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1. GETTING STARTED

1.1 Overview

Welcome to OpenHand.

OpenHand allows you to dial in to your network remotely via a laptop or PocketPC, to
access and update your email, calendar, contacts and tasks. OpenHand gives you the
option of working in real-time, or downloading the information to your device and
working offline.

If you choose to work in real-time, the information is not stored on the mobile device — it
is held only on your organisation’s server. This means there is no risk to your
information if your device is lost or stolen, and that the information is updated in real-
time on your servers.

Alternatively, OpenHand allows you to store emails, calendar items, contacts and tasks
locally on the device. These files can then be accessed and edited when you are offline
(they are also accessible when working online), and uploaded when you next connect.

Unlike synchronisation, which transfers all files, OpenHand allows you to save only the
required files.

This user guide is aimed at PC users, a separate guide is provided for PocketPC, Palm,
Clié, Sony Ericsson P800/P900 users.

1.2 Starting OpenHand

1. Double-click the OpenHand icon. s

2. The OpenHand Main Menu screen is displayed.

o OpenHand - Off-line

File Miew Actions Settings  Abouk,.. Download client, ..

[d P zd & "

b il Calendar Contacts T aszks M avigate

() Go orvline %Ppenﬂﬂnﬂ

OpenHand Main Menu Screen — Not On-Line
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1.3 OpenHand Screen Layout and Navigation

From the main window, use the View menu or click one of the following icons on the
Main Menu:

1.3.1 Main Menu and Toolbar

Allows you to read, reply to and create new emails.

Shows your calendar and appointments, which you can add and edit.
Shows a list of your contacts — from here you can add and edit appointments.
Allows you to view, add and edit tasks.

Navigate your folders.

Log in to OpenHand.

@ @0 o 8 al o

Log out from OpenHand.

Tip: Hold your mouse over an icon to see an explanation of its function.

1.3.2 Other Icons

Go to a different folder.
Create a new item.

View the selected item; from here the edit facility is normally available.

Delete the selected9 item.
Copy selected email(s) to the local mail folder.
Recover emails saved in the local drafts folder.

Find emails

IHeceived, descending 'l Sort email ||St

28w g g W0

Purge emails

Edit

Refresh the list and show any new items.
Attach a file to an email

Compose new email

Send the email

Reply to the sender of the email

Reply to sender and all recipients of the email

RE Pl @Ra e U

Forward the email to another recipient
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o

Shapsh .
LEe Saves a copy of selected folder (mail, calendar, etc.) to local drafts folder

t8Io. Select “To” email recipients
2HCe gelect “Cc” email recipients

2YBec.. Select “Bcc” email recipients
Bend  Find contact

® Change time interval displayed on your calendar
il Move list view up one page.
I? Move list view down one page.

1.4 Log in to OpenHand

1. Create an active network connection (see your manufacturer’s hand book for details).

2. Click on the green arrow on the OpenHand Main Menu to go on line. @ Go onvine
3. The Login Menu will be displayed.

OpenHand - Login g]

79penHand

Mahile Technology Today

Userame |domain\ioebloggsl

Paszword |

I Save Password

QK | Qonnection| Cancel |

OpenHand Login Screen

4. Type in your Username for the server you are connecting to. The format depends on
the type of server:

For Microsoft Exchange : <DOMAINNAME> \ <USERNAME>

5. Type in your Password for the server you are connecting to:

For Microsoft Exchange : Use your LAN Account password

N.B. The ‘Connection’ button should only be used when directed by your support
personnel. For reference, this shows the ‘IP’ address of the OpenHand server and the
connection port number. The Security Key box should never be changed without the
prior approval of your IT support department.

Server |

Port ||

Security key I xxxxxxxxxxxxxxxx

I~ UseSSL

Cettified Host |

oK I Cancel
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6. Click ok in the Login Menu (see 1.4.3 above).

7. The Main Menu will be displayed. The connection status arrow and text change to red
and “Go off line” respectively.

¢ OpenHand - On-line

File Wiew About... Download new client. ..
= ¥ &8 & =
Mail Calendar Contacts Tazks Mavigate
(® Go affine \%Elpenﬂ'ﬂnd

OpenHand Main Menu Screen — On-Line

Notes:

a. To simplify the login procedure you can check the box next to Save Password. The
device will store both your Username and Password so you will just need to click
Connect in future. This feature is controlled by your IT manager, if you cannot save
your password it may be that you do not have permission to do so. You should
consider the security implications before using this feature.

b. If you are unable to log in:

Check your Username and Password are correct and are in the right format for
the type of server you are connecting to.

2. Check that Caps Lock is not on.

. Connection ) ] ..
3. Click ——l to check your connection settings. Your network administrator
will advise you of the correct settings.

1.5 Log out of OpenHand

1. Click on the red arrow in the Main Menu. This will change to green and the text will
read, “Go on-line”.

2. To exit the Main Menu click on File then Exit.

3. Close your Active Network Connection.

1.6 OpenHand client information

1. Select ‘About...” from the Main Menu. The version and copyright information will be
displayed. Press | to close the ‘About’ box.
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About OpenHand |

Z9penHand

Powered by LOUIS technalogy .
Wersion 3.0.22

www.openhand-mabile com

Parts Copyright @ 2002-2004 OpenHand %oftware, Ltd.
Partz Copyright @ 1992-2004 Softiz hi.
Al Rights Reserved. Use of software subject to restricted licence.

OpenHand “About” Screen
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2. = MAIL

2.1 View mail

1. Click = on the Main Menu.

2. The Mail List is displayed. The screen is divided into the folder list and the emails in
the current folder, displayed in descending order of date received. Unread emails are
shown in bold.

# DpenHand - Mail List [tim storey] i o (] 3]
8 = = = a2 9 @ : 2 @) SonBy o
Show New Reply Forward Purge Delete  Copy Edit Refresh Find Received, descending ™ Sriapshot
=) Folders @!From \Subiect |Date |S\ze
#- Local Starage Tim Storey unread mail 24/10/2005 13... 399
B "":E"E” 3 Td‘";ft‘”’ey Mark Westwood OpenHandEx update 24(10j2005 10:33 1916
i e E;':: g 2 Veronica Murrey RE: matrices 24/10/2005 08:45 60
| Contacts Veronica Murrey RE: matrices 24{10§2005 05:45 847
| Deleted ltems hic Caiger RE: Introduction o Java network progr. . 1971072005 15:36 2695
- Dahs B Tim Belfall Mew Client Software 580, UIQ 19/10/2005 13:10 394090
. Inbox Tim Storey Fy: gaim 18/10/2005 19:07 1897
o doumal IMark Westwood RE: java networking 18/10{2005 15:48 624
. Notes B Veronica Murrey RE: security matrix 14/10/2005 17:06 319705
L gu"zcl'tx Mark Westwood Fw: download link 13102005 10:17 661
(] T::ks L B Mark Westwaod revised telephans list 12/10/2005 16:07 445638
@ Public Folders Mark Westwood RE: have a look please. .. 12/10§2005 14:33 750
(N . Tirn Belfall FW: Testing Matrix 10/10f2005 10:38 178
[ Al &ddress Lists B Mark westwood RE: email checking [ saving email locally 05/10/2005 12:26 22460
[#- Mailbos - Meeting Room IMark Westwood 1P address 05102005 10:06 450
[#- Mailbox - OpenHand Calendal SRR ica Murrey npa
B Files Wark Westwood Extranet 30/09/2005 15:48 429
2|
a | k|
[Total number of messages is 17 - 1 unread | o
__________________________________________________________________________________ |
dstart| | @ @ 49 9B & | 920perHnd | 5 tims on fileserveridey' | @ SugarcrM - Commerd... | ] OH User Guide Window.ul «@mB @ 142

Initial Mail List screen

Tip: On the Main Menu you can also click View and then click Mail to view your mail.

2.1.1 Access another Email folder

On the Mail List, click the required folder from the folder list. N.B. Clicking on the + or —
next to a folder will expand or contract the folder structure. Clicking on the folder name
will list the emails within the folder.

2.1.2 Check for new Emails

F

On the Mail List, click P&=h {5 see new emails.

2.2 Read an Email

1. Click = on the Main Menu.
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2. On the Folder List, click the required folder.
=
3. On the Mail List, double-click the required email, or highlight the email and click =ha#

‘= =y

Tip: You can reply to the email by clicking F2P¥ on the main toolbar, or use Feward ¢
send it on to different recipients.

2.3 Reply to an Email

1. On the Mail List, click the required email.
‘=2
2. Click Feply

3. The reply page is displayed with the sender pre-filled as the recipient and the subject
pre-filled.

4. Type in your reply.

5. Click =3,

Notes:
1. You can add additional recipients by specifying their email address in the To, Cc or

Bcc fields. Either click To.. to select recipients from your contacts list or type in

the email addresses separated by a semicolon (;). Click Sz and Bee 1o pick
up contacts for those fields.

2. You can click @ to add any attachments to the email. This opens a browse window:
select the directory and double-click on the required file.

2.4 Accepting a Meeting Invitation

1. On the Mail List, click the required email.

|
2. Click Feply

3. The reply page is displayed with the sender pre-filled as the recipient and the subject
pre-filled.

4. Below the Subject line is the meeting reply selection box. Click on the required
response.

keeting Feply
(v Accepted
" Declined

" Tentative
5. Type in your reply.

6. Click =3,
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2.5 Forward an Email

1. Click on the required email.

=
2. Click Fanward

3. The Forward Page is displayed with the subject pre-filled.

4. Enter the recipient(s) of the email in the To field, either by typing their email address
or by clicking To.. to select from the Contacts List. Use a semicolon (;) to
separate recipients.

Ce...

5. Enter any recipients in the Cc and Bcc fields either by typing or clicking and

Bee...
6. Type in your covering email.
. Click =2

\‘

2.6 Create a new Email

1. On the Mail List, click &=,
2. The new mail page is displayed.

3. Enter the recipient(s) of the email in the To field, either by typing their email address

or by clicking 12 {0 select from the Contacts List. Use a semicolon ;) to
separate recipients.

8 Cc..

4. Enter any recipients in the Cc and Bcc fields either by typing or clicking and

Boeo...
5. Type in your email.

6. Click @ to add any attachments to the email. This opens a browse window, select the
directory and double-click on the required file.

7. Click =2,

2.7 Delete an Email

All deleted items are moved to the deleted items folder and may be recovered at a later
stage.

1. On the email list, click the email(s) to be deleted holding the ‘Ctrl’ key to select
multiple emails.
L |
2. Click Delete

3. Click Yes to confirm.
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2.8 Purge an Email

When a mail is purged it will be permanently deleted and cannot be recovered.

1. On the email list, click the email(s) to be purged holding the ‘Ctrl’ key to select
multiple emails.

= |
2. Click Fugs

3. Click Yes to confirm.

2.9 Save a local copy of an Email
[l
1. Highlight the email(s) in the list view, and then click topy

2. An acknowledgement is displayed to confirm that your email(s) have been saved
locally.

2.9.1 Access a local copy of an Email

Local copies of Emails are saved in two places, either the Mail or the Drafts sub-folder
of the Local Storage folder on your device:

e The Mail folder is where emails are saved when you have simply selected them and
saved a local copy.

e The Drafts folder is similar to an “outbox”, storing the emails that have not been
sent for some reason:

e.g. If you enter part of an address, OpenHand will attempt to resolve the recipient
for you. If the email address is not recognised, the email is closed and saved to the
Drafts sub-folder in the Local Storage folder.

e.g. If you are working on an email and your connection fails, your email will be
saved in the Drafts folder.

=
1. Click H=viszte: from the Main Menu, or select the Local Mail sub-folder from the Local

Storage folder from the email list view.
2. The screen will refresh and you will see a list of locally stored emails.
=
3. On the Mail List, double-click the required email, or highlight the email and click Show

4. You can view an attachment by double clicking on the file icon under the email.

2.10 Printing an Email

=
1. Show the email by either double-clicking the email, or highlight it and click =ha#
=
Print

2. To print the email, press
select ‘OK’ to print the email.

. The print dialogue box will be displayed, where upon
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2.11 Sorting an Email List

To make working with large numbers of emails easier, OpenHand can sort emails by
either data received or by from or to whom messages were received or sent. This can
be in either ascending (A...Z, earliest to most recent) or descending (Z...A, most recent to
earliest) orders.

1. On the Malil List page, click on the Sort By criteria.
2. Select the order the emails are to be displayed by.

3. The OpenHand server will sort the emails refreshing the mail list page in the order
selected.

Also From and Descending orders.

Sort by dialogue box

2.12 Finding Email(s) from within an Email folder

OpenHand’s Find facility refines the Email list to show only emails that meet certain key
criteria. These are:

. From (Email address)
. To (Email address)
. Subject heading
. Message text (not attachment text)
. Read or unread messages
. Message received or sent after, before or between selected dates.
Any comblnatlon can be used to further reduce the resulting email list.

O~ wWNE

T
1 On the Mail List page, click on Find.  find.
Find button

2. The Email selection screen will appear.

OpenHand - Find Messages EI
Fram: ||
To: I
Subject: I
Text: I
Flags: | Mone j
Received after: |f"D‘| A04/2004 =l
Received before: If‘ /04,2004 j

Clear | Cancel | Ok I

Selection page

3. Enter the key words that pertain to the email(s) to be found, and/or select the email
status.

4. One or both dates can be used to further narrow the resulting Email list.
5. Click on OK to start the search or Clear to remove all the criteria data to start afresh.

The OpenHand server will search for the relevant Email(s) and will display the result in
the Email list view.
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P

3. .= CALENDAR

3.1 View Calendar

1. Click the calendar icon == on the Main Menu.

2. The Calendar Page is displayed showing the currently selected month and the
schedule for the currently selected date. Days with appointments are shown in bold
on the monthly view.

181
4 | @ @
Add  Deisl  Deleie Navigate Snapshot  Fefiesh Fecover Morth  Day
€ June 2005 3 2441042005
Sun Mon Tue Wed Thu Fri Sat
a1
2 ]
%)
2
=
@ B ]

@istart| | @B @ ) D 9 (@ & | 5% tims on Fleserveridev... | B OH User Guide Window... | £ Opentand | [ Opentiand - calendar -... | [« iy B @ % 16113

Initial Calendar Screen

3.2 Navigating the Calendar

To change the selected date within the currently selected month, simply click on the
desired date. This also works for visible dates in the next and previous months. To
select a new month or year, click on the month and select the appropriate month and
year. To move one month forward or backwards click on the
appropriate green arrow. To move to the current date, click on the button near the
window’s title bar that is labelled with the current date.

j‘jSelect Month

I September j
aK I

Cancel |
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Month and year selection

Additional views can be shown in a number of ways. By clicking on a day, a mini day
view window is displayed showing that days appointment list.

gl f

.

10:00 Mesting ... | |10:00-11:00 Meeting with Palm

|
E|

I 4

Pop up day view

To remove the view click on the X on the top right hand corner of the day view box.

To view an appointment, double click on the item or select it then press the Detail

J
button. Detal

F
An alternate day view can be displayed by pressing P2 which will change the Month
view to the more detailed Day view.

P OpenHand - Calendar - [Calendar] - 22:19 I ] B
[ = & ¥
Add Detail  Delete Mavigate Fecover  Month Day
% Mon, 6 September 2004 S 1570972004
goo -
30
=]

10 00 §Meeting with Palm
a0 freeting aver at Wokinghan

Day view

To change the time interval, ‘right’ click in the Day view. Select the required time
interval.

Time Interval _' ll

Mumber between 1 and B0 ISD 'l

Cancel |

Time interval

Note: Dates are displayed in the short date format specified on your PC. This can be
changed as follows:

1. Double-click on My Computer.
2. Double-click on Control Panel.

3. Double-click on Regional Options.
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4. Select the Date tab and change the short date format.
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3.3 Schedule an Appointment

1. Click E on the Main Menu.

2. Select the date of the appointment by clicking the required date in the calendar
window; use the month or year button to change the display, if required (see section
3.2).

3. Double-click an empty time slot in the schedule window or click on the start time of
the appointment and click [ .

4. The OpenHand Event page is displayed with the date and start time of the
appointment pre-filled.

E* OpenHand - Event - Calendar E@E|

Title: |general meeting

Loeation [affice

Rooms |

Tirne ,T,W Duration Iﬁlﬁ (kb mim)
Date  |09/12/2004 = Recumence

n December 2004

"wherbon Tue wed Thu Fri Sat SunlT) Greerwich &
2 3 4 5 [dn

xxxxx 13 14 15 16 17 18
20 21 22 23 24 28

Todie] 27 28 23 W

< Today: 10/12/2004

Meeting invitations

?aﬁ To..

Cancel

Selecting a date when creating or editing an event

5. Fill the title, location and duration of the meeting and any additional information in
the Text area.

6. To invite other people to a meeting enter the recipient(s) of the invitation in the To

field, either by typing their email address or by clicking Io {0 select from the
Contacts List. Use a semicolon (;) to separate recipients.

7. Click LI to save.

3.4 Schedule a recurring Appointment

1. Click E on the Main Menu.

2. Select the date of the appointment by clicking the required date in the calendar
window; use the month or year button to change the display, if required (see section
3.2).
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3. Double-click an empty time slot in the schedule window or click on the start time of
the appointment and click [ .

4. The OpenHand Event page is displayed with the date and start time of the
appointment pre-filled.

5. Fill the title and duration of the meeting and any additional information in the text
field.

6. Click the icon.

7. The Event Recurrence page is displayed:

Event Recurrence [08,07,/2002]

Recur

Patterty

Mo recurrence

rRecunence end
% [ever
€ End after: |1U occurrences

' End by IIJT-".I"DE.I"2DD2 "I

ak. | Cancel

Appointment recurrence screen — Recurrence not selected

8. Select the frequency of the meetings from the drop down list.

9. The pattern section will be refreshed depending on the frequency selected: Daily,
Weekly, Monthly, and Yearly.

Event Recurrence [08,/07,;2002]

Recur

wieek|u

—Pattern

Recur every [1 weeks on

v Maonday [~ Saturday
[~ Tuesday [~ Sunday
[ wWednesday

[~ Thursday

[ Friday

—FRecumence end
* Mever
= End after: I'ID OCCLTENGES

" End by ID?J’DEHEDDE 'l

] | Cancel

Appointment recurrence screen — Weekly recurrence chosen
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10.Complete the Pattern information and when the recurrence should end. Putting an
‘End by’ date is useful for project management.

11.Click ol to save.

3.5 Reschedule an Appointment

1. Click E on the Main Menu.

2. Select the date of the appointment by clicking the required date in the calendar
window; use the month or year button to change the display, if required (see section
3.2).

3. Double-click on the appointment in the schedule window or click on the appointment
and click 1< Detal
4. The OpenHand Event page is displayed with the existing information pre-filled.

5. Amend the required information.

6. Click Ll to save.

NB: An appointment can also be dragged and dropped to a new time on the same day.

3.6 Delete an Appointment

Note: If you delete the first occurrence of a recurring appointment all future occurrences
will be deleted also.

1. Click E on the Main Menu.

2. Select the date of the appointment by clicking the required date in the calendar
window; use the month or year button to change the display, if required (see section
3.2).

3. Click on the start time of the appointment and click Wl Delete

4. Click Yes to confirm when the dialogue box appears.
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4. CONTACTS

4.1 Contact List

1. Click on the Main Menu.
2. The Contact List page is displayed.

“% DpenHand - Contact List [Local Conta =] ]

o | ¥ L . %
Mawigate  Show  Add Edit  Becover Mallla.. Refiesh
M ame j" @] Find |

2|
=l
4

|D of 0 contacts:

Initial Contact List Screen (no contacts entered)

‘ Tip: On the Main Menu you can also click View and then Contacts.

4.1.1 Access another Contacts Folder

1. On the Contacts List page, click ] at the top.
2. Click on the required folder.
3. Click OK.
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4.2 View an existing Contact

1. On the Contacts List page, highlight the required contact.
2. Click Shuovw
3. The Show Contacts page is displayed.

. ] .
4. Click |—I to return to the Contacts List.

4.3 Add a new Contact

L2
1. On the Contact List toolbar, click #dd
2. The Add Contact page is displayed.

3+ OpenHand - Contact Add [Contac ] - |I:I|5|

Full name I

Given Mame + I

“Work Telephone = I
EMail1 v | =

Job title

Company

Department
URL

Business Address =

Street I State I
F.O. Box I Fozt Code I
City I Countiy I

Mot

[—
[~
ak. I Cancel |

Add new contact form

3. Fill in the required information. (Click on the down arrows to populate additional fields
e.g. to add a mobile number click the down arrow next to Work Telephone and
select Mobile from the list.)

4. Click |i| to save.

Tip: To compose an email to the new contact click =
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4.4 Edit an existing Contact

1. On the Contact List page, double-click on the name of the contact to be displayed (or

highlight name and click Edit)
2. The Edit Contact page is displayed.

3. Edit the required information.

. Ok
5. Click |_I to save.

4.5 Delete a Contact

1. On the Contact List page, right click on the name of the contact to be deleted.

Cuk
Copy
Paske
2. The Edit Menu pop-up is displayed. ~ Delete
3. Click delete.
4. A confirmation message is displayed with the name of the contact. Click ‘Yes’ to

delete the contact or ‘No’ to return to the contact list.

4.6 Copy a Contact

1. On the Contact List page, right click on the name of the contact to be copied.

Cuk

Copy
Paste

2. The Edit Menu pop-up is displayed. = Delete

3. Click copy.

4. Right click on the contact again, and then click Paste.
5

. Finally, edit the contact with the new details.
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4.7 Find a Contact by Name

1. On the Contact List page, in the Input Box, type the name (or part of the name) you
wish to find.

M= OpenHand - Contact List [Contacts] = |I:I|£|
o & ] L= 4]
Mavigate Show  Add Edit  FHecover MailTo.. Refresh

Mame j|J ohr| A Find

Patel, Annu - BCompany PLC
Srith, John - ABC Co LTD
Jones, Sarah - ACompany Lid

Entering a name to find a contact by name

2. Click ‘BEind

3. A list of contacts is displayed which satisfy the selection criteria.

Tip: To compose an email to the contact, click on the name and then click =

4.8 Find a Contact by Company

1. On t|he Contact List page, click the down-arrow next to Name to open the drop-down
list. [[Name M

2. Click Company on the drop-down list.

- N : = 4]
Mavigate Show  Add Edit Fecover MailTo.. Fefres
| Mame j|..| ahk g Eind

Selecting between finding a contact by name or by company
3. In the Input Box, type the name of the company you wish to find.

4. Click BJEnd
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5. .7 TASKS

5.1 List Tasks

1. Click the task icon
2. The Task List is displayed:

on the standard toolbar.

¥ OpenHand - Tasks [Local Tasks] O] x|
= L 4]
Mavigate Show  Add Edit  Fecover  Refresh
Wiew by | Due date, descending j
2|
=l
0 of O tasks 4

Initial Tasks Screen (No tasks entered)

To change the order of tasks click the down arrow to select the required criteria.

Tip: On the Main Menu you can also click View and then click Tasks to list your tasks.

5.2 View a Task

1. Click

on the Main Menu.
&l

2. On the Task list, click the required task and click 2"
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5.3 Add a new Task

1)
1. On the Task list toolbar, click the Add Icon #dd
2. The Add Task page is displayed.

xl

Adding a new task form

3. Put a heading for the task in subject.

4. Use the downward arrows to select start date, due date, status and priority of the
task.

&= DpenHand - Task - [_ O]

Subject I

StartDatel 542142002 vI Dwe Date | 523172002
Nl 4 | May, 2002 [ > ]

Sun Mon Tue “Wed Thu Fri Sat
—Detals— 1 2 3 4
5 B 7 &8 9 10 M
12 13 14 15 18 17 18
19 20 21 22 23 24 24
26027 28 23 0 gk

-

Status

= Today: 5/31/2002 Cancel

Selecting a date when adding or editing a task

5. Input a description of the task, if required.

6. Click LI to save.
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5.4 Edit an existing Task

1
2

J
. On the Task List toolbar, double-click the task, or highlight the task and click Edt
. The Edit Task page is displayed.

& 0penHand - Task - fiona M=l E3

Subject (IEERE e

StartDalE| EA11/2002 vI Due DatE| EA14/2002 vI
Status 1ot Started =] Piiaiy[tomal 7]

—Detail

0k |

Editing an existing task

3.

Change the required information, using the downward arrows to show the drop-down
lists, where required.

Use the downward arrows to select start date, due date, status and priority of the
task.

Click Ll to save.

5.5 Delete a Task

w N

5

=

. On the Task List page, right click on the name of the task to be deleted.

izuk
Copy
Paste

. The Edit Menu pop-up is displayed. = Delete
. Click delete.

. A confirmation message is displayed with the name of the contact. Click ‘Yes’ to
delete the contact or ‘N0’ to return to the task list.

.6 Copy a Task

. On the Contact List page, right click on the name of the task to be copied.

izuk
Copy
Paste

. The Edit Menu pop-up is displayed. = Delte
. Click Copy.
. Right click on the task again, and then click Paste.
. Finally, edit the task with the new details.
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6. ] FOLDERS

Folders provide another method of navigation.

6.1 List Folders

1

Click the icon on the main toolbar.

Tip: On the Main Menu you can also click View and then click Folders to list your
folders.

ﬁNavigatE to folder =]
Select ITasks j
-l

[+ Adrnin -
- Calendar
[+ Contacts J
- Deleted Items
- Dirafts
- |nbox
- Journal
- Motes
- QJutbox -
J o
Cancel | ]

Initial Folder Screen
.
To open a folder, click

To close a folder click =

Tip: Use the dropdown list to select folders of a specific type (e.g. mail or contacts
folders).

6.2 Move to a Folder

1

1. Click the icon on the main toolbar.

2. Double-click on the required folder.

www.openhand-mobile.com
2 Exmoor Street, London W10 6BD, United Kingdom
Tel: +44 (0) 20 8962 3270, Fax: +44 (0) 20 8962 3295, info@openhand-mobile.com
27 of 27




