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| Welcome

This user guide will teach you how to use
the MARK5 Android app.

The app gives you the opportunity

to do business at any time and from
anywhere you like. It helps you to keep
your workload sorted and available by
customizing folders with important
emails.
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1.0 | 5&51‘&49 started,

The following chapter will teach you about the setup and
basics of the app.

To get started go to Play Store. Click on the Apps button,
and type in: MARKS in the search bar. Once you see the
app icon, tap it and tap Install.

Download the app and open.

Search for mark5s.
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l UNINSTALL

Get the official MARKS app for your
Android!

READ MORE
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1.1 | LOy[n

Now, login. Start by tapping the MARKS icon. This
will automatically lead you to the login page.

To login use the same username and password as
when you login to MARKS on your PC.

In hostname and port you need to use the
information provided by Nordic IT.

Once you have filled out the information in the
right columns, tap login to enter the app.
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Hostname

Port
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Tap on three dots to
open features.

1.2 | Reommended setup
1.

& T4l 97%012:26

Emails

Folders Folders

Favorites r___l
E] Folders
i i O .

Favorite folders Browser (All)/Market =

on top of screen )
3 -
Folders EI
_EI -

-

EI e Local folders
i 4 _

Tap Add to favorites.

&1 F .l 96% M 12:40

&1 F al 96% W 12:40

Add to favourites Remove from favourites
Folders Enable notifications Folders
~ Sales Enable offline mode Eavaiitaa
!

Folders
£ ™
= By T >
E‘ Folders
Local folders EI
- M

When you enter the app the first time, you will be
navigated to the folder view in email (screenshot 1).

You can skip this (1.2), but we highly recommend you
start customizing MARKS by adding the folders you
use the most to your favorites for faster access.

We recommend you add most used folders as
favorites. By doing so, your most used folders will be
shown on top of your screen everytime you enter the
MARKS app.

To add a folder to favorites, hold your finger on the
folder you wish to choose (screenshot 2). Tap the
three dots on the top right corner to open features
as shown (add to favorites, enable notifications and
enable offline mode).

Tap on add to favorites as shown in screenshot 3. The
procedure is the same in all the functions.

At any time, you can remove the folders from favorites,
by holding your finger on the folder you wish and
choose remove from favorites, on the top left bar.

Now you can access the folder under favorites on top
of your screen.

This action is also applicable to set up contacts and
shortcodes as favorites.
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1.2 | Reompmended setup
1.

FET)

=

Folders

Tap on three dots to
open features.

& F .l 95% W 12:06

Folders

Favorites s
o By !
- B
i Folders
Folders -
O o
C1 oo =
O ® > )
i =

Add to favourites

Ri T al 93% W 10:44

= Emails
Enable notifications Folders
Enable offline mode Favorites
]
)
i
Folders
-

Notifications on the
chosen folder are now on.

We also recommend you to set up
notification subscriptions and offline
mode on the folders you use the most.

Caching is a data storage mechanism
which means that if you enable this, you
can access the data in the folder when
you have no connection. You should
enable caching on the folders you wish to
access when having no connection.

You enable these functions by tapping
the three dots in the right side of the top
bar (screenshot 1).

The folders with enabled notifications will
say notification on (screenshot 3).

This is important because you want to
receive notifications so you do not miss
out on anything important.

You access your notifications by switching
between tabs.
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1.3 | Main wews

To open the main menu, tap the icon with the three lines
in the top bar left corner.

Below the MARKS logo, you are able to access the
different modules of the app, as well as the settings {é}
When clicking on the wheel icon, you will be able to
change your settings.

These will be explained under "Settings”.

The three modules you can access on the main menu
are emails (contains your emails), contacts (your
address book) and shortcodes (your mailing lists).

The module you want to view will appear in light blue
when clicking on it, as shown in the screenshot.

www.nordic-it.com - All rights reserved

Favorites

Folders

J

3 0o

LKB Privat

Open Menu.

Setting icon.

7 .l 53% = 12.55

Linnea Birk

Emails

& Contacts

= Shortcodes
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1.4 | bolder view

This page will teach you how to access your
folders.

First, tap the icon with the three lines in the
top left corner, and choose emails as shown
on the screenshot.

When tapping emails, you will enter the
folder view. Here you can see your folders
categorised between favorite folders, all
folders or local folders.

If you tap the expand icon you will see more

folders to choose from.
You choose a folder by tapping the name of
the folder.

Linnea Birk

Contacts

= Shortcodes
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1.5 | Busic navigation inside foldlers

When you have tapped the folder you wish to view, you will
be navigated to the email list view.

As you can see in the screenshot, the app is build up by 4
areas:

1] In the top bar of the screen you can see that you are in
emails, and the name of the chosen folder on the top bar.
Here you also have the option of going back to the previous
page, by tapping the arrow in the top bar left corner.

2 | In the top bar you see filter and search where you can
search or filter for specific emails you want to find.

These two features will be explained under "Filter in emails”
and "Search”.

3 | The middle section of the page is your content view, your
chosen folder.

4 | You also have the option to compose a new email, w@n
clicking on the round blue icon

Note that composing a new email is only possible when you

are viewing the email function.

[~y

Emails
test

> Nordic IT 1/2017
New Blank Form Entry

— Nordic IT
Nordic IT Insights

> Nanna Maria Drage
test

— Nanna Maria Drage
L) Re:test

< Ikb@nordic-it.com
test mark5 signatur
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1.6 | Notifications view

This page will teach you how to access your
notifications.

First, tap the icon with the three lines in the

top left corner, and choose emails, similar to
when you open folder view.

When tapping the email function, you will
automatically be active on the folder view.

You can then tap on notifications, to open the
notifications view.

Here you can scroll down, to view all your
email notifications.

You can always tap on folders, to get back to
the folders view.

Tap to enter
notifications view.

i T .a197%009.16

Tap to enter folders
view.

8f T .l 75% W 16:21

Emails :

Motifications

Favorites Festival of Marketing
<festivalofmarketing@email
= LKB Privat . festivalofmarketing.com>
/Personal/LKB Privat ¢ Ritson and Sharp go head to head at the Festival
of Marketing
@ Marketing
/Browser (All)/Marketing New document in LKB Privat f... 12:00
Sefart
™ Sales > <noreply@nordiskemedier.dk>
/Browser (All)/Sales
S J. Lauritzen reddet pa mélstregen
Folders New document in LKB Privat f... 06:44
Zalando Team
3 Browser (All) % <info@service-mail.zalando.dk>
Er du tilfreds med din bestilling?
m Cabinet ® New document in LKB Privat f... 01:21
Comendo
<noreply@comendo.com:
T Smart folder >
Quarantine Report
3 Personal ® New document in LKB Privat f...
Comendo
L <noreply@comendo.com>
o’ — Worktray
= Wonda Quarantine Report
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Nf 7 .l 94% 0 13:30

. Emails
2.0 | Evails
: ; ) Folders > Nordic IT
This chapter will teach you about emails. New Blank Form Entry
Make sure that you view emails by tapping Fevorites
the icon that says email from the three-line
icon on the left corner of the top bar. ] 5 . Nordic IT
Once you are viewing your emails, choose Nordic IT Insights
the wished folder as descriped under "Folder = Matketing
view”. ET s
|
[j > — Nanna Maria Drage
test
Folders
3 Browser (All) > — Nanna Maria Drage 1/04/201
L) Re:test
O b
] < Ikb@nordic-it.com
test mark5 signatur
[
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2.0 | Evails

Now, take a look at your email content view.
In the right corner of every emails you are able to
see the date the email has been received.

In the left side you will, on some emails, see several
icons.

%
The arrow pointing to the right indicates that the
email is incoming.

e
The same arrow pointing to the left indicates
that the email is outgoing.

®

The dark blue dot indicates that the email is
unread. If you read or mark the email as read, the
dot will disappear.

4

The paper clip indicates that the email has an
attachment.

The colors indicate that the email has been
assigned categories.

O

The speech buble indicates that there is comments
to the email.

www.nordic-it.com - All rights reserved

Email
information
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Emails
test

Nordic IT
New Blank Form Entry

—— Received date

Nordic IT
Nordic IT Insights

Nanna Maria Drage
test

Nanna Maria Drage

I Re: test

lkb@nordic-it.com
test mark5 signatur
|
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- Type what you
Tap this icon to want the result to

2.1 | gf@/‘ n CVVICU[S filter contain.

) N Tl 92%m10.16
1| On the right top of the front page you

: ; . e Emails -
have the option of filtering for specific — Nanna
emails.
—» Nordic IT 08/04/2017 — Trello 07/04/2017
. e ¢ New Blank Form Ent ® i jo...
Note that you can only filter emails in Cew Slankrorm =y Narkisiana Dfag*"m""ed the card Skjo

Here um

the specific folder that you are in. When

nCl M the card Skjorter ti
filtering another folder, go back to emails ieal
and choose the folder YyOou wa nt to filter in. — Nordic IT 07/04/2017 — Nanna Maria Drage 07/04/2017
Nordic IT Insights ® test
2 | Tap the filter icon and enter the word NC
you need to filter for. Hit the search icon on We iust laun uF new An.. hnd kAT -
the keyboard and the results will appear. ) - ) e
—» Nanna Maria Drage 07/04/2017 > Nanna Maria Drage 07/t A
The exact same procedure is applicable to = Luders og er

Hej hej

the modules contacts and shortcodes. 112130als16l7150al0

—» Nanna Maria Drage 04/04/2017 qgiwjejrjtiyjujijolp a
L) Re:test
i‘.'(]':.h!'|:|i'!'\| " a s d f g h J k I ®e 0
M nlic t regards
' T Zlxlelvibln|mil s
«— |kb@nordic-it.com 29/% ]
test mark5 signatur 1#EQ {@3 Dansk - Q
Med venlig hilsen / Best regards |
Tap here
when you want to
filter.
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2.2 | OFen ewiails

Tap the
email to
open it.

— Nordic IT
New Blank Form Entry

> Nordic IT
L Nordic IT Insights

= Nanna Maria Drage
test

> Nanna Maria Drage
' Re: test

« lkb@nordic-it.com
test mark5 signatur

Nordic IT Insights

Nordic IT
<newsletter@nordic-it.com=

marketing@nordic-it.com
16.32, 07/04/2017 b

Further email ad by LKB, MV, SDI ]
informations. — Show details
Email and NORDIC IT | INSIGHTS
content. ——
Android app release
Reply. — & - 2 —
.
Reply to all

Make sure that you view emails.

To open an email, tap the one
you wish to view.

You will now be navigated to
view the content.

If you scroll down, you will see
the entire content of the email.

Navigate from the bottom bar
to reply, reply to all or forward.

If you wish to see further email
details, click on show details.

NoRrDIC T
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Email

informations.

Forward.

Nordic IT Insights

Nordic IT

<newsletter@nordic-it.com=

marketing@nordic-it.com

16.32,07/04/2017

ad LKE, MV, SDI

Hide details
Nordic IT
<newsletter@nordic-it.com=

= marketing@nordic-it.com —

070417-00248738 -

d
w

NORDIC IT | INSIGH

A & 2

When clicking on show details,
you can view the reference
number, which mailboxes the
email has been sent to and
where the reply will be sent to.
Simply tap hide details, to show
less email information.

By tapping the icon with the
three dots in an open email you
can access different features.
These will be explained in the
next pages.

Features.

Further email
information.
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2.3 | Acess ewad features

1| To access the email features tap the icon with
the three dots in the top bar right corner.

2 | You will now see the options from the
dropdown menu as shown in the screenshot.

To return to the email, tap at any point outside
the dropdown menu.

v

NORDIC IT | INSIGHTS

Android app release

Tap this icon to view
email features.

& T .a091%m10.30

Nordic IT Insights Nordic IT Insigh LRyt ekt
Copy to folder
From Nordic IT From Nordic IT
<newsletter@nordic-it.com> <newslette S et
To marketing@nordic-it.com To marketing( RERIRILY
16.32,07/04/2017 Date: 16.32,07/1 )
Categories
by LKB, MV, SDI Read by: LKB, MV, S
Show details Show details Comments
Actions

w

&i T .l 90% M 10.45

Mark as unread

NORDIC IT | INSIGHTS

Android app release

A <A

A A
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2.3.1 | Ewadl features

Mark as unread

Nordic IT Insight SRR

Copy to folder
rom Nordic IT izt
<newslette
marketing( Set priority
Dz 16.32,07/1 : Set priority
Read by LKB, MV, 8 S Copy to worktray
i Co
Show details Comients o Py @ Urgent
Do you want to copy the document ) Normal
Actions \J

to Browser (All) folder?

Other users’

O Low
Links NO -
CANCEL

NORDIC IT | INSIGHTS

CANCEL

Android app release

& SN A~
Starting from the top, you have If you tap copy to worktray, If you tap copy to folder or move The next function is set priority,
the option to mark an emalil the email will get copied to the to folder you will be navigated where you can choose between
as read/mark as unread. If you worktray folder right away. to the folder view. Here you pick urgent, normal or low.
click, the action will be carried the folder you wish to copy the
out right away. email to, and confirm that you

wish to move the email to the
specific folder.

NoRrDIC [T
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oM. i T4l 87%M11.13

€ 1 category selected

POOOO®®®OOOOOO

SAVE

Comments

Jc

Follow up| S
to is 't

1123415671889 ]})0

e

qgiwjlelritiviulijolp
alsfditjgihlilk]!|f=io
s zixlclvibjnjmmc

1#

@

f_’;} Dansk = <l

oMe . K{ T 4l 86% 0 11.21

€& Actions

Category assigned

Set categories <Attention=

Set categories <Attention=

Document priority updated

Document read/unread

Document read

Document read

QMe .. i T .4l 86% M 11.25

€< Links

Filed in Worktray
Filed in Worktray

If you tap categories, you will
be navigated to the categories
feature. Here you tap Edit in the
right corner of the top bar.

Choose your categories by
scrolling down, select a category,
and tap save when you have
finished.

You will now see your selection
in the categories feature. Click
on the left top arrow to return to
email.

You can view and write comments
if you hit comment from the
dropdown menu.

You will be navigated to the
comments feature as shown
above. Here you can see
comments that have been written
to the email and you can also add
comments yourself.

To add a comment, tap the
bottom bar, write your comment
and hit the right arrow when you
are done.

Click on the left top arrow to
return to email.

You can view everything that has
happened on an email as well.
Tap actions from the dropdown
menu.

You will be navigated to the
actions feature.

Here you can see all actions other
users have carried out to the
specific email, such as who have
read, replied and commented.

Swipe down to see all the action
information.

Click on the left top arrow to
return to email.

NoRrDIC T
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The last function you can access
is links.

If youtaplinks from the dropdown
menu, you will see how the email
is linked.

Click on the left top arrow to
return to email.



19 | MARIAL

Three dots.
Mark as read/unread.

WM Nl 92% M 1418

NET al 92% M 1417

2.3.2 | Buick access to ewail features

You have the option to access the email
features without opening the email first. > Nordic IT 08/04/2017 > Nordic IT Copy to folder
Here you just hold you finger on the choosen New Blank Form Entry New Blank Form
email, until the topbar changes.
1| The topbar will change to look similar to
screenshot 1. . NordicIT \7/04/2017 — Nordic IT

The option mark as read/unread will be Nordic IT Insights Nordic |
carried out immediately after tapping this cIT NORDIC
option.

MARK AS UNREAD ~ $ Copy to worktray

Move to folder
al educationC

Set priority

T Insight Categories

| 3

Delete from folder

2 | If you tap the icon with the three dots, — Nanna Maria Drago — Nanna Maria Drage
test test

you will be able to access the features copy
to worktray, copy to folder, set priority,
categories or delete from folder as explained
in the previous pages. » Nanna Maria Dragg

L) Re:test L) Re:test

MNanna Maria Drago

Lo

You also have the option to access the
following email features: categories and copy
to worktray without opening the email first.

¢ |kb@nordic-it.com 29/11/2016 ¢ |kb@nordic-it.com 29/11/201€
test mark5 signatur test mark5 signatur

To do so, swipe you finger on the chosen
email, either from left to right or right to left.
The following actions will be explained in the

next pages.

Press long time with
finger to make topbar
change.

NoRrDIC [T
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2.3.3 | Buick access to ewal featur: Caz‘eym’eg

When swiping your finger on a chosen email from left to right, a
brown box saying categories will appear.

Swipe all the way through to the right.
After swiping, you will be redirected to the category page,

where you can use the same method as described under "Email
features”.

N T ol 91% W 14:26

Emails N7 Q
e
— Nordic IT

New Blank Form Entry

MName

Categories

> Nordic IT 07/04/2017
Nordic IT Insights
ORDIC IT | INSIGHTS

» Nanna Maria Drage 07/04/2017
test

—» MNanna Maria Drage 04/04/2017
. Re: test

Jest regards

< lkb@nordic-it.com 29/} 5
test mark5 signatur
Med venlig hilsen / Best regards

NoRrDIC [T
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2.3.4 | Blick access to el features Copy to Workb”ay

Emails Emails

Emails :
test Worktray
Folders » Nordic IT
New Blank Form Entry
Folders
» Nordic IT » Nordic IT
Nordic |T Insights ] Browser (2 - Nordic |T Insights
- -
» Nanna Maria Drage ] 2 » Nanna Maria Drage
test £ Smart folder __ test
i
= Manna Maria Drage : — Comendo
Re: test — Quarantine Report
Local folders
« lkb@nordic-it.com y ] — Nanna Maria Drage
test mark$5 signatur 9 Outgoi ! Re:test

When swiping your finger on a Your email will then be copied When tapping worktray, you
chosen email from right to left, to your worktray. To access your will then be able to view your
a dark blue box saying copy to worktray, click back to the email copied email.

worktray will appear. folder view with the arrow on

the right top bar.
Swipe all the way to the left.

NoRrDIC T
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2.4 | Write ewadl

1| This chapter will teach you how yo
compose a hew email.

To write a new email, you need to view
emails. In the bottom right corner, click on
the circle icon. This will navigate you to
write an email.

2 | When clicking on the circle icon you will
be redirected to a new email page, where
you can choose which template you want
to use: default, local or another template.

Emails

Folders

Favorites

D LKB Privat

/Personal/LKB Privat

=~ Marketing

/Browser (All)/Marketing

D Sales

/Browser (All)/Sales

Folders

E] Browser (All)
D Cabinet

[_:] Smart folder

r='] Personal

Which template do you want
to use?

Default template
Local template

Another template

CANCEL

NoRrDIC [T
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Click to write
email.
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2.4 | Write ewadl

To add recipient or receivers to Cc or Bcc, simply
tap on the bar and type the email adresses.

The mail box tells you which email you are
sending from.

Now, type in an email subject by tapping the
subject bar.

Write your email message by typing in the blank
space beneath the subject line. Once you

have filled out the necessary information and
you have written your message, send your email
by clicking on the circle icon in the right bottom
corner.

If you have enabled priority views in your setting,
a line above mailbox will appear, where you can
choose to set the composing emails’ priority to

normal, urgent or low.

Tap to type your
receiver’s email
address.

Tap to type
in the email __
subject.

NoRrDIC T
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N Tl 84% W 11.51

New email

Marketing

Med venllg hilsen / Bast regards

Linnea Kira Birk
Marketing & Communication Manager

Maobile]
Ernail: lkb@mnardic-it.com

NoRrRDIC T

Maglebjergve) &
DK-2800 Kgs. Lyngby
Phone: +43 39403997
www.nordic-il.ocom

See our email disclaimer

OJ0,

Tap to choose
mailbox.

Tap to compose
email.

Click on arrow
icon when done.
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2.4.1 | Sae as droft

Save draft

Do you want to save the email as

draft?

MEae ..

=  Emails

Folders

B Browser (All)

T3 cabinet j

Emails
Browser (All)

R

If you have written an email, but
are not ready to send it, you
can tap back on your Android
phone.

Now you get the ability to save
the email as a draft by clicking
ves in the box similar to the one
shown above.

You access your drafts by
opening the emails with the
three line menu on the top left
bar.

When clicking on one of your
folders expand icon, you will be
able to access your draft folder.

NoRrDIC [T
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Tap the draft folder, and you will
be able to view your drafts. Tap
the draft you wish to continue
working on, and hit send once
you are done.
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3.0 | Contacts

This chapter will teach you how to set up your
contact folders and how to navigate around

in contacts.
Linnea Birk

When you hit contacts from the main menu,
you will be nagivated to contacts folder view.

B Emails

To add contacts to favorites use the same
method as described under "Recommended A Contacts
setup”.

= Shortcodes

NoRrDIC T
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Folders
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3.1 0}7514 contact

123

456

1  nd@nordic-it.com
1  email2@email.com

@ Brannersvej 23,2 sal
20920 Charlottenlund

Denmark

On the screenshot above you see a contact
information page.

If you tap the email icon you will get straight
to composing an email with the contact you have
selected as the receiver.

Some contacts will have a phone icon % If you tap
this icon, you will call the selected contact directly by
phone.

Some contacts will have a text message icon O Tap
this icon and you will be sent to text messages to
write a message to the selected contact.

Some contacts will have a maps icon@ Tap this icon
and you will be sent to maps to view the contacts’
address in your Maps app.

NoRrDIC T
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3.2 | Awess contact features

There are different actions that can be
carried out to any contact.

The following chapter will teach you how to
access and use these features.

To acces them, click on the icon with the
three dots in the right corner of the top bar
as shown in screenshot 1.

Now you will see a dropdown menu
(screenshot 2). The different features will be
explained on the following pages.

o

._;:}.

123

456
nd@naordic-it.com
email2@email.com

Brannersvej 23, 2 sal
2920 Charlottenlund
Denmark

rt

I';:.'r'

Copy to folder
Categories
Comments
Actions

Links

123

Delete
456

nd@nordic-it.com
email2@email.com

Brannersvej 23, 2 sal
2920 Charlottenlund
Denmark

NoRrDIC T
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3.2.1 | Contact featwres

Copy to worktray

Cwn

Other users’

CAMCEL

Copy

Do you want to copy the contact to
Personal folder?

Actions

Contact created

Contact created
) on 11.12, 25/01/2017

Contact edited
Contact edited

Contact edited

The first feature from the
dropdown menu is copy to
worktray. When you tap this
feature, the contact will be copied
to your worktray immediately.

The same is applicable to copy
a contact to a designated folder.
Simply tap copy to folder and
then chose a folder.

If you tap either copy to worktray
or copy to folder, you will be
navigated to select the folder
you wish to move or copy the
contact to.

Once you have found the wished
folder, tap it and your contact
will be copied or moved.

NoRrDIC [T
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If you tap actions from the
dropdown menu you will be
navigated to view all the actions
carried out to the specific
contact.

Tap on the arrow in the left
corner of the top bar to return to
the contact.
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3.2.1 | Contact featwres

1]

DONE
Account: Nirint Shipping

Account: OceanGold Tankers

Account: Polembros Shipping Ltd
Account: Scan Global Logistics

Account: StederGroup

Account: Velji Dosabhai

AHN

i
o
@
o
]
o
L
@

Attention

LIER:E]

Follow up [MAS]
Important [MAS]
Lead: Bo Rasmussen
ND forward

Opportunity: Ace Tankers: MARKS
System

i Tl 76%814.22

1 category selected

Delete

Are you sure you want to delete
selected?

To assign a contact to a category,
click on edit in the right corner
top bar.

Once you have clicked on edit,
choose the categories by clicking
the ones you wish to add.

When you are finish choosing
the categories, tap save on the
bottom bar.

NoRrDIC T
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The last feature from the
dropdown menu is delete from
folder, where you can delete the
contact from the specific folder.
When you tap this, you will see
the question box as shown in the
screenshot.

If you click yes to delete the
contact from the folder, the
action will be carried out right
away.
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COPY TO WORKTRAY Copy to folder

You can access the different contact
features from the content view. You do St TR B Test firma B
this by holding your finger on the contact

Move to folder

in guestion. Now you will see the top bar e Categories
changing (screenshot 1). e
If you tap the icon with the three dots, a elete fram folder
dropdown will appear. When you click on -

the different features from the dropdown,
the procedures will be similar to the ones
described in the previous pages.

NoRrDIC [T
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4.0 | ShOI’fCOdﬁg Shortcodes &
This chapter will teach you how to set up
your shortcode folders and how to navigate Folders

around in shortcodes.

Linnea Birk |=. |
Through shortscodes you can find your

predefined mailings lists. = Emails -

|
When you hit shortcode from the main menu,

you will be nagivated to shortcode view. A Contacts -

To add shortcodes to favorites use the same
method as described under "Recommended — Shortcodes

setup”.

NoRrDIC T
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4.1 | Acess shorteode features

To access features in shortcodes, tap
the icon with the three dots in the
right corner of the top bar in any open
mailing list.

Now you will see a dropdown menu
(screenshot 2).

The different features will be explained
in the following pages.

Bee

fp@nordic-it.com

Bec

fp@nordic-it.com

Create new email

Copy to worktray
Copy to folder
Move to folder
Actions

Links

Delete

Delete from folder

NoRrDIC T
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4.1.2 | Shortcode features

Which template do you want
to use?

Default template
Local template

Another template

CAMNCEL

Copy to worktray

Own

Other users’

CANCEL

If you tap the first feature from
the dropdown, create new
email, you will be navigated
to compose a new email with
the shortcode in Bec.

Here you choose  your
template, before you can fill
out the rest of the information
of the email and hit send.

If you tap copy to worktray
the action will be carried out
right away.

NoRrDIC [T
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The next features in the
dropdown is copy to folder
or move to folder. If you click
here you will be navigated to
select the folder you wish to
copy or move the shortlist to.
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4.1.2 | Shortcode features

Actions

Links

Filed in folder

Filed to worktray of user fp

Filed to le.le.Ey of us.e.r ae
.Filfzd I_(_] folder 'Pers.o.n.al'
Filed to .vfmlktray of u.s.er f?
filed 10 worlﬂrgy of uier f|?
Filed to fclld.er.'(.:ahinet'
Filed I.o.v.vomray o.f I.I.S.i.efrf[ll
Filed to v\.mrktlay of user fp

Filed to worktray of user fp

Filed in Worktray

Filed in Worktray

Delete from folder

Are you sure you want to delete
selected from folder?

If you tap actions from the
dropdown menu you will
be navigated to view all the
actions carried out to the
specific shortcode.

Tap on the arrow in the left
corner of the top bar to return
to the contact.

If you tap links from the
dropdown menu, you will be
navigated to the links feature.

Here you can trace in which

folder or tray your document
is located.

NoRrDIC [T
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The last feature is delete from
folder. If you tap that, you will
see a question box, as above.
Here you click either yes or no.
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4.3 | Luick access shorteode features

You can access the different shortcode
features from the content view. You do
this by holding your finger on the wished
shortcode folder. Now you will see the top

bar changing (screenshot 1).

If you tap the three dots a dropdown will
appear. The features work the same as
described in the previous page.

T 7181521

COPY TO WORKTRAY

BT oal%&15.21

Copy to folder

Move to folder

Delete fram folder

Delete
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5.0 | Offfine mode

Emails

Brow:

(Al

Na connection

This chapter will teach you about the MARKS app
offline mode.

If you wish to work with MARKS while being offline,
make sure you have enabled caching on the folders
you want to work in (follow instructions from
"Recommended setup”). This is important because
with MARK5 you are only able to access emails
from folders where offline mode is enabled (see
"Recommended setup” to set up offline mode) and
recently opened emails while being offline to make
sure the app performs well. You will not be able to
view attachments.

NoRrDIC T

To work offline, choose a folder and start working as
usual.

When you are working in offline mode, you can prepare
new emails and save them to be sent out when you
are online again. To do this, prepare an email and tap
send. Your email will be sorted in the outgoing folder
and sent when you get online.

The app automatically shows you status of the
connection. If your connection gets unstable it will
notify you and you will see a connection status bar
similar to the one in the screenshot above. If you tap
the bar you will force the app to connect.

www.nordic-it.com - All rights reserved
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Tap this icon to

6-0 ‘.SWCh search.

This chapter will teach you about the
search function.

& T .al 100%

Emails Search
test i Emails

1| On the right top of the front page you
have the option of searching for specific
emails.

—» Nordic IT 08/04/2017

New Blank Form Entry INBOX OUTBOX DRAFT

Where: Subject or Message

2 | The search tool page will open. Enter search text...

The following search procedure will be — Nordic IT 07/04/2017
explained on the next page. Nordic IT Insights Search addresses in: From
JORDI ITS Enter address

From date To date

—» Nanna Maria Drage

The search procedure is applicable for all
of the three modules (emails, contacts and
shortcodes).

test
Reference no. Comments Attachment

Mar
. Categories Mailboxes Priority
—» Nanna Maria Drage Any Any Any

L) Re:test

WITH ATTACHMENTS UNREAD EMAILS

«— |kb@nordic-it.com
test mark5 signatur

Fill'in the
information
you want to
search for.

Tap here
when you are
ready to search.

NoRrDIC [T
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INBOX OUTBOX DRAFT

ibject or M
arch text...

Search addre:
Enter address

From date To date

Attachment

Categories Mailboxes Priority
Any Any Any

& Search

Eme

Neox  outeox o

Subject or Message
Subject

Message

From date

@ no.

Categories
Any

WITH ATTACHMENTS

Attachment

Priority
Any

UNREAD EMAILS

OUTBOX DRAFT

Where: Subject or

Enter searchgtex

To date

Attachment

Categories Priority
Any ) Any

WITH ATTACHMENTS

UNREAD EMAILS

ALL INBOX OUTBOX

Where: Subject or
Nanna

Search addr
Enter addre

From date = To date

| and is

1123415671889 ]})0
qgiwlelrjitiyiulijolp
alsfidiflafhiilk]l!
S Mzl xclv]b]n]mgc

H#O &3 English{UK) g

First, choose where to search.
The enabled boxes will be
highlighted in light blue.

If you wish to disable one of
these search options, simply tap
the one you wish not to search
for.

You can always reset your
research by tapping reset on
the top right bar.

On some fields, you will notice
a small white arrow, where you
can specify your search, as
shown in screenshot above.

After your selection, tap the
blank field to type in specific
search words.

NoRrDIC T
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A keyboard will appear on your
screen.

Now type in your search word
and tap Return in the right
corner of your keyboard.

The same method applies to
search addresses in, reference
number, comments and
attachments.
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Neox  outeox o

Where: Subject or

Enter search text

Search addresses in: From
Enter addre:

From date = To date

Reference no. Co ents Attachment

Categories Ma Priority
Any y Any

MENTS UNREAD EMAILS

DONE

@ Account: Nirint Shipping

. Account: OceanGold Tankers
@ Account: Polembros Shipping Ltd
@ Account: Scan Global Log
. Account: StederGroup
@ Account: Velji Dosabhai
@ AHN
@ blabla
@ Follow up [MAS]

) Important [MAS]
. Lead: Bo Rasmussen

ND forward

Opportunity: Ace Tankers; MARKS
System

&f F al 100

Neox  ouaox

Where: Subject or

Enter search tex

From date = To date

Reference no. Comments Attachment

Categories Priority
Any ) Any

WITH ATTACHMENTS UNREAD EMAILS

< Results

— Trello :
® Nanna Maria Drage moved the card Skjo...

= Nanna Maria Drage
test

Manna Maria Drage
® test

Dropbox !
® Emilie and 3 others made changes in yo...

> MNanna Maria Draga

FW: Uopfordret ansagning som grafiker

To search for a specific category,

tap categories.

When this happens, simply
select the folder or category
you wish.

Once you finish tap Done in the
right corner of the top bar. You
can also choose none, and the
search function will search for
any of the concerning field.

Use the same procedure in
both categories, mailboxes and
priority.

Once your search is ready,
tap the round button with the
search icon in the bottom of the
screen Q .

NoRrDIC T
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You will automatically be
redirected to a result page,
where your search results can
be viewed.
To adjust your search, tap back
and correct.

The same search procedure
is applicable for the modules
contacts and shortcodes.
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Click to open
settings.

7.0 | Seéé[ygs

This chapter will teach you about settings.

M@ & T al 69% W 15.34
1| Settings can be accessed in the main < Settings
menu on the right top corner, by clicking on
the wheel icon {Gj. Emails
2 | As you can see, the MARKS app can be Lifiiea Eirk Contacts
highly customized to suit your personal
needs. (=]  Emails Shortcodes

The settings are structured under different

headings as seen on screenshot 2. Q Composing emails

Contacts

o Search
= Shortcodes
Motifications
Cache
Advanced

Account

About

NoRrDIC [T
www.nordic-it.com - All rights reserved



41| MARIAL

7.0 | Seftm?s

To change or adjust your settings, you
will have to tick off the cases you want
to activate or not.

Once a tick is on, the function is
activated. You can always remove a
function, by ticking the box off.

The different settings and how to
adjust them will be explained in the
following chapter.

LM ..

Settings

Emails

Emails to download
Unread indicator

Compact list

Mark as read delay

View emails in plain text

Large attachment warning

R T .l 64% W 16.23

NoRrDIC T

www.nordic-it.com - All rights reserved




42 | MARIAL

7.1 | Ewadl settings

Emails to download

wMe.

i Settings

Emails

Emails to download

Unread indicator

Emails to download

Unread indicator

O 100

Compact list = Compact list
250 eview of the email w hown on the list O .,.p.

Mark as read delay
lay b » automatically sett Mark as read delay

®
O 500
@)

ANNLCLER Large attachment warning )
1ot show waming befare downloadin =% Large attachment warning

View emails in plain text
nail content be downlnade View emails in plain text

In documents to download Turn this function on if you
wish to show a preview of the

email on your mailing list.

Turn this function on if you
you choose how many emails wish to have a blue dot
should be downloaded in the showing an indicator that you
app. have not read an email.

Turn this function off if you
wish to remove a preview of
the email.

Turn this function off if you
wish to remove this indicator.

NoRrDIC [T
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7.1 | Ewadl settings

Mark as read after

O MNever

Immediately
1 second
2 seconds

3 seconds

ANNULLER

wMe.

i Settings
E

Emails to download

Unread indicator

it I A T 5
Mark as read delay

Large attachment warning

S ¥ [} Tor ‘nigadin

View emails in plain text

Settings

Emails to download

Unread indicator

b el ol T
Mark as read delay

Large attachment warning

View emails in plain text

In the setting for mark as read
you can adjust how many
seconds the email could be
open before being marked as
read.

Turn this function on if you
wish to receive a warning
about the size of the
attachement.

Turn this function off if you
wish to remove the warning.

NoRrDIC [T
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Turn this function on if you
wish to view email in HTML
format.

Turn this function off if you
wish to remove HTML view.
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7.2 | Contact and shortcodes seféwgs

e

&«

Synchronise contacts

Contact view options

R 7 .l 66%m 16.06

Synchronise shortcodes

Choose whether you want
to synchronise contacts.
Whenever a folder is opened,
all contacts will automatically
be downloaded and available
to view offline.

You can also turn on or off
visibility of contact fields as
shown on screenshot.

Choose whether you want
to synchronise shortcodes.
Whenever folder is opened all
shortcodes will automatically
be downloaded and available
to view offline.

NoRrDIC T
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7.3 | Cowposchy ewiails settings

=L - %1 F al 66% m 16.09

- Settings

Composing emails

Remove mailbox address

Template behavior

Local template

Compose view options
Turn an of off visibility of compose viey

Template behavior

() Dontuse

Use default

O
O  Uselocal
®

Always ask

ANMNULLER

Local template

bent from MARKS for Android

ANNULLER 0K

66% m 16.09

Remove mailbox address

Template behavior

Local template

Compose view options
Turn on of off visibility o

Turn this function on, by
ticking the box, if you wish to
remove the mailbox address
from recipients when doing
reply to all.

Turn this function off, by
ticking the box, if you wish
to keep the mailing box from
recipients when doing reply
to all.

You can adjust which type of
template you wish to use in
the app. Either you can use
the template you always use
in MARKS5 (not the app) or
you can define your own that
will only be used in the app.
You also have the options
of choosing everytime or
you can choose not to use a
template.

You can define a local template
to use only in the app. The
text you write here will appear
everytime you compose, reply
and forward an email.
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You can chose wheither you
want to have the function set
priority when composing a
new email or not.

When enabling this function,
you can set the priority of the
email you are composing.

(See: Write emails).
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7.4 | Search settings

Emails search results

® 100

Contacts search results

@® 100

250 250

O O
O 500 O 500
® o]

ANNULLER ANMNULLER

Shortcodes search results
@® 100

250

O
O 500
O

ANMNULLER

Choose the amount of emaill Choose the amount of contact
results you wish shown when results you wish shown when
using search. using search.

NoRrDIC [T
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Choose the amount of
shortcode results you wish
shown when using search.



47 | MARIAL

7.5 | Notifiations settings

=Ly - I

Settings

Notifications

<

Do not show notifications

Notification sound

Vibration

WwME & F al62%E16.41

NOTIFICATION SOUND
Click
() Dew Drops
) Ding-Dong
() Future
() Good News
() Hangouts Message

Harpsichord

L

Hello

~

(0 Hint
Jazzy
O Jump

() Knock

WM.

i Settings
Notific

Do not show notifications

Notification sound

Vibration

You can choose to show
notifications on MARKS5 app
and the system drawer.

Turn this function on by
ticking the box.

You can remove this by ticking
the box again.

Select your notification sound
by scrolling down the different
options. Simply press on one
sound, and a blue dot will
show your selection, on the
sound you have chosen.

You can change it, simply by
pressing another notification
sound.
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You can choose to have a
vibration on your phone when
you receive a notification on
your MARKS5 app.

Turn this function on by
ticking the box.

You can remove this option
by ticking the box again.
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7.6 | Cachie and. advmnced, sei*éthgs

Clean up cache every

O  3days

® 7days

O 4days

ANNULLER

FE]

Settings

Cache

Cache clean up
G e will be cleaned up every 7 days

Clear cache

Create system report j
Create repot containing curment device and us:

Update configuration

Updating configuration

‘ Please wait...

In cache limit you choose
how long to keep cached
stuff.

Note that the longer period
of caching you choose, the
more space it will use your
phone.

In clear cache you choose
whether cache should be
reset everytime the app is
started.

In advanced,, you choose

if you want to share usage
statistics data and diagnotic
informations with Nordic IT to
improve MARKS app.

Turn it on by ticking the box or
remove it by ticking it off.

NoRrDIC [T
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You can update the MARKS
app by clicking on update
configuration.

A box will appear and the
download will automatically
start (screenshot 2).
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7.7 | Accont and Avout settings

Tap to log out
of your MARKS
app account.

W@a i Tl 96% W 09.08

< Settings

U:sername
Server
PD!.T

SSL.

Log out

About

Send feedback

Privacy policy

Version

In settings you can access
your account information.

The only action you can carry
out on this page is logging
out of your MARKS5 app by
tapping on this section. You
will then be logged out and
redirected to the login page .

(See: Login).

The last thing you can access
in  settings is information
about MARKS.

Here you can send feedback,
read MARKS5’s private policy
or see further information
about the downloaded
version of your MARKS5 app.
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