2030
£ The certificate is valid.

IMPORT

Displaying certificate details
To display details about your certificate, such as the serial number and validity status, click

the certificate menu and select Details.

Certificates

- . R. Cul Powaro <powaro@feelmorelaw.com>
( (?%'W'{J Issued by: Kerio Technologies Inc.

e Vald to: 8/13/2030
£ The certificate is valid.

@ Details {b

¥ Download

IMPORT
¥ Delete
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16.4 Downloading your certificate

( %f:;ff}*ff:.ff ‘

ot

Issued for
Valid from
Valid to

Serial number

R. Cul Powaro

Issued by: Kerio Technologies Inc,
ﬂ The certificate is valid.

powarc@feelmorelaw.com
8/13/2015

8/13/2030

10 06 de

Downloading your certificate

To download your certificate, click the certificate menu and select Download.

Certificates

Jhf— Valid to: 8/13/2030

IMPORT

- - R. Cul Powaro <powaro@feelmorelaw.com=
ﬁ‘?’%wf&’ Issued by: Kerio Technologies Inc.

ﬂ The certificate is valid.

© Details

4 Download \ﬂj

¥ Delete
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Importing personal certificates to Kerio Connect Client

~ Download and back up your certificates so you can use them when re-initializing your
certificate store.

Deleting your certificate

To delete your certificate, click the certificate menu and select Delete.

Certificates

- . R. Cul Powaro <powaro@feelmorelaw.com>
(‘f’%mﬂ Issued by: Kerio Technologies Inc.,

e Valid to: 8/13/2030

£3 The certificate is valid.

Details

Download

Delete {h_.')

« 0

IMPORT

ot
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Digitally signing messages in Kerio Connect Client

Overview

If you add your digital signature to your messages, the recipients know that you personally
have sent the message and the message has not been changed during the delivery.

Prerequisites

Before you can sign your messages digitally, you must:
o Initialize your certificate

e Import a valid personal certificate

Digitally signing messages

To digitally sign your messages:
1. Log in to your Kerio Connect Client securely via HTTPS.
2. Compose a message.

3. Click the Sign the message button.

You must enter the password for your certificate store.

4. Send the message.

Q- | Search Inbox

«

SEND v SAVE & ATTACHMENT  F SECURITY == X cancek [
Sign {b
From: R. Cul Powaro <powarc@feelmorelal v
Encrypt
N
To:  Meg Regret X *)
Cc: ShimonSki ¥ Hector Mouse X '@'}

Subject: Equipment

& 1 Attachment

eguipment.pdf -
16MB L

Default r 10 - B I

=

|-
Il

I
|
|

-

[rr-
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Digitally signing messages in Kerio Connect Client

Signing all messages automatically

Kerio Connect Client can sign all your outgoing messages automatically.
1. Log in to your Kerio Connect Client securely via HTTPS.

2. In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings.
3. Go to the Secure Messages section.
4. In the Mail settings, select the Sign all outgoing messages option.

5. Click Save.
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17.4 Signing all messages automatically

Mail settings

|E| Display decrypted messages directly

|E| Sign all outgoing messages
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Encrypting messages in Kerio Connect Client

Overview

If you encrypt your messages, only message recipients can read your messages.

Prerequisites

To encrypt messages, you must first:
e Initialize your certificate store
e Import a personal certificate

e Have the recipients’s public certificate

To acquire another user’s public certificate, ask them to send you a digitally signed
message, and then reply to that message.

Encrypting messages

To encrypt messages:
1. Compose a message.

2. Click the Encrypt the message icon.

If your certificate store is locked, enter your certificate store password.

3. Send the message.
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18.4 Reading encrypted messages

SEND v SAVE & ATTACHMENT  (F SECURITY == X cancet [
© Sign
From: R. Cul Powaro <powaro@feelmorela v
Encrypt @ I
To:  Meg Regret X @
Cc: Shimon Ski X Hector Mouse X @
Subject: Equipment
& 1 Attachment
equipment.pdf -
Default ~j10 | B I U A = = &= = &

Reading encrypted messages

To read an encrypted message, click the Display button.

.

IWARD @ DELETE &

conference materials

John Miklein <jburic@kerio.com>
4 To: R Cul Powaro <powaro@feelmorelaw.com>
Date: 11/17/2015 1:01 PM

Message is encrypted

John Miklein has sent you an encrypted message.
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Encrypting messages in Kerio Connect Client

If your certificate store is locked, enter your first.

Displaying encrypted messages automatically

If you do not want to click the Display button in every encrypted message you receive, Kerio
Connect Client can decrypt those messages automatically.

1. Login to Kerio Connect Client securely.

2. In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings.
3. Go to the Secure Messages section.
4. Login to your certificate store.

5. In the Secure Messages section, select the Display decrypted messages directly option.
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18.5 Displaying encrypted messages automatically

Mail settings

|E| Display decrypted messages directly

|E| Sign all outgoing messages

From now on, Kerio Connect Client displays all your messages directly.
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Sending chat messages in Kerio Connect Client

Overview

New in Kerio Connect 9.1!

Kerio Connect Client includes a Chat feature for exchanging instant messages. Chat enables
you to view your colleagues’ online status, and to chat with them in real time when you cannot
wait for an email response or need a quick back-and-forth conversion without a phone.

Kerio Connect Client stores all the chat messages sent and received through Kerio Connect
Client.

If you use the Safari browser, verify that you have a valid SSL certificate. For details,
see Making SSL certificates trusted in Safari.

You can also receive instant messages using an XMPP/Jabber application.

Enabling or disabling chat in Kerio Connect Client

Before you can use chat in your Kerio Connect Client, your administrator must enable chat for
your domain.

If you don’t see Chat in Kerio Connect Client and you know it is allowed for your domain,
enable it in your Kerio Connect Client settings:

1. In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings

2. In the Chat section, select Enable chat in Kerio Connect Client.

To disable chat, deselect the option.

3. Click Save.

110


http://kb.kerio.com/1910
http://kb.kerio.com/1910
http://kb.kerio.com/1910
http://kb.kerio.com/1910
http://kb.kerio.com/1910
http://kb.kerio.com/1910
http://kb.kerio.com/1411
http://kb.kerio.com/1411
http://kb.kerio.com/1914
http://kb.kerio.com/1914
http://kb.kerio.com/1914
http://kb.kerio.com/1914
http://kb.kerio.com/1914

19.3 Sending instant messages

Settings Chat

« Enable chat in Kerio Connect Client
Email
Chat SAVE

Sending instant messages

To send a chat message:
1. Log in to Kerio Connect Client.

2. Switch to Chat.

Kerio Connect Email 17 Chat Calendar Contacts Tasks Notes a . R. Cul Powaro v

3. In the left side contact list, select the person you want to chat with.

The contacts you see depend on the public folder settings on your server.
4. Type your message.

5. Click Send.
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Sending chat messages in Kerio Connect Client

Q, Search contact... R. Cul Powaro HIDE NOTIFICATIONS

e Online
RECENT

_-_._.i‘ R. Cul Powaro
#% Online

admin@feelmorelaw.com
Offline

ALL CONTACTS ~

Hector Mouse
Offline

Laboratory Mailbox Today

Offline

"3 Meg Regret
''e Online Can we postponed our meeting to 1.30pm?

Pierre Maison @ John Miklein 212

John Miklein 2:.0¢
Hello RC

Offline | won't make it to 1pm - sorry

Rada Watzatko

Offline New messages
Shimon Ski % R. Cul Powaro

Offline 4 HiJohn

Thomas Fan I'm having lunch until 2pm

Offline
( 0K, so at 2.30pm?

Setting your status

You can let other users know whether you are free for chat or unavailable.

You can set your status to: Online, Away, Do not disturb, or Offline. Each status is
represented by a colored dot.

When you log in to Kerio Connect Client, your status is automatically set to Online. To change
your status:

1. In Kerio Connect Client, click your name or photo in the top right corner.

2. Select your status.
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19.4 Setting your status

A '%} R. Cul Powaro -

Online :!}I_"'}

Away
® Do not disturb

Ciffline

Kerio Connect Client for Windows and Mac also shows your status in the notification

area.

In Kerio Connect Client for Windows and Mac, you can set your Kerio Connect Client to show
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Sending chat messages in Kerio Connect Client

as Away after a certain time of inactivity:
1. InKerio Connect Client for Windows and Mac, click Tools — Settings — Chat.
2. Select Show me as Away....

3. Set the time.

4. Click Save.

- 1 Y _
Kerio Connect i _ ) R culPowars ~
Settings Chat
+| Enable chat in Keric Connect Client
Email + | Use sound for new chat message
Chat C\' Show me as Away when |'ve been inactivefor |15 & minutes)
Out of Office

Delegation m

Receiving instant messages - Notifications

When you receive a chat message, Kerio Connect Client displays a number in the top bar.

Cale

Desktop notifications

Desktop notifications are small pop-up windows that appear on your screen when you receive
a chat message.
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19.5 Receiving instant messages - Notifications

Mew message
John Miklein

localhost

2 new messages

Meg Regret

localhost

To enable desktop notifications:

1.

2.

In Kerio Connect Client, click your name and select Settings.
Switch to the Notifications section.

Select Notify me about new chat messages.

To receive sound notifications, switch to the Chat section.

Select Use sound for new chat messages.

In Kerio Connect 9.1.1 and older, this option is available in the Notifications section.

Click Save.
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Sending chat messages in Kerio Connect Client

b‘i: L. @ E a\,‘ R. Cul Powaro +

Settings Reminders
+| Show reminders in toolbar
Email
Use sound when reminding about events and tasks
Chat
Desktop Notifications
Out of Office Motifications will appear on your screen even if the browser with Kerio Connect Client is in the background
and you are working in another window.
Delegation
9 + | Notify me about new emails
Spam + | Remind me about events and tasks
+ | Notify me about new chat messages. (Chat notifications do not display if you set your status as "do
Filters not disturb”)

Language & Region
Test Notification
Motifications

Kerio Connect a ) R Cul Powaro ~

Settings Chat

+| Enable chat in Keric Connect Client
Email
C\' Use sound for new chat message )

Chat +| Show me as Away when |'ve been inactive for |15 & | minutes

Out of Office

Delegation m

=7 If you set your status to Do not disturb, Kerio Connect Client does not display any
notifications for new chat messages.

Disabling notifications for individual contacts

To temporarily disable notifications for any of your contacts:
1. In Kerio Connect Client, switch to the Chat section.
2. Select the contact in the left-side contacts list.

3. In the upper right corner of the chat window, click Hide notifications.
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19.5 Receiving instant messages - Notifications

] (@)
. nline

RECENT

& Meg Regret e
e Online 6/13/2016

ALL CONTACTS -

John Miklein 2:09 4m
admin@feelmorelaw.com Hello RC

Offline Can we postponed our meeting to 1.30pm?

gf;‘of Mouse John Miklein 9:12 A

" | won't make it to 1pm - sorry
&) John Miklein
:" Online &

R. Cul Powaro 10:37 &M

Hi John
Laboratory Mailbox I'm having lunch until 2pm
Offline
Pierre Maison 6/20/2016
Offline
R. Cul Powaro 230 P
RadaWatzatko $ Can you come after that?
Offline
Shimon Ski
Offline

= John Miklein
@ Unline

The contact now shows a mute icon

~ To enable notifications again, in the upper right corner click Show notifications.
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Making SSL certificates trusted in Safari

Overview

Kerio Connect Client on Safari requires a trusted SSL certificate to use the Chat and Presence
features. If your server does not use an SSL certificate signed by a trusted Certificate Authority,
you can trust the certificate by importing it into your system.

Certificate error
Safari cannot use chat and presence status without a trusted certificate.

Learn more...

Making SSL certificates trusted in Safari

To import a certificate to your system:
1. Open Safari.

2. Log into Kerio Connect Client.
During the login the Safari can’t verify the identity of the website mail.company.com
dialog box opens.
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20.2 Making SSL certificates trusted in Safari

— Safari can't verify the identity of the website "apu.kerio.local™

The certificate for this website is invalid. You might be connecting to a

Il )
m website that is pretending to be "apu.kerio.local”, which could put your
confidential information at risk. Would you like to connect to the website

anyway?

? | Show Certificate | Cancel Continue

3. Click Show Certificate.

4. Select Always trust mail.company.com when connecting to mail.company.com.

= Safari can’t verify the identity of the website *mail.company.com®

website that is pretending to be "mail.company.com™ which could put your
confidential information at risk. Weuld you like to connect to the website

anyway?

:l L] The certificate for this website is invalid. You might be connecting to a

Always trust "apu.keric.com”™ when connecting to *mail.company.com’

= apu.kerioc.com

Coertifiocte mail.company.com
[ - Self-signed root certificate
b Expires: Saturday 24 February 2018 10 h 22 min 25 s Central European
Standard Time
& This certificate has not been verified by a third party
b Trust
- Details
? Hide Certificate Cancel Continue

5. Click Continue.

A verification dialog box opens.

6. To confirm the SSL certificate as always trusted, type a password of the user with
administration rights to the system.
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Making SSL certificates trusted in Safari

7~ Safari can't verify the identity of the website *mail.company.com"

I _y o Y e e

F You are making changes to your Certificate Trust
. Settings. Type your password to allow this.

[+ Always tru m

El apu. Username: |j5 mitH

PESBWﬂrd: BABSEBRBABRAREER

i
Certglotn
e Ol Cancel Update Settings

¥ Trust

When using this certificate: Always Trust 2 '7"

L+

Secure Sockets Layer (SSL) Always Trust

L+

X.509 Basic Policy Always Trust

» Details

? Hide Certificate

7. Click Update Settings.

The Kerio Connect Client login dialog opens.

Log into Kerio Connect Client and verify that Chat works properly.
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20.2 Making SSL certificates trusted in Safari

Your messenger is set up
Select a contact and enjoy the conversation!
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Using contacts in Kerio Connect Client

Creating contacts

In Kerio Connect Client you can create contacts:
e In the Contacts section

e From any email message

Creating contacts in the Contacts section

1. In Kerio Connect Client, go to the Contacts section.
2. Click New contact.

3. Type the contact information.

4. Click Add field to add additional information.

To add items of already displayed information, click the plus sign at the right of an item.

+ ADDFELD v Work email | kehl@kohlombo.com +
. Work email
Job title Maobile | +123456789
Home email
IM address Work web | www.kohlombo.com {b
Other email

Mickname

Birthday/Anniversary
Department/Office

Manager/Assistant

5. Click Upload photo and select the contact photo.
|
— - The image file must be in the JPG format and cannot exceed 256 kB.

6. Click Save.

122



21.1 Creating contacts

«

v SAVE X CANCEL

o First name

Last name

Middle name

Company

Job title

Work email

Mobile

Work wely

Work address

Kehl

O'Mbao

Kehl O'Mbo Investigations

Private Investigator

kohl@kchlombo.com

+123456789

www.kohlomba.com

Dimebare Street 1234

Bludchil City

Notes |~

Mickname

Manager

Raincoat

+ ADDFELD v

Assistant | Thomas Fan

Prefix

Suffix

12345

=7 If you synchronize your Kerio Connect account with an Exchange ActiveSync device,
the following applies due to the limitation of the Exchange ActiveSync protocol:
e Only the first three email addresses synchronize.
e The types of email addresses don’t synchronize (for example, work email, or home

email).

Creating contacts from email messages

== New in Kerio Connect 8.5!

You can create or update contacts directly from the messages you receive.

1. Select a message in Kerio Connect Client.
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Using contacts in Kerio Connect Client

2. Click any name or email address in the message header.

3. Click Create contact.

WARD W DELETE & SPAM

Datasheets
R. Cul Powaro 12:03 PM

P Hector Mouse
send message

Create contact ‘h

Add to spam whitelist

If the contact already exists, the option reads Update contact and opens the contact edit

window.

Auto-created contacts

If you send messages to addresses that are not in your contacts, Kerio Connect Client saves

the addresses.

These addresses are not visible in your contact folders. However, when you compose a
message, Kerio Connect Client offers you these addresses together with other addresses from

your contact list.

You can find additional info in Sending messages in Kerio Connect Client
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21.2 Creating contact groups

. Kerio Connect does the same when you receive a message from addresses that are
not in your contacts.

Creating contact groups

Contact groups, also known as distribution lists, are groups of email addresses used for
sending messages to multiple users.

1. In Kerio Connect Client, go to the Contacts section.
2. Click New group.
3. Type a name for the group.

4. In the Contacts field, type an email address and hit Enter.
As you type, Kerio Connect suggest users from your contact folders.

You can add a single email address or a contact group.
5. Add as many email addresses as you want.

6. Click Save.

v’ SAVE X CAMNCEL

Group name | Media

| |

sowaro@feelmorelaw.com

Contacts

R. Cul Powaro rcp@feelmorelaw.com 'h
Meg Regret regret@feelmorelaw.com
Rada Watzatko watzatko@feelmorelaw.com
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Using contacts in Kerio Connect Client

— Apple OS X does not support distribution lists — contact groups are not synchronized
to Address Book and vice versa.

Editing contacts

You can edit:

e (Contacts you created in Kerio Connect Client

e Public contacts if you have appropriate rights

e Contacts shared with you if you have appropriate rights
1. Go to the Contacts section.
2. Select the contact or group.

3. Click Edit.

You can also double-click the contact in the list.

W DELETE B3 SEND MESSAGE

+ NEW CONTACT & NEWGROUP  #' ECIT

R. Cul Powaro

Work email powaro@feelmorelaw.com

4. Update the information.

5. Click Save.

~ " New in Kerio Connect 8.5!

You can also click the name or email address in any message and update the contact (see
Creating contacts from email messages).
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21.4 Deleting contacts

Deleting contacts

1. Go to the Contacts section.

2. Select the contact or group.

3. Click Delete.

To delete the auto-created contacts, you can also:
1. Go to the Email section.

2. Click Compose.

3. Type the email address you want to delete.

4. In the list of offered email addresses, click the delete icon next the contact you want to
delete.
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Using contacts in Kerio Connect Client

«

SEND v SAVE & ATTACHMENT ) SECURITY ==

From: R. Cul Powaro <rculpowaro@feslmorelaw.com> -

Ta: ITI|

Cc: | branch2-meetingroom branch2-meetingroom@feelmorela...
magnifierl magnifierl @feelmorelaw.com

Sub magnifier2 magnifier2 @feelmorelaw.com
Laboratory Mailbox laboratory@feelmorelaw.com

Ded mesting_room_1 meeting_room_l@feelmorelaw.com &

Jehn Miklein miklein@feelmorelaw.com
mil@feelmarelaw.com x

meoon@company.com
R. | Hector Mouse mouse@feelmorelaw.com i -
.
Vice \eg Regret regret@fesimorelaw.com
7] Media [Contact Group)
Feel

To delete contacts shared with you, you must have appropriate rights.

Sorting contacts

In Kerio Connect Client, contacts are sorted according to contact’s Last name.

If the last name entry contains more names, the first one is used for sorting.

Sorting contacts into folders

Your default contact folder is My contacts.

To add another folder, click the plus sign next to Folders and specify a name.

128




21.6 Sorting contacts into folders

Kero Connect

All contacts

My contacts

FOLDERS 'qb

Investigators &
Media &

Suggested Contacts

PUBLIC FOLDERS v
Contacts

Eesources



Using contacts in Kerio Connect Client

To move contacts to different folders, drag the contact from its original folder to another in
the navigation tree on the left.

Sharing your contact folders

To share your contact folders and display contacts others share with you, read Sharing in
Kerio Connect.
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Using tasks in Kerio Connect Client

Creating tasks

To create a new task:

1. In Kerio Connect Client, go to the Tasks section..
2. Specify the task in the Enter a new task field.

3. Click Add.

Double-click the task to:

e Add a reminder date and time (to learn about reminders, read Enabling notifications
in Kerio Connect)

¢ Add notes about the task
' S.R\I"I'{b X CANCEL

MName |Make a reservation at the Restaurant

Reminder | 12/9/2015 v | 2:00PM -
Description Call the Restaurant and make a reservation for me and my wife for tomerrow 8 pm.
Completed

When you are done, save the task.

Q, Search My tasks

My tasks «

FOLDERS + Prepare for the press conference
Reminder: 11/30/2015 9:00 AM

Calls &
Buy dumplings
Cases
Personzl Write report on the stolen toy case
Write and send a detailed report on this case.
4 Completed tasks
PUBLIC FOLDERS v

Make a reservation at the Restaurant 6/27/2016
¥|" Call the Restaurant and make a reservation for me and...

» | Call wife
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Using tasks in Kerio Connect Client

Working with tasks

In the Tasks section, you can:
e Sort your tasks into folders
e Mark tasks as complete using the check box on their left

Finished tasks can be viewed in the Completed tasks section.

To remove a task, right-click it and select Delete.

Sorting tasks into folders
Your default task folder is My tasks.
To add another folder, click the plus sign next to FOLDERS and specify a name.

To move a task to a different folder, drag it from its original folder to another in the tree on
the left.

Sharing your task folders

You can also share your task folders and see tasks others share with you. To learn how, read
the article Sharing in Kerio Connect.
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Using notes in Kerio Connect Client

Creating notes

To create a new note:

1. In Kerio Connect Client, go to the Notes section.
2. Click New note.

3. Write the text.

4. Click Save.

Q, Search My notes o '!:' @1, El El

«

My notes + Vd ] -]
FOLDERS + Witness interview notes 11/16/2015 ] Shopping list
ies = dumplings
The case of lazy lies & S notes or6/2012 [ soda
toilet paper
The case of stolen toy & chocolate cake
— 16/2012 inkill

The case of the accountant Shopping list SIGIE0NE Eﬂzp-:n:r;-.ns
dog food
iguana food

PUBLIC FOLDERS =

Editing notes

To edit a note, select the note in the list and click Edit.

133



Using notes in Kerio Connect Client

“d

+ NEWNOTE

ED% W DELETE SEND AS MESSAGE

316 PM .

Witness interview notes 3:16

Shopping list
dumplings
soda

toilet paper
chocolate cake
painkillers
sleeping pills
dog food
iguana food

Crime scene notes 11/6/2015 [}

Shopping list 9/6/2015 [}

Sending notes as email messages

You can send your note as an email message with one click.
1. In the Notes section in Kerio Connect Client, select a note.

2. Click Send as Message.

LY i,

+ NEW NOTE # EDIT W DELETE BN SENDAS MESS@E

Witness interview notes 3:16 PM . Witness interview notes

This opens a new message window containing the text of the note.

3. Compose the message as needed and send.

See Sending messages in Kerio Connect Client for details.

Working with notes

In the notes section, you can:
¢ Sort your notes into folders.
e Change the color of your note (right-click it and select a color).

e Remove a note (right-click it and select Delete).
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23.5 Sorting notes into folders

Sorting notes into folders
Your default notes folder is My notes.
To add another folder, click the plus sign next to FOLDERS and specify a name.

To move a note to a different folder, drag it from its original folder to another in the tree on
the left.

Sharing your notes folders

You can share your notes and see note folders others share with you. To learn how, see the
article Sharing in Kerio Connect.
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Searching in Kerio Connect Client

About searching

In Kerio Connect Client, you can use the full text search feature which allows you to search
for items according to different criteria.

" Administrators must enable this feature in the administration interface. See
Configuring data store in Kerio Connect for details.

Email messages

If you need to find a specific message, use the search bar at the top of your Kerio Connect
Client.

1. In the top bar search field, type a name or email address.

As you type, Kerio Connect Client automatically offers you a list of people from your
contact lists.

Kerio Connect Q- m| X
Search fer "m"
b Inbox
| m PEOPLE :
sent branch2-meetingroom <branch2-mestingrocm@fzelmorela...
Drafts m Laboratory Mailbox <laboratory@feelmorelaw.com=
mayor@blodchillcity.com <mayor@blodchilleity.com:=
Spam
P meeting_reom_1 <meeting_room_l@feelmorelaw.com>
» Trash @ John Miklein <miklein@feslmorelaw.com > {}_,.?
SEARCHIN
4 FOLDERS +  Sender
Infected Items Recipients
] Subject
Lab S E -
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24.2 Email messages

2. Narrow the selection to Sender, Subject, Recipients or Entire Message.

Kerio Connect @ ohn Miklein
«

Entire Message
» Inbox €D [ « ubrect 4 REPLY ALL -~ FOR|
ubje
Sent
‘ John  Sender L} 11/17/2015
Prafts €D = Recipients s ke
Spam ® John nmiktemn 10/15/2014
Conference attendance 2.5 kB
b Trash @
® John Miklein 6/16/2014
new address 2 kB
4 FOLDERS +

3. Narrow the selection to Inbox, Sent folder or All Folders.

Kerio Connect All Folders » } Sender+ John Miklein

Inbox
» Inbox €D | REPLY ¥ REPLYALL -4 FOR
Sent
Sent
All Folders [} 11/17/2015
Drafts m LITPLALES TOT LI 21 kB
Spam lohn Miklein 11/17/2015

Kerio Connect Client lists the messages that match your search.

Searching by numbers

If you type a number in the search bar, you can search for messages:
e By message size

¢ By how long ago the message was sent or received
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Searching in Kerio Connect Client

Q- 20 x
Search for "20°

SEARCHIN
Size greater than 20MB

Size less than 20MB

Last 20 days {}_.-,}
Last 20 weeks

Last 20 months

Last 20 years

Additional searching parameters

Click the magnifier icon on the left side of the search bar to display additional search criteria.

O~ | “earch Inbox

h

You can search for messages:

e With or without flags

e Read or unread

¢ Marked as important

o Answered or not answered

e With or without attachment
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24.3 Calendars

OTHER

Flagged

Mot flagged
Read

Unread
Important
Answered
Mot answered
Attachment

Mo attachment

~ To access this drop-down list any time, click in the search area and use the down
arrow on your keyboard.

Combining searches

You can combine the above mentioned searches by adding the search parameters one by one.

All Folders +  Sender » John Miklein Attachment [Last 2 weekJBTi\Wslles]

Calendars

In the Calendar section, use the search bar to search for various information using the top bar
search field.

Kerio Connect Client lists all the events which meet the search parameters.
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Searching in Kerio Connect Client

Kerio Connect Q. ml

EWVENTS IN THE PAST
'Y OCTOBER 2014 > Cancelled: Mew Event
10/1/2014 12:00 PM

5 M T w T F 5

28 29 30 1 2 3 4 New Event

5 6§ T & 9 10 11 5/9/2013 9:30 AM

1z 13 14 15 16 17 18 Brainstorming - the stolen toy case

19 20 21 22 23 24 25 1171372014 1:00 PM, interrogationrooml

26 27 28 29 30 31 Cancelled: Mew Event {F_.—,}
10172014 12:00 PM
Cancelled: New Event

Meeting with Dr. Hector Mouse
11/8/2015 8:30 AM, Path. Dept.

E4 R. Cul Powaro &

=
k< Powaro's calendar - lab :
& Showing 6 out of 6 results

Contacts

In the Contacts section, use the top bar search field to search for any information included in
a contact.

Tasks and Notes

In the Tasks and Notes sections, use the top bar search field to search for any information
included in the name and description.
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Using delegation in Kerio Connect Client

About delegation

Delegation is an advanced type of sharing. Delegate can act on your behalf: they can confirm
your event invitations, and send and receive messages for you.

You can delegate only to individual users, not a group of users. However, you can delegate to
as many users as you like.

Delegates can have access to your inbox and main calendar.

=~ A delegate cannot create private events on another person’s behalf. Nor can they
see/edit the person’s other private events.

You can use the traditional sharing feature to share contacts, notes, and tasks.

Delegating users

You can delegate as many users as necessary.

1. In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings
2. Go to the Delegation section.

3. Click Add delegate and type the name or email address of a user.

Kerio Connect Client offers users as you type. When you see the name of the person you
want to make a delegate, select it.

Kerio Connect

Settings .
9 Delegation
Email Delegates who can act on my behalf:
Out of Office o “|=
Hector Mouse mouse@feelmorelaw.com
Delegation John Miklgin {b miklein@feelmorelaw.com
+ xppLaboratory Mailbox laboratory@feelmorelaw.com
Meg Regret regret@feelmorelaw.co
Spam Pierre Maison maison@feelmorelaw.com
People ] am a delegate for:
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Using delegation in Kerio Connect Client

4. By default, your delegates have access only to your calendar (they can send and accept
event invitations).

To allow access to your Inbox, click the menu icon and select Access to Inbox.
Delegation
Delegates who can act on my behalf:

Hector Mouse =

Access to In@(

¥ FRemove

has access to my Calendar

4+ ADD DELEGATE

5. Click Save.

Removing delegation

If you want to remove delegation rights from a user, click the menu icon and select Remove.

Delegation
Delegates who can act on my behalf:

Hector Mouse —

has access to my Calendar
+ Access to Inbox

o}

+ ADD DELEGATE Remove  {

Accepting delegation
When someone delegates you to act on their behalf, you automatically become a delegate.
Kerio Connect Client displays that person’s inbox and calendar (see Using delegation below).

You cannot reject delegation. However, you can hide the delegated folders.

142



25.4 Accepting delegation

Hiding a delegated inbox

To remove a delegated inbox from your shared folders list, right-click the folder and select
Hide.

You are still a delegate — you can send messages on the person’s behalf — but you cannot see
their inbox.

4 SHARED FOLDERS .
4 R. Cul Powaro

Inbox
Mark All as Read

Copy All Messages
» PUBLIC FOLDERS - J

Move All Messages

Delete All Messages

Hide @

Hiding all delegated folders

1. In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings
2. Go to the Delegation section.

3. In People I am a delegate for, clear the dialog box next to the person’s name.
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Using delegation in Kerio Connect Client

People [ am a delegate for:

E. Cul Powaro {t”}

You can accept invitations and send emails on behalf of the selected users.

4. Click Save.

Now, you cannot send messages or create/accept events on another person’s behalf.

Select the dialog box again to restore your delegation rights.

Using delegation: Examples

The following examples describe how to use delegation in Kerio Connect Client.

Delegating users

R. Cul Powaro has delegated Meg Regret to act on his behalf.

Delegation

Delegates who can act en my behalf:

Meg Regret

has access to my Calendar and Inbox

Meg automatically becomes a delegate and her Kerio Connect Client displays Mr. Powaro’s
inbox and calendar.
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25.5 Using delegation: Examples

4 SHARED FOLDERS

4 R, Cul Powaro

Inbox €)

DELEGATION

. R. Cul Powaro

Sending and receiving emails

When Meg Regret wants to send a message on behalf of Mr. Powaro, she selects his address
from the drop-down menu before composing a message.
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Using delegation in Kerio Connect Client

<« = vy & P . » K0

From: |Meg Regret <regret@feelmorelaw.com>

Meg Regret <regret@feelmorelaw.com>
To: @
R. Cul Poware <powarc@feelmorelaw.com> ‘h
Ce: @
Subject:
Default 10 v B I U A = = = = &

When the message arrives, the recipient can see that Mr. Powaro has delegated Meg Regret to
act on his behalf.

John Miklein =

Presentation draft update

Meg Regret <regret@feelmorelaw.com> on behalf of R. Cul Powaro <powaro@feelmorelaw.com=
4Tg:  John Miklein <miklein@feelmorelaw.com>
Date: 16.11.2015 10:51

& 1 Attachment i

presentation ..ftpdf
22 MB

Creating and accepting calendar events

When Meg Regret wants to create an event on behalf of Mr. Powaro, she selects his calendar
from the drop-down menu when creating an event.

When the invitation arrives, recipients can see it was sent by Mr. Powaro.
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25.5 Using delegation: Examples

Lunch with the Mayor Lunch with the Mayor
Where  Le Restaurant - Where Le Restaurant
All day event Start 24,11.2015 12:30
Start | 11/24/2015 v 1230PM ¥
= 124 End 24112015 14:30
End |11/24/2015 v 2:30BM -

Attendees |P- Cul Powaro (organizer)

Attendess | John Miklein John Miklein

Repeat Mone

Find meeting time... Travel time |0 : minutes ¥
Repeat |None v Reminder |15 minutes M
Travel ime |15 : minutes ¥ Label Important -
Reminder |WhenI need to lzave hd Show As | Busy -
Label Important M Calendar [ John Miklein
Show As | Out of office hd [ | Maybe Decline
Calendar | [ R. Cul Powaro -

Description o m CANCEL

PRINT m CANCEL

Mr. Miklein invites Mr. Powaro to a meeting. Meg Regret sees the invitation sent to Mr. Powaro
and can accept it on his behalf.
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Using delegation in Kerio Connect Client

< NOVEMBER2015 > « + &0 ¢ oo D

WALIA Me
5 M T W T F %
EsC
1 2 3 4 3 § Quarterly review o
2 9§ 1w 11 12 13 - . .
15 @ 17 12 19 20 s 27 400 A ;
22 23 24 2% 2% seting_ 1
29 30 : e
ACCEPT MAYEE DECLINE
MY CALENDARS -
Meg Regret
979 11 AM
DELEGATION Y

R. Cul Powaro
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Sharing in Kerio Connect Client

Overview

For versions prior to 8.4, see this article.

In Kerio Connect Client you can share any folder with other users.
First, you assign sharing rights to users. Then, users subscribe to shared folders.

This article describes how to:
e Share folders
¢ (Change and remove sharing rights
e Display folders people share with you

e Hide shared folders

Sharing folders

Sharing email folders

To share your Inbox, you can use traditional sharing or delegation.

1. In your Kerio Connect Client, go to the Emails section.

2. Click the arrow next to the email folder name and select Sharing.

In Kerio Connect 8.4, you can share any email folder, including the Sent and
Trash folders.

3. Click the plus sign and start typing the name or email address of a user or group.

As you type, Kerio Connect Client offers you addresses from your contact lists.
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Sharing in Kerio Connect Client

Kerio Connect Search Inbox
&«
» Inbox € [# cOMPOSE 4= REPLY W DELETE & SPAM FE PRINT
sent
John Miklein 4
Dratts €D - Conference attendance
spam € ® John Miklein 1052014 John Miklein <miklein@
Canference attendance 25kB . 4Ta:  R.Cul Powaro <p com>, Pierre Maison
» Trash @ |, Hertor Mouse
Sharing: A . d Meg Regret
aring: Accounting dpt Shimon Ski
4 FOLDERS + 1a Watzatko
- GRS Editor | Ow ¥V
Accounting dpt r—|
IMeg Regret egret@feelmorelaw.com 'h
Infected Items Rada Watzatko watzatko@feelmorelaw.cor
e s + 4D SAVE v CANCEL
News Feed Additional data 12%8
Canvou please check the attached file and confirm vour atiendingz |

4. Click the pTus sign and the down arrow to share with:
e Everyone in your company — Select Everyone from <your company>.

e Everyone from the server — Select Everyone from server.

L !\3 Do not use Everyone from server if you use Kerio
Cloud!

5. Specify the rights for each user you share the folder with:
e Reader — Users can only see the messages.
e Editor — Users can add, delete, and edit messages.
e Owner — Users can set sharing as well as add, delete and edit messages.

6. Save your settings.

By default, you set the access rights for this folder only. To set the same access rights for
the subfolders, click the arrow next to Save and select Also for all subfolders.
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26.2 Sharing folders

Sharing: Accounting dpt

m| "‘ SRR Editor | Owner | W

Hector Mouse mouse@feelmorelaw.com
John Miklein miklein@feelmorelaw.com
Laboratory Mailbox  |aboratory@feelmorelaw.com
+ A Meg Regret regret@feelmorelaw.com SAVE w CAMNCEL
Pierre Maison maisoni@feelmorelaw.com g
Only for this fulder{b

Alzo for all subfolders

Sharing calendars

~ To share your calendar, you can use traditional sharing or delegation.

1. In your Kerio Connect Client, go to the Calendars section.
2. Click the arrow next to the calendar name and select Sharing.

3. Click the plus sign and start typing the name or email address of a user or group.
As you type, Kerio Connect Client offers you addresses from your contact lists.

and John

l rarith n: : e N

Sharing: Calendar
MY CALENDARS +

- S - :
R. Cul Powaro

Hector Mouse mouse@feelmorelaw.com ‘b
2 powaro's calendar - lab John Miklein

miklein@feelmorelaw.com
Laboratory Mailbox  |laboratory@feelmorelaw.com
+  AMeg Regret regret@feelmorelaw.com m CANCEL
DELEGATION _ Pierre Maison maison@feelmorelaw.com
[ John Miklein 1PM IWith i I"““"”“'”

4. C(Click the pTus sign and the down arrow to share with:
e Everyone in your company — Select Everyone from <your company>.

e Everyone from the server — Select Everyone from server.
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Sharing in Kerio Connect Client

/%% Do not use Everyone from server if you use Kerio
Cloud!

¢ Anonymous users — Select Public access.

Sharing: Calendar
Hector Mouse [ Reader m Chwner l [ ]
mouse@feelmorelaw.com

| | o)

Everyone from feelmorelaw.com
Everyone from server

+ A admins@feelmorelaw.com [group] ’

Hector Mouse mouse@feelmorelaw.com

John Miklein miklein@feelmorelaw.com

5. Specify the rights for each user you share your calendar with:

¢ Reader — Users can only see the events (automatically set for Public access).

¢ Editor — Users can add, delete, and edit events.

e Owner — Users can set sharing as well as add, delete and edit events.

6. Click Save.

" Only the original owner can change events with more attendees. However, you can
use delegation instead of sharing — delegates can edit your events with multiple users.

Sharing contacts, notes, and task folders

1. In your Kerio Connect Client, go to the Contacts , Notes, or Tasks section.

2. Click the arrow next to the folder name and select Sharing.

3. C(lick the plus sign and start typing the name or email address of a user or group.

As you type, Kerio Connect Client offers you addresses from your contact lists.
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26.2 Sharing folders

Kerio Connect

2 B M E

All contacts + NEWCONTACT £ NEWGROUP  # EDOIT @ DELETE B SEND MESSAGE
My contacts
- -nas Fan
FElbEE + Sharing: Media
Investigators & rk email fan@feelmorelaw.com

Media ‘ "

S - :

Hector Mouse
Suggested Contacts John Miklein
+ AMeg Regret
PUBLIC FOLDERS

Contacts

Jeff Barlow
Resources

branch2-meetingroom

mouse@feelmorelaw.com
miklein@feelmorelaw.com
Laboratory Mailbox laboratory@feelmorelaw.com
regret@feslmorelaw.com

7 Pierre Maison maison@feelmorelaw.com ‘h

CANCEL

4. Click the plus sign and the down arrow to share with:

e Everyone in your company — Select Everyone from <your company>.

e Everyone from the server — Select Everyone from server.

Sharing: Media

Hector Mouse
mouse@feelmorelaw.com

L

[ Reader m Dwnerl

"| Rt =8 Editor | Cwner | W

Everyone from feelmorelaw.com
Everyone from server
admins@feslmorelaw.com

+  AHector Mouse
John Miklsin
Laboratory Mailbox
Meg Regret

[group] \h
mouse@feelmorelaw.com ' CAMNCEL

miklein@feelmorelaw.com
laboratory@feelmorelaw.com

regret@feelmorelaw.com

5. Specify the rights for each user you share the folder with:

e Reader — Users can only see the items.

¢ Editor — Users can add, delete, and edit items.

e Owner — Users can set sharing as well as add, delete and edit items.

6. Click Save.
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Sharing in Kerio Connect Client

Changing and removing sharing rights

To change sharing rights for any user, go to the Sharing dialog box and select a different level
of rights (Reader, Editor, Owner).

To stop sharing with a user, click the Trash icon.

Sharing: Calls

Hector Mouse l Reader Chwner ] [
mouse@feelmorelaw.com

Displaying shared folders

Emails, contacts, notes, tasks

If someone shares an email, contact, notes or task folder with you, follow these steps to
subscribe to the shared folders:

1. In the appropriate section (Emails, Contacts, Notes, or Tasks), click the menu icon next to
Shared folders.

This displays a list of users and the number of folders that person shares with you.
2. Click a user to see all the folders they share with you.
3. Select the folders you want to display in your Kerio Connect Client.

Kerio Connect Client displays the folders immediately in the folder tree.
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26.4 Displaying shared folders

» Inbox €Y « [ b ol - — . —
Sent
Shared
Drafts € E
spam © John Miklein 1 folder ol
v
b Trash a Inbaox v "
S
» FOLDERS + Hector Mouse 1folder i3
I E
Invaoices s
4 SHARED FOLDERS o
» Hector Mouse
Rada Watzatko 2 folders W
4 PUBLIC FOLDERS b Invoices 2014 i |

ESET Antispam Media ‘%
Infected Items

4 ARCHIVE FOLDERS v m CANCEL

2015-Nov-16 €

Calendars

If someone shares a calendar with you, follow these steps to subscribe to the shared folders:
1. In Kerio Connect Client, go to the Calendars section..

2. Click the menu icon next to People.

3. In the list of calendars shared with you, select the calendars you want to display.

Now you can work with the shared calendarsas your rights permit.

o

~If events also have attendees other than the original owner, you cannot change those
events regardless of your rights.

R. Cul Powaro

Powaro's calendar - lab Shared
John Miklein
PEOPLE o Calendar %7

John Miklein &

RESOURCES g
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Sharing in Kerio Connect Client

Hiding shared folders
To unsubscribe a shared folder, go to the sharing dialog and unselect the shared folder.

To hide the shared calendar, unselect next to the calendar name (you can display the calendar
later again).
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Synchronizing folders with mobile devices

Overview

In Kerio Connect Client, you can select which folders will synchronize to your
iCal/CalDAV/CardDAV/Exchange ActiveSync clients.

Selecting folders to synchronize

1. In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings
2. Go to the Folders to Sync section.

3. Select which folders to synchronize.

The icon helps you identify the type of each folder (emails, contacts, tasks, notes)
4. Click Save.

If you have subscribed to shared or public folders, they are also available in the list of folders
to synchronize.

If you are a resource reservation manager, you can synchronize resource calendars as well.
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Synchronizing folders with mobile devices

CalDAV/CardDAV

Select folders to synchronize with your iCal and CalDAV/CardDAV client:

Check all | Uncheck all
«*| Calendar

Calls tasks

Cases tasks

My contacts

Personal tasks

Powaro's calendar - lab

LA SR YA YA

My tasks

Calendar - branch2-meetingroom (resource)

<

Contacts (public folder

Launch dates (public folder)
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27.2 Selecting folders to synchronize

Exchange ActiveSync

Select folders to synchronize with your Exchange ActiveSync client:

Check all | Uncheck a

~powaro@feelmorelaw.com

A A SA YA YA YA YA TR YA YA

w

SHARED FOLDERS - John Miklein

ARCHIVE FOLDERS

PUBLIC FOLDERS

RESOURCES

Inbox

Contracts & Inveices
Sales

Accounting dpt
Calendar

Calls tasks

My contacts

Trash

Invaoices

The case of stolen toy

The case of the accountant
Calendar

2015-Mav-16

Contacts

ESET Antispam

Infected Items

Launch dates

Resources

branch2-meetingroom

=]

— [
L

If you synchronize your Kerio Connect account via Exchange ActiveSync to an iOS

device, the Drafts folder will not synchronize (due to the limitations of Exchange ActiveSync
and the iOS device).
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Making calls from Kerio Connect Client

Overview

In Kerio Connect Client, you can call any number from a message or from contact details just
by clicking the number.

If you have this feature available, you can see the Click to Call section in your Kerio Connect
Client settings.

If you don’t see the Click to Call section, contact your administrator. Administrators must
enable this feature on the server.

Making calls from Kerio Connect Client

To make calls from Kerio Connect Client:
1. Select the number you want to call:
¢ In a message, select a number. When the Call icon appears, click it.

e In contact details, click any phone number.

B B [ M E

Re: conference materials Kohl O'Mbo
R. Cul Powaro 5/13/2014 Kohl O'Mbo Investigations
» egret@feelmorelaw.com
Job title Private Investigator
[ will be out of the office starting until November 18, 2015. Work email kolh@kohlombo.com
In urgent cases please contact Shimon Ski (ski@feelmorelaw.com) Mobile 173456739
420 123 456 789 % : {E
Best regards, Work web www.kohlombe.com

R. Cul Powaro

2. Select the extension you want to place the call from, and click Dial.
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28.3 Selecting a default extension

Call to Kohl O'Mbo (+123456789)

Dial Frem: | 2507 ""|

105

You can also set a default extension.

3. Your desk phone or softphone starts ringing. Answer the phone.
The phone of the person you are calling starts ringing.

When the call is established, Kerio Connect Client displays information about the call
duration in the bottom right corner.

4. End the call by clicking on the Hang up button or the end call icon.

Selecting a default extension

If you have more extensions in Kerio Operator, you can select the extension before making
each call or define a default extension for all your calls.

To select a default extension:

1. In the desktop client for Windows, click Tools — Settings.
In the desktop client for Mac, click Kerio Connect — Settings.

In the web client, click your name — Settings
2. Go to the Click to Call section.

3. Click the Select default extension option and select the extension you want to make your
default from the list.

4. Save the settings.
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Making calls from Kerio Connect Client

Kerio Connect

|3291 "'|

2858

T

Settings Click to Call

Email Always select extension before dialing
Out of Office ® | Select default extension:

Delegation

span [ s

Filters
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Pinning Kerio Connect Client to the Windows taskbar

Overview

New in Kerio Connect 8.5!

To easily access your Kerio Connect Client, you can pin the Internet Explorer tab with Kerio
Connect Client to your Windows taskbar.

The resulting icon works as a bookmark to your Kerio Connect Client.

5 (1) Keno Connect Chent - (1) Ke...
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Pinning Kerio Connect Client to the Windows taskbar

Prerequisites

You must have:
e Internet Explorer 9 or later
¢ Microsoft Windows 7 or later

¢ Kerio Connect 8.5 and later

Pinning Kerio Connect Client to taskbar

1. In Internet Explorer, open your Kerio Connect Client in a new tab.

2. Drag the tab to the Windows taskbar.

| -vz'r Kerio | Secure Business Collaborati_ {2} Kenio Connect Client I}

3. Drop the tab when Pin to Taskbar appears.

Using the pinned Kerio Connect Client

The Kerio Connect Client icon stays displayed on your taskbar as a bookmark.

To access your inbox, click the icon, and Kerio Connect Client opens in Internet Explorer.

When you are logged in, the icon in the taskbar shows the number of unread messages in your
inbox.
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29.3 Using the pinned Kerio Connect Client

Hover your mouse over the icon then:

e To open the compose message window, click the icon

e To go to specific sections in Kerio Connect Client, click any of these

.-EEEEE
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Pinning Kerio Connect Client to the Windows taskbar

3 (1) Keno Connect Chent - (1) Ke...

EDAEIRN N
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Configuring clients for instant messaging

Recommended IM clients

For information about sending chat messages through Kerio Connect Client, read
Sending chat messages in Kerio Connect Client.

Kerio instant messaging service is based on XMPP, an open technology for real-time
communication.

Kerio Connect recommends the following instant messaging clients:
e Pidgin for Microsoft Windows
e Psi for Linux

e Messages (iChat) for Mac OS X

Supported features

Kerio instant messaging service supports the following features:

sending rich text messages

e presence notifications

¢ sharing files

e auto-populated contact list of your colleagues

e synchronization of contact photos

e auto-configuration on Mac

e audio/video chat (availability depends on your IM client)

o talking with multiple users in a single chat room (for more information on group chat,
read article Initiating group chat in instant messaging)
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Configuring clients for instant messaging

Configuring Pidgin for Microsoft Windows

To configure the Pidgin client, follow these steps:

1.

Download and install Pidgin.
Run the application and click Accounts — Manage Accounts — Add.
Fill in the information — protocol (XMPP), your username and password, your domain.

Save the account.
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30.3 Configuring Pidgin for Microsoft Windows

-
ﬁ Add Account u

Basic | Advanced | Proxy

Login Options
Protocol: W XMPP -
Username: powarc
Domain: feelmorelaw.com
Besource:
Password: 1Ll

Remember password

User Options

Local alias:

Mew mail notifications

Use this buddy icon for this account:

| Eemove |

Create this new account on the server

| Cencel || Add




Configuring clients for instant messaging

Configuring Messages on Mac OS X

To auto-configure Messages on Mac OS X, use Kerio Connect Account Assistant.

For manual configuration, follow these steps:
1. Go to Messages to Preferences — Accounts. and click the pTus sign.

2. Fill in the information — protocol (Jabber), account name (you username including the
domain) and password.

3. Save the account.

Use similar settings for iChat.

0600 Accounts
- = Q u““
General | Accounts | Messages Alerts  Audio/Video

Account Setup

Messages supports AIM, Yahoo!, Google Talk, and Jabber
accounts.

Account Type: | Jabber |

I
Account Name: powaro@feelmorelaw.com

Password: |------- |

p Server Options

| Cancel || Dome |
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30.5 Configuring Psi on Linux

Configuring Psi on Linux
1. Download and install Psi.
2. Run the application and click General — Account Setup — Add.

3. Fill in the information — XMPP address (your username including the domain) and
password.

4. Save the account.

2 Psi: Account Properties

Name: |Default
Account | Details Privacy Connection = Misc.

Account

Jabber ID: | powaro@feelmorelaw.com

et T e P, R i e | Sl B
— - - 11 - HEMN - 1 —_ 01
Cadilpie, JUiel i g DUl LOrm

Password: |*****#* Change...

Settings

[ | Automatically connect on startup
[ | Automatically connect after sleep
| Automatically reconnect if disconnected

& Log message history

~ Cancel | Save -

Contact lists

When you login to your account in an IM client for the first time, a list of all your Col-
leagues will be created. You can move them into other folders or delete them (see section
Troubleshooting on how to restore this contact list).
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Configuring clients for instant messaging

You can create additional contact lists and add other contacts depending on the client you
use.

Troubleshooting

Contact list

If you have problems with your company contacts (Colleagues), ask your administrator to
restore your contact list.

Any change you have previously made to the Colleagues list will be lost. Your
external contacts will remain preserved.

Cannot connect to your account

If you cannot connect to your account, check your
or configure the clients manually:
Pidgin
Go to Modify Account — tab Advanced and use one the following configurations:
e uncheck option Require encryption, add your server address and port 5222, or

e set Connection Security to Use old-style SSL, add your server address and port
5223

Messages
Go to Account Settings — tab Server Settings and use one the following configurations:

e uncheck option Use SSL, add your server address and port 5222, or
e check option Use SSL, add your server address and port 5223

Psi
Go to Modify Account — tab Connection, check option Manually Specify Host/Port and
use one the following configurations:

e set Encryption Connection to Always, add your server address (Host) and port
5222, or

e set Encryption Connection to Legacy SSL, add your server address (Host) and
port 5223
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Initiating group chat in instant messaging

About group chat in instant messaging

If you use instant messaging in Kerio Connect and want to chat with multiple users and share
thoughts with all of them together, you can create a temporary chat room, i.e. group chat.

Kerio Connect does not require any additional settings to use group chats.

The server address for group chats is conference.[your_domain_name] , for example
conference.feelmorelaw.com.

This article describes group chat in:

e Pidgin for Microsoft Windows

e Messages for Mac OS X

e Psi for Linux
For information on initial configuration of instant messaging clients, read article Configuring
clients for instant messaging.

Pidgin for Microsoft Windows

Initiating group chat in Pidgin
1. In your Pidgin, click Buddies — Join a Chat.

2. Select account, type a room name, server, your nickname (Handle).
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Initiating group chat in instant messaging

-
@ Join a Chat

S

-]

Please enter the appropriate information about the chat you would like to
join,
Account | W powaro@feelmorelaw.com/pidgin (XMPF)
Roorm: A-team
Servern conferencefeelmaorelaw.com
Handle: powarc
Password:
Room List | | iCancel | l

loin

3. Click Join.
4. To configure the chat room (e.g. secure the room with a password), click Configure Room
and set parameters.
You cannot change the parameters later.
i '
& Create New Room l"""'""J
/= =% Create New Room W
e
You are creating a new rcom. Would you like to configure it,
or accept the default settings?
Accept Defaults Configure Room
5. Confirm the settings.

Inviting people to group chat in Pidgin

To invite people to a group chat, drag them from your contact list to the room list or click

Conversation — Invite.
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31.3 Messages for Mac OS X

Joining and leaving group chats in Pidgin

If you receive an invitation, click Accept to join the group chat.

@ Flldglrl [y
/= =%) Accept chat invitation? W
¥ W
| O

powaro@feelmorelaw.com/messages has invited
Jjehn@feelmorelaw.com/pidgin to the chat room
chat5400878406180607 2@ conference.feelmorelaw.com:
Let's talk about the new Kerio Connect release ...

Cancel | | Accept

You can also search through existing chat groups by clicking on Buddies — Join a Chat —
Room List — Find Rooms.

To leave a room, close the chatroom window.

Messages for Mac OS X

Initiating group chats in Messages

To create a group chat, add at least two users to a conversation.
1. Initiate a conversation in Messages.
2. Add users to this conversation.

Users receive an invitation and you can start chatting.

175



Initiating group chat in instant messaging

@00

Messages I3
(Qsearch Y Z| | 1o (8 Johnw & Mary ¥ Q
John and Mary 217 PM Jabber Group Chat Today 2:17 PM
Let’s talk about the new Kerio Connect
| release ..
Welcome! You created new Multi Uiser Chat Room. Room is unlocked and ready for eccupants!
Jabber (" Jabber
Available ~

Inviting people to group chats in Messages

To invite people to a multi user chat room, click the blue plus icon and invite users.

Jabber Group Chat Today 2:24 PM Jabber Buddies

@ummmﬂmm-ql
|

Other...

+)
Robert i
|

Multi User Chat Room. Room is unlocked é‘rm
John has joined this chat.

Joining and leaving group chats in Messages

To join a group chat, select it from the list of chats and click Accept.
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31.4 Psi for Linux

800 Messages e
Q,Search & | | Chat Room: @ Mary Q
. marys-room@conferenc... 518 Fi Jabber Chat Room: marys-room@conference.feeimorelaw.com Today 5:18 PM

Please join me in this chat. —

(" Please join me in this chat. |

Mary

i?:f;;ﬁe - | Block ] l Decline H Accept |

To leave a chat room, delete it from the list of chats.

Psi for Linux

Initiating group chat in Psi
1. In your Psi, click General — Join Groupchat.

2. Type a conference host, room name, server, your nickname.

If you want to protect the chat room, type a password.

Psi: Join Groupchat

Recent: lmarlll.r on kerio-connecti@conference.feelmorelaw.com e l

Room information

Host: [cunference.feeLmoreLaw.cam

Room: [marys-room

|
|
Nickname: mary |
|

Password: [

PS | cancel || Join |
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Initiating group chat in instant messaging

3. C(lick Join.

4. To configure the chat room (e.g. secure the room with a password), click the down arrow
above the user list and select Configure Room.

Room Configuration

Affiliations | General |

Natural-Language Room Name: l ]
Short Description of Room: l ]
Make Room Persistent?: O
Make Room Publicly Searchable?:
Make Room Moderated?: O
Make Room Members Only?. O
Password Required to Enter?: O
Password: l ]
Room anonymity Llevel: ISemi—Anonymous Room ¢ ]
Allow Qccupants to Change Subject?: O
Enable Public Logging?: O
Logging format:: IHTM L v ]
Maximum Number of History Messages Returned by Room: l50 ]

Destroy Room |

rNsi Apply H Close ]

5. Apply the settings.

Inviting people to group chat in Psi

To invite people to a group chat, select a person in your contact list and click Invite To.
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31.4 Psi for Linux

Psi

General Status View

7 Mary

= Colleagues (2/2)

Send Message Ctri+Mm
Send Message To >
Open Chat Window Ctrl+C
Open Chat To >
Execute Command >

Active Chats )

Send File

Invite To

Rename F2

Group >
Authorization )
Remove Del

Picture )
-

User Info Ctri+|

History Ctrl+H

Joining and leaving group chats in Psi

marys-room@conference.feelmorelaw.com

To accept an invitation to a group chat, double-click the invitation text inside the event dialog

and click Join.
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Initiating group chat in instant messaging

chat54008784061806072 @conference.feelmorelaw.com -ﬂ

From: ¢ [chat54008?840518060? 2@conference.feelmorelaw.com

]Time: 9/20/13 2:24 PM

Subject: [ H T 2

Invitation to chat5400878406180607 2@conference.feelmorelaw.com from powaro@feelmorelaw.com

To leave a room, close the chatroom window.
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Kerio Connect Account Assistant

About Kerio Connect Account Assistant

Kerio Connect Account Assistant is a single autoconfig tool which enables one-time
auto-configuration of the following applications:

e Apple Mail & Notes (secure IMAP, SMTP Submission)
¢ Apple Calendar & Reminders (CalDAV)

e Apple Contacts (CardDAV)

e Apple Messages (XMPP)

e Microsoft Outlook for Mac (Exchange Web Services)

e Microsoft Entourage (WebDAV)

Using Kerio Connect Account Assistant

Kerio Connect Account Assistant is unique for each user. Download it from your own
integration page.

1. Open the Mac integration page (e.g. http://mail.feelmorelaw.com/integration).

You can also click your name in Kerio Connect Client and select Integration with Mac.
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Kerio Connect Account Assistant

Settings
Cut of Office

¥

Change theme >

ate Integration with Mac @

relaw.col Help

AMoreiaw

About

Logout

2. Click on Set up my Mac and download Kerio Connect Account Assistant to your computer.
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32.2 Using Kerio Connect Account Assistant

|ntegrat|on wrth Mac Windows Linux Mobile Devices

Cennect your Mac to Kerio Connect:

BTWeO

Kerio Connect Account Assistant will be downloaded. It will allow you to configure your
Mail, Calendar, Contacts, Messages or Microsoft Outlook.

(Mac OS X 10.6 and later)

See other options

Once the download finishes, the installation program gets started — confirm installation

and run it.

Select which products installed on your computer to configure (you can configure any of
them later) and click Continue.

Kerio Connect Account Assistant .1|.

O Intro
© Desti
© Insta
@ Insta
® Sumn

l

RN

E KerioConnect

Select a product or products you want to configure:
E "L:‘_,I- Apple Mail & Notes
] E Apple Contacts
4 @ Apple Calendar & Reminders R
E e Apple Messages |
™ 0 Microsoft Qutlook

Cancel
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Kerio Connect Account Assistant

5. Enter your Kerio Connect Client password and click Continue.

Now the configuration application verifies your identity and server connection.
6. Click Configure to run the configuration of the selected applications.

Now the configured applications are available and ready.

All previous configuration modules are available at the integration page, upon
clicking on See other options.

Troubleshooting

Public contacts lost after upgading to OS X 10.11 El Capitan

Due to the changes in the Contacts application in OS X 10.11 El Capitan, users lose their public
contacts after upgrading their system to El Capitan. To get their public contacts back, they
must download and install Kerio Connect Account Assistant version 8.5.3 or newer.

Kerio Connect accounts deleted on OS X 10.11 El Capitan

Due to the changes in the Contacts application in OS X 10.11 El Capitan, all CardDAYV accounts
created by Kerio Connect Account Assistant are deleted if you synchronize your Keychain with
iCloud.

Switch off the synchronization of Keychain and run the Kerio Connect Account Assistant to
configure the applications again.
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Configuring a Microsoft Exchange Internet account
on Mac OS X

Overview

With Kerio Connect 8.3 and later, you can configure the Exchange (EWS) type of Internet
Accounts on Mac OS X 10.9 and later. The support for EWS Internet Account includes Apple
Mail & Notes, Calendar & Reminders, and Contacts.

You can also use Kerio Connect Account Assistant to configure these applications
using alternative account types that offer additional functionality.

Enabling automatic discovery

You can configure your DNS to support the Autodiscover feature. With autodiscovery, users
can use only their username and password to create an account.

For detailed information about the settings, read Configuring Autodiscover in Kerio Connect.

Adding an Exchange Internet account

1. In System Preferences, select Internet Accounts.
2. In the right window pane, select Exchange.

3. Type your email address and password.

4. Verify the information and click Continue.

5. Select the applications you want to configure and click Done.

@8 Exchange @B Exchange
@8 Exchange
- g f Account Summary
Name: |Brian Carmichael Select the apps to use with “bcarmichael@emua.net”
Ermail Add . b ichael Internet Accounts found a server account for the email
mal R bearmichael@emua.net ¥ & mai address you provided. The following account will be set
Password: |ssesessss — up on your computer:
) L:-- Contacts Account type: Exchange
) E Calendar Full name: Brian Carmichael
— Email address: bcarmichael@emua.net
E]' Notes
== Server address: emua.net
™ [\ Reminders
) @ | Cancel | Done
| Cancel | Go Back Continue | Cancel | | GoBack | | Continue
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Configuring a Microsoft Exchange Internet account on Mac OS X

Exchange account limitations

e Public and shared folders are not synchronized in Mail. You can use IMAP or Kerio
Connect Client.

e Public and shared calendars (without Delegation) are not synchronized in Calendar.
You can use CalDAV or Kerio Connect Client.

e Public and shared contacts are not synchronized in Contacts. The Global Address List
can be queried. You can use CardDAV or Kerio Connect Client.

e You cannot move or create folders within specially designated folders (e.g Inbox,
Drafts, Sent, Trash, Junk)

e Only one reminder can be synchronized with an event.
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Creating Exchange ActiveSync accounts in Microsoft
Outlook

Overview

You can synchronize your account with Microsoft Outlook 2013 and Outlook 2016 via
Exchange ActiveSync.

Due to the implementation of the Exchange ActiveSync protocol in Outlook, there are some
usage limitations:

¢ You cannot synchronize your email filters from Kerio Connect Client.

¢ You cannot create additional contact, calendar, or task folders.

e Global Address List does not synchronize to Outlook.

e You cannot share any folders.

e You cannot see contact groups created in Kerio Connect Client.

¢ You cannot rename or delete calendar and task folders created in Kerio Connect Client.
¢ You cannot synchronize your drafts and notes, or task status.

e Delivery and read receipts do not work.

e You cannot set the out-of-office message.

To avoid these limitations, you can use Kerio Connect Client instead.

Creating an Exchange ActiveSync profile

To create a profile for Exchange ActiveSync in Outlook:
1. Go to Windows Control Panel — Mail and click Show Profiles.
2. Click Add, enter a name for the profile, and confirm.

3. Select Manual setup or additional server types, and click Next.
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Creating Exchange ActiveSync accounts in Microsoft Outlook

4. Select Outlook.com or Exchange ActiveSync compatible service, and click Next.

Qutlook.com or Exchange ActiveSync compatible service
‘Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks

5. Type the user, server, and login information, and click Next.

If the user is not from a primary domain, the username must include the domain (for
example, jsmith@company.com).
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34.2 Creating an Exchange ActiveSync profile

' ™
Add Account u

Server Settings
Enter the information that is required to connect to an Exchange ActiveSync service.

User Information

Your Name: |R. Cul Powaro |

E-mail Address: |powar0@fee|more|aw.com |

Server Information

Mail server: |mail.fee|more|aw.com |

Logon Information

User Mame: |powaro |

Password: |

[¥|Remember password

< Back “ MNext = |[ Cancel

6. When Outlook completes the test connection, click Close.

-

Test Account Settings

Congratulations! All tests completed successfully. Click Close to continue. Stop

Tasks | Errors
Tasks Status
\/Log onto Exchange ActiveSync mail server (EAS) Completed
N —

7. Click Finish.
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Creating Exchange ActiveSync accounts in Microsoft Outlook

Add Account ﬁ

You're all set!

We have all the information we need to set up your account.

’ Add anather account...

Accessing the free/busy information

To see your the free/busy availability information of invitees, configure the free/busy URL in
Microsoft Outlook:

1. In Outlook, go to File — Options — Calendar — Free/Busy Options.

2. Type your calendar address in the Search location field in the following format:
https://<_server_address>/freebusy/%SERVER%/%NAME%

Example: https://mail.feelmorelaw.com:443/freebusy/%SERVER%/%NAME%

3. Save your settings.
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34.2 Creating an Exchange ActiveSync profile

Calendar

People

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Work time

! T’ Work hours:
=

Start time:

End time:

Calendar options

Work week [] ne ¥ po [ at ] st [¥] &t ¥ pa [C] so

First day of week: ﬂ
First week of year. |Starts on Jan 1 ﬂ

Internet Free/Busy Options -

.
- o

@ Free/busy information is used by people

determine when you are available for meetings. .
i )r_ g Tentative :
[ ]Publish at location:

sending meeting requests, to

Publish EI maonth(s) of Calendar free/busy information Free/Bi Options...

Update free/busy information every minutes

Search location: | https://mail feelmorelaw.com:443/freebusy/% SERVEF|

I

tion, use the iCalendar format
QK II Cancel ]

tings with reminders

Now you can see the Free/Busy information for all users when creating meetings.
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Configuring Mail and Calendar on Microsoft Windows

Overview

New in Kerio Connect 8.5.2!

You can synchronize your account with the Mail and Calendar applications on Microsoft
Windows via Exchange ActiveSync.

Creating accounts

1. Go to the Mail or Calendar application and switch to Settings.
2. Click Accounts — Add account.

3. In the Choose an account dialog box, select Advanced setup.
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35.2 Creating accounts

Choose an account

H Exchange
Exchange, Office 385

Google

Yahoo! Mail

ICloud

Other account
POP, IMAP

g K[

Advanced setup

Close

4. Select Exchange ActiveSync.
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Configuring Mail and Calendar on Microsoft Windows

Advanced setup

Choose the kind of account you want to setup. If you're not
sure, check with your service provider.

Exchange ActiveSync
Includes Exchange and other accounts that use Exchange ActiveSync. [}5\.

Internet email
POP or IMAP accounts that let you view your email in @ web browser.

Cancel

5. Type the email address and password, user name, domain and server, and click Sign-in.
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35.2 Creating accounts

Exchange

Email address

powaro@feelmorelaw.com

Password

User name

powaro

Domain

feemorelaw.com

Server

mail.feelmorelaw.com

Server requires encrypted (55L) connection

Account name

Powaro's account

Cancel

Sign-in

L

6. When the application finishes the configuration, click Done.
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Configuring Mail and Calendar on Microsoft Windows

All done!

Your account was set up successfully.

H powaro@feelmorelaw.com

Done h

You can start using the Mail and Calendar application on your Microsoft Windows 10 machine.
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Support for Apple iCal/Calendar using the CalDAV
standard

About CalDAV and Apple iCal/Calendar

CalDAV is an Internet standard which allows applications such as Apple iCal and Apple
Calendar to manage calendaring information on a remote server (Kerio Connect).

Kerio Connect supports the following CalDAV features:
e Calendar availability (free/busy information)
e Events with privacy tag
e Travel time for events
e Scheduling (invitation requests)
e Per-folder sharing (without delegation)
e Older sharing notifications
o Full delegation support

¢ Custom labels for shared calendars

The CalDAV standard does not support synchronization of nested calendars. To
synchronize all your calendars, they must be at the same level.

—» My Calendar My Calendar
Other calendar Other calendar
Mew calendar MNew calendar
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Support for Apple iCal/Calendar using the CalDAV standard

Configuring CalDAV account

Automatic configuration

Use Kerio Connect Account Assistant to automatically configure Apple iCal/Calendar accounts
on Mac OS X 10.6 or later.

Manual configuration

1. Run the Apple iCal/Calendar application.

2. In the menu, select iCal/Calendar— Preferences and go to the Accounts tab.
3. Click the + button to create a new account.

4. Select Add CalDAV Account and click Continue.

Accounts

General Accounts Alerts Advanced

Choose a calendar account to add...

» iCloud
@8 Exchange

Googler
facebook
YAHOQ!

© Add CalDAV Account...
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36.3 Sharing calendars

5. Select Manual, and type your credentials and the location of your Kerio Connect server.

Add a CalDAV Account

To get started, provide the following information:

Account Type:  Manual E

User Name: powaro

PaEE.WﬂFd: EEBEEEEEE

Server Address:  mail.feelmorelaw.com

6. Click Create.

Sharing calendars

If you configure Apple iCal/Calendar with CalDAYV, you can share individual calendars with
other users.

You can also use an advanced type of sharing — delegation. A delegate has full control over
your calendar and can also create and accept meeting invitations on your behalf.

To share a calendar:
1. Select the calendar you want to share from the list of your calendars.

2. Click the share icon next to the calendar name.

@ @ Calendars -+

mail. kerio. eu

] R. Cul Powaro N May 201 6
X M

Other on
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Support for Apple iCal/Calendar using the CalDAYV standard

3. Type the email address of the user, you want to share the calendar with.

4. To assign rights to the calendar, click the arrow next to the email address and select the
level of rights.

You can set sharing to View only or View & Edit.

® O ® Calendars -+ T m Month Year

J Share “R. Cul Powaro” with: =
mail.keric.eu
R. Cul P N miklein@feelmorelaw.com
Other Revert v View & Edit T
i " View Only |

5. Click Done.

Adding shared, public or resource calendar

Users assigned sharing rights receive a notification which invites them to join the shared
calendar.

Accept the invitation and the calendar is added to your calendar list.

r -

T Join “R. Cul Powaro®? Close
powaro@feelmorelaw.com invited
you to a shared calendar Jain

If you decline the invitation (or do not receive one), subscribe to the calendar in your Kerio
Connect Client and select it for synchronization.
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36.4 Assigning delegates

CalDAV/CardDAV

Select folders to synchronize with your iCal and CalDAV/CardDAV client:

Check all | Uncheck a
| Calendar

Calls tasks

Cases tasks

My contacts

Perzonal tasks

Powaro's calendar - lab

LA SR YA YA

My tasks

Calendar - branchZ-meetingroom (resource

<

Contacts (public folder

Launch dates [public folder

"~ When user adds a shared calendar, they can apply custom properties (for example,
colors, names, description) which does not affect the properties of the calendar owner. This
behavior is contrary to Delegation, where any calendar property changes performed by the
delegate directly affects the owner’s calendar.

Assigning delegates

You can also use an advanced type of sharing — delegation. A delegate has full control over
your calendar and can also create and accept meeting invitations on your behalf.

Delegates are assigned in the account settings, under the Delegation tab. Select the Edit button
to add a delegate.

Receiving immediate updates

In Kerio Connect 8.5 and newer, you receive updates immediately through the push
notification service.
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Support for Apple iCal/Calendar using the CalDAV standard

If a secure connection to the notification server is unavailable, users receive updates
later.
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Configuring Microsoft Windows 8 Mail using Ex-
change ActiveSync

Overview

Kerio Connect 8.1 and above supports the ability to synchronize mail, contacts, and calendars
to the Microsoft Windows 8 operating system via the Exchange ActiveSync protocol.

Beginning May 1, 2013, the support of Exchange ActiveSync in Kerio Connect is
available as an add-on. For detailed information, read the Exchange ActiveSync FAQs.

Configuring Kerio Connect

There is no additional configuration necessary to support Exchange ActiveSync (EAS) from
Microsoft Windows 8.

Check the following items:
o [Exchange ActiveSync add-on in Kerio Connect
e HTTPS service running and port 443 open on your firewall

e SSL certificate signed by a certification authority to simplify desktop configuration

Installing SSL certificate on your desktop

Users need to install a certificate if Kerio Connect uses a self-signed certificate.

1. Go to the Kerio Connect Client login page and click Integration with Windows.

2. Click the Download SSL certificate link.

ltg Mobile Devices

3 Download SSL certificate
Use this to connect to Kerio Connect on your mobile device.
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Configuring Microsoft Windows 8 Mail using Exchange ActiveSync

3. Open the file and select Install the certificate.
4. Select either the current user of local machine.
5. Browse for the Certificate store and select Trusted Root Certification Authorities.

6. Confirm.

@ = Certificate Import Select the certificate store you want to use.

| Personal

----- Bl Trusted Root Certification Authorities
[ 7| Enterprise Trust

[ Intermediate Certification Authorities

----- {7 Trusted Publishers
£ Lintrieted Certifirates

Certificate Store
Certificate stores are sy

Windows can automatica
the certificate.

[ ] show physical stores
() Automatically sele

(@) Place all certificate |

Certificate store:

| || Browse... |

Learn more about certificate stores

Mesxt || Cancel

Configuring Mail on Windows 8

~ Before you add an Exchange ActiveSync account, you must configure a Microsoft
account (e.g. Hotmail, Windows Live, Outlook.com)

1. In the Mail application, go to Settings — Accounts — Add an account.
2. Select Outlook and Show more details.
3. Fill in the information.

4. Connect.
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37.4 Configuring Mail on Windows 8

Add your Outlook account

Enter the information below to connect to your Outlook account.

Email address

maison@feelmarelaw.com

Server address

connect.feelmaorelaw.com

Domain

feelmorelaw.com

Username

malson

Password

Show fewer details

Now you can start using the Mail application and synchronize your Kerio Connect emails,
contacts and calendars.
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Synchronizing data with mobile devices

Overview
You can synchronize your Kerio Connect account with various mobile devices.

Read the following articles with detailed information:

Kerio Connect Sync app for Android devices

e Synchronizing your iPhone with Kerio Connect

e Configuring an Exchange ActiveSync account on Android devices

e Configuring Microsoft Windows Phone 8 using Exchange ActiveSync
e Configuring IMAP, CardDAYV, and CalDAV on Android based devices

¢ Manual Configuration of CalDAV and CardDAV accounts
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Integrating your account with Spark by Readdle

Overview

Spark by Readdle is an email application for iOS devices.

Creating accounts in Spark

1. Download the application through the App Store.

2. Open the app and tap Log in.

3. Tap Kerio Connect.
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Integrating your account with Spark by Readdle

Spark

Love Your Email Again

b




39.2 Creating accounts in Spark

esecc 02 -7 = 13:06 o W

X Connect to Service

Google
@3 Exchange

YaHoO!

® iCloud
&% Outlook

Privacy Policy




Integrating your account with Spark by Readdle

4. Type your email address and password, and tap Log in.

seecc 02 -CZ F 13:07 o .

{ Kerio Connect

E KerioConnect

powaro@feelmorelaw.com

Show advanced settings

5. Tap Done twice.
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39.2 Creating accounts in Spark

< Account Details

powaro@feelmorelaw.com

Name powaro@feelmorelaw.com

Title Work

Motification Preferences

All

Sends notification for every incoming e-mail

() Smart

Mutes strangers and automated e-mails
No Notifications

Turns off notifications

Aliases

Optional

If Spark cannot locate your account, your must also type the Kerio Connect server name:

1. Tap Show advanced settings.
2. Type your Server name.

3. Click Log in.
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Integrating your account with Spark by Readdle

{ Login

E-mail powaro@feelmorelaw.com

Mail Server

User name  powaro@feelmorelaw.com

Passwaorc TIIITIIT]

Server mail.feelmorelaw.com

Working with Spark

For additional information about Spark, consult the Spark knowledge base.
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Configuring Microsoft Windows Phone 8 using Ex-
change ActiveSync

Overview

Kerio Connect 8.0.1 and above supports the ability to synchronize mail, contacts, calendars,
and tasks to Microsoft Windows Phone 8 devices via the Exchange ActiveSync protocol (EAS).

Which data can be synchronized

For detailed information about which data can be synchronized to your mobile device, see the
product pages.

Configuring Kerio Connect

There is no additional configuration necessary to support Exchange ActiveSync (EAS) from
Microsoft Windows Phone 8.

Check the following items:
¢ Exchange ActiveSync add-on in Kerio Connect
e HTTPS service running and port 443 open on your firewall

The status of configured EAS devices can be viewed from the users dialog once the account
has been successfully added. In the administration interface, go to Accounts — Users, right
click on a user and select More Actions — Mobile Devices....
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Configuring Microsoft Windows Phone 8 using Exchange ActiveSync

Mobile Devices
Overview
Device « Status Last Sync
a Windows Phone B 0K 2013-04-29 12:21

Details

Protocol version:
Device ID:

Device registered:

Windows Phone B

MSFT-WP/8.0.5503

ActiveSync® 12.0
FFBEA34402515F2710BA4A1DCECE32DS

2013-04-25 12:15

| iDetails <<:

S S

Synchronized Folders

Folder Mame -

Last Sync

@ Calendar  2013-04-29 12:21
&) Contacts 2013-04-26 12:21
() NBOX, 2013-04-26 12:21
[dSentltems  2013-04-29 12:21
A Tasks 2013-04-29 12:21

Last synchronization: 2013-04-25 12:21
Status: OK
Remote host: 10.0.1.58 In case of conflict: Server wins
Close
Configuring Windows Phone 8

1. Launch the mail application from the home screen.

2. Ifitis the first time, create a new account. Otherwise, choose add email account from the

menu options.

3. Select advanced setup.
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40.4 Configuring Windows Phone 8

ADD AN ACCOUNT

o ﬁﬂlf.rr:rmft arz:cc:runt

o Outlc::c:rP

lovok,« 1, Exe !'..-|"IZ_; a Office 365

&! Yahoo! Mail

M Google

B other account
POP and IMAP

¥ advanced setup

4. Enter your email address and password and click next.
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Configuring Microsoft Windows Phone 8 using Exchange ActiveSync

e 1057
ADVANCED SETUP

sandy@feelmorelaw.com

l:l Show password

Your sign-in information will be saved.
If you're adding a business Exchange
account, your network administrator will
be able to remotely delete your content
and settings from your phone.
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40.4 Configuring Windows Phone 8

5. Select Exchange ActiveSync as the account type.

ADVANCED SETUP

Choose the kind of account you want to set
up. If you're not sure, check with your service
provider.

esSync

Exchange Acti

Internet email

6. Enter the name of your domain (e.g. feelmorelaw.com) and server address (e.g.
mail.feelmorelaw.com).
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Configuring Microsoft Windows Phone 8 using Exchange ActiveSync

EXCHANGE ACTIVESYNC

sandy@feelmorelaw.com

Show password

feelmorelaw.com

mail.feelmorelaw.com
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40.4 Configuring Windows Phone 8

7. Click Sign in.

Now you can synchronize your Windows Phone 8 device with your account.

If you are using a self-signed SSL certificate, you will receive an Untrusted Certificate
warning. Click continue to add the account. To avoid this warning, install a signed SSL
certificate on the Kerio Connect server. For details, refer to

If you synchronize your Kerio Connect account with an Exchange ActiveSync device,
the following applies due to the limitation of the Exchange ActiveSync protocol:
e Only the first three email addresses synchronize.
e The email address types don’t synchronize (for example, work email, or home
email).
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Delegation in Microsoft Outlook 2011

About delegation

Delegation is an advanced type of sharing. A delegate can act on your behalf. A delegate can
act on your behalf — they can send/confirm your event invitations, and/or send/receive your
messages.

Delegating users
In Outlook 2011, delegates must have at least Editor rights to act on your behalf.

With a lower level of rights, you receive the following error message:

Outlook cannot delegate one or more
items.

An error occurred while contacting the Exchange
SErver.

ook |

Assigning rights to delegates
1. In your account settings, go to section Delegates.

2. Select a delegate and click Set Permissions.
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41.2 Delegating users

Delegates who can act on my behalf:

|+[-]

At St ni. ! v

Send my meeting-related messages to:

[ My Delegates and Me

Kerio Connect 8.3.2 and newer — assign the delegate at least the Editor rights to Inbox
and/or Calendar.

Kerio Connect 8.2.0-8.3.1 — assign the delegate at least the Editor rights to both Inbox
and Calendar.

221



Delegation in Microsoft Outlook 2011

Permissions: Hector Mouse

Calendar: [ Editor (Can Read, Create, Modify Items) #]

|| Delegate receives meeting invites

ﬁ Tasks: | None :]

|| Inbox: [ Editor (Can Read, Create, Modify Items) #]
ﬁ Contacts: | None d
L| Notes: [ Mone :]

|_|Send permissions summary

Send message to delegate summarizing any updates to permissions.

|| Delegate can see my private items

[ Cancel ] [ OK }

4. Confirm.
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Kerio Connect Sync app for Android devices

Overview

New in Kerio Connect 8.5.2!

As an alternative to Exchange ActiveSync, the Kerio Connect Sync application for Android
devices uses CalDAV and CardDAYV to:

Synchronize your tasks, calendars, and contacts

Synchronize public folders

Push notifications to immediately synchronize changes

Synchronize calendar colors

Kerio Connect sync is a free application available on Google Play.

Installing the application

To install Kerio Connect Sync, download the app from Google Play.

Configuring your account

This article is based on Android 5.0.2

To start synchronizing:

1. On your Android device, open Kerio Connect Sync.
2. Type your email address and tap Next.

3. Type your password and tap Next.

4. Verify (or type) the server name, your username and password, and tap Sign in.
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Kerio Connect Sync app for Android devices

Add account ...

mail.feelmorelaw.com

powaro

Password

EEEEREEEREEEER Abc

5. Confirm the certificate for your server if warning appears.

6. Select the task and calendar folders to synchronize with your device and tap Next.

You can change the settings any time later.

7. Select the contact folders to synchronize with your device and tap Finish.
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42.4 Removing accounts

You can change the settings any time later.
8. Tap Done.

Kerio Connect Sync is ready to synchronize your tasks, contacts, and calendars.

Adding additional accounts

You can synchronize tasks, calendars, and contacts from multiple accounts with Kerio Connect
sync.

To add a new account:
1. On your Android device, open the Kerio Settings app.
2. Tap Add account.

3. Follow the same procedure as described above.

Removing accounts

To delete an account from Kerio Connect Sync:

1. On your Android device, open the Kerio Settings app.
2. Tap Remove account.

3. Tap the account you want to remove.

4. Tap OK to confirm the deletion.

Selecting folders for synchronization

Tasks and calendars

You can select the folders to synchronize with your Android device in your calendar or task
application settings.

You can also select the folders in the Kerio Connect Sync application:
1. Open the Kerio Settings app on your Android device.

2. Tap the gear icon next to your email address.
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Kerio Connect Sync app for Android devices

Kerio Settings

ACCOUNTS

) powaro@feelmorelaw...

3. Tap Select calendars to sync.

The list with calendar and task folders opens.
4. Select folders to synchronize.
To select the task folders to synchronize, you can also:
1. Open the Tasks app on your Android device.
2. Go to the settings.

3. Tap the Displayed Lists option.

The list of all your task folders appears.

4. Select the folders you want to synchronize.
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42.5 Selecting folders for synchronization

{ Displayed Lists

Tasks

powaro@feelmorelaw.com

Personal o

powaro@feelmorelaw.com

Cases ]

powaro(@feelmorelaw.com

Calls v

powaro@feelmorelaw.com

Synchronized Lists

Contacts

You can select the folders to synchronize with your Android device in your contacts
application settings.

Switching off the synchronization

To star/stop synchronizing tasks, and calendars in general:
1. Open the Kerio Settings app on your Android device.
2. Tap your email address.

3. Select the desired options.
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Kerio Connect Sync app for Android devices

powaro@feelmorelaw.com
Kerio Connect

Sync Calendar
Sync is OFF

Sync Tasks
Last synced 8/21/2015 10:51

Setting the synchronization interval

Kerio Connect sync can synchronize the folders to your Android device periodically and you
can select how often:

1. Open the Kerio Settings app on your Android device.

2. Tap the gear icon next to your email address.

ACCOUNTS

) powaro@feelmorelaw...
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42.6 Setting the synchronization interval

Select Enable Push to immediately receive updates upon change.

This option depends on your server settings.
Select the Periodic auto sync option.

Tap Sync interval and select how often to synchronize your account.
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Kerio Connect Sync app for Android devices

Sync settings for powaro@feelmorelaw.c...

Get help

Open account settings help in a browser.

SERVER SETTINGS

Select calendars to sync

Enable Push

Enables instant updates, if supported by v
the server.

SYNC INTERVAL

Periodic auto sync [

Sync Interval
2 hours

DATA SERVICE SETTINGS

Use cellular networks v




42.7 Creating contacts and calendar events

Creating contacts and calendar events

Your contacts and calendars synchronize to you mobile device. Open your device’s
contact/calendar application to create, edit, or remove contacts and calendar events.

Creating tasks

Kerio Connect Sync contains the Tasks application where you can add, edit and remove your
tasks.

To create a new task:

1. On your Android device, open the Tasks app.

The application with your task folders opens.
2. Tap the plus sign.

3. Select the task folder.
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Kerio Connect Sync app for Android devices

Edit Task

Calls

powaro@feelmorelaw.com

| &

[*]

Calls

powaro@feelmorelaw.com

Cases
powaro@feelmorelaw.com

[l Personal

powaro@feelmorelaw.com

Tasks

powaro(@feelmorelaw.com

-

4. Type the name for the task.

5. Select the task status.
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42.9 Editing tasks

N

L.
gl

needs action
needs action

. in process |

[

done

cancelled

R —=

Add a description.
Select the due date and time.
Save the task by tapping the tick sign .

Tap OK to confirm the deletion.

Editing tasks
To edit a task:

1.

2.

Open the Tasks application on your Android device.
Tap the task folder.

Tap the task you want to edit.

The task detail screen opens.
Tap the pencil icon .
Edit the task.

Save the task by tapping the tick sign .
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Kerio Connect Sync app for Android devices

Kerio Connect Sync opens the task for editing.

Completing tasks

To mark tasks as complete:
1. Open the Tasks application on your Android device.
2. Tap the task folder.

3. Tap the task you want to mark as complete.

The task detail screen opens.

4. Tap the icon.

Displaying completed tasks

By default, completed tasks disappear from your task lists. To see them again:
1. Open the Tasks application on your Android device.

2. Go to the settings.

3. Enable the Show completed tasks option.

You can see completed tasks in the task folders

Tasks +

m ke
o - Displayed Lists o
——
[ ] Calls Notifications v Call the Restaurant and make a reservation for " 8/28/2015

fee| me and my wife for tomorrow at 8 pm.

<)

i _ca_sfes | (Show completed tasks ¥ Buy dumplings
- Refresh

- Personal Call wife
sowarmaied  About
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Configuring an Exchange ActiveSync account on An-
droid devices

Overview

This article describes the initial configuration of an Exchange ActiveSync account on Android
devices.

The synchronization includes:
e Direct push of all email folders (See Synchronizing folders with mobile devices)
e Direct push of the default contacts and calendar folders
e Meeting invitations
e Remote lookup of public and shared contacts

e Remote wipe (See Resetting your mobile device in Kerio Connect Client)

Configuring your account

This article is based on Android 7.1.1

1. On your Android device, go to Settings — Accounts — Add account.
2. Tap Exchange.

3. Type your email address and tap Next.
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Configuring an Exchange ActiveSync account on Android devices

™
Add your email address

Enmter wour amail

powaro@feelmarelaw.com

MANUAL SETUP MEXT

4. Type your password and tap Next.

If your Kerio Connect server does not supports autodiscovery (see How to configure an
environment to enable autodiscover feature with Kerio Connect), the manual configuration
page is displayed.

P
powaro@feelmorelaw.com

Fassward

sssssEEss &)

Clie=m camificats
Mone

SELECT

Mobile device 1D
androidc225794042
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43.2 Configuring your account

5. Fill in the server name and tap Next.

Incoming server settings

TR LSBT T THE

powaro(@feelmorelaw.com

EEEEEAE R EEEE @

Client certificate

None SELECT

hobile device 1D

Sorer

mail. feelmorelaw.com

443

Security type

SSL/TLS

6. Tap Next.

7. Confirm the Remote security administration dialog box to allow Kerio Connect control
the security features (for example, the remote wipe).
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Configuring an Exchange ActiveSync account on Android devices

A Remote security administration

The server mail kerio.eu requires that you allow it to remotely control
some security features of your Android device. Do you want to finish

sefting up this account?

CAMCEL (8]

8. Type a name for the account and tap Next.

i

Your account is set up and
email is on its way!

Account name (optional)

Powaro work email

Displayed on sent messages

Now you accounts starts syncing.

To change any configuration, go to the account settings on your Android device.
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Synchronizing your iPhone with Kerio Connect

Overview

To synchronize your iOS devices, including iPads and iPhones, with your Kerio Connect
account:

o Install a profile with a SSL certificate, and IMAP, CardDAV and CalDAYV accounts

e C(reate an Exchange ActiveSync (EAS) account

Administrators should verify the correct ports are open on the firewall. See Server
configuration below.

Creating accounts automatically

Creating an IMAP account

To synchronize your account via IMAP, CalDAV and CardDAV, use the auto-configuration tool:
1. In your iPhone browser, type the URL address of Kerio Connect Client.

2. Tap Integration with device.
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Synchronizing your iPhone with Kerio Connect

& mail.feelmorelaw.com C

E KerioConnect

[ Usamame

| SRS

Fassworg

Inteqration with device
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44.2 Creating accounts automatically

3. Tap Mail, Contacts, Calendars.

& mail.feelmorelaw.com G

Set up my phone

| | Mail, Contacts, Calendars ) >

) Folders to sync >

SSL certificate >

4. Tap Continue.
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Synchronizing your iPhone with Kerio Connect

& mail.feelmorelaw.com _

Mail, Contacts, Calendars

This will install a profile which will set up your
Mail, Contacts and Calendar using CalDAY,
CardDAY, IMAP.

Use Exchange ActiveSync instead

Leam more

5. Type your username and password and tap Log In.
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44.2 Creating accounts automatically

Authentication Required
mail.feelmorelaw.com

pOWaro

ll"l'lillllq

Cancel

6. On the Install profile page, tap Install.
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Synchronizing your iPhone with Kerio Connect

Cancel Install Profile

powaro@feelmorelaw.com
Kerio Connect

Signed by ConnectBox
Not Verified

Description Configures powaro@feelmorelaw.com
Kerio Connect account.

Contains Email Account
CalDAV Account
CardDAV Account
Certificate

More Details

Accounts 3
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44.2 Creating accounts automatically

7. If your server uses, for example, a self-signed certificate, a warning may appear during the
installation. Tap Install anyway.

8. Tap Done.

Your iPhone is ready. To see additional settings, go to Settings — Mail, Contacts, Calendars
on your iPhone, and select the account.

To select which folders to sync to your iPhone, see Synchronizing folders with mobile devices.
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Synchronizing your iPhone with Kerio Connect

Profile Installed Done

powaro@feelmorelaw.com
Kerio Connect

Signed by ConnectBox
Mot Verified

Description Configures powaro@feelmorelaw.com
Kerio Connect account.

Contains Email Account
CalDAV Account
CardDAV Account
Certificate

More Details

Accounts 3
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44.2 Creating accounts automatically

Configuring an Exchange ActiveSync account

Exchange ActiveSync (EAS) is a licensed option. Ask your administrator if your
account supports EAS.

1. In your iPhone browser, type the URL address of Kerio Connect Client.

2. Tap Integration with device.

3. Tap Mail, Contacts, Calendars.
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Synchronizing your iPhone with Kerio Connect

& mail.feelmorelaw.com C

E KerioConnect

[ Usamame

| SRS

Fassworg

Inteqration with device
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44.2 Creating accounts automatically

& mail.feelmorelaw.com G

Set up my phone

| | Mail, Contacts, Calendars ) >

) Folders to sync >

SSL certificate >

4. Tap Use Exchange ActiveSync instead.
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Synchronizing your iPhone with Kerio Connect

a mail.feelmorelaw.com .

Mail, Contacts, Calendars

This will install a profile which will set up your
Mail, Contacts and Calendar using CalDAV,
CardDAV, IMAP.

Use Exchange ActiveSync instead

Learn more

5. Type your username and password and tap Log In.
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44.2 Creating accounts automatically

Authentication Required
mail.feelmorelaw.com

pOWaro

ll"l'lillllq

Cancel

6. On the Install profile page, tap Install.
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Synchronizing your iPhone with Kerio Connect

Mo SIM = 09:27 LI

Cancel Install Profile

powaro@feelmorelaw.com
Kerio Connect

Signed by ConnectBox
Mot Verified

Description Configures powaro@feelmorelaw.com
Kerio Connect account.

Contains Exchange Account
Certificate

More Details

Accounts
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44.2 Creating accounts automatically

7. If your server uses, for example, a self-signed certificate, a warning may appear during the
installation. Tap Install anyway.

8. Tap Done.

Your iPhone is ready. To see additional settings, go to Settings — Mail, Contacts, Calendars,
and select the account.

To select which folders to sync to your iPhone, see Synchronizing folders with mobile devices.
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Synchronizing your iPhone with Kerio Connect

Mo SIM = 09:28 LI

Profile Installed Done

powaro@feelmorelaw.com
Kerio Connect

Signed by ConnectBox
Mot Verified

Description Configures powaro@feelmorelaw.com
Kerio Connect account.

Contains Exchange Account
Certificate

More Details

Accounts 1
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44.3 Removing accounts

Due to the limitations of the Exchange ActiveSync protocol:
e Only the first three email addresses synchronize for each contact.
e The email address types don’t synchronize (for example, work email, or home
email).

Removing accounts

To remove profiles that has been installed via the auto-configuration tool, go to Settings —
General — Profiles. Select the profile and tap Delete Profile.

You can remove also your Exchange ActiveSync account via your Kerio Connect Client. See
Resetting your mobile device in Kerio Connect Client.
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Synchronizing your iPhone with Kerio Connect

£ Profile Profile

powaro@feelmorelaw.com
Kerio Connect

Signed by ConnectBox
Mot Verified

Description Configures powaro@feelmorelaw.com
Kerio Connect account,

Contains Email Account
CalDAV Account
CardDAV Account
Certificate

More Details

Accounts 3

Delete Profile



44 .4 Server configuration

Mohile Devices

List of Exchange ActiveSync devices registered with this mailbox:

iPhone 5 =

Status: oK

Device ID: WEV7LIDO1PPOT3AQATLNTS0GEMO

Last Synchronization: 2/4/2016 12:38 PM of Reset Device {T}
¥ Remove Device

Server configuration

Administrators should open the following ports on your firewall:

CalDAYV, CardDAV |TCP ports 80/443
IMAP TCP ports 143/993
HTTP/HTTPS (EAS)|TCP ports 80/443

To verify the status of EAS connected iOS devices, go to the administration interface to Ac-
counts — Users, select a user and click More Actions — Mobile Devices.
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Synchronizing your iPhone with Kerio Connect

Mobile Devices E]@
— Overview
Device = Status Last Sync
. iPhone 5 oK 20160204 11:39
== WindowsOutlookls oK 2016-01-15 09:25
D iPad OK 20160204 11:37

e —

— Details — Synchronized Folders
iPhone 5 Folder Mame « | Last Sync
i059.2.1 13015 5:* Calendar 2016-02-04 10:54
Contacts 2016-02-04 10:54
Protocel version: ActiveSync® 14.1 INBOX 2016-02-04 10:54
Device I0: ; k& | Motes 2016-02-04 10:05
Device registered: 2016-02-04 10:05 ij Tasks 2016-02-04 10:54
Last synchronization: 2016-02-04 11:39 53 asdfgdf 2016-02-04 10:54
Status: oK
Remote host: 10.10.10.1 In case of conflict: Server wins
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Installing and upgrading Kerio Outlook Connector

About Kerio Outlook Connector

Kerio Outlook Connector (Offline Edition) is a Microsoft Outlook extension that you can use
to manage your Kerio Connect email, events, contacts, and tasks in Microsoft Outlook.

The Offline Edition synchronizes all changes with Kerio Connect once you reconnect.

Downloading Kerio Outlook Connector

For supported versions of operating systems and Microsoft Outlook, visit Kerio Connect
product pages.

To download the installation package, follow these steps:
1. Open the Integration with Windows page in your browser:

e on the Kerio Connect Client login page, click on the Integration with Windows
link, or

e click your name in Kerio Connect Client and select Integration with Windows.

a A" R Cul Powaro v

i Settings
E KerioConnect _
Out of Office

Change theme >
Integration with Windo@
elaw Help

About

Inteqgration with Windows

2. Click on Download Kerio Outlook Connector.
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Installing and upgrading Kerio Outlook Connector

Installing Kerio Outlook Connector

! \ Before you install Kerio Outlook Connector, install and run at least once the MS Out-
look application.

A standard installation wizard is used to install Kerio Outlook Connector.

After the installation, you must create a profile for each user.

If you install Kerio Outlook Connector as an MSI package remotely on user computers,
set the Ignore language when deploying this package option as active in Microsoft Active
Directory.

Switching from the online version to the offline version of the Kerio Out-
look Connector

Kerio Outlook Connector includes a special utility which converts old profiles to new profiles.

Upgrading Kerio Outlook Connector

If the administrator has turned on automatic updates, MS Outlook will check for new versions
automatically upon each startup.

If a new version is available, we recommend to update Kerio Outlook Connector.

Read article Kerio Updater Service installation for information on how Kerio Technologies has
improved the upgrade process.

Upgrading Microsoft Outlook

When you upgrade or downgrade MS Outlook, you must reinstall Kerio Outlook Connector
manually.
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Creating profiles in MS Outlook

About profiles

After installing Kerio Outlook Connector (Offline Edition), or KOFF, you must create user
profiles before using Microsoft Outlook.

For Kerio Connect 8.3 and newer and Microsoft Outlook 2010 and newer, you can add multiple
Kerio Outlook Connector accounts in one profile in Microsoft Outlook. For older versions, a
single Kerio Outlook Connector account is allowed for each profile.

If you install KOFF on a computer with Kerio Outlook Connector, you can convert old
profiles to new ones.

If you are switching to Kerio Connect from another mailserver (e.g. Exchange), you must
create new profiles in MS Outlook.

Creating user profiles

You can create profiles automatically or manually.

Automatic configuration

Kerio Connect has a special tool for automatic configuration of your MS Outlook account.
1. Open the Integration with Windows page in your browser:

e on the Kerio Connect Client login page, click on the Integration with Windows
link, or

e click your name in Kerio Connect Client and select Integration with Windows.

a A' R Cul Powaro ¥

i Settings
E KerioConnect

Cut of Office

Change theme >

Integration with Windo@
elaw Help

About

Intearation with Windows
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Creating profiles in MS Outlook

2. Download the auto-configuration profile creator which is specific for each user account.

Integration with Windows Lnux Mac blobile Devices

Connect your PC to Kerio Connect:

@ Microsoft Outlook

3 Download Kerio Outlook Connector
Synchronize calendars, contacts and email between Kerio Connect and your PC. Click
here to auto-configure Kerio Outlook Connector

Download my calendar file (.ics)
Manually import your current calendar into Outlook 2007 and later (no synchronization).

3. Run the profile creator tool.

The tool creates a Microsoft Outlook profile and synchronizes your Kerio Connect account to
Microsoft Outlook.

Manual configuration

To create a profile manually, go to the computer’s Control Panel — Mail and click Show
Profiles:

1. Click Add, enter a name for the profile and confirm.

2. Select Manually configure server settings or additional server types and continue.
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46.2 Creating user profiles

3. Select Other service and Kerio Connect (KOC Offline Edition) and continue.
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Creating profiles in MS Outlook

4. Enter the server name (or IP address) of Kerio Connect, your account name (Kerio Connect
username) and password.

If the user is not from the primary domain, the username must include the domain (e.g.
maison@feelmorelaw. com).

To check the connection, click on Retrieve Info — if the data is correct, the dialog displays
the name and email address of the user.

-
Keno Qutlook Connector M

Maintenance Synchronization Settings
Account Server Details Other Mailboxes
Server name: feelmorelaw.com
Authentication

(") Secure Password Authentication

@ Manual Authentication

Account name: regret
Password: T
Save password

User Information
Username: Meg Rearet

Email address: regret@feelmorelaw. com

Retrieve Info !kj

[ Ok J | Cancel
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46.3 Converting old profiles to profiles for Kerio Outlook Connector (Offline Edition)

5. Confirm.

Converting old profiles to profiles for Kerio Outlook Connector (Offline
Edition)

1. Install Kerio Outlook Connector (Offline Edition).
2. Run Start — All Programs — Kerio — Outlook Profile Conversion Utility which converts

all Kerio profiles to profiles for Kerio Outlook Connector (Offline Edition).

One workstation is shared by multiple users

Install KOFF only once and run the Outlook Profile Conversion Utility for each user.

Kerio Outlook Connector is installed without connection to Kerio Connect
Run the Outlook Profile Conversion Utility.

To finish the conversion when you connect to the server, follow these steps for each Kerio
profile:

1. In the profiles dialog (in Control Panel — Mail), select the Kerio profile and click on Prop-
erties.

2. Click on User Accounts.

3. On the following page, double-click on the Kerio account and confirm the settings.

Conversion to the Kerio Outlook Connector profile is finished automatically
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Adding multiple accounts in a single profile in Mi-
crosoft Outlook

Overview

When creating profiles in Microsoft Outlook 2010 and newer, you can now add multiple Kerio
Outlook Connector accounts in a single profile.

Adding additional account to a profile

1. Install Kerio Outlook Connector 8.3 and newer.
2. Create a profile in Microsoft Outlook.
3. Open the profile and click File — Account Settings.

4. On the E-mail tab, click New.

' k'
Account Settings ﬁ

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E'mﬁﬂl Data Files I RS5 Feeds I ShareFaint Lists I Internet Calendars I Published Calendars | Address Books

:4I ﬂew..h b Repair... @ Change... Q Set as Default }( Remove i &

MName Type

ﬂ Kerio Connect (KOC Offline Edition) MAPI (send fram this account by default)
regret@feelmorelaw. com sends as Meg Regret <meg@feelmorelaw... MAPL

1| 1 3

Selected account delivers new messages to the following location:

Meg Regret\Inbox
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47.2 Adding additional account to a profile

5. Configure the new account manually.

6. Restart your Microsoft Outlook.

=R Inbox - Meg Regret -

Home Send / Receive Folder Wiew ESET Kerio Connect
E ' algnore x @ spam .\_a .\_ig .\_a 2L Meeting 3 Move to: 7 i To Manager o3 Jf
= %= CleanUp ~ @IM - 3 Team E-mail & Done ]

Mot Spam
New  Mew Delete Repl Reply Forward . Move Ru
E-mail Items~ &Junlﬂ:v 0] Out Of Office [ AFI)IY ?‘% More ~ Q Reply & Delete “# Create New = . ]
New Drelete Kerio Connect Ta Respond Quick Steps [F] Iy
Drag Your Favorite Folders Here < L
........................................................... Account Settings T — -u]

4 Meg Regret
> [ Inbox (4]
7 Drafts [7]
[ Sent tems

& Deleted Items

E-mail Accounts
‘You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files | RS5 Feeds | SharePint Lists | Internet Calendars | Published Calendars | Address Books

[ Infected Items
(g Junk E-mail [2]
@ Cutbox

[ RSS Feads

E}.‘i Search Folders

g Mew... 'S FRepair., %0 Change... @@ SetasDefault 3¢ Remove @ # i

Mame Type i
regret@feelmorelaw.com - Kerio Connect (KOC Offline Edition) MAPI {send from this account by default) II
regret@feelmorelaw. com sends as Meg Regret <meg@feelmorelaw... MAPI

4 Laboratory Mailbox laboratory @feelmarelaw.com - Kerio Connect (KOC Offline Edition) MAPT

[ Inbox (1)

@ Drafts

@ Sent Items
&) Deleted Items

[ Junk E-mail < . b
[ Outbox |
[ RSS Feads

G.‘i Search Folders

Selected account delivers new messages to the following location:
Meg Regret\Inbox

[+ Public Folders

I
When you compose messages, you can now select from which account you want to send.

' ™
REH9 2 95 Untitled - Message (HTML) =R
m Message Insert Options Format Text Review Al 0

= ¥ - -y ggﬂ @ 0 AttachFile ¥ Follow Up ~ e
—] B3 | B I U |:=-i= iE £ 0 Attach tem = ¥ High Importance \
Paste [ Address Check Zoaom
. ¥ - A E=EE|E Book Mames | 2% Signature = | I} LowImportance
Clipboard Basic Text MNames Include Tags x| Zoom

From = regret@feelmorelaw.com - Kerio Connect (KOC Offline Edition)

— regret@feeimorelaw.com - Kerio Connect (KOC Offline Edition)
Send

laboratory @feelmaorelaw. com - Kerio Connect (KOC Offline Edition)%

Other E-mail Address. ..

b || || |
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Adding multiple accounts in a single profile in Microsoft Outlook

Removing accounts from a profile

To remove accounts from a profile, follow these steps:
1. Open the profile in Microsoft Outlook.
2. Click File — Account Settings

3. On the E-mail tab, select the account you want to delete and click Remove.

( B
Account Settings — —— T —— g

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files I RSS Feeds I SharePoint Lists I Internet Calendars I Published Calendars | Address Books

H‘ New... S FRepar.. [0 Change... @ SetasDefault | X Remove [\r‘ﬁ L ]

W

MName Type

a regret@feelmorelaw. com - Kerio Connect (KOC Of... MAPI (send from this account by default)
laboratory @feelmorelaw. com - Kerio Connect (KO... MAPI
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Synchronizing Microsoft Outlook with Kerio Con-
nect

Online and offline modes
Kerio Outlook Connector (Offline Edition) supports both modes, online and offline:

Online mode
is the standard MS Outlook mode which requires connection to Kerio Connect

Offline mode
allows working with MS Outlook without connection to Kerio Connect
This requires all email, events, tasks, etc. are stored in the local message store on the
client station. When you switch to online mode, all new messages, events and tasks are
synchronized with the server’s store automatically.

About synchronization

Kerio Outlook Connect can synchronize any folder in Kerio Connect in one of the following
modes:

o full synchronization of the folder

o synchronization of header and message body in plain text — with this option,
attachments are not downloaded automatically

The default synchronization works as follows:
e Inbox — whole messages are synchronized.
e Other email folders — only message headers and body in plain text are synchronized.
e Events — whole events are synchronized.
e (Contacts — whole contacts are synchronized.

e Tasks — whole tasks are synchronized.

Notes — whole notes are synchronized.

Upon each startup of Microsoft Outlook, Kerio Outlook Connector synchronizes the currently
opened folder first.
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Synchronizing Microsoft Outlook with Kerio Connect

Setting folder synchronization

To enable/disable synchronization and select a synchronization mode of individual folders,
follow these steps:

1. Right-click a folder and select Properties.

2. On tab Folder Synchronization, select the synchronization mode (or enable/disable the
synchronization).

Pathology department Properties ﬁ

| General | Home Page | AutoArchive | Folder Sharing | Folder Synchronization

Choose synchronization type for this folder,

Enable synchronization of the folder

(7 Synchronize headers only

(@ Synchronize whole messages

[] set also to all subfolders now

If this folder is not being synchronized correctly, you may reset the synchronization
status. This will replace the contents of the folder with the latest items from the
SErVEr,

[ Reset Synchronization ]

[ oK ][ Cancel ][ Apply ]

3. Confirm the settings.

~ If you disable synchronization of a previously synchronized folder, all present items
will remain synchronized.
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48.4 Solving synchronization conflicts

Solving synchronization conflicts

Synchronization conflict occurs when a message, event or any other item is changed both on
the server and in Kerio Outlook Connector between synchronization.

If a conflict occurs during the synchronization:

¢ the item saved on the server overrules the item in Microsoft Outlook (Kerio Outlook
Connector).

e you receive a special message with information about the conflict

The item from Microsoft Outlook is saved in a special folder called Conflicts (available only in
MS Outlook). If you prefer to keep the item in MS Outlook, move it from the Conflicts folder
and replace the synchronized item from the server to the original folder.
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Sorting messages in MS Outlook

About filters

Messages delivered to you Microsoft Outlook via Kerio Outlook Connector (Offline Edition) are
stored in folder Inbox.

If you have additional folders, you can move messages:
e« manually — drag messages to folders

e automatically — sort messages using filters

Creating filters

To sort messages to folders automatically, follow these steps to create filters:
1. In MS Outlook on tab Kerio Connect, click Options.

2. Click Filtering Rules.
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49.2 Creating filters

-
Kerio Cutlock Connector - Options - u

Out of Qffice

- Automatically reply to incoming messages while you are out of office.
[:_] The reply is sent to each sender only once a week.

Qut of Office...

Junk E-mail (Spam)
ia Confirm marking of an email as junk email

Move suspected junk email to the Junk E-mail folder

N Trusted Senders, ..

Filtering Rules L
Eq.. The rules will be applied to all messages delivered to the server.

' |
i Filtering Rules... [: |

|| Cther Preferences

g Show warning if the Kerio Outlook Connector is not set as the default
- store

| Customize Sender... |

| | ok || cancel |

3. Create new or edit existing rules.
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Sorting messages in MS Outlook

-

Filter Rule

e

Select the rule conditions and actions first, then specify the values in the rule
description.

1. Select the conditions:

[ ] Where the To line contains address -
[ Where the Cc line contains address ¥
[ Where the Sender line contains address

™ Where the Subject line contains words

2. Select the actions:

[] Move it to the specified folder -
¥ Forward it to address

LM
[ Reject message (return to sender)
[ Keep in INBOX

3. Edit the description (didk on an underlined value):

Apply this rule when the message arrives.

Where the Subject line contains 'Press conference’
Forward it to regret@feelmorelaw.com
and Stop processing more rules

4, Specfy a name for this rule:

Fwd press conference stuff to Meg Regret]

Messages may comply with multiple rules. If you want messages to be filtered by the

first rules which matches, select the Stop processing more rules option in the Select the
actions section.

4. Click OK.

Rules are tested from the top downwards. Use the Up and Down buttons to move rules within
the list.
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Subscribing and sharing folders in Microsoft Out-
look

About sharing
In Microsoft Outlook with Kerio Outlook Connector, you can share any folder with other users.

First, you assign sharing rights to users. Second, users subscribe to shared folders.

Sharing folders

1. In Microsoft Outlook, right-click a folder and select Properties.
2. In the Properties dialog, go to tab Folder Sharing.
3. C(lick the Add button.

4. In the Folder Sharing - Add dialog, select with whom to share the folder and type the
email address.

You can click Address Book to select from a list of users.
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Subscribing and sharing folders in Microsoft Outlook

( |
Press releases Properties

| General | Home Page | AutoArchive | Folder Sharing | Folder Synchronization |

Tao share a folder, add at least one user or group to the list, If you want the folder
not to be shared, remove all users and groups.

Users/Groups Access

ﬂ regret@feelimorelaw. com Cwner

g
Folder Sharing - Add I 28 |

Allow access to folder for:

M
Group

Authenticated user from domain
Authenticated user
Everyone

I Add... I| Remove | ~ F

[7]set also to all subfolders now

5. Click OK.

Kerio Connect assigns Reader rights by default.

6. Click OK to save the Properties dialog

Changing sharing rights
1. In Microsoft Outlook, right-click a folder and select Properties.
2. In the Properties dialog, go to tab Folder Sharing.

3. Click on a user and select the type of sharing rights from the drop-down menu.
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50.3 Removing sharing

-_—

x

Press releases Properties

|Guna||mp£|mmdiw: Folder Sharing Folder Synchronization

To share a folder, add at least one user or group to the list. If you want the folder
not to be shared, remove all users and groups.

B

Users/Groups Access
,a regret@feeimorelaw. com Ownier
lmﬁm@ﬁ:ﬂlﬂnﬁlﬂw.mﬂ Reader

I Add... I Remaove |Reada' I |

Administrator

[] set also to all subfolders now

Reader

I
1_?

oK || Concal |

4. Click OK.

Removing sharing
1. In Microsoft Outlook, right-click a folder and select Properties.
2. In the Properties dialog, go to tab Folder Sharing.

3. Select a user and click Remove.

Subscribing to shared folders

Users can subscribe to shared folders by following these steps:
1. In Microsoft Outlook, go to File — Account Settings.

2. Double-click the Kerio Connect account.
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Subscribing and sharing folders in Microsoft Outlook

i - '
Account Settings M

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E—rnalll Data Files I RS5 Feeds I ShareFoint Lists I Internet Calendars I Published Calendars | Address Books

_:\_'f"-New... S pepair.. B0 Change... @ Sebas Default 3 Remove & &

| Mame Type
@ Kerio Connect (KOC Offline Edition) MAPI (send fram this account by default)

3. Go to tab Other Mailboxes and click Add.

4. In the Attach Mailbox dialog, type the email address of the user who shares their folder
with you.
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50.4 Subscribing to shared folders

( |

Kernio Qutlook Connector

Account | Server Details | Other Mailboxes | Maintenance

To view folders shared to you by other users, attach their
mailboxes by adding the usernames to the list.

Attached mailboxes:

.
Attach Mailbox - 23 |

Email address or username:

regret@feelmarelaw.com

Public Folders
Enable Public Folders

5. Click OK and confirm the account settings.

Microsoft Outlook displays the shared folders in the tree under the user name of the folder
owner.
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Using delegation in Microsoft Outlook with Kerio
Outlook Connector

About delegation

Delegation is an advanced typed of sharing. A delegate can act on your behalf. A delegate can
act on your behalf — they can send/confirm your event invitations, and/or send/receive your
messages.

Delegating users

1. Sign in to your profile in Microsoft Outlook and go to tab Kerio Connect.

2. Go to section Delegation.

0] _i | = Inbox - R. Cul Powaro - Microsoft Outlook

Home Send / Receive Folder View ESET Kerio Connect
¢ & Beo

Options Delegation About Help

Kerio Outl-:u%k Connector

3. Click Add under the Delegates who can act on my behalf box and select delegates.

4. By default, you allow delegates access to your calendar and Inbox. Click the switch button
next to the delegates name to disable acces to your Inbox (delegates can only send and
accept event invitations).
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51.2 Delegating users

f' !
Kerio Cutlock Connector - Delegation ﬁ

Delegates who can act on my behalf {dick to change delegate's access rights
to the Inbox):

Mame Access to Inbox

Hector Mouse <mouse@feelmorelaw.com = (o

Meg Regret <regret@feelmorelaw, com = —

Add ] [ Remove

5. Save the settings.

You can delegate as many users as you wish.
The delegates can now see your Inbox/Calendar in Microsoft Outlook and can act on your

behalf.
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Using delegation in Microsoft Outlook with Kerio Outlook Connector
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Selecting from which address to send messages in
Microsoft Outlook

Overview

With Kerio Outlook Connector 8.3 and newer, you can now select from which address you
send messages in Microsoft Outlook.

The addresses from which you can choose from include:
e your email address
e all your aliases
e addresses from all accounts in your profiles

e address of people you are a delegate of

Selecting the From address

1. Open your profile in Microsoft Outlook.
2. Click New E-mail.

3. Click the From button and select an address.

i ™
EXIE™ B S Untitled - Message (HTML) Iilﬂlg
Message Insert Options Format Text Review &y g

¥ A A 335 [l Attach File ¥ Follow Up -
53 B I O . ﬂAttachItem' ¥ High Importance

]
4
=

Paste o ] Address Check
- ¥ ahy A === Book Mames I_giSignaturIE:* I Low Importance
Clipboard Basic Text Names Include Tags = | Zoom
From = regret@feelmarelaw.com - Kerioc Connect (KOC Offline Edition)

ﬂ regret@feelmorelaw. com - Kerio Connect (KOC Offline Edition) |

Send
laboratory@feelmorelaw. com - Kerio Connect (KOC Offline Edition) % |

regret@feelmorelaw.com sends as Meg Regret <meg@feelmorelaw, com = |

regret@feeimorelaw.com sends on behalf of . Cul Powaro <powaro@feelmorelaw. com >

b T

CQther E-mail Address. ..

Now you can compose the message and send it from your selected address.
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Using alternating email addresses when scheduling
events

Overview

" New in Kerio Connect 9.0.2!

If users have multiple email addresses, you can use any of them when scheduling events in
Microsoft Outlook without duplicating events in your calendar.

Adding an alternative address to Microsoft Outlook

To use an alternative email address for scheduling events, users must specify this address in
their Kerio Outlook Connector:

1. Open Microsoft Outlook.

2. On the Kerio Connect tab, click Options.

Inbox - R. Cul Powaro - Qutlook

Home Send / Receive Folder View Kerio Connect ::;:: Tell me what you want to do...

© & Qe

Options Delegation About Help

Kerio Qutlook Connector

3. C(Click Customize Sender.
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53.2 Adding an alternative address to Microsoft Outlook

-
Kerio Cutlock Connector - Options ﬁ

Out of Qffice

- Automatically reply to incoming messages while you are out of office.
[:_] The reply is sent to each sender only once a week.

Qut of Office...

Junk E-mail (Spam)
= Confirm marking of an email as junk email

=

Move suspected junk email to the Junk E-mail folder

Trusted Senders, ..

Filtering Rules
Eq.. The rules will be applied to all messages delivered to the server.

Filtering Rules...

Other Preferences

e Show warning if the Kerio Outlook Connector is not set as the default
store

[ Customize Sender... [}‘J

o ) [

4. 1In the Email address field, type the email address to use for scheduling.
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-
Customize Sender u

User Information

Mame: R. Cul Powaro

Email address: powaro@feelmorelaw. com

Custom Settings

Marme:

Email address: rculpowaro @feelmorelaw ., com|

"] Use this address for meeting organization

5. Click OK.

Now all your events use the specified email address.
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