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To create the best possible user
experience in reMARK the interface
has been organized different than
MARKS5 and the rhetoric has been
simplified.

This guide covers the functions that
N has been moved around and the
functions that has been renamed.

{

First chapter will go through some
of the general differences in the
interface. The next chapters will go
through changes specific to email,
contacts and mailing list. In the back
you find an alphabetic list of the
renaming. You can also use the index
to see the renaming.

Please notice that all shortkeys are
the same in reMARK as in MARKSG.
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In this chapter we will go through the
- differences between MARKS and reMARK.
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Navigation of modules has been moved and renamed

Tab menu. It is still in this menu you choose between
emails (documents), contacts,
code), calender (tasks), rules and search.

mailing

list (short

reMARK

ML MARKS NORD
HOME | TOOLS  VIEW
New email Import Reply Reply Forward Copytonew File 0 Unread Priority
M document M all M M falder M
NEW RESPOND STATUS
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6 All documents —» P 181220171306 NordicIT . Tutorial
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> 13-12-2017 1343 NordicIT... Re:Tutor|
&« 13-12-2017 1343 MarkS Re: Tutor|
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Now, you find the Tab menu in the top of your
interface just below the toolbar. Click on the plus (+)
and select from the drop-down menu to create new
tabs of content.
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v &% operation@nordic-itcom 4978 < 17-01-2018 1616 uem Re: Tutorial M Here is another one for the tutorials - just to

New tab has been moved to the Tab Menu. Click on
the plus (+) to create new tabs of content.
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0.3 | A/ready open tabs
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The navigation between open tabs has been moved
(see opposite page).
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HOME TOOLS VIEW

MARKS NORDIC IT EURQPE [uem ucm ucm|

® O 68 ©® O

=

® 6 ® © O
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New email Import Reply Reply Forward Copytonew Fileto R Unread Pricrity Categeory  MNavigste Setbookmark Email All emails Copy email  Clean
M document M all M T falder T M M thread relatedto
NEW RES2OND == STATOS e TR SNBSS LU2B0OARD
Mailing list - All mailing lists Calendar - My calendar Search - Email (66) Rules- Allrules +
FOLDERS 4 & & P Date/Time Fram ubject Subject Tutoria *
v ) All email 4734 a From Nordic IT Marketing - Overview Timeline History
4[] Shared s ¥ ?3'3?'23:B 3 SketchUp ... Startlearning Msilboxes  marketing@naordic-it.com 2-2017 13:06 » & Assigned
[ Nordic IT > 7-01-201816:18  Nordic[T... Tutorial MARKS .
h 2 dicei > 17-01-2018 1618 NerdicIT... Tutorial MARKS ~ Commented
? - 399 v )
L chartering@nordic-i.com 2 < 17-D1-2018 16-18 uem Tutorial MARKS HI Again ~N et
v ¥ marketing@nordic-it.com > 17-01-2018 16:16  NordicIT... Re:Tutarial M ! v — Filed
v &% operation@nordic-itcom < 17-01-2018 16:16  uem Re: Tutarial M Here is another one for the tutorials - just to
- - 17-01-2018 1615 Nordic IT . Tutorial MARKS i
» O, [Fitorais 13 > ordic utoria illustrate that MARKS is pretty awesome! + © Read/Unread
> 17-01-2018 1615 NordicIT .. Tutorial MARKS —
~ o
v [ Private > 17-01-2018 16:15  NordicIT... Tutorial MARKS Perhaps you are noticing that the new interface ) .
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< 13-12-2017 14:16  MarkS Tutorial overvi... . Testing MARKS today!
> 13-12-20171343  NordielT... Re:Tutorial O As mentioned before, there is a lot of nice
< 31220171343 MarkS Re: Tutorial G things to say about MARKS's new interfacel For
> 13-12-2017 09:30  Operation... New version ... instance; it is designed to fit the future.
< 13-12-2017 0929 Marks New version ... However, that is just a simple way to wrap up
Favourites Last used ) )
> 08-12-2017 09:29  NordicIT... Tuterial Over. the enormous amount of thought that has gone
> 08122017 09-29  Nordic IT __ Tuterial Overv_ into it. When you go through the tutonials you
08-12-201709:29 e Tutarial Over. will noticed that is the same functionality as
> 05-12-2017 1027 NerdicIT... Tutorial- Quic... before but that it is way easierto getan
N 05-12-9017 1097 NordicIT . Tutorial - Quic overview of the program and perhaps you will o
> 05-12-201710:27  MordicIT... Tuterial- Quic... Read by Marks, uem, je, sd, emh Ref.

It is now located next to the tab menu. The dark blue
tab indicates that the tab is active. Go to an open tab
by clicking it. If you want to close any open tabs click
on the small exit (x) next to the title.
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MI Marks NORDIC IT EUROPE [Una Christine Castella MacDonald]

File View Tools Document Task Folder Intemabfesages

: [B Newtab @ Search (%) Create D

Documents <

Folder | count

> 3 Browser (All}
5 Personal
T Worktray

> [ Cabinet

> ) Filter view

=@ Spam

&l Delivery reports

> 9, search

Favorites | Last used

@ Reffésh Folder
{8l /Create Folder
Create Dynamic Folder

Create filter view folder

Edit Folder

Copy Felder

Move Folder
Search Folder
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Clean Folder

Search in folder
B4 Sortby Name
4 Moveup

3  Move down

| | Delete Folder

Add to Favorites

nove from Favorites

B  Add nal document

ft+R

Alt+S

Ctrl+Shift+Up
Ctrl+ Shift+ Down

=
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| Date/Time | To

i E

12 L
1]
L]

i
¥
%

i
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ALLLEEEEEER RRA AT

]
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reMARK
M MARKS NORD)
HOME TOOLS VIEW
New email Import Reply Reply Forward Copytonew File 0 Unread Priority
T document T all T T folder T
MNEW RESPOND STATUS
Search - Email (66) +
FOLDERS 4 4 & F Date/Time « From Subject
» 7 All email 473
4 [ Shared 4 >\u\28-2015 1224 Una Chris.. FW: Attac
» () Tutorials = A 01812:24  Una Chris.. FW: Attac|
Nordic 1T New folder 81221 Una Chris.. Amachme]
E oraie New Smartfolder 81220 Una Chris_. Attachmg
chartering@nordj New Search folder 13:54  SketchUp .. Startlear
marketing@nordi \16:18  NordicIT... Tutorial
on@noi it 8\6:12  NordieIT... Tutorial
operation@nofdic|
P Copy 81§18 uem Tutorial
4 Private Refresh Alt+R 81416  NordicIT.. Re:Tutor|
To-do list 816016 uem Re: Tutor|
816f15 NordiclT . Tutorial
All documents i
D Sors alphabetically 816f15  NordicIT.. Tutorisl
~
& spam Add to favourites 816f15  NordicIT... Tutorial
v (1 Recent searchel Mave 314015 uem Tuterial
Mave up Crrl+5hift+Up - -
716:06  NordicIT... Tutorial
Move down CrrlsshifeDown 7 fa06  Nerdie T ... Tusorisl
Show histary 13:05  uem Tutorial
View permissions 71418 Operstio. Tutorisl of
Evirias \ /7 1416 MarkS Tutorial of
Del
st 71343 NerdielT... Re:Tuzer|
— 1H12-2017 1343 MarkS Re: Tutor
¥ 13-12-2017 09:30  Operstio.. Mew vers|
13-12-201709:29  MarkS MNew vers|
4 08-12-2017 0929 NordicIT . TutorialQ
> 08-12-2017 0929  Nordic IT __ Tutorial

The Folder menu has been moved. You find the Folder
menu by right clicking on any folder.
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MARKS

= B

Help ~

- @ -=2-B-F & -F a0 HS | @lgMad D LinkNew N\~
rience TeamViewer anew: feature release for Android % ) o x
|B-00023294 Time: 26-07-2018 10:16 Link | Attachments T oty
support@nardic-it.com - A s 1 L L
L e S ./|| Fiter [Fied in foider, Fied in filter view, ... |~

Fuppor t@nordic-it.com | Description
> i Filed in filter view

e web view

4->| TeamViewer
5 S l: . 77E7 7d7.
Experience TeamViewer anew: ‘ b & g ?/
Link details oR x
all new features and d 21

enhancements at a glance.

Path: Filter View'421

v: SDI, ucm -

ents - Browser (Al] | Documents - Browser (All) | Documents - Bi g b ox

Links has lbeen renamed Team overview. Team
overview consists of three different tabs: Overview,
Timeline and History. Overview is a quick summery
of actions related to the chosen email. Timeline is a

reMARK

Jem ucm ucm]

@ ® ® & ©

svigste Setbookmark  Emsil  All emails Copy emsil Clean
T thread relstedto

CORRESPONDENCE CLIPBOARD+ s

Search - Email (66) Rules- All rules +

Subject Tutorial [ ]

From Nerdic IT Marketing - Overview Timeline History

Mailboxes marketing@nordic-it.com

@
()
o
]

» & Assigned
+ () Commented
Hi Again,
+ = Filed
Here is another one for the tutorials - just to
lllustrate that MARKS is pretty awesomel + £ Read/Unread
Perhaps you are noticing that the new interface
looks pretty slick compared to the old one. It
has taken quite some time to clean it up while
keeping the all the great functionality You
might say that we have taken our task of
sorting your workload to the next level -) Or
maybe you just notice our preference for blue
and brown ...

+ 1] Received

i< 17-01-2018 11:21
Testing MARKS todayl

As mentioned before, there is a lot of nice
things to say about MARKS's new interfacel For
instance; it is designed to fit the future.
However, that is just a simple way to wrap up
the enormous amount of thought that has gone
into it. When you go through the tutorials you
will noticed that is the same functionality as
before but that it is way easier to get an
overview of the program and perhaps you will

Read by: Mark5, uem, jc, sd, smh Ref:- 181217-0001810)

chronological overview of the actions that are relevant
to the email right now. History keeps a full overview of
all actions carried out on the selected email, including
those that are no longer valid for the email.

NoRrDIC [T
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MARKS

M Marks NORDIC IT EUROPE

File View T cument Task Folder Internal Messages
B Newtat] @, Search ) BEABPENGN 2 0H@ %% - 83 - @ -5 -B-2&-@Fa-

*J Create Document ~

]

& Link Wizard <0 Link New..w |+

N—

reMARK

ML

HOME TOOLS

VIEW

MARKS NORDIC IT EURQPE [ucm ucm ucm]

New emsil  Import
M document

NEW

FOLDE!

» 07 All email
4[] Shared
[ Nerdic IT

» 4" chartering@nor

» m E ) 0

¥

v 57 operation@nerdic-it

THarRetngano

all

RESPOND

Email
Contacts
Calendar
Mailing list

Rules

@O & ® © ©®0 ® ® ® ®

Reply Reply Forwsrd Copytonew  Fileta Ren

Unread Priority Category = Mavigste Setbookmark  Email Al emails
falder T T M thread relsted to
EDIT STATUS MNAVIGATE C SPONDENCE
4 & P DatefTime ~ From Subject Subject Tutaria
From Nordic IT Marketing
23-03-201813:54 SketchlUp ... Startlearning Mailboxss marketing@nordic-it.com 18-12-20171
17-01-2018 1618 NordicIT . Tutorial MARKS -
17-01-2018 1618 NordicIT . Tutorial MARKS
7-01-2018 1618 ucm Tutorial MARKS Hi Again,
17-01-201816:16  NordicIT ... Re:Tutorial M
17-01-2018 1616 uem Re: Tutorial M Here is another one for the tutorials - just to

v () Commented

Search has been divided in two; Quick search and
Search. Quick search is located in the top right corner.
Search is located in the tab menu. To open search
click on the plus (+) and open a new search tab.

NoRrDIC [T
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ML

HOME TOOLS VIEW

reMARK - Quick search

MARKS NORDIC IT EUROPE [ucm ucm ucm]

® 0 O @ O E

New email Impart Reply Reply Forward Copytonew Fileto Re Unread Priority Category MNavigate Setbookmark Email All emails Copy email

T document T all M T falder T T M thread relsted to

NEW RESPOMND EDIT STATUS MNAVIGATE CORRESPONDENCE CLIPBOARD
Email - Tutoria Search - Email (66) +
FOLDERS 4 s & P DetefTime Subject Tutorial P
» 0fy All email 4734 a Nordic [T Marketing - Overview Timeline History
Shared 4 > 23-03-201813:34  SketchUp ... Startlearnin narketing@nardic-it.com 8-12-2017 13:06 :

43 P 9 market rdic-iteor 22 5 RE—

l’j MNordic IT > 17-01-201816:18  NordicIT . Tutorial MARKS -

n1 204 Bloedin T Ticrial MADES

Quick search is always visible in the top right corner.
It can handle simple searches without opening a pop-

up window.

NoRrRDIC T

www.nordic-it.com - All rights reserved

“MARIK 112



13 | *MARIK

0.6.2 | Adumced search

Search criteria

reMARK - Search tab

Search results

M, MARKS MORDIC [T EURDPE [uem ucm ucm]
HOME | TOOLS VIEW
R TR ’_j ey - ey = o ’_j i I et
\ | \ Q) (k2= } e
®@ @ e 0O ® 6® @ ® @ ® ® ®® ® ®
Highfght  Auta highlight  Reply Reply Forwsrd Copylonsw  File o Rerious§ Unresd  Priadity Category  Nevigste Setbookmark  Frmail  All emails Copy email  Clean
search resuls T all M M falder folde T M T thread  relatec o
RESLILTS RESECND EDIT STATUS MAVIGATE CORRESFON E SBOARD+ -
A & P Date/Time From Subject
Mailing list a

¥ 23-03-2018 13:34 SketchUp <sketchuoda.. Startlenarning SketchUp todayl
¥ 17-01-2008 1ee MNeordic IT Marketing <m... Tuterial MARKS

] 7-01-2018 1e:18 MNeordic IT Msrketing <m... Tuterial MARKS

g 17-01-2018 16:18 ucm Tutorial MARKS

> 17012018 16156 Nordic [T Marketing <. Ra: Tutorial MARKS
2 17-01-2018 1&:1& ucm Re: Tuzorial MARKS
> 7-01-2018 1415 Nardic IT Markering <m... Tutarial MARK

> 17-01-2018 16:15 Mardic IT Marketing <m.. Tutarial MARKS

» 17-01-2018 16:15 Nordic [T Marketing <. Tutorizl MARKS

17-01-2018 16:1 ucm Tutorial MARKS
40 47 047 Blmndim 1T B mrlemmim e e Tremmio
-
Hi Again,

Here 15 another ane for the tutonals - just to illusirate that MARKS 1s pretty awesomel

Perhaps you are nolicing thal the new inlerface looks pretly slick compared (o the old one. It
has taken quite some time to clean it up while keeping the all the great functionality. You might
say that we have faken our task of sorfing your workload to the next level -) Ormaybe you just
notice our preference for blue and brown. .

As mentioned before there 15 a lot of nice things to say about MARKS's new interfacel For
instance; it is designed to fit the future. However, that is just a simple way to wrap up the

RESET SEARCH SAVE AS NEW — o R e S W L 7.1 ab B i
=} -

emh

Search allows users to make advanced searches with
various criteria. The first pane is where you enter your
search criteria. Choose between searching through

Email, Contacts, Calender or Mailing list in the top
of the first pane. In the next panes the search results
appears.
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0.7 | Ado filter row = Filter row

MARKS
MG Marks NORDIC IT EUROPE [Una Christine Castella MacDonald] = B =
File View Tools Document Task Folder Internal Messages Help ~
o Newtab @ Search [ Create Document = | [@ ¥ &, L] o - - R e R RO T - 8 - ink Wizar ink New..~ |+
[E] Newtab <, Search (%3 C D » B W R = £ ¢ @ & & Link Wizard @ Link N
Documents < | Browser (Al Experience TeamViewer anew: feature release for Android | Lnks oRx
== T r -8 [ subject 260718-00023294 Time: 26-07-2018 10:16 Link | Attachments | Contacts
i J oA o To:  support@nordicit.com - = = ;
> il Browser (All}) 5375 (5337) i News e i . ||| Fiter |Filed in folder, Filed in filter view, ... |~
3 Personal Lines: support@nordic-it.com | Description ‘
?‘ Workiray o - A | | » i Filed in filter view
> [ Cabinet e W b i
> i Filter View P . L ~
&3 spam - ——— - s our newsletier not displayed properiy? Open the web view
&l Delivery reports S [
reMARK
™M MARKS NORDIC IT EURQPE [uem uem uem|
HOME TOOLS VIEW
New email Import Reply Reply Forward Copytonew Filewo R Unread Priority Category  Navigate Setbookmark Email  All emails Copy email Clean
T document T all T T folder T T T thread related to
NEW EDIT STATUS C MNDENCE -
Email - Tut < =
FOLDERS 4 > & P Dste/Time ~ From Subject Subject Tutorial *
» 0F All email 4734 2 From Nordic IT Marketing - Overview Timeline Histery
4[] Shared 4 > & 01-08-70 T~ Una Chris.. FW: Attachme. Mailboxes  marketing@nordic-it.com 18-12-2017 13:06 Filter Filed in folder, Cate... ~
[ Nordic IT & 01-08-20181224  Una Chris. FW:Amachme... .
5 o P . >  01-08-201812:21  Una Chris.. Amachments. » & ASSIGNED (1)
@ o _ 398
» o chamerng@rordieineom - < ¢  01-08-20181220  Una Chris_. Attachments Hi Again ~
v & marketing@nordic-itcom > 23-03-2018 1354  Sketchlp ... Startlearning ' 4 &7 FILED (2)
v & operation@nordic-itcom > 7-01-201816:18  Nordic[T... Tutorial MARKS Here is another one for the tutorials - just to ., Filed 18-12-2017

Auto filter row has been renamed Filter row. You find
Filter row various places in MARKS5, where it gives you
the ability to search through lists according to the
columns in the top of your lists. Click underneath the
column you wish to search in and write a search word.
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1.0 | Docwnents = Ewadl

Documents has been renamed Email.
In this chapter we mainly dig into
changes that are specific to Email.

Some functions can be accessed in both
Email, Contacts, Calender and Search.
These functions will be explained in this
chapter and they will not be repeated in
the next chapters.

r




1.1 | Elter view folder = Swart folier

MARKS
Documents < | Browser (Al © x| FW: mark resolution Links g " x
ol laft] [.|Fom | subject |Datefrime |0 | || 190718-00023065 Time: 19-07-2018 13:49 | Link | Attachments | Contacts |
Folder unt | I | ; | | |
Gl e | L o0 o — o & ||| Te:  support@nordic<t.com <support@nordic-t.com:> v r T
+ 3] Browser (All) = — & [ I Filter |Filed in folder, Filed in fiter view, ... |~ |
[E = Sl B e i 4B e cc: = |||l Description |
& Recaived =E S - S WD Lines: support@nordic-it.com | * () Filed in filter view
& sent | (= - Sl W Ve apiiet . W R aE—— > % Filed in Worktray
ol Draft R EELS G Y - AR . Hello!
[ External B . e . - = o
~ 53 Personal 0 F = D T L e ——
(] Folder 0 A P b e S R S A e
i) Dynamic folder 5000 (49 Hw Tt Wi Wh— T AR ae—
N ikl 3 = B . R T e
Ll n
reMARK
Search - Email (66) +
FOLDERS 4 4 & P Date/Time ~ From Subject Subject Tuterial ®
» 07 All email 4734 o From Nordic IT Marketing - Overview Timeline History
a E Shared 4 > & 01-08-201812:24  Una Chris.. FW: Attachme... Mailboxss marketing@nordic-it.com 18-12-2017 13:06 Filter Filed in folder, Cate... =
— & 01-08-201212:24  Una Chris.. FW: Amtachme... -
>  01-08-20181221 Uns Chris Awachments » & ASSIGNED (1)
— & 01-08-2018 1220  Una Chris... Attachments. Hi Again ~
N 23-03-2018 1354 Sketchlp .. Startlearning ' + ¢ FILED (2)

Filter view folder has been renamed Smart folder. You
can recognize a Sm__art folder by the gears icon before
the folder name. =
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1.2 | Dynamic folder = Search folder

MARKS
Documents < | Browser (Al % % | FW: mark resolution Links g " x
e [ | 0 |@)¢] | |Fom | Subject | DatefTime | To 190718-00023065 Time: 19-07-2018 13:49 | Link | attachments | contacts |
oy e o = e || To:  support@nardic-t.com <support@nordic-t.com:> - W r
—— e — v esns | Filter | Filed in folder, Filed in filter view, ... '!
Gl suppart Sematiie W e i A A de— co 2 | Description [
% Received T . s PP R — Lines: support@nordic-it.com I > G Filod in fiter view
i Sent e e I == 5
&l Draft = S— ———— - — | > '® Filed in Worktray
[2 External . el . - (S ~
v il Personal 0 L S S e N T T e———
1] Folder 0 - e Al Bl g S8 S el
ilD 5000 (49_ Ar—— . Pn— Y - - —
K i Filterview folder 0 P T — - p—— -
=TT n
reMARK
Search - Email (66) +
FOLDERS 4 b & P Date/Time ~ From Subject Subject Tuterial ®
» 07 All email 4734 o From Nordic IT Marketing - Overview Timeline History
4 E Shared 4 > & 01-08-201812:24  Una Chris.. FW: Attachme... Mailboxes marketing@nordic-it.com 18-12-2017 13:06 Filter Filed in folder, Cate... ~
[ Nordic IT P 01-08-20181224  Una Chris.. FW:Amachme... "
. >  01-08-20181221  Una Chris.. Attachments + @ ASSIGNED (1)
o -
chartering@nordic-itcom - 398 g  01-08-20181220  Uns Chris.. Atschments. Hi Again A
marketing@nordic-itcom 380 > 23-03-201813:54  SketchUp .. Startlearning : 4 &% FILED (2)
> 17-01-2018 1618 Nordie T Tutorial MARKS Here is another one for the tutorials - just to  Filed 18-12-2017 ..
4 17-01-2018 1618 NordicIT... Tutorial MARKS illustrate that MARKS is pretty awesomel Filed in folder Inbox
« 17-01-2018 1618 uem Tuterial MARKS Filed Cei2a017
> 17-01-2018 16:16  NordicIT... Re: Tutorial M Perhaps you are noticing that the new interface Filad in folder marketina@n

Dynamic folder has been renamed Search folder. You
can recognize a Search folder by the search icon
before the folder name. (1,
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1.3 | Create docoment = New ewadl

MARKS

M Marks NORDIC IT EUROPE

o B &
File View Tools Docume er Internal Messages Help =
B Newtab @ Search (FiCreateDocument )~ (@ Ml & @ B ¢ @ % (& - E @ -3 S -8 -@ = -B-P&S&-@d & -0HS |-

& Link Wizard <0 Link New..w |+

reMARK

MARKS NORDIC IT EURQPE [ucm ucm ucm]
TOOLS VIEW

e e © O

Import  Reply Reply Forwsrd Copytonew  Fileta Rem
document M all M M folder

0 ® ® ©® ® & ©® ®

Unread Priority Category =~ Masvigste Setbookmark =~ Email Al emails

thread related to

Copy email Clean

RESPOND EDIT STATUS HAVIGATE CORRESPONDENCE CLIPBOARD+

Create document has been renamed New email. It is
placed in the top left corner as the first icon in the
toolbar. Press New email to start writing an email. If
you wish to use a template click on the small arrow
below the icon and get direct access.

Please notice that the New email button does not
work across tabs of content. To create a new contact,
mailing list, appointment, task or rule open up a new
tab and select the tab of content you wish to work
in. You will find the option to make a new contact,
mailing list, appointment, task or rule the same place
in the toolbar sectioned under new.
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1.4 | Add exterval document = lwport document

MARKS
M Marks NORDIC IT EUROPE [Una Christine Castella MacDonald] = B =
File View Tools | Document Task Folder Internal Messages Help =
5] Newtab @, Se¢ [ File to folder Ctri+Q R E® - %S -8R -@-BR-PE-@F & -0 E #7 LinkWizad D Link New.w |~
" R — {e = = -
Documents 8 | Remove from folder % x| Experience TeamViewer anew: feature release for Android | | Lnks o & x
e % Access Rights Ctrl+R Subject | DatefTime | To | | 260718-00023204 ) Time: 26-07-2018 10:16 Lirk [ et | Conocs ‘
> @ B T Copyto User Workiray Ctrle¥ | o - e - ||Te:  support@nardicit.com " W Fiter [Fiied n folder, Fiedin fiter view, ... | =
2l Browser (All) = ||| From: T News .com> - L u Lt
53 Personal &7 Copyto Own Worktray Ctrl+W - Snaen-apiind @ & wE—t || Lines: support@nordic-it.com Description }
?‘ Worktray #9 Show actions s s mbieitatia W8 emm—— > () Filed in filter view
» [ Cabinet W aesieatias W OEC W et
5 () Filter View @l Match to filter Wi e Wk e T e o
=3 Spam % Start discussion e e inbtal B S aem— the web view
Delivery reports - T e e T R e
s @, Search [~ Mark as Read Ctrl+5Space - e
2 Markas Unread - —————— A —
P Priority P ——— e —
| #2 Create Docu R |- - Sea
s Gempees wad s W AT R st
|8 Add external document L I S ——
i Reply FB P | e e s it m—
i Replyall Al+F6 » |G, . S, Total: 1 [ Expand
reMARK
MARKS NORDIC IT EURQ PE [ucm ucm ucm] [l — m] X

ch -
)

Reply Reply Forward Copytonew File to Unread Priority Category MNavigate Setbookmark Email All emails Copy email Clean
T all M T falder T T M thread relsted to
RESPOMND EDIT STATUS CORRESPONDENCE BOARD+ -

® ®e ® @O ® ® G

Add external document has been renamed Import
document. You can select it from the toolbar where it
is the second icon under the home tab.
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1.5 | 1@/7[)4 &Fly all forward, and. Copy o new

MARKS
M Marks NORDIC IT EUROPE = B ®
File View Tools Document Task Folder Internal Messages Help =
B Newtab @ Search ) CreateDocument ~ | [@ Ml & B B ¢ G % | &

& Link Wizard <0 Link New..w |+

reMARK

MARKS NORDIC IT EURQPE [ucm ucm ucm]

®6® 6&® @ @ @& & e

New emsil  Import

Fileto Re Unread Priority Category =~ Msvigste Setbookmark — Email  All emails Copy email Clean
M decument folder folde - M M thread  related to
NEW RESFOND ) EDIT STATUS NAVIGATE ZTC::E'E:“H[;EHZ?E CLIPBOARD+ -
Reply, Reply all, Forward and Copy to new all goes
by the same name as before. They are marked in the
screenshot above.
1.6 | Edit = Copy to vew > keep only tet
MARKS
MI Marks NORDIC IT EUROPE o B R
File View Tools Document Task Folder Internal Messages Help -
Bl Newtab @ Search BiCreateDocument - (B B & B E # @ % (& - A EH Q-5 % - 883 -3 -2 -3 -; - @8- B E P || kW D tinkNew.~ |~

reMARK

MARKS NORDIC IT EURC PE [ucm ucm ucm)|

®®e 6& O O & & e

Unread Priority Category  Navigate Setbookmark Email  All emails
T T T thread related to

®

Copy email Clean

® /0 @

New email Import Reply Reply Forwarg
T document T all T

Copy to new Fileto Remove fi
T folder
NEW RESPON

STATUS NAVIGATE co

ESPONDENCE CLIPBOARD+ -

Keep only addresses
Edit is now called Copy to new > Keep only text. It is

located in the toolbar under the home tab. You find

it by clicking the small arrow below the Copy to new
icon.

Email - Tutorials  x

Search - Email [66)
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1.7 | £l to foldder and Rewove from folder

MARKS

M Marks NORDIC IT EUROPE - B o=

File View Tools Document Task Folder Internal Messages Help =

[E Newtab @ Search [ Create Document ~ P B E ¥ % S -REH %S -8R -@ - =-R-PF Y -@ & -0 B v 8 LinkWizard D Link New..~ |~

reMARK

MARKS NORDIC IT EURQ PE [uerm ucm ucm [al — [m] =

TOOLS VIEW

New email Impurt Reply Reply Forward Copy o ne Fileto Remove from JUnread :‘rlorlty Category Navlgate Set bookmark Email  All emails Copy email Clean
T document T all T folder folder thread related ]
NEW RESPOND = STATUS MAVIGATE COR Z'CND NC CLIPBOARD+ -

File to folder and Remove from folder has been
placed in the toolbar, under the home tab. It goes by
the same name as before.

1.8 | Co/oy to user worktray = Copy to user To—do list

MARKS

M Marks NORDIC IT EUROPE o B R

File View Tools Document Task Folder Internal Messages Help -

& Newtab @, Search ) Create Document - | [@ ¥ «_,@f] I SRR 5% -8B -@-=-B-F & -@ a -l H P §LinkWizad D Link New..- |~

reMARK
MARKS NORDIC IT EURQPE [ucm ucm ucm [5a} — [m] X
TOOLS  VIEW [aR)
O e © M@ ¢ @ @ )
New email Import Reply Reply For\mard Copyto new Fileto Removefrom  Unread PrioNty Category  Navigste Setbookmark Email  All emails Copy email Clean
T document T all folder folder T T T thread related to
NEW RESPOND Copyto own Te-do list  Crrl+W 5 NAVIGATE CORRESPONDENCE CLIPBOARD+ -

Copy to user To-do list Cul+Y

Email - Tutorials + Move ta SPAM Al

Worktray has been renamed To-do list, therefore Copy
to user worktray has been renamed Copy to user To-
do list. You find it by clicking on the small arrow under
the File to folder icon.
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1.9 | 60/7}/ to own Warkb”ay = wpy to own To—do list

MARKS
M Marks NORDIC IT EUROPE = B ®
File View Tools Document Task Folder Internal Messages Help =
[ Newtab @ Search (%) Create Document ~ | [ % \';_‘]@e»‘ @Y S-rREHY-FR-8Q-a@a-m-R-FP&-@Féc-H G- v §LinkWizard < Link New..~ |~

reMARK

MARKS NORDIC IT EURQPE [uern uem ucm] G o x
TOOLS  VIEW
@ ® @ ® E © @ & €

Newemail  Import  Reply Reply Forward Copytonew [ Fileta | Re Unread Prio\ty Category = Mavigste Setbookmark = Email  All emails Copy email Clean
M document M all M T folder T T M thread relstedto
NEW RESPOND Copyto own To-dolist  Corl+w /I8 NAVIGATE CORRESPONDENCE CLIPBOARD+ -
Copy to user To-da list
Copy to own worktray has been renamed Copy to
own To-do list. You find it by clicking on the small
arrow under the File to folder icon.
1.10 | Move o spam
MARKS
M Marks NORDIC IT ELUROPE - B R
File View Tools Document Task Folder Internal Messages Help =
B Newtab @ Search (%3 Create Document ~ | [@ L B E RN S-RE-%D 'd @ =R Y @ & -0 0 2|7 @LinkWizard D Link New..~ |~

reMARK

MARKS NORDIC IT EUROPE [ucm ucm ucm]

TOOLS  VIEW o
©@e @ ® E ©) @ &
New email Import Reply Reply Forward Copytonew Fileto FRe= om  Unread PrioNty Category Navigate Setbookmark Email  All emails Copy email Clean
T document T all T T folder T T T thread related to
MEW RESPOND Copyto own To-dolist  Crl+W 5 NAVIGATE CORRESPONDENCE CLIPBOARD+ -

Email - Tutorials +

Copy to user To-do list Crrl+Y
Move to SPAM

Move to spam is now located in the toolbar under the
home tab. To find Move to spam click on the arrow
bellow the icon File to folder.
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1.11 | Mark as read = Read

MARKS
M Marks NORDIC IT EUROPE = B ®
File View Tools Document Task Folder Internal Messages Help =
B Newtab @ Search ) CreateDocument ~ | [@ Ml & B B ¢ G % | & v@_ﬂ - -a8R-@-=-B-P S -@ & -0 EH | @ LlinkWizard D Link New. [+

reMARK
MARKS NORDIC IT EURQPE [ucm ucm ucm] B — [m] x
TOOLS  VIEW [aa)
@6 @ ® ® @ @ ®
Newemail Import | Reply Reply Forward Copytonew  Fileta Rem Read Jriority Category =Navigate Setbookmark = Email  All emails Copy email Clean
M document M all M T falder T T M thread relsted to
NEW RESPOMND EDIT STATUS MNAVIGATE CORRESPONDENCE CLIPBOARD+ -

Mark as read has been renamed Read. You find it in
the toolbar under the home tab. The button changes
according to the status of the email, and read is
therefore visible only visible if the email you have
selected is currently unread. .

1.12 | Mark as wiread. = Unread

MARKS
M Marks NORDIC IT EUROPE > B ®
File View Tools Document Task Folder Internal Messages Help -
B Newtab @ Search ) CresteDocument ~ | [@ Ml & B B ¢ G % | & - ¢ ‘@@ - B S-88 @ &-"B-P & @ & -0 | @ LlnkWizard D Link New..w |+

reMARK

MARKS NORDIC IT EURQPE [ucrn uem ucmn] [ — ] x

TOOLS VIEW

® ®© @6 @ 6 6 (Y ® @ 6 @ ® ®

Newemsil Import  Reply Reply Forward Copytonew  Fileta Removefrom\ Unread Jriority Category —Msvigste Setbookmark — Email Al emails Copy email Clean
M M all M M folder M M M thread  related to

document

NEW RESPOND EDIT STATUS NAVIGATE CORRESPONDEMNCE CLIPBOARD+ -~

Mark as unread has been renamed Unread. You find it
in the toolbar under the home tab. It is only visible if
the email you have selected is currently read.
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Old MARKS
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reMARK

M Marks NORDIC IT EURGPE [Una Christine Castella MacDonald]

MARKS NCRDIC IT EURQC PE [ucm ucm ucm)|

File View Tools Document | Task Folder Internal Messages TOOLS  VIEW
e e Be @6 e ® ¢ ® @ @
Do i Remove frem felder ~
ume A i | New email Import Reply Reply Forward Copyrtonew Fileto R om Rea: Pricrity Category = Navigste \Setbookmark Email  All emails Copy email Clean
“ AccessRights Ctl+R | subject . A - - - - -
Folder |t document all falder thread relstedto
| &1 Copy to User Worktray Ctrl+V e - - -
» (@l Browser (Al : NEW RESPOND EDIT P Low priority A3 fIGATE CORRESPONDENCE CLIPB0ARD+
3 Personal &1 Copy to Own Worktray Ctrl+W - ..
B Worktray 9 Show actions 2 - . . P Normaslpriority  Alt+2
> [ Cabinet e— Email - Tutorials + High priority Al
] Filter View ) Match to filter [
=3 Spam % Start discussion e
E Delivery reports A
"3,\ Search (-9 Mark as Read Ctrl+Space e
3 Mark as Unread -
Hn— Priority is now located in the toolbar under the home
[*4 Create Documen . )
. tab. Click the small arrow under the icon to add a
priority to the email you have selected.
1.14 | Add ategory = Cateymy
Old MARKS5
M Marks NORDIC IT EUROPE o B R
File View Tools Document Task Folder Internal Messages Help ~
B Newtab @ Search ) CreateDocument ~ [ [f M & B @& ¢ @ % |5 - & j- + -8 -@-=2-"-B-F & -@ e -0 H P §LinkWizad D Link New..- |~
MARK
MARKS NORDIC IT EURC PE [ucm ucm ucm)|
TOOLS  VIEW [aa)
@6 @ ® ® ©) @ ®

New email

Import

document all

NEW RESPOND

Reply Reply Forward Copytonew

Fileto Rem
folder

EDIT

Unread Priority\ Category | Navigate Setbookmark Email  All emails Copy email Clean
T T T thread related to
STATUS NAVIGATE CORRESPONDENCE CLIPBOARD+ -

Add category has been renamed Category. You find
Category in the toolbar under the home tab. Click on
the icon to open the Category window. Click on the
small arrow below the icon to quickly add a category
to the email, contact or mailing list you have selected.
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115 | Bootomark current ohect = Set beoomark

Old MARKS reMARK
M Marks NORDIC IT EURGPE [Una Christine Castella MacDonald] MARKS NORDIC IT EURO PE [uem ucrn uem]
File View Tools Document  Task Folder Internal Messages TOOLS  VIEW
e R S e e 0O ® ® Qo @ ®
Documents W R ot
A i New email  Import Reply Reply Forward Copytonew File 10 Unread Priority Category  Mavigate \ Setbookmark Email  All emails Copy email Clean
“ AccessRights Ctrl+R Subject
Folder T document T all T M folder M M T thread  related o
S maeotam | & Copy to User Worktray Ctrl+V e - - -
> il mrom=ce (A1) NE RESPOND STATUS NAVIGATE CORRESPONDENCE CLIPBOARD+
3 Personal &1 Copy to Own Worktray Chrl+W -
B Worktray ¢9  Show actions 9 i
> [ Cabinet = —
» 43 Filter View 4 Match to filter pos—
=3 Spam % Start discussion -
E Delivery reports -
> O, Search (-9 Mark as Read Ctrl+Space a—
3 Mark as Unread -
P Priority L
| £ Create Document R » |
T + o ]
| Favarites | Lastused [& Add external document Alt+F2 —
3 Reply F& b |
il Replyall Alt+FG b | e—
(= Forward 7 -
[ Copyto new AIFS b |
@ Edit -
» - P
& Document templates | —— Bookmark current object has been renamed Set
z . .
W atess - bookmark. You find Set bookmark in the toolbar
[l Saveattachments ... . v . .
| [ pocuments | S iy under the home tab. Tab it to bookmark the email you
i Prin -+
~ |
& Contacts B Vi e s e have selected.
[a] Tasks View original message P —
9 g
-
Search by reference Ctrl+G
[ shortcode B -
) Edit filter view criteria Ctrl+0
f Rules o .
&, View client documents L R
Whiteboard -
Add catego Alt+C »
L 4 gory s
’ Ship g Add comment Ctrl+Q [Pep—
= Attach [
&, Brokering % achte
3 Out of office ien
5 -
. =ees o Purcht e ekmark Current Object Cirl+B =
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1.16 | Junp to bosmark = Navigate > Bodmark

Old MARKS reMARK
MU Marks NORDIC IT ELROPE [Una Christine Castella MacDonald] MARKS NORDIC IT EURO PE [ucm ucm ucm]
File View Tools |Document | Task Folder Interal Messages T00LS  VIEW
e B ©6 e ® ® ©) & )
Documents . - - . . .
a A Right Ctrl+R New email  Import Reply Reply Forward Copytonew Filewo R Unread Priority Category/ MNavigate Setbookmark mail Al emails Copy email Clean
% Access Rights o+ | subject - - - - - - -
Folder | | ot document all folder tyead relatedto
o @ Copyto User Worktray Cirl+¥ - - -
» @ Browser (Al | = SPOND DT STATUS PONDENCE cu
3 Personal &1 Copy to Own Worktray Chrl+W | -
T Workiray b B omia Eoms: i | - Reference  Crl+G
» (@ Cabinet = | At Search - Email (66) + Date Cul+D
» 3 Fiter View i Match to filter Fosa— Folder Alt
=3 Spam % Start discussion e
Delivery reports S
s iﬂfsi Search (-9 Mark as Read Ctrl+Space “:
[ Mark as Unread [—
¥ Priority b -
.../ 1 Create Document F2 1 (W
. o b e
| Favarites __L_a_st_u.s_e_d_‘ [& Add external document Alt+F2 —
3 Reply SR -
3 Replyal AltFG b | Se—
[« Forward Fr | —ipeng
[ Copyto new AIFS b |
@ Edit -
- -
& Document templates | —— Jump to bookmark has been renamed Bookmark and
i W s -t is located under Navigate. Click on the Navigate icon
T [l Saveattachments ... | . .
| [ pocuments | i el and select Bookmark to jump to a bookmark.
——————————— 5 | Prin i+ |
4 Contacts I . .
Bl | View attached images | vy
[ Tasks @ View original message b m—
D Search by reference CirieG |-
[ shortcode = -
) Edit filter view criteria Ctrl+0 |
f Ruies i —
&, View client documents L R
Whiteboard - .
2 Add categor At+<C »
@ gory s
’ Ship 4 Add comment Ctrl+Q pr—
- Attach t r
&, Brokering % achte |
L4 Out of office | -y
&, Sales and Purch | -
& Bookmark Cup CiB |
PostFix &% Jump to Bookmark Cls) |
Ll Date/ Timejump TrrieD | W——
[T Show conversation messages —

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



27 | *MARIK

117 | Date [ Time jusp = Navigatz > Datz

Old MARKS reMARK
M Marks NORDIC IT EURGPE [Una Christine Castella MacDonald] MARKS NORDIC IT EURO PE [uem ucrn uem]
File View Tools | Document | Tesk Folder Internal Messages T00LS  VIEW
T e Rl ©6 e ® &
Daoc nts ¢
umes 4 AccessRights Ctrl+R | subject New email  Import Reply Reply Forward Copytonew Filewo R mail  All emails Copy email  Clean
Folder | | S T document T all T M folder tyead relatedto
» Gl Browser iy | ) Copyto UserWorktray ey " RESPOND T STATUS Bookmarc  Crrl+J FONDENCE cu
3 Personal | & Copy to Own Worktray Chrl+W
T Workiray b B omia Eoms: i Reference Curl+G
> [ Cabinet = Search - Email (66) +
» 43 Filter View i Match to filter
3 Spam % Stert discussion |
&
Delivery reports S
s ESaarm (-9 Mark as Read Ctrl+Space g “:
[ Mark as Unread [—
¥ Priority b -
| 4 Create Document R .
| Favarites __L_a_st_u.s_e_d_‘ [& Add external document Alt+F2 —
3 Reply SR -
3 Replyal AltFG b | Se—
[« Forward Fr | —ipeng
[ Copyto new AIFS b |
@ Edit -
- - 1 1 i
" Documenttemplates | —— Date/Time jump has been renamed Date and is
Save as... | | i i i
i H -t located under Navigate. Click on the Navigate icon
= [l Saveattachments ... | -y . . .
| [ pocuments | i el and select Date to navigate to a specific date or time.
- — ——— 5@ Prin lag |
4 Contacts o ) |
B | View attac ges | vy
[ Tasks @ View original message b m—
D Search by reference CirieG |-
[ shortcode = -
) Edit filter view criteria Ctrl+0 |
f Ruies i —
&, View client documents L R
Whiteboard - .
2 Add categor At+<C »
@ gory s
’ Ship 4 Add comment Ctrl+Q pr—
= Attach to (3
&, Brokering % |
L4 Out of office | -y
&, Sales and Purch - -
& Bookmark Current Object CilB | o
PostFix &% Jump to Book Crit) | ii—
(¢ Date / Time jump Ctrl+D -
[T Show conversation messages —
NoRrDIC [T
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Old MARKS
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M Marks NORDIC IT EURGPE [Una Christine Castella MacDonald]

File View Tools | Document Task Folder Internal Messages
2] Newtab @ S¢ [§ Fileto folder Ctrl+Q
Documents
= | % Access Rights Ctrl+R
> r(al) | @ Copyto User Worktray Cirl+¥
3 Personal | & Copy to Own Worktray Chrl+W
ﬁ_t‘ Wokiray #9  Show actions 9
> [ Cabinet
» 43 Filter View i Match to filter
=3 spam % Start discussion
E Delivery reports
> O, Search (-9 Mark as Read Ctrl+Space
2 Mark as Unread
P Priority
.../ 1 Create Document F2
| Favarites :.Lastuser; [& Add external document Alt+F2
3 Reply F6
il Replyall Alt+FE
(= Forward F?
[ Copyto new Alt+F5
@ Edit
+"  Document templates
H Savess.
= [l Saveattachments ...
[ 2] Documents
——————— % Print Ctrl+P
4 Contacts S
[ Tasks @ View original message
D) Short Search by reference Cirl+G
Edit filter view criteria Ctrl=0
& Rules i
&, View client documents
' Wrstehoon € Add category Alt+C
’ Ship 4 Add comment Ctrl+Q
= Attach to
&, Brokering %
L4 Out of office
&, Sales and Purch
L] SnEPUrh @ Bookmark Current Object Cil+B
PostFix &% Jump to Bookmark Ctrl+)
! Date/Timejump Ctrl+D

[T Show conversation messages
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MARKS NCRDIC IT EURO PE [ucm ucm ucm]

TOOLS VIEW

® ® e&@e O

New email  Import Reply Reply Forward Copytonew Filewo R Unread Priority Category mail  All emails
T document T all T T folder T T tyead relatedto
SPOND EDIT STATUS PONDENCE

Search - Email (66} +

Crl+D

Altp

Copy email  Clean

Search by reference has been renamed Reference and
is located under Navigate. Click on the Navigate icon
and select Reference to jump to a specific reference
number.
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1.19 | Show conversation messages = Evadl thread

MARKS
M Marks NORDIC IT EUROPE = B ®
File View Tools Document Task Folder Internal Messages Help =
B Newtab @ Search iCreateDocument ~ [ [@ Ml % B B ¢ @ % (& -0 @I @€ - 3 S -8l -@ = -"B-FP &§F-@d & -0 " - i & LinkWizard <D Link New..w |+

reMARK

MARKS NORDIC IT EURQPE [ucrn uem ucmn] [ — ] x

TOOLS VIEW

® ® 0 © & 6 660 6® @ O (@\® ®

Newemsil Import  Reply Reply Forward Copytonew = Fileto Removefrom | Unread Friority Category = Navigste Setbookmark All emails Copy email Clean
M document M all M M folder M M M related to
NEW RESPOND EDIT STATUS NAVIGATE ESPONDENCE CLIFBOARD+ -

Show conversation messages has been renamed
Email thread. You find Email thread in the toolbar
under the home tab.

1.20 | View dient docaments = All ewails related o

MARKS
M Marks NORDIC IT EUROPE o B R
File View Tools Document Task Folder Intemal Messages Help =
B Newtab @ Search @i CreateDocument -~ | [@ 8 & B 8 ¢ @ % | S -0 E € -5 S -8 -@ - -& "B - & - -L."_-.v o [ -~} @ linkWizard D Link New..~ |~

reMARK

MARKS NORDIC IT EURC PE [ucm uem ucm)] [a - [m] x

TOOLS VIEW

® 0@ 9 © ® & @ ® ® O® G/®

New email Impart Reply Reply Forward Copytonew Fileto Removefrom  Unread Priority Category — Navigste Setbookmark Email All emails Copy gmail  Clean
T document T all T T folder folder T T T threa related to
RESPOND EDIT STATUS NAVIGATE CORR This person BOARD+ -
N This E:Umpan)/

Email - L x e

View client documents has been renamed All emails
related to. You find the function in the toolbar under
the home tab. Click on the icon and choose between
emails related to the person or to the company.
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MI Marks NORDIC IT EUROPE [Una Christine Castella MacDonald] o B 2
File View | Tools Document Task Folder Internal Messages Help ~
) Newtab & Link Wizard K| Z-r-ARQ® -G -88-G-&5-"B- - F&K-GFa - [ - - & LinkWizard o Link New..> =

7] Edit report templat ] - = =
Documents L report templates % x| Experience TeamViewer anew: feature release for Android, | || Lo a8 x

e & LinkN L | Date/Time  |To | | 260718-00023294 Time: 26-07-2018 10:16 Lnk [iAfsdments ] Cantacts

. & Append to TicTacToe clipboard Insert = "o = it LS 7 M Fiter [Fied m folcer, Fied n A [~

> 1ol Browse, ppend to TicTacToe clipboar nser = From: ™ T e Filter | Filed in folder, Filed in fiter view, ... |~
53 Personal NG Append to TicTacToe clipboard with attachments  Altrlnsert /[ SSISE S0 S i Lines: support@nordic-it.com | Descripton
T Worktray . il AT aem—— > ] Filed in filter view

s [H Cahinet - - s

reMARK

Copy a whole email

MARKS NORDIC IT EURQOPE [ucmn uem ucrn] [l

TOOLS  VIEW
CECND) ® ® ® @ @ ®
New email Import Reply Reply Forward Copytonew Fileto Remo Unread Priority Category  Navigate Setbookmark Email  All emails Copy email JClean
T document T all M T folder olde T T M thread relstedto
NEW RESPOND EDIT STATUS NA) CORRESPONDENCE CLl -
reMARK
Copy part of an email
FOLDERS 4 & P Date/Time ~ From Subject Subject Tutarial ®
» ) All email 4734 e From Nordic IT Marketing - Overview Timeline History
Pl r_=| Shared 4 < 17-01-201816:15  uem Tutorial MARKS Mailboxes marketing@nordic-it.com 18-12-2017 13:06 Filter Filed in folder, Cate... «
[ Nordic IT — P 18-12-201713:06  NordicIT... Tutorial -
N P— . > 18-12-2017 1306  NordicIT Tutorial 4 & ASSIGNED (1)
P chamerngBnorcie-iteom e > 18-12-20171306  NordicIT... Tutorisl ~ Assigned oo
i 330 18-19-2017 1 L
b 7 marketing@nerdic-itcom 380 < 8-12-201713:05  uem Tutorial Category Britta assigned by jc
v % operation@nordic-itcom 4978 > 3-12-201714:18  Operatio... Tutorial overv... Here is another one for the tutorials - just to . FILED (2)
- . < 13-12-2017 1416 Mark5 Tutorial i i
v O [Titorais 1 131220071 arl utorial over. llustrate that MARKS is pre Copy CaleC
> 3-12-2017 1343 NordicIT... Re:Tutorial O

v [ Private < 13-12-2017 1343 MarkS Re: Tutorial O Perhaps you are noticing th Selectall Cwl+A IREAD (5)

‘= To-do list 3 13-12-2017 0930 Operation _ New version _ looks pretty slick compared Find. Crrl+F

[ Al documents ¢ 13-12-20170929  MarkS  New version ... has taken quite some time Append 1o Clipbaards

- > 08-12-201709:29  NordicIT... Tutorial Over. keeping the all the great fu P

) { ear Clipbosr

&) Spam > 08-12-2017 09:29  Nordic IT . Tutorial Over.. might say that we have taky °
b () Recent szarches 24 08-12-201709:29 o Tutorisl Over ;0;'22 ygzrt‘:\;?r:lo‘iiité,utp Encoding ' S

i _01-
> 05-12-2017 1027 NordicIT .. Tutorial- Quic... ybe you | Parse signature

and brown

TicTacToe clipboard has been renamed Clipboard +
and is an advanced copy paste function. To copy an
entire email click on the icon Copy email in the toolbar.
To copy part of an email, mark the part you wish to
copy with the cursor, right click and select Append to

Clipboard +. If you select Copy email it automatically
copies any attachments in the email. Select from the
clipboard in the email compose view whether you
want to insert the attachment or not.
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1.22 | Edit filterview citeria = Add, criteria from ewail

MARKS

M Marks NORDIC IT EUROPE - B o=

File View Tools Document Task Folder Internal Messages Help =

B Newtab @ Search ®iCreateDocument -~ | (@ 8 4 B 8 0 @ % | S -0 H @ - % -8R -@-= "B -7 & '@& - 0 H - |~} LinkWizard D Link New..~ |~

reMARK

MARKS NORDIC IT EURQPE [ucm ucm ucm]

cal m] x
VIEW
Match emsil ~ View templates Create template Outof e View permissions ~ Recycle  Mewmessage Showmesssges
to filter from email office bin
SMART FOLDER TEMPLATES OUT OF OFFICE NTERNAL MES -
Edit filterview criteria has been renamed Add criteria
from email. You find it as the first icon in the toolbar
under the tools tab
1.23 | Match to filter = Match ewad o filter
MARKS
M Marks NORDIC IT EURQPE [Una Christine Castella MacDonald] = = ®
File View Tools |Document | Task Folder Intemal Messages Help =
Newtab @ Se [F Fileto folder Ctrl+Q :] PPN B EY v SR N I -~ & @ & - B v |- Link Wizard Link New..= |+
. # * v | G [ * [ o & @ &
Documents @ | Remove from folder | % % | Experience TeamViewer anew: feature release for Android | | Links o8 x
s % Access Rights Ctrl+R | subject |DatefTme | To = 260?18-0002329: Time: 26-07-2018 10:16 Link | Attacments | Contacts
AR 4 | — To:  support@nordic-it. com x — - = a1l
> 5] Browser (Al) | & Copyto User Worktray Ctrley ol = o = TW’ News com> . || Fiter [Filed in folder, Fied in filter view, ... |~
E3 Personal 1 Copyto Own Worktray Ctrl+W W ————— - — Lines: suppart@nordicit.com | Description |
E;; Worktray ¢8| Show actions pg  |Gee—aBetatie . S0P S -t I » () Filed in filter view
> [@ Cabinet Frcmee bbb B A B —
=4 Spam % Start discassion e intted W A R am— the web view
Ll 5 pelivery renarts |
reMARK

MARKS NORDIC IT EURC PE [ucm uem ucm)]

= - ] x
VIEW
Match email iewtemplates Create template Qurtof & View permissions Recycle Mew message Showmessages
o fileer from ermnail office bin
TEMPLATES OUT OF OFFICE REPORTS PE

Match to filter has been renamed Match email to filter.
You can now choose Match email to filter directly
from the toolbar under the tools tab.
NoRrDIC [T
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1.24 | Dowuwment z‘awp[azfes = View szplmfes

MARKS

M Marks NORDIC IT EUROPE - B o=

File View Tools Document Task Folder Internal Messages Help =

B Newtab @ Search ®iCreateDocument -~ | (@ 8 4 B 8 0 @ % | S - S H € - % -8 F - @ - = B - W@' @ & - B HE & v} @ LlinkWizard D Link New..~ |~

reMARK

MARKS NORDIC IT EURQPE [ucrn uem ucmn] [ — ] x

VIEW

Add criteria Match emsil Outof View permissions ~ Recycle  Mewmessage Showmesssges
fromemsil  tafilter office bin

SMART FOLDER

SIONS REC

INTERMAL

Document templates has been renamed View
templates. You find View templates in the toolbar
under the tools tab.
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1.25 | Out of office

MARKS

reMARK

M Marks NORDIC IT EUROPE [Una Christine Castella MacDonald]

File View Tools |Document | Task Folder Internal Messages

B Newtab @ S¢ [§  File tofolder Ctrl+Q
D #  Remove from folder
. 4, Access Rights Cirl+R
» ] Browser (al) | & Copyto User Warktray Crl+¥
B Personal 1 Copyto Own Worktray Ctrl+W
?‘ WISy 99 Show actions =]
> [ Cabinet
» 4 Fiter View & Match to filter
=3 spam % Start discussion
ﬁ Delivery reports
» O, Search (1 Markas Read Ctrl+Space
3 Mark as Unread
™ Priority
| 1 Creste Document F2
i Favorites .m [2 Add external document Alt+F2
i ] ﬁ Reply F&
il Replyall Alt+F6
(= Forward F7
[ Copyto new Alt+F5
[  Edit
4 Document templates
I saveas.
Il Save attachments ...
‘ g Print Ctrl+P

View attached images

i
[@  View original message
¢ Search by reference Chrl+G
{2 Edit filter view criteria Ctrl+0
& View client documents
@ Add category Alt+C
’ Ship 2 Add comment Ctrl+0
e % Attach t
L Outof office
. nle el ru 4k Bookmark Current Object Ctrl+B

-

tViressans
i

B g8

Subject

o

- -

|

Rl

—
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'ii!!fi]

MARKS NCRDIC IT EURQC PE [ucm ucm ucm]

HOME TOOLS VIEW

@ @ @ ©

® © O

Add criteria Match email ~ Viewtemplates Create template Qurof View permissions Recycle Mew message Show messages
from email o fileer from ermail office bin
SMART FOLDER TEMPLATES QUT OF QFFICE REPORTS PERMISSIONS RECYCLE INTERNAL MESSAGES

Out of office has been placed in the toolbar under the
tools tab. It has not been renamed.
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1.26 | Acess riyhés = Uew perwiissions

MARKS
M Marks NORDIC IT EUROPE = B ®
File View Tools Document Task Folder Internal Messages Help =
[ Newtab @ Search (%) Create Document ~ | [ el B Ee - % -8R @ -&"B-PF & -@F 80 E # 7 LinkWizad D Link New.~ |~

reMARK

MARKS NORDIC IT EURQPE [ucrn uem ucmn] [ — ] x

Add criteria  Match email =~ Viewtemplates Create template Qutof Mew message Showmessages

from email to filter from email office

TFOLDER NTER -~
Access rights has been renamed View permissions. It
is located in the toolbar under tools.
1.27 | Eecycle bin
MARKS

MU Marks NORDIC IT EUROPE [Una Christine Castella MacDonald] o B =

File View |Tools Document Task Folder Internal Messages Help =~

=) New tab Link Wizard & EmE e - L s = R - g -3 8 -8B - - Link Wizard <0 Link New..™ =
- [ % % e 9 &
7] Edit report templat. [ z = PR

Documents "L report templates ¥ x| Experience TeamViewer anew: feature release for Android, | || Lok osx
roldes Link New.. 4 [Te || 260718-00023294 Time: 26-07-2018 10:16 Lk | Altadments | Contacts
s d N o - || To:  support@nordic-it.com r I = =
> id] Browse @ Append to TicTacToe clipboard Insert . Frra News o < Filter | Filed in folder, Filed in filter view, ... | ~

5 Personal § Appendto TicTacToe clipboard with attachments  AltsInsert % SSSSSE A s Lines: support@nordic-it.com | Description 7

Worktr . J— - | St . :

Bk ) | o T st - > (J Filed in filter view
> [ cabinet —— - - - I
> i) Filter Vie(ay  Recycle bin >M SRS L T ~

3 Spam Deletion Iog N B . - rewsletter not dis >d properly? Open the web view

, S e - Se—
o lEw e —
reMARK
MARKS NORDIC IT EURQPE [ucm ucm ucm] B - [m] x

Add criteria  Match email =~ Viewtemplates Create template Qutof € Vi ed View permissions Recycle Mew message Showmessages
from email to filter from email offiice bin

OLDER

]
m

ONS

NTER

Recycle bin is now located in the toolbar under the
tools tab.
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1.28 | Show actions = Team overview > /'/L'szfaly

MARKS

M Marks NORDIC IT EUROPE

= =

=

File View Tools Document Task Folder Internal Messages

b4

Help

[ Newtab @ Search (%) Create Document ~ | [ » @ f].=' | G- R - OS -88-G- = " B-0F&F-@Fa-H G- v §LinkWizard < Link New..~ |~
reMARK
™ML MARKS NORDIC IT EURC PE [uemn uem ucm]
HOME | TOOLS — VIEW
Mew emsil  Import Reply Reply Forward Copytonew  Fileto Re Unread Priority Catsgory  Mavigste Setbookmark — Emasil Al emails Copy email Clean
M document M all M - folder - M M thread  related to
NEW ES2OND EDIT B
Contacts - All persons +
FOLDERS 4 b & P Date/Time ~ From Subject Subject Tuteria .
» (7 All email a From Nordic IT Marketing - History
4[] Shared 4 > -23-3-3-23‘8 :3-54 SketchUp ... Startlearning 18- » & Assigned
[ Nordic IT > 7-01-201816:18  NerdicIT ... Tutorial MARKS "
. > 17-D1-2018 1618 NordicIT .. Tutorial MARKS ) Commented
& - LI
» @ chartering@nordic-itcom < 17-01-2018 1618 uem Tutorisl MARKS Hi Again a
v &7 marketing@nordic-itcom > 17-01-2018 16:16  NordicIT... Re:Tutorisl M ! ~ Filed
v 47 operation@nordic-it.com < 17-01-2018 1616 uem Re: Tutorial M Here is another one for the tutorials - just to
i - > 17-01-2018 1615 Nordic IT .. Tutorial MARKS i o
y O | Tutorials 13 ro-zna el ordic utoria lllustrate that MARKS is pretty awesomel P~ Priority set
> 7-01-2018 1615 Nordic[T... Tutorial MARKS
v [ Private > 17-01-2018 16:15  NerdicIT... Tuterial MARKS Perhaps you are noticing that the new interface
“ Read/Unread
Te-do list < 17-01-2018 1615 ucm Tutorial MARKS looks pretty slick compared to the old one. It "
5 - 18-12-201713:06  NordieIT.. Tutorial has taken quite some time to clean it up while
[ All documents keening the all th t functionality Y
- > 18-12-201713:06  NordicIT... Tutorial eeping the all the great functionality. You
&) Spam N 18129017 1306 Nordie T Tuterial might say that we have taken our task of
v O Recent searches 24 < 18-12-2017 1305 uem Tutorial :ﬂoglgg ygiruwsct)r:gilacitgutperg?grlel;\e:slfgr) tf‘){]e
> 13-12-2017 1418 Operatic... Tutorial overv... andybro\:vn ] p I O 0TS
< 13-12-2017 1416 MarkS Tutorial overvi... o Testing MARKS today!
’ 13-12-20171343  NordicIT... Re:Tutorial O As mentioned before, there is a lot of nice
< 312-20171343  Mark3 Re: Tutarial O things to say about MARKS's new interfacel For
> 13-12-2017 09:30  Operation... New version ... instance; it is designed to fit the future.
< 13-12-201709:29  Mark5 New version However, that is just a simple way to wrap up
Favourites Last used . .
> 08-12-2017 09:29  NordicIT... Tutorial Over the enormous amount of thought that has gone
> 08-12-2017 0929 Nordic IT . Tutorial Overv.. into it. When you go through the tutorials you
08-12-201709:29 jo Tuterial Over. will noticed that is the same functionality as
N 05-12-2017 1027  NordicIT . Tutorial - Quic before but that it is way easier to get an ]
> 05-12-20171027  NerdiclT ... Tutorial- Quic.. overview of the program and perhaps you wil — —
> 05-12-2017 10:27  Nordic T ... Tutorial- Quic... Read by: Mark3, uem, je, sd, emh Ref. 121217-00012100

Show actions has been renamed History. You find

History in Team overview by clicking the

If you cannot find Team overview go to the view tab in

History tab. the toolbar and click on Team overview.
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M Marks NORDIC IT EUROPE

=

= =

File View Tools Document Task Folder

[ Newtab @ Search (%) Create Document ~ | [

Internal Messages

v3-zgoe- () 84-3-6-83 P& -da B

B |~

& Link Wizard <0 Link New..w |+

Help =

reMARK

TOOLS N

MARKS MORDIC [T EURDPE [uem ucm ucm]

DA Dznish {Denmark)

™,
HOME
@

o =
® ® 2
L =
Harizartzl | Team averview  Camments  Find parel default Reset
view emplare  layour
SANELS ANOUT
Search - Emsil [6€)
FOLDERS 4 A & F DaeTime Fram Subject Sk ecr Tutaria
. I:_I Al ernail Frem Nordic T Marketing -
4| T Sharec 3 01122017 0%:46  Nordic IT . MARKS Tutori.. Mailbaxes  markesng@no = 2017 0916
| —l Nordic IT > Norzic .. Re: Tutorisl st -
) o « Mark§ Re: Tutarial 51
¥ chartering@nordic- Lcom - .
> In atcrisl atart Daar All,
¥ marksting@nordic- Locom 33 » Una Christ.. Tutarisl start
- - PRI T . ~ Tiemrinl s This email iz created to help illustrating a tutorial about the
v 4F operation@nordic-iteom ¢ 27-11-2017 0945 Una Chrizt.. Tutorizl start new interfaca in MARKS. P 9
= ¥ 27-11-2017 09:1¢  Nordic M. Tutoral
v O Tutorials 16 e B : P ica thi :
- ¥ 17 20170916 Mergic [T.. Tutornal There is a lot of nice things to say about MARKE's new
v O Private P 1 16  Uns Christ_. Re- Re: Quots.. .'-rlnarfaoe! I;Iortil_'ls_lan‘oe: i} is :hsigm:d to ﬂtﬂletf:llmre.
- - - e owever, that is just a simple way te wrap up the enormeus
= Teo-dolst 21 I B oia RecCmots ks amount of thought that has gone inta it. When you go
|—r.| All dacuments — 24112017 0%:33  Una Christ_. Ro: Quota ro.. through the tutorials you will neticed that is tha sama
- - . 3 23-11 Elin Cerha... Re:Ouote re. funmi_onalily as befera but that it iz way easier to getan
() Spam ‘_ 2.1 Fhrist | B Ouot ovarview of tha p and perhaps you will d great
- : - e e = e functionality that you didn't bother to laarn bafora. We hope
v U1 Recentssarches 24 3 F0-11-2017 1131 Flin Cerha . Re Ouole re that you will be as happy with the new interface as we ara!
» 20-11-201 Norzic M. Tutarial
|
5 20-11-2017 1023 Norsic T Tutsrial Have fun with it
) 20-11-2017 0807 Nordic IT _. Tutorial - sam._. venky Hisen' Best Regands
* 20-11-2017 090/ Mordic IT . Tutonal - sam._ Una C.
£ 20-11- T Uns Chrigt_. Re: Quote re.. Hordic IT
) . Nersic T Tuterial Tuboig Boulevard 17
Favourites Last used T -
* Nergic IT.. Tutorisl
» Nergic M. Turorial - tes
> Norgic M. Turcrial - text
» 17-11-2017 10:41 Flin Cerha. . Re: Quote re
— A7-11-2017 0857 Una Christ_. Re: Ouote re
) ) ) MsrkS, uem, emh 7-00016224
¥ 16-11-2017 14:24  [hin Cerha.. R=: Quote re_

Dwerdsw Timeline
Filter Filzd in“elder, Cate... -
v ) FILED (3)

» £ READ (3)

| naw, me tal

Fistany

Add comment has been renamed Comments. It now
has a pane of its own in the right side of the interface.
Go to the view tab in the toolbar and click on the icon
Comments to hide it or to see it in the interface.
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1.30 | Sae as

MARKS reMARK
MI Marks NORDIC IT EUROPE [Uina Christine Castella MacDonald] ™y MARKS NORDIC IT EURO PE [uem uem uem
File View Tools Document Task Folder Internal Mass?g_e.s HOME TOOLS VIEW
S e il e Rl CRCHD) ©) ® @ @ ®
Documents - . . = . . .
i T I — New emsil  Import Reply Reply Forward Copytonew  Fileto R Unresd Priority Category  Mavigste Setbookmark  Email Al emails Copy email Clean
Folder % ‘Access Kights 4 | Subject] M document M all M M folder M M M thresd  related to
5] Bromser (al) | B Copy to User Worktray Ctrley  [ok ey : ND T oo STATUS N E c NDE
2 Personal &1 Copy to Own Worktray CtrleW [0
E_‘ Woikiizy 99 Show actions 9
> [ Cabinet e +
» ) Filter view i Match tofilter —
=8 Spam & Startdiscussion - l
Delivery reports o~ FOLDERS 4 4 & P Date/Time ~ From Subject Subject Tutorial ®
+ & Search Mark as Read Ctrl+Space —
= v 0 All email From Nordic IT Marketing -
Mark as Unread - -
Priority - - 4 [T shared 4 > P 18-12:201713 e Mailboxes  marketing@nordic-itcom 18-12-2017 13.06
. - s 18-12-2017 13 File to folder L4
Create Document F2 — » L Tutorials 7 va 4 PR -
. ) P » 8-12-2017 13 Reply s
| Favorites | Last used [ Add external document Alt+F2 ro— E Nordic IT ¢ 18-12-2017 13 Reply all R Hi Again ~
@ » &7 chartering@nordic-itcom 13-12-2017 14 !
L3 Reply F& - . El ! > : E— R , ,
3l Replyall Alt+FE > [ v % marketing@nordic-itcom ¢ 13-12-2017 14 oo R Here is another one for the tutorials - just fo
i 19-12-2017 13 opy to new - ;
& | Foward g7 » & operation@nordic itcom > illustrate that MARKS is pretty awesomel
- - + 3-12-2017 13
| . 7 7
B Copytonew ALES oo 1 v [ Private > 3-12-2017 0%, Perhaps you are noticing that the new interface
B iveciments ™| ® Edit _—a To-do list ¢ 3-12-2017 09 looks pretty slick compared to the old one. It
L 1 & Document templates [ . Ald > 08-12-2017 09 has taken quite some time to clean it up while
4 Contacts D ceuments > 08-12-2017 09 Attach to » keeping the all the great functionality. You
“ & Spam 08-12-3017 09 Move 1o S2ANM might say that we have taken our task of sorting l
%] Tasks bl Saveattachments ... B , (1 Recent searches 541 N 05-12-2017 10 your workload to the next level -) Or maybe
N R 05-12-2017 10 New task you Just notice our preference for blue and
e brown_.
> 05-12-2017 10 Print 3 T
¢ 05-12-201710 Assign category ' As mentioned before, there is a lot of nice
» 05-12-2017 10: Assign workflow r things to say about MARKS's new interfacel For
> 05-12-2017 10 Add comment Crle0O instance; it is d_es_igned ‘[_0 fit the future.
Favourites Last used » 05-12-2017 10 TSI T T T However, that is just a simple way fo wrap up
< 03-12-2017 10:07  uemn Tutorial - Quic... the enormous amount of thought that has gone
» O Tutorials 7 > 01-12-2017 1108  NordicIT.. Fwd into it. When you go through the tutorials you
v &7 marketng@nordic-incom 377 < 01-12-201711:08 e Fwd ‘g‘l} nOtlgetdt;h?l.tl‘r.’ the Sﬂme.fuqquamy as >
> 01-12-2017 0946  NaordicIT . MARKS Tutari elore but Inat it Is way easier 1o get an .
muandiow nf tha nranram and narhanc v will N
> 01-12-2017 09:46  Nordic IT .. MARKS Tutori.. _ .
Read by Mark3, uem, je, s€, emh Ref: 181217-00018100
» 30-11-2017 11:0 Nordic [T ... Re: Tutorial st...

Save as is located in a right click menu. To Save as
right click on an email in the email list and select Save
as from the right click menu.
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MI Marks NORDIC IT EUROPE [Una Christine Castella MacDonald]

File View Tools | Document Task Folder Internal Messages

B Newtab @ 551 I File to folder Ctrl+Q
Documents | @
= | % Access Rights Ctrl+R
3l ﬁ]"nmr (Al ~ &) Copyto User Worktray Ctrl+¥
23 Personal &1 Copyto Own Warktray Crl+W
?‘ Woikiizy 99 Show actions Fg
> [ cabinet
> (i Filter view Match to filter
Start discussion
£ ) Mark as Read Ctrl+Space
3 Mark as Unread
P Priority
| P2 Create Document F2
I Favorites :_L_a_s_t_ys_aé [ Add external document Alt+F2
£y Reply F6
l Replyall Alt+F6
(= Forward F7
[ Copyto new Alt+F5 » |
L " Document templates |
Slcat=s Save as...
(4] Tasks
B shortcde Culep b |

M

HOME TOOLS VIEW

MARKS NCRDIC IT EURQC PE [ucm ucm ucm]

New email Import
document

all

POND

Search - Email (66)

FOLDERS 4

» of) All email 4734

4[] Shared 4
[ MNordic IT

v 4% chartering@nordic-it.com 398

v % marketing@nordic-it.com

» &7 operation@nordic-itcom 49
» () Tutorials 12
» E| Private
To-do list

All documents

0

(&) Spam

-
g

+ (1 Recent searches 24

Favourites Last used

O ©® ©®

Reply Reply Forward Copyrtonew Fileto R

Read Priority Category
folder T T

EDIT STATUS

b & F DstelTime ~ From Subject Subject
From
54 010820181224 Una Chris.. FW:Attachme.. To
& 010820181224 Uns Chris.. FW: Attachm..
> 01-08-201812:21  Uns Chris.. Amachments . Meilozes
¢ & 010820181220 Una Chris.. Amachments
> 23-03-201813:54  SketchUp .. Startlearing . P
> 17-01-2018 1618 Nordic IT... Tutorisl MARKS
> 17-01-2018 1618 NordicIT... Tutorisl MARKS
- 17-01-2018 1618 uem Tutorial MARKS
N 17-01-2018 1616 NordicT... Re:Tutorial M.
- 17-01-2018 1616 uem Re: Tutorial M.
> 17-01-2018 1615 NordicIT .. Tutorial MARKS
> 17-01-2013 1615 NordicIT . Tutorisl MARKS
> 17-01-2018 1615 Nordic T ... Tutorisl MARKS
= 17-01-2018 1615 uem Tutorial MARKS
> P 181220171306 NordicIT. Tutorial
N 18-12-201713:06  NordicIT... Tutorisl
> 18-12-2017 1306 Nordic T ... Tutoriel
« 18-12-2017 1305 uem Turorial
> 13-12-2017 1418 Operstio.. Tutorial overv
« 13122017 1416 Marks  Tutoriel ovarvi..
> 13-12-2017 1343 NordicIT.. Re:Tutorial O.
- 13-12-20171343  MarkS  Re:Tutorial O
> 1312.2017 09:30  Operation_.. New version .
. 13-12-201709:29  MarkS  Newversion ..
> 08-12-20170929  Nordic[T.. Tutorial Qver
N 0812.2017 09:29  Nordic IT __ Tutorial Overv._

®©®® ® @ @ @ O

Navigate Setbookmark Email

o Message

= Mand i breve prf

®

All emails Copy email Clean
thread  related o
PONDENCE CLIPBOARD+
: Atachments - tutorial -
Una - Overvie
Una - N C\( c

UCM Private

Open

Print

Copy Ctrl+C

Save as.

Select All

Attach to

ucm

Interestin

Save attachments has been moved and renamed. It is
now called Save all and you find the function by right
clicking on an attachment in an email.
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1.32 | Frint

MARKS reMARK
MI Marks NORDIC IT EUROPE [Uina Christine Castella MacDonald] ™M MARKS NORDIC IT EURCRE [uem uem uem
File View Tools Document Task Folder IntemaIMass?ges HOME TOOLS VIEW
[ © 8 e ® E ® @ @ )
Documents - . . - . .
Access Rights CtrleR | New email Import Reply Reply Forward Copyrtonew File 10 Unread Priority Category  MNavigaste Setbookmark Email  Allemails Copy email Clean
Folder i 9 Subject e document e all - - folder - T - thread  relatedto
+ (5] Browser (All) | & Copyto User Workiray Cirls¥ | wEw N o N co ONDENCE
2 Personal &1 Copy to Own Worktray Crl+W - -
W Waikiray 99 Show actions 9
> [ cabinet e +
» ) Filter view i Match tofilter —
&8 Spam & Start discussion - -
{8 Delivery reports P FOLDERS 4 4 & F Dats/Time v From Subject Subject Tutoria P
@ i Mark as Read Ctrl+Space B ——————
P e s s seminm y of) All email 4720 a From Nardic IT Marketing - Overvig
8 ark as Unrea pao— )
P Priority N 4 [T Shared 4 > 17-01-2018 1615 Mordic T .. Tutorial MARKS Mailboxes ~ marketing@nordic-it.com Fier
B . 5 _— v O [Fritorais 10 > 17-01-2018 16:15  Mordic T... Tuterial MARKS .
. : s (| Create Bachmen - i > 17-01-2018 1615 Norcic [T Tutorisl MARKS a8 A
| Favorites | Lastused [ Add external document Alt+F2 —_— [(3 Merdic IT ¢ 17-01-2018 1615  uem Tutorisl MARKS Hi Again ~ Ad
4 Reply F6 e » ¥ chartering@nordic-it.com — = 18-12-20174204  Nocdic T Tozacial gain, L] c
: : 151 File to fold 3 . .
3 Replyall Alt+Fo v | b ¥ marketing@nordic-it.corm > 8-12-20 e eteeer Here is another one for the tutorials - just to o
= 1ol . 18-12-20 i i [
&  Forward A~ » 4 operation@nordic-itcom > e Reply 4 illustrate that MARKS is pretty awesomel!
< 12-
| . X Reply all 4 N R re)
B Copytonew AL P o v [ Private » 13-12-20 Fomerd . Perhaps you are noticing that the new interface PR
B Lk b To-do list ¢ 131220 nEr looks pretty slick compared to the old ane_ It
L " Document templates e N 13-12-20 Copy ta new 4 has taken quite some time to clean it up while
2 : - [] Al documents keeping the all the great functionality. You
i Contacts A [ € 13-12-20 Mark a5 unread , ping g .
— (3 Spam N 13-12-20 might say that we have taken our task of sorting -
%] Tasks Ll Saveattachments ... | , () Recent searches 10 . 131220 Save as your workload to the next level ;-) Or maybe
& st - - - , oa 1220 Acd to mailing list N gou just notice our preference for blue and jc
Rade -] rown..
& : - > 08-12-20 Amachto 3 Testing
Dules — B . .
08-12-20 Move to SPAM As mentioned before, there is a lot of nice
» 05-12-20 hings to say about MARKS's new interface! For
> 05-12-20 - tis designed to fit the future.
Eventiss Last usad » 05-12-2 at is just a simple way to wrap up
< 05-12-20 pus amount of thought that has gone
» O Tutorials 10 > 05-12-20 Assign worklow N oTCvvnen you go through the tutorials you
v 4% marketing@nordic-itcom > 05-12-20 A culio will noticed that is the same functionality as
’ ¢ o comment o before but that it is way easier to get an v
> 05-12-20 : TS T T T S X
nuandiaw nf tha nraaram and narhane van waill -
€ 05-12-2017 10:07 uem Tutorial - Quic. - . PR -
Mark5, ucm, jc, sd, emh Ref 217-00018100
> 01-12-2017 11:08  Nordic|T .. Fwd

Print is located in a right click menu. To Print right
click on an email in the email list and select Print from
the right click menu.
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1.33 | Attach o

MARKS

M Marks NORDIC IT EUROPE - B o=

File View Tools Document Task Folder Internal Messages Help =

B Newtab @ Search ) CreateDocument - | [@ Ml & @ B ¢ & % - U [ & v & LlinkWizard <D Link New.~ |+

reMARK

M; MARKS MO RDIC IT EURD PE [uem uem uer] oA i oox

HOME | TOOLS WIEW

® e 0 O E @ @ ® ® © K
® @® 06 e E S 5 &
MNew emai mporn Reply Reply Forwsrd Copyionew Filews R from Navigsie Setbockmars Ermall Al emails Copy email  Clean
T document T all T - folder T thread relatedto
RESPOND EDIT STATUS GATE IRESPOMDENCE RO+ -
Saarch - Email (68) +
FOLDERS 4 A & P Dste/Time From Subject Sibiect Tuteria
v Fy Al email 4751 2 Frem Nordic IT Marksting - Overisw  Timaline Fistary
Fl r—| Sharec » 01.12.2017 0%:0& Mordic IT . MARKS Tutori... xEs mnarketing®@nors 27-11-2017 09:14 Filte Filed in folder, Cate.. =
D Mordic IT * Nerzic .. Re:Tutorisl st... - ) i
- ) o « Mazris Re: Tutorisl st. » ) FILED (3)
v charmering@nordic- Locom s -
* Una Christ.. Turorial stan Dear All,
v ¥ marketing@nordic- toom " i » 7 READ(3)
" N R i . This email is created to help illustrating a tuterial about the
v operaton@nordic-itcom - new interfacs in MARKS.
- . -
v 1 Tutcrials 146
- 3 There is & lot of nice things to say about MARKE's new
v Private ¢ 241 Raply B interface! For instance; it is designed to fit the future.
- o 24114 However, that is just & simple way to wrap up the enormeous
= To-dolist 2 Reply =l 4 amount of thought that has gone inta it. When you go
£ 2411 - through the tutorials you will neticed that is the same
All documents orward ] !
|—L| 3 23-17-2 functionslity as befere but that it iz way easier to get an
(o Spam 25-q1-3 Copyto new b overvizw of the pregram and perhaps you wil discover great
. . N < N functionality that you didn't bother to lzarn before. We hope
» Ul Recentsearches 24 » 20012 Mark 23 un-ead that you will be as happy with the new interface as we aral cank 29115047 0533
N 12| . 27-11-2017 09:33
N mume Have fun with it Love il
> S Urnin Hiigen/' Eest Regands Marks 27-11-2017 0932
3 Contsct
| ‘mow, me ta!
¢ -{1-2 Mowve to SPAM Hawic [T
3 A2l Tuborg Eoulevars 12
Favourias Last used : B Mew task
3 I-1\2
. Frnt L3
*
3 Assign categaony »
3 Assign vkl aw
= dd commert Ctd i FUT, _ ¢ b comment here [CEFO
> 16-11-2077 T R =] e T s uc e TERet

You find Attach to in the new interface by right clicking
on an email in the Email list.
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1.34 | Show settings = Smfm?s

MARKS

M Marks NORDIC IT EUROPE

o B2

File View Tools Document Task Folder Internal Messages

[E] Newtab @, Search

%) Create Document - | [@ % @B g8 q) 2 -

=

-8 R-a@ - -B-F & @

é&-gaHe |-

Help =
& Link Wizard <0 Link New..w |+

reMARK
Step 1

TOOLS VIEW

MARKS NORDIC IT EURQPE [ucm ucm ucm]

® e @ ©

Impart
document

Mew email

Reply Reply Forwsrd Copytonew  Fileta FRem
M all M M folder

NEW RESPOND EDIT

®6® 6&® @ @ @& & @ ¥

Unread Priority Cstegory = Navigste Setbookmark

STATUS HAVIGATE

Email  All emails

thread

related to

Copy email Clean

E CLIPBOARD+ -~

Step 2

{:c}} Email list

[ Auto expand selected group row

Auto mark as read

Keep selected email position in list
Allow focusing extra fields with keybosrd

Maximum emails to fetch

Settings

Space button action

Ab
About [~ Email preview

o Email scale rate (3)
Print

HTML Browser

[ Show plain texx

Show attachment preview

T Email editor

Font size

Mark as read after (sec)

Go up and mark as read

Internet Explorer

5000 *

100 2

Show settings has been renamed Settings and is now
placed under the file tab. Click on file and a menu will
open. Click on Settings and choose where you want
to edit the current settings.
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MARKS
MI Marks NORDIC IT EUROPE [Una Christine Castella MacDonald]
File | View | Toocls Document Task Folder Internal Messages
2 8[| Objectlist Document - | @ ¥ & B & ¢f
| \é| Links list b [eromser aly
s \i| Link details ol |8 ¢ |... | From | subject
> @t ;El View headers 5) LG LG
Ber Task list F12 3w -
ey = L= ; ==
yout L Reload assigned layout
> B == J X [ —
» (& Filter view | Reset to default layout p—
ne: .

MARKS NCRDIC IT EURQC PE [ucm ucm ucm)|

HOME TOOLS VIEW

Horizontal  Team overview Comments Find panel
view

Load default
layout templat:

PANELS

Reload assigned layout has been renamed Load
default layout template. You find Load default layout
template in the toolbar under the view tab.

1.36 | Reset to defaudt layout = Reset layout

reMARK

MARKS
ML Mark5 MORDIC IT EUROPE [Una Christine Castella MacDonald]
File | View | Tools Document Task Folder Intemal Messages
2 8[| Objectlist Document ~ | @ W & B & ¢
m..;“é' Links list Browser (Al)
Folder | Y0 | Link detais EROREEE NS
> @l Elil View headers 5) e LG
Ber Task list Fl2 3w -
B = J B _ : ==
yout r Reload assigned layout
> B G J 2 | L |
> ¢ Fiter View ' Reset to default layout -
— —

MARKS NORDIC IT EURQ PE [ucm ucm ucm|

HOME TOOLS VIEW

Horizontal  Team overview Comments Find panel Load default Reset
view layout templar:

PANELS LAYOUT

Reset to default layout has been renamed Reset
layout. You find Reset layout in the toolbar under the
view tab.
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2.0 | Contacts

In this chapter we dig into changes that
are specific to Contacts.
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2.1 | folders = Contact List

MARKS

reMARK

M Marks NORDIC IT EUROPE [Una Christine Castella MacDonald]

File View Tools Contacts Task Folder Internal Messages

HOME TOOLS

lordic IT Test
admin admin

Faverites Laétusﬁd

#; Companies

5] Documents

| % Contacts
& Tasks
[ shortcode
i Rules
2 Whiteboard
&2 ship
. Brokering
h, Sales and Purchase

PostFix

ab &, Search Create Person ~ | [ v BB W a@% &6 9@ T ®
I ‘ontacts . C°"{P:::: e New person Newcompany — Edit Fileto
Folder | Count e : - folder
[ Cabinet ) ; o NEW
Gl 2 | @\ NordicIT
» 5 Personal jordic IT Test -
58 Persons ontcts -
T Workiray 0
» @, search 0

Persons Folders

Companies

{B) MarkS Admin
& Emilie Jensen EJ

& Stine Hansen

& Una Christine ... ucm
& Jens Jensen

& Mette Marie J_. MMJ
& Morten Niglsen MN

& Flemming Pet  F?
& Mette Jensen
& Preben Nielsen
& Morten Ole H
S Hanne Mie Po

RELATED CONTACTS

3 lgl Production
b SEL Seles
v L Service

& Una Christine Kaspersen

MO

HMP

EDIT

MARKS NORL
®© @
Delete Category Link emails Attach U
T T mail
STATUS COMNMECT
Name Una Christine Kespersen
Short name ucm
Position Designer
Birthday 30-11-1989
Addrass
Type [None:
Street The Milkyway
Zip 0000
City Hogsmeade
Area The Universe
Country Denmark
Email
Emsil address ucm@nordic-it.com
Phone
Phone 0045 50505050
Webpage heps:/nordic-iteom/

Appointment

Folders has been integrated into the Contact list.
You find it in the first pane. It is divided in three tabs:
Companies, Persons and Folders. The tab Folders
contain the content of the old folder structure from
MARKS.
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MARKS

reMARK

M Marks NORDIC IT EUROPE [Una Christine Castella MacDonald]

File View Tools Contacts Task Folder Internal Messages

Newtab & Search f§ Create Person ~
% @&

% & b

Contacts <

Folder . Count

; Description

| 7@”Cahinet =
;) Companies 2 | & MordicIT

» 5 Personal i Nordic IT Test
53 Persons

T Workiray 0
» @, search 0

v #) Nordic IT Test

& admin admin

Favorites :“Laétused |

#; Companies

5] Documents

% Contacts

& Tasks

[ shortcode

i Rules

2 whiteboard

&2 ship

. Brokering

h, Sales and Purchase

[E] PostFix

o

| preferabl
E‘RespnnsA
ETCabegon
ossern

Appoir

(4

M

HOME TOOLS

® ®

New person  Mew company Edit

NE

+
Companies Persons Folders
Name Short D

A8} MarkS Admin
& Emilie Jensen EJ

& Stine Hansen

& Una Christine ... ucm
& Jens Jensen

& Mette Marie J_. MMJ
& Morten Nielsen MN

& Flemming Pet. FP
& Mette Jensen

Preben Nielsen

Morten Ole H.. MO

HMP

RELATED CONTACTS

b gﬂ Production
b JEY Sales
v JE Service

& Una Christine Kaspersen

® ©

Delete Category Link em

STATUS
Mame Uns Christing,
Shortname ucm
Position Designer
Birthday 30-11-1989
Addrass
Type [None]
Strreet The Milkywsy|
Zip 0000
City Hogsmeade
Area The Universe|
Country Denmark
Email

Email address ucm@nordic-|

Phona
Phaone 0045 5050509
Webpage haps://nerdic;

The Contact List has been moved, it is now located
in the first pane and has been divided into three tabs:
Companies, Persons and Folders as explained in the

previous page as well.
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2.3 | Related Contacts

MARKS reMARK

MI Marks NORDIC IT EURGPE [Uina Christine Castella MacDonzld] ML

File View Tools Contacts Task Folder Internal Messages HOME TOOLS VIEW

B Newtab @& Search § CreatePerson ~ | [ M & B B 9/ 3 % & & 4 @ - =5 v -

_E\ @ S ®
< Companies B x| -

Lostees p: i | e N New person  Mew company Edit Fileto Re m  Delete Category Link em
Folder | count it |SEeeton || short 10 folder -
o e e e |

(B cabinet = || Full Comp NEW EDIT STATUS

;) Companies 2 | & NordicIT |

= |Ledger
> & Personal & Nordic IT Test |

53 Persons Primary pl +

T Workiray 0 |

= Main in|
» @, search 0 " .

|| v Po Companies Persons Folders
//—\_ — o s
v ) Nordic IT Test | Praferanl a
P £
& admin admin )i

Favorites | Lastused @ Mark3 Admin

- ) - MName Uns Christing,
- ey 2, eniesorsen
Shortname ucm
& Stine Hansen

Position Designer
& Una Christine ... ucm
& Jened Birthday 30-11-1989
ens Jensen
Address
Mette Marie J.. MMJ
5] Documents & Type Nenel
JU Moren Nielsen MN
| % Contacts Srreet The Milkyway
L | & Flemming Pet. F?
Zi 0000
& Tasks A Metie Jensen e
City Hogsmeade
[ Shartcode & Preben Mielsen ’ ¢
Area The Universe|
& Rules S MorenOle H.. MO - . ;
S ) Hanne Mie Po_ HMZ B enmer
2 Whit
g = Email
& Ship RELATED CONTACTS Email address ucm@nordic-|
. Brokering Phone
roduct
b LB Produciion Phone 0045 5050505
5 Sales and Purcha: 3 Sales
2 . cknee gl Webpage hmps:/inordic;

v JE Service

[E] PostFix
& Una Christine Kaspersen

Appoir

- | 0

[ e

Related contacts has been moved to the bottom of
the Contact List. It shows you how the contact you
have chosen from the Contact list is related to other
contacts. If you select a company you can choose
a department or a specific person from Related
contacts afterwards.
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MARKS reMARK
MI Marks NORDIC IT EURGPE [Uina Christine Castella MacDonzld] ML
File View Tools Contacts Task Folder Internal Messages HOME TOOLS VIEW
B Newtab @& Search § CreatePerson ~ | [ M & B B 9/ 3 % & & 4 @ - =5 v @ @ r__ . @
< Companies L ox | —
Lostees pa DT | e N New person  Mew company Edit Fileto Re ramm  Delete Category Link em
Folder | count i lociricl ol short 10 folder M
it 2 o0 o |
(B cabinet < - omp) NEW EDIT STATUS
i) Companies 2 | Ot — I
- : |Ledger
» 5 Personal i Nordic IT Test |
52 Persons Primary p{ +
T Workiray 0 |
» @, search 0 el
3 :‘ v Po Companies Persons Folders
~ Coi Name Short ID
w ) Nordic IT Test | Preferabl
P £
& admin admin | s
Favorites e | Categori @ Maris Admin Mame Una Christing|
) Companies || Descripti Emilie Jensen EJ
u o e st
hortname ucm
& Stine Hansen
Position Designer
& Una Christine ... ucn
Birthday 30-11-1989
S Jens ensen ’
= & Addrass
Mette Marie J_. MMJ
[ Documents Type None]
JU Moren Nielsen MN
| % Contacts Srreet The Milkyway
= L & Flemming Pet. FP
(=] Tasks 0000
! S Mete Jensen
Hogsmeade
[ Shartcode & Preben Mielsen ¢
fre The Universe|
& e A, Moren0leH_ MO o
Country D k
) Hanne Mie Po_ HMZ oun enmer
7 Whiteboard Ermait
mai
& ship RELATED CONTACTS Email address ucm@nordic-i
. Brokering Phone
Producti
' gl\ recueten Phaone 0045 5050509
h, Sales and Purchase v I Sales
Webpage haps://nerdic;
v JE Service .
= o & Una Christine Kaspersen Email
E P mai

Auto filter row has been renamed Filter row. You find
Filter row various places in MARKS5, where it gives you
the ability to search through lists according to the
columns in the top of your lists. In this case you can
search through your Contact List.
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2.5 | Contact view

M Marks NORDIC IT EUROPE [Una Christine Castella MacDonald] = B =2
 File View Tools Contacts Task Folder Internal Messages Help Ay ~
i B Newtab @ Search § CreatePerson -~ | [B M & 8 B & 3 % & & 4 @ -~ = |~ i & LinkWizard oD Link New..w ~
Contacts < Companies L x icIT Test \ Links o R x
Falder | count | Name | Description [ AN ||| Fiter |Fied in folder, Fied in fiter view, ... |~ |
= : le 13 :
B Cabiet o - ART— = \
) Companies 2 | & NordicIT N\ > & E of
edger VAT Default Curren No v
» & Personal il Nordic IT Test [— il u{ !
53 Persons Primary person | A
T Worktray o R I ‘ = | I |
ain information
" % Search 0 Em Activity Port Agents.
‘ v Post addresses |
‘ ~ Commurication addresses |
w ) Nordic IT Test Preferable Type Web page ‘ |
e i
& et s oot [ |7 cktint | |
Faverites _ Categories l:l Account ‘ |
#;) Companies Description
Total: |1 [ Expand
Link defails o R x
&  afimin admin
5] Documents MordicfIT, Mordic IT Test
z Contacts Categgries |~
Respdnsible |~
Tasks
[} Shortcode
i Rules
2 Whiteboard
& Ship
. Brokering
h, Sales and Purchase
E L Appaintmen’ Task Phone call

@

£

Contact view has been moved (see opposite page).
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2.5 | Contact view

reMARK
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™ML MARKS NORDIC IT EURO PE [uemn uem ucm]

HOME TOOLS VIEW

© @© ®

Category Link emails Attach  Update

@

New persan  New company Edit Fileto R

folder mailing list
MEW EDIT STATUS CONMECT
+
Companies Persons Folders Email Activity
Name ShortID A & Date/Time From Subject
Q Q
@ Mark5 Admin < D6-08-2018 1519 Una Chr.. Awardsshow
Una Christine Kaspersen
& Emilie Jensen EJ < 4 06-08-2018 14:48 Una Chr_ Onboarding
. Shortname ucm ’ . -
0, stne Hansen & & 06-08-2018 14:27 Una Chr. Re: Questio...
i Designer < 06-08-2018 12:51 Una Chr.. Questions
& Una Christine ... ucm
= 30-11-1989 > 4 01-08-2018 12:24 Una Chr.. FW: Attach
SU JensJensen
- ¢ ¢ 01-08-2018 12:24 Una Chr.. FW: Amtach...
{1 Mette Marie J.. MMJ
25
poy [None > & 01-08-201812:21 Una Chr... Amachment.
SL Morten Nislsen MN i .
— The Milkyway « 4 01-08-201812:20 Una Chr.. Attachment.
0 s s
2 Flemming Pet... F 0000 ¢ & 01082018 09-17 Una Chr_ Linkedln
24, Mette Jensen " ” ¢ 27.07.201812:26 Una Chr.. Re: Arbejd__
P ogsmeade
24 FPreben Nielsen - < 27-07-2018 1208 Una Chr.. Arbejder hj...
~ € unrverse
SL Morten OleH.. MO ¢ 24072018 0803 uem@n. Syg
1 Hanne Mie Po.. HMP Denmark & 19-07-20180%14 Una Chr.. Mock-Up link
¢ 18-07-2012 15:26 Una Chr... Re: Testing ..
RELATED COMNTACTS ucm@nordic-itcom ; 18-07-2018 1442 Una Chr_.. Testing the .

> 18-07-2018 13-41  Una Chr_ o

b ,&{L Production

o 0045 50505050 ¢ 18-07-2018 13:41  Una Chr_ ot
» gl ales

eri hups:/nordic-it.com/ > 18-07-2018 13:35 Una Chr.. test
b L service

,.: Una Christine Kaspersen

Overview Timeline History

Filter Filed in folder, Category,.. ~

» & ASSIGNED (1)
» [T LINKED (2)
» /> RECEIVED (196)

» > SENT (9)

ucm 01-02-2018 12:19

She is sonicel -}
ucm 19-03-2018 11:22

Yes Il

Contact view is now located in the second pane. It
shows you all the details of the contact you have
selected in you Contact List. Please notice the three
dark blue buttons in the bottom that enable you to
send emails, make appointments and create task
directly from Contacts.
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2.6 | Aa‘wafy

reMARK

™ML MARKS NORDIC IT EURO PE [uemn uem ucm]
HOME | TOOLS  VIEW

® ® @O ® © @

New persan  New company Edit Fileto R Category Link emails Attach  Update

folder mailing list
NEW EDIT STATUS CONMECT
+
Companies Persons Folders
Name ShortID
Q
{B) Mark5 Admin e Chrisdne & & D6-08-201815:19
Name T
AL Emilie Jensen  EJ teme fa Thnene RespereEn ¢ 49 06.08-2018 14:48
P Shortname ucm -
S1 stine Hansen « 4 0608-2018 14:27
Designer e -
& Una Christine ... ucm ‘ 06-08-2018 1251
= 30-11-1989 > & 01-08-2018 12:24
SL Jens Jensen
= &P 01-08-2018 12:24
S Mette Marie J.. MMJ
— [None > £ 01-08-2018 12:21
{1 Morten Nielsen MN
é Street The Milkyway «— 4 01-08-201812:20
{1 Flemming Pet_. FP
2 0000 < & 01-08-2018 09:17
{1 Mette Jensen
27-07-2018 12:26
% Sreben Niel Hogsmeade ¢
reben Nielsen ¢ 27-07-2018 12:08
% M OleH. MO Area The Universe
SL Morten Ole ¢ 24.07-2018 08:03
) Henne Mie 2o HM? Denmark & 19-07-20180%14
< 18-07-2018 15:26
RELATED COMNTACTS ucm@nordic-itcom ; 18.07-2018 14-42

> 18-07-2018 13-41

» lgﬁ Production

SO Sales 0045 50505050 18-07-2018 13:41
»

ﬂ Service hepsinordie-it.com/ 18-07-2018 13-35
»

Appointment

& Una Christine Kaspersen

Una Chr.

Una Chr_
Una Chr...
Una Chr...

Una Chr.

Una Chr...
Una Chr...
Una Chr...
Una Chr_
Una Chr...
Una Chr...

ucm@n_

Una Chr.

Una Chr...
Una Chr...
Una Chr_
Una Chr_
Una Chr...

Awsardsshow

Onboarding
Re: Questio...

Questions

FW: Attach
FW: Attach...
Armachment.
Attachment.
Linkedin

Re: Arbajd...
Arbejder hj...
Syg
Mock-Up link

Re: Testing ...
Testing the ..

Overview Timeline

» & ASSIGNED (1)
» [T LINKED (2)
» /> RECEIVED (196)

» > SENT (9)

ucm 01-

She is sonicel -}

ucm

Yes Il

History

lter Filed in folder, Category,

Activity is a new feature in MARKS. Activity

you an overview all emails, appointments and

related to the contact you have selected.
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2.7 | Create Forson = New person

MARKS
| Mark5 NORDIC IT ELROPE [Una Christine Castella MacDonald] = B O
File View Tools Contacts Task Folder Internal Messages Help ~
] Newtab @, Search @ BE 4 BE ¥ E%HE Q-5 & Link Wizard o Link New..~ |~
0
reMARK

MARKS NORDIC T EUROPE [ucm ucm ucm

TOOLS VIEW

® ® © @ 6@

1 Delete Category Link emails Amach  Update
T T mailing list

@B &

iperson  Mey company Edit Fileto Rem
folder

EDIT STATUS CONNECT

Create person has been renamed New person. It is the
first icon in the toolbar under the home tab.

2.8 | Create Cawy?amy = New company

Old MARKS

ME Marks NORDIC IT EUROPE [Una Christine Castella MacDonald]

o B

File View Tools Contacts Task Folder Internal Messages

B Newtab @ Search |G CreatePerson - | [B ¥ & & 8 o @ % & & a @ - & -

Help

& Link Wizard 0 Link New..~ |~

Contaria (“1  Create Document F2 » 1 ox fj\‘ Nordic IT [ Links oo X
Folder Cot ['3‘ Add extemal document Alt+F2 ‘Dgsmpﬁnn Short ID i Filter | Filed in folder, Filed in filter view, ... 27
|H Cabinet | @& _C L Full Company Name I | Description
1? :nmpalnis m Ledger VAT Default Currency |4 Mo i 1 & Emplofecot

New MARKS

MARKS NORDICTT EURTUPE [ucm ucm ucm

®

Fileto Re
folder

® ® © @ 6@

1 Delete Category Link emails Amach  Update
T T mailing list

Epit

STATUS COMNNECT

Create company has been renamed New company. It
is the second icon in the toolbar under the home tab.
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2.9 | Edit contact = Edit

MARKS
| Mark5 NORDIC IT ELROPE [Una Christine Castella MacDonald] = B O
File View Tools Contacts Task Folder Internal Messages Help ~
[B] Newtab @ Search § CreatePerson ~ | [@ ] & B 8 o/ 3 % Ge e 2 @ - = |~ &G Link Wizard <0 Link New..~ |~
reMARK

MARKS NORDIC T EUROPE [ucm ucm ucm

TOOLS VIEW

@ @

rperson  New campany

© @ ®

Category Link emails Amach  Update
T T mailing list

NEW STATUS CONNECT

Edit contact has been renamed Edit. You find it in the

toolbar under the home tab.

2.10 | Delete contact = Delete

MARKS
| Mark5 NORDIC IT EUROPE [Una Christine Castella MacDonald] = B &R
File View Tools Contacts Task Folder Internal Messages Help ~
Bl Newtab @ Search § CreatePerson ~ [ [@ #1 & B &8 ¢ 3 % & (@ ) @ - & |~ & Link Wizard o) Link New..~ |+
=
reMARK

MARKS NORDICTT EJROFE [ucrm ucm ucm,

TOOLS VIEW

©@® © g @

rperson  New company Edit Fileto Rem Link emails Attach  Update
folder T

mailing list

NEW EDIT COMNNECT

Delete contact has been renamed Delete. You find it

in the toolbar under the home tab.
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2.11 | Link dowsments = Link ewails

MARKS

reMARK

“MARIA | 53

ML Mark5 MORDIC IT EUROPE [Una Christine Castella MacDonald]

File View Tools | Contacts | Task Folder Internal Messages
] Newtab @ Se [ File to folder Ctrl+Q
Contacts ¢
s ‘g Access Rights Ctrl+R
U bt | & Copyto User Worktray Crl+Y
) Companies &1 Copyto OwnWorktray — Ctrl+W
123 Personal 99 Show actions Fa
&3 Persons
T Worktray & Startdiscussion
» (&, search % Create Company
& Create Person
£y Edit contact
s Delete contact
(# Import Contacts
% Export Contacts
o, Create report
@& Add category Ale+C v
| Favorites [ Lastused Quick Shodcode
. o Link documents
+ Add cormmen Cirl+0

@ = o

@

i person

New company Edit File to

NEW

TOOLS VIEW

MARKS NORDIC T EUROFE [ucm uem ucm,

Delete Category

@ _ |—7

folder

STATUS

ink emails

Apach  Update
mailing list

Link documents has been renamed Link emails. You

find it in the toolbar under home

2.12 | Luick shortcode = é//?daté matﬁ)/ly list

MARKS

reMARK

M Marks NORDIC IT EURQPE [Una Christine Castella MacDonald]

File View Tools  Contacts  Task Folder Internal Messages

2] Newtab @, Se [ File to folder Ctrl+Q

Contacts

Access Rights Ctrl+R

| J

Copy to User Worktray Ctrl+¥

) Companies 1 Copyto Own Worktray — Ctrl+W

&3 Personal

&3 Persons

T Worktray
» @, search

b
®

Show actions 2]

Start discussion

i

Create Company
Create Person

Edit contact

[l o )

Delete contact

X

Import Contacts

Export Contacts

Create report

LW

Alt+C v

Favorites | Last usel

e =

@

i person

New company Edit Fileto Remove from Delete Category Link emails  Amach

NEW

TOOLS VIEW

MARKS NORDICTT EURCUPE [ucm ucm ucm

® ®

folder folder

pailing list

CONNECT

Quick shortcode has been renamed Update mailing

list. You find it in the toolbar under home
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2.13 | Create report = Geverate report

MARKS
| Mark5 NORDIC IT ELROPE [Una Christine Castella MacDonald] = B O
File View Tools Contacts Task Folder Internal Messages Help ~
B Newtab @ Search § CreatePerson ~ | [@ 8 & B 8 ¢ 3 % & ;.m@ - By |- &G Link Wizard <0 Link New..~ |~
0
reMARK

HOME TOOLS VIEW

® ©® ®

wparent  Newtravel View travel
el report report repors

® ©® o

iew permissions Recycle New message Show messages

TRAVEL REPORTS

NTERNAL M

PERMISSIONS RECYC

Create report has been renamed Generate report. You
find it in the tool bar under the tools tab.
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2.14 | lwport contact = file > bwport
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reMARK
MARKS Step 1
MARKS NORDICTT EURCFE [ucm ucm ucm]
MI Marks NORDIC IT EUROPE [Una Christine Castella MacDonald]
File View Tools  Contacts  Task Folder Internal Messages VIEW
7 Newtab @, Se [ File tofolder ake @ B ¢ G @ = @
Contacts o ) rperson  New company Edit Fileto Rem Delete Categary Linkemails Attach  Update
% Access Rights Ctrl+R folder folde T T mailing list
Falder
[ Cabinet @ CopytoUserWorktray — Ctrl+Y NEW EDIT STATUS CONNECT
#; Companies | &1 Copyto OwnWorktray  Ctrl+W
persoril 99 Show actions F9
43 Persons
© Worktray % Startdiscussion Step 2
» @&, Search %) Create Company
4 Create Person
& Edit contact A D A
&y Edit conta . ’I//'. i
b Delete conta .
Import Contacts Print Product licensed for: NORDIC IT EUROPE
T Version 1.34.17.0
LT Import MARKS server |P: 192.168.75.60
Export
By:
NorDIC I

Allrights reserved 1999 - 2018
wwnw.nordic-it.com

Send feedback
Download support tools
QOpenlog

Import contact has been renamed Import. To find it

click on file and select Import.
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2.15 | Ewt contact = File > Ewt

reMARK
MARKS Step 1

MARKS NORDICTT EURCFE [ucm ucm ucm]
VIEW

® G ® ©

MI Marks NORDIC IT EUROPE [Una Christine Castella MacDonald]

File View Tools  Contacts  Task Folder Internal Messages
B Newtab @, Se [ Fileto folder ad«Q (@ E ¢ 3

Contacts - rperson  New company Edit Fileto Rem Delete Categary Linkemails Attach  Update
e % Access Rights Ctrl+R folder folde T T mailing list
lder

[ Cabinet @ CopytoUserWorktray — Ctrl+Y NEW EDIT STATUS CONNECT

#; Companies | &1 Copyto OwnWorktray  Ctrl+W

persoril 99 Show actions F9

43 Persons

© Worktray % Startdiscussion Step 2
+ @, search

Create Company

]
L 4]
4 Create Person
-
&
~
b

Edit contact A DY S
it conta ! {I// )
Delete contact :
Print Product licensed for: NORDIC IT EURG PE
Version 1.34.17.0
Import MARKS server IP: 192.168.75.60
By
NOoRDIC T

Allrights reserved 1999 - 2018
wwnw.nordic-it.com

Send feedback
Download support tools
QOpenlog

Export contact has been renamed Export. To find it
click on file and select Export.
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3.0 | Sorteode = Mad[my list

Shortcode has been renamed Mailing
List. In this chapter we dig into changes
that are specific to Mailing List.
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3.1 | Create shorteode = New maé[()/g ist

MARKS

M Marks NORDIC IT EUROPE [Una Christine Castella MacDonald] = B =

File View Tools Shortcode Task Folder Internal Messages Help ~

[E Newtab @, SearchC [E] Create shortcode (2] LB P #aNERE - & Link Wizard <D Link New..~ ~

reMARK

TOOLS VIEW

@ ®

New mailing Edit Fileto Ren m  Delete
list folder
NI DIT TATUS -
Create shortcode has been renamed New mailing
list. You find New mailing list in the toolbar under the
home tab.
3.2 | Edit shortcode = Edit
MARKS5
M Marks NORDIC IT EURGPE [Una Christine Castella MacDonald] o B ®’
File View Tools Shortcode Task Folder Internal Messages Help -
B Newtab @, Search (B Createshortcode ~ | [@ B & @ & ¢ J %@D - & Link Wizard 0 Link New..w |~
reMARK

=0
oo

New mailing n Delete

list

MNEW EDIT STATUS

Edit shortcode has been renamed Edit. You find Edit.
in the toolbar under the home tab.
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3.3 | Delete shortcode = Delete

MARKS
M Marks NORDIC IT EUROPE [Una Christine Castella MacDonald] = B =
File View Tools Shortcode Task Folder Internal Messages Help ~
[E] Newtab @, Search [E] Createshortcode ~ | [ L B P s aN D' & Link Wizard <D Link New..~ ~
reMARK
™I
.il!’ HOME TOOLS VIEW
S @ %)
New mailing Edit Fileto Rem m\ Delete .
list folder
NEW EDIT STATUS -

Delete shortcode has been renamed Delete. You find
Delete in the toolbar under the home tab.
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reMARK
MARKS Step 1
M Marks NORDIC IT EUROPE [Una Christine Castella MacDonald]
File View Tools |Shortcode Task Folder Internal Messages VIEW
B Mewtab @ S [ File to folder Q@ OE — =
SITHTTE 5 s New mailing Edit Fileto rom Delete
= % AccessRights Ctrl+R + | Descripti Jist folder
i Browser (All) @ Copy to User Worktray Ctrl+Y | NEW
&3 Personal & Copyto OwnWorktray — Ctrl+W
:_j Wubrkhay #8  Show actions F9
f Cabinet
@ Start discussion Step 2
[B  Edit shortcode
i
# Import Shortcodes N \ /‘ L/_'
T Export shorc . -
Import Product licensed for: NORDIC IT EUROPE

.y Createreport

Version 1.34.17.0
MARKS server |P: 192.168.75.60

ings

About By
NOoRDIC T

Allrights reserved 1999 - 2018
wwnw.nordic-it.com

Send feedback
Download support tools
QOpenlog

Import contact has been renamed Import. To find it
click on file and select Import.
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3.5 | 5?0# shortcode = 5790r7f

reMARK
MARKS Step 1
M Marks NORDIC IT EUROPE [Una Christine Castella MacDonald]
File View Tools |Shortcode Task Folder Internal Messages VIEW
B Mewtab @ S [ File to folder ad B E — =
SITHTTE 5 s New mailing Edit Fileto rom Delete
= % AccessRights Ctrl+R + | Descripti Jist folder
i Browser (All) @ Copy to User Worktray Ctrl+Y | NEW
&3 Personal & Copyto OwnWorktray — Ctrl+W
:_j Wubrkhay #8  Show actions F9
f Cabinet
Start discussion Step 2

]
[B  Edit shortcode
| Delete Shortcode

Import Shortcodes

5 Export shortcodes

oy CreateTepol

\RIAL

Product licensed for: NORDIC IT EUROPE
Version 1.34.17.0
MARKS server |P: 192.168.75.60

About By:

NOoRDIC T

Allrights reserved 1999 - 2018
wwnw.nordic-it.com

Send feedback
Download support tools
QOpenlog

Export contact has been renamed Export. To find it
click on file and select Export.
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A Access rights = View permissions Edit shortcode = New mailing list
Add category = Category Export contact = File > Export
Add comment = Comment Export shortcode = Export
Add external document = Import
document lE Filter view folder = Smart folder
Auto filter row = Filter row Folder (in Contacts) = Contact list
6 Copy to own worktray = Copy to own / Import contact = File > Import
To-do List Import shortcode = Import
Copy to user worktray = Copy to user
To-do List j Jump to bookmark = Navigate >
Create Company = New company Bookmark
Create document = New email
Create Person = New person L Links = Team Overview
Create report = Generate report Link details = Team Overview > Timeline
Create shortcode = New mailing list Link documents = Link email
D Date/Time jump = Navigate > Date M Match to filter = Match email to filter
Delete contact = Delete Mark as read = Read
Delete shortcode = Delete Mark as unread = Unread
Document = Email
Document templates = View templates /V Navigation of modules = Tab menu

Dynamic folder = Search folder
& Quick shortcode = Update mailing list
E Edit = Copy to New > Keep only text
Edit contact = Edit
Edit filterview criteria = Add criteria
from email
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Reload assigned layout = Load default
layout template
Reset to default layout = Reset layout

Search by reference = Navigate >
5 Reference
Shortcode = Mailing list
Show actions = Team overview >
History
Show conversation messages = Email
thread
Show settings = Settings

7"' TicTacToe clipboard = Clipboard+

View client documents = All emails
related to

W Worktray = To-do list



