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0.0 | Welome

In this brief guide we will cover the
basics of MARKS such as starting up,
understanding the MARKS interface
basics and sending a message.

If you require more detailed information,
we advise to use our detailed user guide,
that has more spe- cialised knowledge
on MARKS5.

1.0 | Basic navigation......ccvcvieveriiiriersiersnerasnnsass 04

10 SNOIE-KeY S oo 05
1.2 | WOFK @rea.. oo 06
1.3 | MENU & ICONS .ttt 08
1.4 | Customize work area.......cccceveveeieeeiiiiiiiiieee. 10
2.0 | FOolders...oiiimimiririnrernssssn s sansssns s s s 11
2.1 | Folder iNdeX...oiiuueiiiiieeeiiieciiee e 12
2.2 | Dynamic foldersS..iiiieie e, 13
2.3 | Filter view folders......cccooviiiiiiiiiiiiiiiiiiieeee, 15
2.4 | Cabinet folders.....ccccciiiiiiiiiiiiiieeee) 16
2.4.1 | File to Cabinet folder......c.ccoociiiiiiiiii, 17
2.5 | Personal folder. ....cccooiiiiiiiiiiiiieeeee 18
2.6 | FAVOIIteS. i 18

NoRrDIC T

www.nordic-it.com - All rights reserved



3.0 | Email operations......ccoevvveriiieriereriersinrasnnes 19 4.0 | Contacts module......cceeviiiiriiiiriiieriere e, 31
31| Compose emMail.ciiiiie e, 20 4.1 | Create company Of PErSON..c.cccuveeeveieerieeeiannnns 33
3.2 | REPIY i 21 4.2 | Add contact to client.....ccoeviiiiiiiiiiiiie, 34
3.3 | FOrward....oooiiieeee e 23 5.0 | Search functions......cccoriiiiiiiiireincnncrireens 35
3.4 | Tic-tac-toe (Clipboard)...cccoeiviiiiiiiiiieeeii, 24 BT AULO Filter e 38
3.5 | ASSION MESSATES ciiuiiiiiiieeie et 26 6.0 | SettingsS..ciiciiiiiirii it 40
B350 CategOr S NG 26 6.1 ] Change PasSWOrd....cooocieeieiiieeeee e 41
3.5.2 | Create new category. .o 27 B.2 | TemMPlates. i 42
3.5.3 | Add a certain category to a folder.............. 28 6.2.1 | Insert template in email.......cccocoooiiiiiii, 45
3.5.4 | Add document to work-tray.........cccooooe 29 6.2.2 | Delete template. 46
3.5.5 | Add a comment to document....................... 30 6.3 | Set to out of office...cccccciiiiiiiiiii, 47
NoRrDIC T

www.nordic-it.com - All rights reserved



04 | MARIAL

1.0 | Basic navigation

The following chapter will teach you about
the basic navigation and the workarea in
MARKS. You will also find a guide to the

keyboard shortcuts in MARK5S
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1.2 | Work area
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1| The main menu and icon-
bar is where you choose
specific functions in MARKS.
Most functions are accessible
through both the menu,
through icons and by using
short-keys. Scroll over the
icons and you will find, a
description pops up as you
pass over.

2 | Folder is your navigation
tool between different folders.
Choose which documents you
want systemized or archived
and create personal and
shared folders for a better
overview and archiving. If you
click on the arrows on the
left side of the folder-pane
you can expand and collapse
how detailed you want your
overview of folders to be.
You can always right-click on
folders to edit.

3 | Favourites is where folders
addedtofavouritesarelocated.
Commonly used folders can
be added to favourites for
faster navigation. Right-click
on the folder in gquestion and
choose add to favourites. In
this area you can also tab to
recently used. Here you can
see folders recently used for
faster access.

This section is best used by
adding popular folders so you
can locate them quickly.
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4 | Navigation of modules is
where you navigate in MARKS5
between Contacts (address

book), documents (emails,
messages and documents),
Rules  (creating automatic

guidelines), shortcode (create
and edit distribution lists),
whiteboard (shared board for
text, mails and information)
and tasks (calendar).
Depending on what you
choose in this section, the
content on your screen will
change accordingly.
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1.2 | Work area
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5 | The Object List views emails. Note that the object list
only views the content of the folder you have chosen and
will change accordingly. Use the arrows on your keyboard to
navigate through emails or click directly to select the email
you want to see. Emails can be outgoing (green arrow) or
incoming (blue arrow). Red cross means that the mail has
not been sent or received. To learn more of the error, enter
Ctrl+S or go to the iconbar and press transmit status. You
can personalise by maximising and minimising the windows
according to your need - just drag the dividing lines.

6 | Links shows how the objects in MARKS are linked together.
You can link everything across modules as you please. In the
bottom of the link area you have the specified link details.
Click on the link in question, and the details will show.

7 | Preview Pane displays a preview of the chosen object from
the Object List. The preview pane can be customized and
designed as you wish.
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1.3 | Mow A icons

Now, take a look at the menu and icon-bar

in MARKS. This is where you have access to
the different functions in the system. You
can find it at the top of the interface.
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1.3 | Mow A lcons
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You find the menu on your left and the icons on your right.
You will find, that many functions can be found both places.
If preferred, you can add navigation arrows to the menu.
The arrows can be useful, when navigation through a large
amount of emails. The icon-bar is highly customisable. You
can add and remove icons according to your need. In the
picture above, you see where to customize to suit your
personal needs.

Here is what you do: Click on the arrow in the toolbar. Then
click Add or Remove Buttons and choose Standard. Now
you can add or remove icons to and from the toolbar.

As you move across the icons, text appears with a
description of the icon in guestion. By right-clicking on
most objects, a context menu of available functions will
appear.

The menu is sensitive to changes between modules, and
some icons will change as you navigate between modules
in MARKS.
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1.4 | Custoiize work area

Most dividers between areas can be dragged by
clicking, holding down and dragging the divider.
By using this method, you can resize the entire
work area to suit your needs.

You can also drag most panels around the
screen and reorganise by click-and-drag in the
surrounding box of the panel. If you want a
panel hidden, you can also cross them off in the
upper right corner.

To customize your settings in MARKS you need
to use the settings icon. This can be found in
the icon-bar and appears as a tool.

Try to modify your documents view. You need
to go to settings in the toolbar. This will open

a new window as shown in the screenshot. As
you can see in the picture, you can modify your
document view by changing font and font size.
You can also alter the document size by altering
document scale rate.

NOTE | Pay attention to whether or not

Popup alert about new messages is crossed
of. It is not recommended to get alerts about
new messages, due to the fact that you will

be alerted everytime the system receives a
message. If you want alerts on some messages
you can choose alerts from specific lines
instead. Modify via alert only for lines.
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EXERCISE | Using what we just learned, add and remove icons
from and to the menu. Customize your work area by expanding,
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2.0 | foldders

MARKS has different options for archiving
and structuring your workspace. In the
following chapter we will go through

each of them as well as explaining how to
choose the optimal folder in a case-specific
situation.

NOTE | You can create sub-folders to
folders as you please.

Be aware of what is public and what is
private when handling folders. There are
only two private folders in MARKS: personal
and worktray. If you want a new folder to be
private, remember to file it in your personal
folder. E.g. if you archive in the browser or
the cabinet, it will affect all users.

NoRrDIC [T
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2.1 | bolder index

CABINET FOLDERS COMPANIES FOLDERS

Your cabinet folders are your storage space. Here you can The companies folder can be found under the contacts
archive mails manually. function. This folder contains your contacts sorted by
companies.

DYNAMIC FOLDERS

The dynamic folder is a predefined search folder, which you can always access fast. A dynamic folder can be useful if you
often need the same search of documents. A dynamic folder will search backwards into old messages according to how far
it is set to go. Dynamic folders should be chosen, if you need the folders to search back in time.

FILTER VIEW FOLDERS

Filter view folders consists of content from the time of creation and forward. The filter view folder allows you to create
folders to filter messages as they arrive in the system for better overview. Filter view folders are the best choice when you
need emails with specific characteristics systemized.

PERSONAL FOLDERS PERSONS FOLDERS

The persons folder can be found under the contacts

The personal folder is not a specific type of folder as the
others, but everything you archive here is private. function. This folder sorts and views your contacts as

persons, and their first names will be listed in aplhabetic
order.

WORKTRAY

The worktray is a private folder that all users have. Both yourself and other users are able to file to your worktray. With this
feature, your colleges can file emails to your worktray, to make sure that you will see the messages. If you subscribe to your
worktray you will get a notification each time there is incoming emails in your worktray.

NoRrDIC [T
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2.2 | Dynamdc foldlers
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The dynamic folder is a pre-defined search folder which you
can always access fast. A dynamic folder can be useful if you
often need the same search of documents from a company,
person, creator, direction (outgoing, incoming, external and
draft), text (eg. a word in a document: shipping, vessel etc.),
attachments, date range or communication lines.

A dynamic folder will search backwards into old messages
according to how far back you define it to go. In general, every
one sees dynamic folders. This can be modified via access
control options. You can also create a personal dynamic
folder, by creating the folder in your personal folder. Note that,
dynamic folders are server intensive, so use them with caution.

Dynamic folders should be chosen, if you need the folders to
search back in time. If you only need the folder to search from
time of creation, this is not the optimal choice.

In the picture above you see how to create a dynamic folder,
in this case we create it in the personal folder.

To create a dynamic folder right-click on the folder you want
to place the new folder into and click Create dynamic folder.
When you choose personal as in this example no one, but
yourself can see the folder. If you want it to be public, place it
in the browser.
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2.2 | Dymamc'c foldlers

This is the new folder window. For more details
on this window, see chapter 5: Search.

Now we have to type in our specifications to
define the pre-defined search. Name the folder.
In this example we search for the text MARKS
in the subject only - both in incoming and
outgoing documents, so this is what we type
and select. Then, press ok and you will see your
dynamic folder in the folder pane.

ME New Folder = = “
Folder name: | New folder |
Search Text Where |SubJe:t OR Message Same | W ‘
Search String | | v |‘
From ANDTo | v| From | =]

o | E
e 5
Direction Priority | ‘ v |
Type l:m Comm. lines | ‘ vl
Creator [ [+]x]
[Junread
Date range [Mvone [w]rom[01-01-1753 [v]to[01-01-1753 [v]
Comment [ [w]~]
Attachment name | | ["] Having Attachment Only
Voy No OR. £ [ [v]]
Fiedinfolder  [Nane [w]any I+ ]
Processed | ® show all ) show handled () Show not handied |
Workflow | ‘ v |

[ Search in SPAM folder [ search in delivery reports

Search in archives

Force to use index |

[] Constant folder

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



15| [MARIAL

2.3 | Filter view folders
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Compared to dynamic folders, filter view folders share some of
the same characteristics, since you also define them through
searches. The main difference though is that where dynamic
folders can be set to go back in time, filter view folders only
consists of content from the time of creation and forward. The
filter view folder allows you to create folders to filter messages
as they arrive in the system for better overview. Filter view
folders are the best choice when you need emails with specific
characteristics systemized. To create a filter view folder right-
click on the folder you want to be the parent folder and choose
create filter view folder. Your create filter view folder window
will appear on the screen.

Here you have the option of adding the criteria you want
(press the top add button). Also, you have the option of
adding criteria you don’t want (click the lower add button).
Mark as constant folder if you don’t want the folder to be
locked (no one can move or edit except the administrator). In
the bottom of the window you find access rights where you
can customize, who has access to the folder.

When you press the add button the search conditions window
opens. Here, select whether to search for inbound/outbound
or both. Type in your critiria in search string. Now, hit ok on
the search conditions window. Your search will now appear on
screen. Click ok to create the filter view.

NOTE | The most important difference between dynamic and
filter view, is that filter view does not search for messages in
the past. And the folder will only keep messages for as long as
the time specified in the date setting.
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2.4 | Cahivet folders

Your cabinet folders are your storage space. Here
you can archive emails. You can file your emails to
the cabinet very easy by pressing Ctrl+Q or click the
File to Folder icon.

When you create a cabinet folder you have the
option of setting the access to personal. If you don't,
everyone will be able to see your folder.

Lets try to create a folder in the cabinet:

Right-click directly on the cabinet in your folder-
view and choose Create folder. Your new folder
window, similar to the screenshot, will show.

Type in folder name and description. In constant
folder you decide if the folder can be changed. In
the bottom you find access rights where you choose
whether you want the new folder to be private or
not. Press ok to create.

NoRrDIC T
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2.4.1 | File to Cabivet folder

You can always file an email to any folder by

right-clicking on the email. Then choose file
to folder. You can also just press Ctrl+Q. Your
filing window is shown in the screenshot. Just
choose the cabinet and press ok.

Folder

» v [ Cabinet

v | i@ Filter View
v |5 Personal

Ml Fle '{101215-01334271} Test4' to folder - o IE3
Faolders Favorites Last used
T Worktray
i % i ~| |3 cancel
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2.5 | Forsoval folder

The personal folder is not a specific
type of folder as the ones above, but
everything you archive here is private

so this is where you store private
information. You can create either

dynamic folders or filter vievvl foldgrs in EXERCISE | Create a dynamic folder.
yogr personal folder as you wish. Right- Creeis & Flier vicw folear

click on the folder ajnd follow the same Cresie o serseral folder

procedure as creating a cabinet folder. Al i serzan: Telelers o favories

2.6 | faowrites

You find the favorites tab at the center
of your left panel. You can add folders
to favorites that you use often for easy
access. Just right-click on the folder and
choose add to favorites. To remove from
folder, right-click and delete.
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3.0 | Evadl operntions

In the following chapter you learn how to send
emails with various details. We will go through
simple mail composing, attachments as well as
assighing messages to other objects in MARKS.
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www.nordic-it.com - All rights reserved



20 | MARIAL

3.1 Cowyaose ewadl
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First, we will dig into creating an email.
To create a new mail in MARKS5 you have
three options: Press 2, click the Create
document icon in the toolbar, or choose
document in the menu and then choose:
create document. Either way a new
window, smiliar to the screenshot above,
will appear.

In the picture, you see your workspace
when composing and designing mails. In
the upper part of the window, we have our
options. Below you find the writing panel.
Here your editing options are divided into
different sections as shown in the image
above.

1 | This is where you click to send the
document.

2 | Here you can save your message into
your draft section.

3 | This is where you insert and edit in and
out from other programs.

4 | This is your spell check option. MARKS
provides Danish, English UK, English US,
German, Norwegian and Russian spell
check.
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5 | The 2 next sections provide you with
your standard editing and layout options.
6 | This is your attachment option. The
paperclip allows you to attach any kind of
standard attachment, whereas the rest of
the icons allow you to attach more specified
files. You can also use drag and drop as
you know it from QOutlook to drag files to
MARKS5. The same applies with Tramos:
You can drag and drop to and fromm MARKS5
and Tramos as you wish.

When your message is done press send.
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3.2 | &Ply

To reply choose the email you want
to respond to and press F6 or do as
follows:

The screenshot shows how to reply
via the menu: click on documents,
then reply. When choosing reply, a
window will show with templates.
Choose the one you want.

ML MarkS Mordic IT Europe [Stine Dichow] - DEBUG MODE

File View Tnnkm'[mk Falder  Intarnal Messages

Print test
& SPAM »
& Ships .

& Contacts

[l Documents

[ Mewtab @, Se 1 Mark as Resd CileSpece P & B @ @ F
T Mark as Uniead
Documents Internal
E &1 Create Documens Flw
Joce: = = 0| |8 |oaterme ~|  Refersnce Fram
i s (o) [ Al erernal document .Mm;l T gl it e
Lo Hert | i<k Feply N i Public part Asia <s.pport asia@rerdciboon s
e foider | - &
& Roceveg | B Realyal AltaFe > Using template <CT Signsturs > Flamcic s i
Z & | Foti S i [T Eurugs Apg =suppor t@rordc-toams=
@ sent ] ’ Using lernplale <LOGFILES - How Ll e e
>l e ¥ Edic B Using tesmlate < Sener specs 140 wsers. s 5
% SUP ureac . -
Bl Exteral ¥, | Deicusment besaple 4 Using témplate <T brug ved til> oo Seviack smasErerdet oo
H Save s, Using temiplate <VPH/CRM Cannecticn details> L i
S @ Save attachments .. 0 o o - b o
B Wl Save attachenents Using lemplale <Maersk Tankers - Email crestion= [ o0
+ 1 ot @ Delete Using tevmplate <Macrsk Tankers - Lser creations ke Sdmack <masircrdet.or
@ Craft S Pt ChieP Using termplate <ab= pen Schniacy <maafrordcat.oon s
3 felooment <dev@nordc-t.com=
Using temlate < Tesmiliever Hastrmodule Guides
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3.2 | Pep[y

= O H®» | - 101215-REF576576 - Edit document = i B
Home | AlternatvePage  MailMerge
o a "] [couriermew %] Twl & »
:\_‘) @ l I ‘ o Cut ¥ O L‘:L”"ff New  [¥[[10 |v = &l a- 3 % (E i N, S Find ~
- ' @ TicTacToe |y Y spellcheck A BS I U % Hyperlink  [§]
Tramsmit @, . Save  Paste == Attach scan @ Search  Shipping
window - - [ coepy [ % spelloptions A - - & e F B a extensians -
Send File = Edit = Format = Insert Find
Subject | Re: Test4
From: Ferdinando Papale <fp@nordic-it.com>

Sent: 10/12/2015 11:26:56

To: Nordic IT Europe ApS <support@nordic-it.com>
Subject: Testd

Med venlig hilsen | Best regards
Ferdinando Papale

| 101215-REF576576

et Tuke Feider  bntarmal Mamages

-fE
[Ry— 1 LN A X

5 Link Wecrd o LinkHew..+ %

1| Now your document panel will show, as in screenshot 1.

2 | You can also use the tool-bar to reply.
Proceed as normal, when creating an email.

Click on the icon as shown in screenshot 2 and proceed the
same way as just described.
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3.3 | forwand

1.
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£ humpio Backmark Chaled
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E
o S o mats
[P MarkS Nordic IT Eurnpe [5tme Dichow] - DEEUG MODE 2
He Wiew Took Documens Tmsk Faller Incemal Msisages Help
EMewiib R 5e0ch Sicesetorumen - H B[ B H S P EF A% E-S-0@3f- % %- 83 -d -G Fv-db -0, B Lk Weand o Link New, =
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X

To forward follow the same procedure as when replying:
Choose the email you want to forward, then either press
F7 or as follows:

1| Choose document at the menu and choose forward
and decide on a template. This will open the documents
panel, where you must proceed as done when creating
a document.

Again you can also use the toolbar to forward:
2 | Click on the icon as done in screenshot 2, and follow
the same procedure as just described.
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3.4 | Tic~tac—toe (a{;mm)

M Marks Noedic IT Eurnpe [Stie Dichow] - DEBUG MODE = IR
Fie ew Took Document Tuk Fober Inbemal Msmaes il
EMewisb A5wch EiCesieDocoment - HH DB LA B R F EAL-S-0 @3 0-%%-83-3--Py-di-0H,~ W Linkweand o Link New, - »

Documens €| mntemal . Liis .

i i B |0 Demee * | |Aeneenee Fon Coteguey |Suvect T Uk | £hacharss | Contacm

g iy Tniem o N . L RO B A < st o || e [ e, e v v . [

W) it a0 (v} s o %, 0.2 P PU MY FREMA R DB AE-ISEUANCE WHITE ... Norce [T Bure A5 et crms =
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e 5 - e e Plorce [T Burcpe 405 s e . corm» ' & e,
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The tic-tac-toe clipboard is an extension of cut and paste. When your text is highlighted press the insert button on your
It allows you to save multiple cuts and then choose what to keyboard. This will add the text to your tic-tac-toe clipboard.
paste when editing a document or contact. This can be useful You can also add the text by right-clicking on the highlighted

when you need to cut more than one section from different text. You can add as many cuts as you need to the clipboard.
documents into one message.

To use tic-tac-toe start by highlighting whatever you need to
copy. This is illustrated in the screenshot above.
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3.4 | Tic~tac—toe (C({;bmg)

B g | 6 & - 151215-REF576606 - Edit document - iE
Home Alternative Page Mail Merge
Y m e cut § [ ¢ Tw] | & 1 r
Qv H BX . B [Corirnen |10 D4l a-E- Mo & 5 Fd -
= {Li TicTacToe. My % Spell check WA BS T U &, Hyperlink  [g)
Transmit 2, . Save Paste - - Ell= = Attach Scan | ‘&, Search Shipping
window z = ¥ R Copy 71 % spell options A-- A [ Table F d extensions ~
Send File = Edit 5 Format Il Insert Find
Subject | || TicTacToe View r ox

iMaglebjergvej 6 DK-2300 Kgs. Lyngby Phone: +45 = Tic-tac-toe Clipboard.
Med venlig hilsen / Best regards

|2 msert || insertall| | @ Clear | |t Remove |

151215-REF576606

When you have finished cutting, create document and click
on the tic-tac-toe button (blue highlight) in your document
workspace.

As the picture illustrates, you have your clipboard in the right
column.

In this example we have saved 2 text-phases that shows in
the lower right column. The upper section of your clipboard
will show a preview of the marked clip. You navigate between
clips in the box below. Double-click on the clips to clip them
into the document as you wish and edit as if you where editing
a regular document.

Your clips will only remain in your clipboard till you delete
them or restart MARKS.
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3.5 | Ass'gn wessages

In MARKS you can mark messages by text or by categorising.
This can be useful if specific departments or if employees
need to pay attention to specific messages.

3.5.1 | Caiegm’sthy

There are multiple functions in MARK5 that can be helpful
in this matter, so in this section we will go through useful
functions including: how to categorise messages, how to add
comments and how to assign tasks to messages.

™G Marks Nordic IT Europe [Stine Dichow] - DEBUG MODE

File View Tools Document Task Folder Internal Messages

Documents < Internal Clear Categories
12345
Folder Count 0| | @ oate/Time ~| |Reference
4 @] Browser (A} 5000 (4921) A JEp 10-12201511:36 [ 101215-01334271
] Hert 5000 (4956) (=2 W § 10-12-2015 7:25 (B 101215-01334248 AAMAA

i3] New folder

B Newtab @, Search (S CreateDocument - (@ [B | B 8 4% @ & ¢ @ % &H-S-0 D3 @- % -8 @-@-&-F J-@ o-dHe-v & LinkWizard < Link New.. + v

L34 Links =28 ¥

To Link | Attachments | Contacts
Nordic IT Europe ApS <support@nordic-it.com> ~
HITE ... MNordic IT Europe ApS <support@nordic-it.com>

Filter | Filed in folder, Filed in fiter view, ...

Desaription

v

Lets start looking into how you categorise a message. When
categorising messages the mail in question will be highlighted
with a certain colour according to the specific category. This
can e.g. be useful if you want high attention mail to go into an
isolated folder for easy access.

To add a certain category to a document, make sure you
highlight the message you want to categorise before you
start. To open categories you can always press: Alt+C. You can
also find the categories in the icon-bar and under document
in the menu-bar.

Choose the category you want, and the document in question
is categorised.
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3.5.2 | Create vew category

If you cannot find a category suitable for your
needs, you can create a new one: Click directly
on the icon and a new window appears.

1] In the picture you see the add button in the
bottom left corner. Click here, and you will be
able to customize a category of our own.

2 | In this screenshot you see the new
category window. Enter your specifications
and click ok. Your new category will now be

available for use in the category menu.

1.

M categories Edit

Color

AAAR

AAARA

Account: A, Datum Cor...
Account: Adventure W...
Account: Adventure W...
Account: Alpine Ski Ho...

act

Agreements

AHN

Attention
AutoParsing_Incorrect
Bartek

Q@ add | [P Edit

BORRR00000000000MNN
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Account: Blue Yonder ...
Account: City Power &...
Account: Coho Winery ...
Account: Fabrikam, Inc...
Account: Fourth Coffe...
Account: Test Account ...

Description Shortkey
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[Mone]
[Mone]
[Mone]
[Mone]
[Mone]
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@ Delete

X oo

2.

M EditCategory
Name |
Description
Rights
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Color |-
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3.5.3 | Add a certain category to a folder

M Search Condition - o E3
Search Text Where | Subject OR. Message Same | W |
Search Siring | | W ||

From AND To |V|From | ||

o] B
Reference | | Category .12345 | W |
Direction |Incoming, Outgeing |V|F‘ri::u'it5-I | |C°|°" |Name + |Description | Must have | |v|
Type | |V | Comm, lines B 12345 L 2 |v|
(] m anen O
Creator | [ B | AAAAA [l |v|x|
[] Urread [[]| 3O | Account: A. Datu... | [l
Date range |None |v }from|l31-01-1?53 [ 3O | Account: Adventu... | O | |
e | [ 3O | Account: Adventu... Il |v| |
[l 3 | Account: Alpine Sk... 1
Attachment name | (] 3 | Account: Blue Yon... T 0 [ Having Attachment Cnly
Voy No OR t | ] T3 Account: City Pon... O [v]]
Filed in folder |N0ne |v |.-3.n\.' | v | [l 3 Account: Coho Wi... ] ||
[] 3 Account: Fabrikam... O
Processed | () Show all [l 0= | Account: Fourth C... 0 w led |
Waorkflow | |Z| | W |
[ search in SPAM folder [ search in delivery reports Search in archives
Force to use index | |
|/ Ok | |x Cancel |
If you want a certain category to go directly into one folder, In the picture above you can see how you set a folder to catch
you just create a dynamic folder as described in the folder everything from a certain category.

chapter. When creating the folder, you can set it to gather all
documents from a category.
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3.5.4 | Add document o Work-é‘ay

&3 Select users and departments

Local . Nordic IT Singapore Test System | NITSH-Mark5-spp
Login - .Person Naine - [ )
.26 | W
[1&: AHM test test
& Anders Hougaard Nielsen
& Anton Caspersen
|1 & | appLE Apple Review
] ,; kostya Balashov Konstantin
1/ & |bac Bartosz Cichedk
O/ & ce Carsten Test
& CT. Casper Thalund
| & dh Drmitry Hohlin
O & |dw Dorte Wolf
1K) fff
1 & FB Felix Blaga
& om Gitte Mejlhart
A o Goran Zauhar L

dh

Comment g

Eule

SUPPORT

X o

You can also assign in MARKS simply by adding documents to
employees work-tray. This will create the foundation of easy
access to incoming mails of relevance to a specific user.

To assign documents to work-tray you can choose to either
assign to your own (Ctrl+W) or to another user (Ctrl+Y). You
can use the short-keys, right-click on the message or choose
documents in the menu and add to work-tray.

This will open a new window, as the one shown above, where
you can choose users as you wish.

You can add the document to as many worktrays as you like,
by either clicking on every user individually or by adding to
a predefined group. Click ok and the document can now be
accessed through the worktray in question.
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3.5.5 | Add commment o document

You can also use simple text in documents to
add a comment. This can be helpful if many
employees are handling the same documents.
The comments field can make sure that
employees across departments are notified
on what is going on constantly.

You can access the comments field by
pressing Ctrl+O.

NOTE | You can use the text column in the
top of the preview pane to add notes. E.g.
type in your in your initials to notice others

that you are working on an email.

EXERCISE | Compose a test mail using Tic-Tac-Toe.
Attach a file to the mail.
Send the mail using both to, cc and bcc.

Add a comment to a mail.
Assign a mail to your own and another worktray.
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4.0 | Contacts wodule

In the following chapter you will get familiar
with the contacts module and learn to add

persons and companies to your contacts.

You can also add departments, just follow

the same procedure. The contacts module
is your address book.
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4.0 | Contacts wodule

MI Morks Mordc IT Europe [Stne Dichowr] - DEBUG MODE
File  View Combichh Tk Febar Intarmal Mensges

Hewta & Saarch § Coosta Parsen = ([

= Tasks
& Saks and Puichise

#50

= | & Nordic IT Europe

— At Dt Cusrercy [

| i 1o st

Tl D

a s & twployescd 4
£ e * LI Pt oot

+ % Pk i Wity
L Phome call fram Cantaect
+ iw Hecehed Dot
* L4 SeetBacument

+ | shig pottion

Totak B [mE
Lnk cetai SRR

When you click on contacts in the lower left corner you
will notice that your screen changes, as does your menu.
In the picture above you see the work-area. You can use
the dividing lines to maximise and minimise or simply
remove sections by crossing them off. Set up the screen
to suit your need. Lets quickly go through the contact
window.

1] On vyour left hand you have your Folder view. Here
you choose whether to view companies or persons.
Depending on what you choose, the content just right of
the folder changes.

2 | This area shows the content of the particular folder
you have chosen. In the top, you see an empty column.
Here, you can search in the contacts. Just start typing.

3 | Here you have a detailed list of all the persons in the
company shown above. Mark a person to see

specific personal details.

4 | This views a detailed description of the selected
contact.

5 | Here you see the links that are related to the chosen
contact.
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41| Create conmpany or person

In the contact module you will see that your menu now
has a section called contacts. This is your gateway to
handling the module.

1| As the picture shows you can create and edit
contacts as you wish. In this lection we will investigate
how to create a new company. Note that to create
new person you follow the exact same procedure. Just
choose person instead of company. In this example
choose create company and a new window appears.

2 | Now you will see the editing area, similar to
screenshot 2. To edit access rights click on the key

in the upper left corner. Here you can choose either
everyone, private or custom. You can add links to
your contact in the lower left corner. This can be
usefull if, you want to link mails to a certain company,
department or person.

To create new company, enter your details. You can
connect as many addresses to your companies you
wish by clicking on add new address.

NOTE | To create company you have to click close in
the lower right corner. This might seem odd, but when
you click close, a window will pop up asking you if you

want to save changes. Click save and your company

will now exist in your contacts. This fact does also
apply when creating persons.

You can always edit a contact simply by right-clicking
on the contact in question and choose edit contact.

|
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4.2 | Add contact to client

You can save contacts directly from emails as
well. This can be preferable if you are working
in the document module for easy access.

You can access contact details on email-
addresses anywhere in MARKS. Just click on
the email in question. This will open a small
window with email details. Right-click on the

address, choose add to client and choose
whether you want to file into existing client,
new person or new company.

In the screenshot you can see the entire
process visually.

EXERCISE | Add a company to contacts.
Add 3 persons to contacts.
Add your 3 new persons to the company.

Test4
.test123new

101215-01334371
To:  Mordic IT Europe ApS <support@nordic-it.com >
From: Ferdinando Papale <fp@nordic+t.com>

Lines:

4 [ Email
IR
| B2 Send Mail
Med
Co
Ford .@ Py
softi x| | AddtoClient  » | g Eisting Client
Mob =
Email: fo@nd & | Add to Shortcode & New Person
IT & New Company

Maglebjergvej &
DK-2800 Kgs. Lyngby
Phone: +45 39403997
www. nordic-it.com

See our email disclaimer
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5.0 | Search functions

In the following chapter you will learn to

create advanced searches. The search in
MARKS is highly detailed as well as fast.
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5.0 | Search functions

%, search
. Saved searches 2 Contacts | Documents Shortcode | '\"J’hitéboard |
Saved search name . Search Text Where :Subject OR. Message Same
. Search String |
Fr0|_1_1 AND_TD :v From
To
Reference | Category
Direction | v._ Priority
Type | 'v'_ Comm. lines
Creator
Unread
Date range :None W [fror
Comment |
Attachment name
Voy No OR. t
Filed in folder :None w [any
Processed | @ Show all
. 2 Workflow
@ i L ¥ Edt Qo @ C =l r@‘ Reset [+

PostFix | Tasks | Sales and Purchase Ship Brokering

I v =
| Having Attachment Only

(VR

Show handled Show not handled

M v
Maxhoﬁnd:_ 250_: x Cancel

You can search either by choosing search in the menu or by
pressing F8. When doing so a new window appears, but notice
that the window will change according to what kind of tab you
are searching for (document, contact and so on).

You are able to specify your search as you wish, and you can
have multiple searches at the same time. You can search for a
specific company or person, outgoing, incoming, external, text,
attachments, date range or communication lines. In the search
string you type in criterias. In from and to you can search for
specific addresses. In category you can search for documents
assigned to a certain category. In direction you search for
incoming, outgoing or both.

In Comm. lines you can specify which email addresses the mails
should come from. In creator you search for a specific users
emails. Date range allows you to search in a specific period. In
comments you can search through comments in documents.
Under Max to find you choose how many result the search
should find.

In this example our search object is documents. Now, type in
your criteria’s. Choose whether you want to search in the subject,
message or both. Next, type which words should be in the body.
This is done in search string. In this example we want to locate
documents related to testing MARKS5, so we type in: "test” and
“mark5”. The results will be all documents with both words
present. You can also type in "test” OR "mark5”. Then the search
results will consist of documents with one of the words present.
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5.0| Search functions
When searching you need to know how to use OR,
which is pointed out in the following example:
Type into search string:. MI Search result: subject or message lke <test= - o I E3
B B [@ % 9 Showlinks « Autohighlight @ Highlightsearchword v | B (2 [ @ - [ R~ @ - - -H @ v
Scenarios: Documents | Hest1
You want to locate documents consisting of both P— ~ @testizinew =
test & mark5: (2w it@i.com <it@d.com> 10/12/2015 ;SIZISi;iiftigﬂszjhtmm R A0AZ2015 1059 ”
Mark5 test ##SR104467#% C 15110285 MAR... 1P From: Ferdinando Papale <ferdinando.papale@gmail.com> v
You want to locate documents consisting of either eainsassssnentns g [l
test or mark5s: [ & Ferdinando Papdle <... 10/12/2015 ; —
Test OR mark5 B
You want to locate documents with the exact phase: b Yesterday (1 items)
mark5 test: b Tuesday (4 items)
“MarkS teSt” » Meonday (2 items)
After entering your criteria press search. In the K]
picture you see how the search results look in this K TN e )
example, } Three Weeks Ago (27 items) "
‘Search completed. 250 ) [@, search 3¢ cance |
NOTE | The search saves itself just remember to
click OK. Searches are deleted by every sixth search.
You will be able to find the saved searches below
the cabinet and work tray.
NoRrDIC T
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5.1 | Ado Filter
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Auto Filter is a fast way to sort messages. Auto Filter is a
specified function of searching that allows you to search for
documents by the first word and display the records based
on the latest number of records that you have specified in the
module settings. Auto filter is a fast way to access mails with
rather easy specifications for example if you want to locate
every mail from Nordic IT, you can type in "Nordic IT” in the
from column.

In this exercise we will learn how to add and delete Auto Filter
row. First take a look at the picture above. What the picture
tells you is, that you need to right-click on the header and then
choose show auto filter row. This will create a new row.

NoRrDIC [T
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5.1 | Auto filter

1| The row allows you to type in whatever you want to search
for. You can search in whatever column you want to; just click
in the new row below the column of choice and start typing.
In this example we want to locate every mail with the subject
“test”. Type into the subject column.

2 | As you can see in picture 2, MARKS immediately delivers the
mails with the wanted specifications.

If you want to delete the auto filter row, just press the x button
below the results.

NOTE | If you want to search for something, but you don’t know
the exact phrase, you can use the wildcard:*. E.g. you want to
search for Nordic IT, but you cannot find what you are looking
for. You can type in : N*rdic IT. The * represents the wildcard
and will search for every variable.

Remember to clear your searches to get full view. Use backspace
to delete.

EXERCISE | Create a search that has as least 2 search strings.
Use auto filter row to search for mails from Nordic IT.
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6.0 | Se{ﬁhys

In the following chapter you will learn to modify
your personal settings, to ensure that your
individual adjustments fit your needs. You will

learn to change password and create templates.
MARKS is highly adjustable.

To customize your settings in MARKS you need
to use the settings icon. This can be found in the
icon-bar and appears as a tool.

NoRrDIC [T
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6.1 Chanye password

Lets start by changing password. Open
MARKS from you desktop.

1| Here you will meet the login window.

To change password, type in your login and
your password. Instead of pressing ok, press
the key-icon marked in the screenshot.

2 | This will open the change user password
window. Type in your old password, followed
by your new password twice and click ok.

NOTE | Passwords are case-sensitive so
remember exactly how the letters where
typed in.

NoRrDIC [T

Login:  |SD

Password: | *4

Old password: @“

Mew password: @|

Confirm password: @|

www.nordic-it.com - All rights reserved
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6.2 | Eyﬂm
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Type [ew, Reply, Relyal, Forward, Edit || - Template action type — Name [@
Mame & |Types | Description | Subject 7] New Edit Subject
- Reply [7] replya | POORES  [markS
4 Private: Public (14) View |l
ab New, Repl... i e
L P Default line [Default
CT Signat... | New, Repl... | =
Fakturerin... | New il faktureri...

LOGFILES ... New, Repl...
Maersk Ta... New, Repl...
Maersk Ta... New, Repl...
Marks upd... New, Repl...

Mark5 Upd... New, Repl... Update for ...
Serversp..  MNew, Repl... Hardware
TeamView... New, Repl...

Test Mew, Repl..

testal New

Tilbrug ve... | New, Repl...
VPNJCRM .. | New, Repl...

@ age || eat | O perete |

When you send out many emails, you can work more efficiently
by using templates. That way, you avoid entering sender details
every time you compose a message. There is no limitation
to the number of templates you can add. Therefore, you can
prepare templates to diverse situations and set them to appear
automatically on mails in certain situations. Lets take a look at
how you create templates.

Click on the template icon in the icon-bar. Make sure you click
on the small arrow just beside the icon. Choose Edit Template.
To edit template, you can always just press Ctrl+T.

This will open your edit template window. In the window you see
a split screen. On your left side you see all available templates.
In the bottom you have three buttons: add, edit and delete.
The right side views the display-area. This is the content of the
template, you have marked in the left pane. If you want to edit
an existing template: press edit.
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6.2 | Eyﬂm
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Ml Template editor ‘
Template action type — Name: Test
1 New Edit Subject:
Reply Replyall Rights =d
View MNobod
Forward = Y

Default line: |Default
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Gl sy @ B BV Courier New
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0 (v A-%-B v % v

X oo

Now we want to create a new template. Start by clicking the
add button in the lower left corner. This opens your template
editor, similar to the screenshot. Here you create the template.

1| This is the template action type. Here you choose which
context the template is meant for.
2 | Type the name of the template.
3 | Pay attention to access rights. Choose whether you want the
template to be public or private. Click on the three dots at the
end of the line to modify settings.

4 | This is your editing tools. You can modify type and insert
image.

5 | Here you set up the actual template. You can type, use cut &
paste or add images as you like.

When you finish, press ok.
Now you will be able to see and choose your new template
from the template window.
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6.2 | Eyﬂm

M Marks Nordic IT

Europe [Sti

how] - DEBUG MODE

File View Teols Decument Task Felder Internal Messages

Bl Newtab @ Search i CreateDocument - (@ B | B 8 &4 B ¥ ¢#? @ - S-a @ @-2 -2 g-a@-=2-Py-da-0HS-v
Documents < 1
e i i = )
Folder Count ! Module Settings Ex
4 8] Browser (Al “ SystemModule | Contscts | Documents | Whiteboard | PostFix | Tasks | Sales and Purchase Ship | Brokering
& At — 1 L | | 2
= Templates
i8] Mew folder ==/ Document A o -
# Received g e New |frest =[x
& sent emmen Eit TR
3 p_:ll Sup 4" Templates Recly R
@l sUP unread & Reference = £
[5 External Reply All L ;x“ 20'eren
4 B3 Personal 3 = Forward | Jx pd . 20%ren
@ Internal 18 ",‘@ Other A - ject: 'Re: Opsigels:
= Worktray 1(1) port Strange signs
» [9 Cabinet 27 (26) (&) Transmit
&l Draft B Additional
¥ @) Filter View ent
& Spam Vi Associated
Favorites | Last used ject: 1. Lauritzen |
2-2015 9:20
v' ok | |3 cancel
Ignore

NOTE | The template will not appear when you write emails, as

it has not been assigned yet.

Assign through settings as shown in the screenshot above.
Click on the setting-tool in the icon-bar and your module

settings window appears on the screen.

To activate templates make sure to choose documents in the
navigation bar and then templates. On your right you can
choose templates by clicking on the dots. If you want to remove
templates click on the X. You can add different templates to
different situations: new, edit, reply, reply all and forward. When
you finish click ok.
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6.2.1 | (usert fmxplate in emall
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To insert a template into an email, create document and you

edit document window will open:

To insert template either click Ctrl+T or go to your attachment

This will open the same template window as we experienced

earlier. Here just click on the template you need and click ok.

area in the window and click the template icon as shown above.
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6.2.2 | Delete tewplafe

To delete a template go to the arrow

beside documents, click edit template
and the template window shows.

Just mark the template in question and
press delete as done in this picture.

M Templates o IEH
Type |Mew, Reply, Replyall, Forward, Edit [v Template action type — Name Test
Mame 4 | Types Description | Subject New Edit Subject
. N Reply Replyal Rights o
4 Private: Public (14) View al
ab Mew, Repl... Forward
biint Default line | Default
CT Signat... Mew, Repl... -
Fakturerin... Mew Tl fakture. ..
LOGFILES... New,Repl... Testlll
Maersk Ta... Mew, Repl...
Maersk Ta... | New, Repl...
Mark5up... | Mew,Repl...
Mark5Up... MNew, Repl... Update fo...
Server sp... | New,Repl... Hardware
TeamView... Mew, Repl...
Test Mew, Repl...
testall Mew
Til brug v... | MNew,Repl...
WPN/CRM ... Mew, Repl...
Q add | | Edt D Delete
Ok
Delete template
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6.3 | Set to ad of office

If you need to create an auto response to
incoming emails use: out of office. Go to your
menu, choose document and click out of office.
This will open your autoreply window.

Here you can choose to activate now or you can
set a specific period of time. Under Incoming Line
you have to choose your own email-line. Type in
the Reply Subject and your message.

WARNING | It is not recommended to use out of
office as you use the same email addresses and
this will affect everyone.

M0 autoreply
Active from now ®) Define active period
10-12-2015 v [to |[EEH12-2015
Incoming Line

Reply Subject

O @ S v | @ % BB v || Courer New v iji v A -

Type the message you want to send back when recieving an email.

v

EXERCISE | Create a template
Activate the template

Send an email using the template

&
<
1]
<

ok % Cancel
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