VIRTUAL OFFICE

The freedom of global collaboration

VO Programs

Little programs - with big impact.

VO Programs are found in the left navigation panel in Virtual Office. Under the
Programs” heading you can find powerful tools that can help you to work more
efficiently, or that can just make your life a little easier.

The following is an overview of some of the most popular VO Programs. We invite
you to take a look at these time-saving tools and see which ones would work for
you. Turn on or set your preferences in the ones you’ll use. And check this
location from time to time as we like to add these features as they become available.

Sincerely,
The Virtual Office Team

e ———————————————————————————————S—
VIRTUAL ‘OFHCE www.vofficeglobal.com



Sticky Notes

Often, when reading an email you have thoughts you want to remember like, "Oh, |
need to confirm dates," or "John asked me to use his cell number to contact him
while he’s on vacation — 627 555 1122" or "Need to include that PPT" etc. But
there’s not really an easy way to capture that thought — until now.

The Sticky Notes feature allows you to make quick notes and attach them to that
email. Once you attach a Sticky Notes, it will automatically pop-up that notes next
time you re-open that email. Even easier, you can sort emails by sticky notes so the
never get lost in your inbox.

How to use:

¥ Programs e Drag-and-drop a message onto the program button to apply a sticky note
(3] Linkedin e Click on the Sticky Notes button in a new email
* stickyNotes |
8 Mmail Contact ]
wl | VO Link
& VO Support
g2 VO Training Portal
O voProject Sync ; . - - - . . .
| &ew [ Mail || gnddress Book, || ECaIendar || El Tasks § Documents || mBrichase
¥ Folders Ei‘- [ogl Mew = | 'E? Gek Mail | ﬁ Delete ﬁ %| 2 Reply ¢@Reply ta Al
» £ Inbox (207) - | r
. . . . . E% Sent Arranged by: Date © 100+ conversations
Vlsual Indlcatlon (VIa TagS). E} Dirafts E Welcome to the Zimbra Collaboration Sui 4dd a sticky note to email messages I 55530 - |
E’a Junk (1) Zimbra Team Juloz
After yOU add yOUr ﬁrst Stlcky ﬁ Trash E Rich tesxt (TNEF) test - > This is a rich text message with attachments, > You bett 49 =
B3l raia Phil Bates Jul0z 1
note, a vyellow-colored tag
" . . . ¥ Searches b =
called "Emails with  Sticky B Fagged  John's #: (650) 351 1234 oz ]
Notes" is created. When you E&: Has attachm eat!
; & Large Jul 0:{ a |
attach a sticky note to a B, rocont —
Twpe:Single Meeting Organizer:Roland Schemers Start Time:F
message the program tags that E& unread Mes: a2
email or conversation with this ¥ Tags  Wednesday, June 01, 2005 12:00 &M ta Friday, June 03, 20
. m mails with £ Juloz
tag. The tag is removed when
. . ¥ Zimlets =n: Wednesday, June 08, 2005 12:00 AM to Saturday, June 1
the sticky note is deleted. " Y Enmoticons TR
L Stickyhotes Thursday, June 09, 2005 12:00 AM ta Friday, June 17, 2005
. . ul 0z
Searching (via Tags): ! ’

Users can search and keep track of all Sticky Note emails by clicking on the tag or by searching for it in the main
search bar.
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Google Maps from Virtual Office

This program analyzes email content to identify postal addresses and displays Google® Maps in the tooltip when you
mouse over the highlighted address.

View Maps:
e Mouse over a highlighted address to open the tooltip pop up box.
e Click on the Google maps program button to type in an address.

e Drag a contact to the Google Maps program button to display their address in a map

This feature currently supports addresses for US, Canada & many EU countries.

4 Washington S0L at LinuxWorld. You can read more

Park Arboretur |/ fwwnw . mysgl.com/products/database/cluster/.
eattle to talk about how we can improve
even more by leveraging their new
ant us to bring the performance test

data 2011 iday? If not, I am free on Sept 26th.

1415|186 17 18 19 They wu;ﬁ to meet at their office:
21 22 23 24 25 2B 2510 Fairview Ave Seattle WA 98102
28 29 a0 31 1 2
4 5 B 7T & 4a We are going to be meeting with Bob Thomas and Jill Marks. In you have
anv gu i i at
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Linked m Quick Access

Just add your LinkedIn user information to the Program button in the left navigation panel to use this feature.

How it Works:
e |nitial Set up - Add your user account
a. Right click on the LinkedIn program button and click on Preferences.
b. Click the “Add LinkedIn Account” button
c. Follow the instructions to add your account

Enter LinkedIn Security Token

Steps to add LinkedIn account:
1.Click on 'Go to Linkedin’ button to open Linkedin’s authorize page

¥ Programs 2. Enter your linkedin account information over there
B 3. Press ‘Grant' button
m Linkedin 4. Linkedin will give you a 5to 7 digit Security Token, like: 1234567
:" StickyNotes 5. Copy Security Token and paste that below
) E 6. Enter LinkedIn Security Token
8 Mail Contact 7 Click OK button
wl] VO Link
z VO Su ppO I *If you don't see Linkedin.com page opened as mentioned in step 1, please check browser's popup blocker

&2l VO Training Portal Cancel
O voProject Sync E

e Hover over a contact in an email heading to see related information or search Linkedin.

> Kate, Bruce, Justin, Josh ”l
Nan H> \‘

Director of IT and Customer 4 Find Emails...
2 cgervi:eCManager - { Advanced Search
4 New Email
Right click for more options
/ Edit Contact
‘) Forward Contact

. Add to Filter

e Click the LinkedIn icon to search LinkedIn.
e Click the person icon to switch back to the
contact’s Email Profile
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Email Reminder

A quick and easy way to set a reminder on emails.

How it Works:
The program displays an "Email Reminder Setup" dialog whenever you
flag an email or conversation. The dialog allows you to create an email
reminder in a dedicated calendar used to store and show the reminders. You
can also drag-and-drop the email onto the Email Reminder program button to
create a reminder.

Details:
To set up Email Reminders simply:

e Click on the Email Reminder program under the Programs heading in the left navigation pane and set your
preferences.

¥ Programs

Email Reminder: Preferences

&} Email Reminder w= T ————
LY V Gererate Emal Reminder when Grvy and <rop an emad

vMMlWWmW“m
= Sends the emad and prompts 10 Creste 3 reminder

W Enatie e Tmad Reminder’ Zivbet

e A St.?parate. calend.ar called IB"“T“ ssmk]'mcaendarl'
"Email Reminders" is created

under your calendar tab. v Calendars 04 - [ searcn
[V calendar

[V Email Reminders e R
l_ﬂ Trash W]

To set a New Reminder choose one of the following methods:
e Flag an email in your inbox
e Dragand drop an email onto the Email Reminder program button
e Check the “Send and Remind” button in a new email.

Email Reminder: Setup

1 Remind me about Rich text (TNEF) test email at:
[9:00 M ~|[s/19/2010 |E](Wednsday)
Notes: | Don't forget this important meeting!!!
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RSS Feeds

This program offers users quick access to 50+ pre-loaded top RSS feeds in four major categories ("Top Stories",

"Finance", "Politics" & "Technology")

Simply click the program button on the left navigation panel to review and subscribe to your favorite feeds.

Subscribe to RSS Feeds

http://feeds2 feedburner.com/Consortiumnewscom

o Pty e e R e
lrft.I::rulnﬁfr:s..ﬂi:nnn:orn,;' rssfcnn_topstories.rss @
'@E' E:]:'r: {:’r:;:bf;ﬁi:;:;smries.xml
(@) Consortiumnews.com Subscribe

M foxnews.com
hittp://feeds. foxnews.com/ foxnews/latest*format=xml|

Once subscribed, new feeds are filed in your RSS Feeds folder in your VO Mail plus account.

¥ Folders 5
£ 1nbox (218)
E‘a Chats
£2 sent
E_'}* Drafts (1)
E’é Junk (1)

ﬁ Trash

¥ (£ RsS Feeds
BBC News - Top Stories (50)
CBC News - Top Stories (15)
E] CBSNews.com - Top Stories (14
@ CNN.com - Top Stories (10)
(&) consortiumnews - Top Stories
(&) Fox News - Top Stories (29)
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VO Link

Anywhere Access to your URL links and bookmarks.

VO Link allows users to add links to frequently visited URL pages. Once added, ¥ Programs
your links follow you on any computer or device with a simple login to your VO 8 Mail Contact
Mail Plus account. wl| VO Link

& VO Support

e Right click on the VO Link Program to ADD or REMOVE links
e Left click to access your links
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VO Support

Problems? Questions? There are many ways to access Virtual Office Support.

1. Click the Help link in the top right corner of Virtual Office to access the Help Guide.
This guide provides answers for most "How To" or "Troubleshooting" questions about
the product. The help feature is easy to use and navigate — simply browse by contents
or index topic, or enter a key word into the search box.

| Product Help
Help Central Online
New Features

2. Click the dropdown next to the help link in the top right corner of Virtual Office for
more options.
a. Product Help — Searchable VO Help Guide
b. Help Central Online — quick link to the VO Support page on our website.
c. New Features — Information about Virtual Office Products

3. Click on the VO Support program to file a support ticket or access your ticket and resolution history.

¥ Programs Login |
8 na F:ontact vsemame: [ Enter your typical
wl| VO Link — ——— VO username and
8 VO Support password

Click on Create a new ticket in the upper right corner to open the ticket dialogue box. Provide as much
information as possible and even add files or screenshots by using the “Add File” feature at the bottom of the
screen. Then click “Create” to submit your ticket.

Basics  Details

. Create a new ticket |

Quaus: votficegiobal
St new -

Requesions katie@vofficeglobal.com

3l addresses. Theze pecpie will receive future Owner. VO Support =]

Tikat Catagory
Combabox: Seiect or enierone vaiue |EM3II E]

| am receiving an error message when trying to connect to
reference.

Ansches Check box to delete

file: [7] Logo_100x60_Vector.jpg
—

I have attached a screen shot for your

Browser
Combobax: Select or enter one value.
Priority
Combobar.: Select o enter one value.

os
Cambobax: Select or enter one vaiue

Spadific0S.
Fill in one text area

FireFox il
Medum |
Windowsos |
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The more detailed
information you
provide in these
fields, the easier it

is for Virtual Office
to research and
resolve your issue.



