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OpenHand allows you to access and update your
emalil, calendar, contacts and tasks from a variety of
devices.

Installing the OpenHand Client
The OpenHand client can be downloaded direct to
your device.

1. Using the inbuilt internet browser for your device
navigate to www.openhand.info

2. Select the ‘Windows Mobile’ link to continue.

3. Click on the link ‘Directly to PocketPC’ for your
preferred language.

4. Select ‘Save As..." or just ‘Yes’ to install and not
save

5. Once the download completes follow on-screen
prompts to install. Please install the application to
the ‘Device’ and not to a memory card.

6. Once installed select ‘Start’ — ‘Programs’ —
‘OpenHand’

Setting up the OpenHand Client for your Windows
Mobile device

You OpenHand client will require the following
information before you can connect to your OpenHand
Server:

‘Host Name’ being your Internet facing Ip address or
name to access your mailbox.

‘Port’ being the port that is used to access the
OpenHand server

‘User’ is your login name

‘Password’ is the password to login in

From the Main OpenHand screen Select (Menu
followed by ‘Settings’ and ‘Connection’

Enter the correct information for your organization
regarding ‘Host’, ‘Port’, ‘Username’ and Password’.
Note: Saving of the password can be disallowed by
your IT Administrator.

Jser: Wsername
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Password:

] 5ave Password
[ Read Config. SMS

Security

Ignore any settings within the ‘Security’ options unless
advised otherwise by your IT Administrator

Update

Enable Updates — Allow the OpenHand client to
update the information to your device whilst online.
Update Interval (min). — Enter in minutes the amount
of time when the client will automatically check for new
emails.
If Enabled, only update... - Here you can set a ‘from’
and ‘to’ time to check for new emails between. l.e. 7am
and 7pm (24hr format)

v» OpenHand

% Settings - Update e

Erable updates

Update interval (min.J:
[15

If enabled, only update ..

I

No. of mails to keep: - The no. of emails to keep
locally on the device. Maximum is 250

Size of body: - This allows you to set the maximum
size of the email to download as a default. If set to 0.0kb
only the header (subject line) of the emails will be
downloaded.

Mark email read: - You can select what should occur
once an email has been opened. — ‘when opened’
(default) — ‘when replying’ or never

Use Internet Style reply — This appends the > symbol
to the original text of the message to enable a user to
identify new text more easily.

Signature - This enables a default signature to be
added to all new emails. You can also add manually at
the end of an email.
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Events & Contacts

Thisg/next Month’s events— You are able to keep
the current month and following month’s calendar on
the device, even when off-line so you won’t miss those
important meeting invites.
Contacts — Allows you to keep your contacts even
when your device is off-line
NOTE — These options can be disabled via your
Server
*s | OpenHand 5 g ok
£ Settings - Events & Contacts @)

Keep on device ...
[w] [Thisinext month's events|

Contacts

Cancel

Automation

Go online at launch — If selected when the OpenHand
client is loaded it will automatically connect once
loaded

Connecting your OpenHand Client

T&
From the OpenHand main screen select the Q Icon.
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The following connection screen will be displayed. On
each occasion that the OpenHand client makes a
request to the server for logging in/Emails, Calendar
and any request made to the server you will be
presented with this screen where you will be able to

see the amount of data being used for that transaction.
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Establishing persistence

Received: 0.52 kB
Sent: 0.50 kB

Cancel

Once you are connected the connection Icon will now

L
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look like this ™

Mail list

Select the @ Icon from the ‘Main Menu’ this will
display the 'Inbox’

+2& | OpenHand
{# Inbox

O ISteve Davies
Attachment
| sUpport@ntiedi

O Npostmaster@openhan.,. 17,/01,0
¥ Delivery Status Notification (Fail...
& Paul Buck 17/01/08
* RE; HTC 5710 Smartphone

® Justyna Drozdzal - Wisi... 17,/01/08
¥ UMTS 900 - Successfully Delive.., -

Open an existing Email

In the ‘Inbox’, select the required email, or highlight and
tap on your ‘Enter’ key.

Reply to an Email

Open the email and Select m

If the email is larger than the downloaded default you
will be asked if you want to download the rest of the
email. You will only forward what the phone has
currently downloaded. The ‘New Mail’ screen will
appear with the Address, Subject and Signature pre
filled.

f.‘, | OpenHand
To: Steve Davies {StEVE.daViES@D:

CC: Il
BCLC:
Subj: Re: Attachment

Mail sent by OpenHand for Windows
Miobile
http:/fwwewe . openhand-mobile.com
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Type in your reply and click | Send|
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You can save the messagamou wish to go offline and
work on it or by selecting and select ‘Save as
draft’. The message will be saved locally and can be
found in the ‘Drafts’ Folder (in Local storage)

Forward an Email

You can forward the Email without opening by
highlighting the email and tapping on followed
by ‘Forward’ or open the email and then tap &
again followed by ‘Forward’.

The Email screen will be displayed. Note: any
attachments that you forward will be attached via the
server, they will not be shown in ‘Attachments’ as the
file is still held on the server.

Subj: Pwd: Attachment

Mail sent by OpenHand for Windows
Mohile
bt /fwww .openhand-mobile,.com

4]

Select T0: CC: BCC: to select recipients from the
‘Contacts’ folder. Alternatively you can save the
message if you WISh to go offline and work on by
selecting the icon and then select ‘Save as
Draft’. The message will be saved locally and can be
found in the ‘Drafts’ Folder (in Local storage)

Refresh Emails
From the ‘Inbox’ select the @ icon

Create a new Email

From the ‘Inbox’ select ‘New’
A blank email is displayed.

To select recipients from the contacts, select To:

On the contacts list select the required contact.

Select CL: or BCC: to add recipients in the CC or Bcc
field.

Type in your message and tap

Again you can ‘Save as Draft’ from EEIHN

Note: To choose a Distribution list or Contact from

another Contact list (e.g. Global Address List), tap'fg,
and then the Contact list followed by the Contact
you wish to add.

Email addresses can be entered manually separated by
a semicolon

Attach a File to your Email

Open a new, or reply/forward an Email and tap on
[T followed by ‘Attachments’, then select ‘Add’.
You will now be able to select an attachment from your
device to add to the email, select the file and you will be
taken back to the attachment screen. You can add
multiple files for attachments by selecting ‘Add’ again.
When complete select ‘OK’

vs OpenHand

Open

Folder: |.&II Folders v|| Cancel |
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Saving an attachment

Open the mail and select the underlined attachment.
The ‘Save as’ menu will be displayed.

Rename the file if required, select the folder to save to
followed by ‘Location’ to save the file, select ‘Save’

Once the file has saved you will be asked if you would
like to open the attachment, select ‘Yes’ to do so.

Deleting an Email and permanently

From the ‘Inbox’, select multiple emails on the same
page by right clicking the joypad to tick the box of the
highlighted email.

Tap on EELM followed by either ‘Delete selected’ or
‘Delete selected permanently’

:.‘, | OpenHand 4'.'? 7|||K§. 6
£ Inbox Al
O NlSteve Davies 09:41) &

U attachmment
EI msupport@ntteuropeon I|ne .03:01]
Log =

Delete selected
Delete selected permanently

Mark as unread
Mark as read

Move to folder ...

‘Deleting selected’ will move the deleted file to the folder
‘Deleted Items’ folder

‘Deleting selected permanently’ will remove the emails
permanently

Marking Emails

Select the email as you have for deleting emails, and
select ‘Mark as unread’ or ‘read’ to make the relevant
changes to the selected emails.

Moving Emails to another Folder

As above select the emails followed by ‘Menu’ and
‘Move to folder’. Select the relevant folder you would
like to move the email to (use right on joystick to open +
and ‘Select’ to access a folder)

Note: Folders in a lighter format cannot be moved to

View Contact List

Select the @ Icon from the ‘Main Menu’
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When you first open the Contacts database you will be
asked if you would like to download your Contacts
locally to your device so you will be able to access
them whilst off-line, selecting ‘Yes’ will initiate the
download (depending on amount of contacts this may
take a few minutes but will be a one off download). If
you do not see this option your IT Administrator has

W idle:

Iy Fannon

isngelaDenni

wLitos, Millfield

B.ahir zin

Bates, Sally OH
Bolla, Szilard OH DM

14 4

Open an existing Contact

On the ‘Contact List’ page, open the required contact
by tapping on the name or using the joypad.
Alternatively you can search for a contact.

To send an email to the contact select the email
address, this will automatically open a new email.

To make a call from the contact list select the Phone
number, this will call the contact immediately.

On the ‘Contact’ page, hold the stylus on the required
contact, and you can Call or Email also.

Selecting ‘OK’ will take you to the ‘Main Screen’

Access another Contacts Folder

Fin
On the ‘Contacts’ page, select the == Icon.
‘Select’ ‘Mailbox — other username’ or ‘global Address
List’ highlighting tap on ‘Select’ to access the folder.

Add a new Contact
On the ‘Contacts’ page, select ‘New’

Fill in the required information.
Select ‘Save’ or ‘Menu’ and either ‘Save as Draft’ or
‘Discard changes’

Edit an existing Contact

On the ‘Contact List’ page, select the required contact.
The contacts details will be displayed

Select ‘Edit’

Change the required information.

Select ‘Save’ or ‘Menu’ and either ‘Save as Draft’ or
‘Discard changes’

Delete a Contact

On the ‘Contact’ page, hold the stylus on the required
contact and select ‘Delete’

Or highlight Contact — ‘Menu’ — ‘Delete’ on ‘Delete’
Select *Yes'’ to confirm.

Search for a Contact by Name or Company Name

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

joypads centre button or tap on the ﬁ Icon.

You can search by ‘Name’ or ‘Company’ by using the
pull down tab.

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

You can search other folders for contact details by

tapping the navigate icon ==, (See ‘Navigation’ section
later in this document.)
Pressing the Red X will clear the Search function.

View Calendar

£

Agenda View:

The ‘Agenda’ view allows you to view upcoming
appointments, it will show you the date when at least

Tap on Icon from the ‘Main Menu’,

one appointment is due followed by all the appointments
for that day.
You can Jump to another day or month by selecting the

Icon, you can also page up and down using the
arrows on the right of the screen.

To refresh the Calendar view manually, tap on the o
icon.

»& | OpenHand

|# Calendar &

M T W T F 5 5
14 15 16 17 18 19 20

Weekly View: You can switch to the ‘Week view’ by

selecting the E] Icon.

Here you can view a weeks worth of your Calendar at a
time, select the left/right arrows at the bottom of the
page to move the week view forwards and backwards.

Select the m Icon to be taken back to the ‘Agenda’
view.

Add a new Appointment

1. From either ‘Agenda’ or the ‘Weekly’ view select
LET

2. Fill the title, date, start/end time, you can also enable
the Alarm that will advise you before the meeting
starts.

3. Additional space is provided for details of a meeting
‘Location’, ‘Add an invitee’ and any additional
information in the text field.
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4. Select EENE or tap EELIM and either ‘Save as
Draft’ or ‘Discard changes’

Edit an Appointment

From the ‘Calendar’ main page select an appointment
to open it.

To edit the appointment select Edit

Change the required information and select EEEE or
[HETN and either ‘Save as Draft’ or ‘Discard changes'’

Delete an Appointment

On the ‘Calendar’ page, highlight the appointment and
select [EIM followed by ‘Delete’.

You can also hold the stylus on the appointment until
the drop down box appears and then choose ‘Delete’
Select ‘Yes’ to confirm.

Viewing Calendar off-line

From the OpenHand Home screen Select ‘Menu’,
Settings’ followed by the ‘Events & Contacts’
Confirm ‘This/next Month’s events’ is ticked
When off-line access your Calendar as you do
normally.

Tasks

Select the icon from the ‘Main Menu’

The Tasks screen will be displayed

*» | OpenHand i | - ok

@ Tasks it B4+
o1/ozfa7 =
30/03/07  Move Server 1 a~
20/06/07  Complete Upgrade
21/06/07  Complete Docurment
2351007 tests
2451007 testZ3
25/10/07 test 1
-
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To view a task tap on it

To edit the task highlight and open it, then select Edit
Make the relevant changes and select EESE or HEITH
and either ‘Save as Draft’ or ‘Discard changes’

To create a New Task from the Task Main screen
select [EEH

»» | OpenHand

Task =
Start [ -
oue [ ¥,

Status |Mot started

Erinty Completed

[N progress
Waiting on somecne els
Deferred
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Fill in the necessary fields and then select EfTE HETHN
and either ‘Save as Draft’ or ‘Discard changes’

Navigating the Folder Tree

The Navigate function allows you to view and access
folders, both Local Storage and those in your Mailbox
(Inbox, Contacts etc). On non-Exchange this may not
be called Mailbox. Domino calls it "Mail" for example,
and the contacts/calendar are not subfolders of Mail but
rather siblings.

Note: '?3 is available to assist navigation
throughout the application.

This will only allow you to go to folders of the same

type (Mail to Mail and Contacts to Contacts). If you

wish to go to a different type of folder e.g. Mail from
Contacts, the Navigate function from the main screen
should be used instead.

This will only allow you to go to folders of the same type
(Malil, contacts, tasks or calendar). If you wish to go to a

different type of folder e.g. Mail from Contacts, the
Navigate function should be used instead.

Note: To locate stored attachments, select your Start
button, then ‘Programs’ followed by ‘File Explorer’.

To expand a tree select the box with a + sign next to the
required folder tree i.e. . Then using the Joypad on
your device arrow right and the tree will expand for you

vy | OpenHand . 'ﬁ . ok
Sokc
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= Mailboy - Steve Davies
Unread Mai
Calendar
Contacts
Deleted Items
Drafts

[»

Journal
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This folder contains ernails,

Select =

Highlight the required folder and choose
To close the tree highlight and arrow left on the joypad.
(NB it will now have a — sign El once expanded)

To go back to main screen select or 4

NB During your connection any changes to the folder
structure i.e. viewing someone else’s calendar, each
time you access the calendar during this connection
period you will be taken to the shared folder as that was
the last folder accessed. If you disconnect or quit the
OpenHand application it will default back to your
Calendar.



