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1 Introduction

Access to information, files and e-mail relating tte company is ensured through a series of
products created especially for the purpose, andpgd together in a single suite called Oracle
Collaboration Suite.

This product not only allows you to send and ree&vmail, to share files (both personal and non),
to create and manage a Calendar, but it also gyants@ccess to all the aforementioned functions
through the web interface available from any pessoomputer via any web browser.

2 Prerequisites
In order to access the corporate mail, you willchéee following:

1. PC connected to the corporate network (TBS) dne Internet,
2. Information on the assigned username, passwtod,

3 WEB Access

The system can be used both from a computer cagthéatthe TBS private corporate network as
well as from those which are connected to the hater

To access the system via the web interface, ongdgee launched you browser, all you need to do
is type in the following URL http://webmail.italtbs.comThe page illustrated in the figure below
will open.
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Figure 1: Accessto the corporate e-mail main page

At this stage, select with your mouse the corpdi@ie corresponding to your country. A new page
will be opened, from which you will be able to assdo all of the Corporate Services. In order to

access to the e-mail service you must click orf@wlaboration Suite Login” button. The screen of

figure 3 will appear, from which it will be poss#éto choose your language by clicking on the link
below. In order to access Collaboration Suite, yoll be asked to insert your user name and

password, given you by the Human Resources Depattf®ace you have correctly completed the
requested fields, press the “Login” button.
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Figure 2: Service selection screen

(5]
File Edit

Single Sign-On

Erter your Single Sign-On user name and password to login

User Narme | |
Password I |
Deutsch + Danish « Espafiol + Greek » Espafiol jertina = Francai
rancais Canadien » Italiano + Norwegian = Hederlands = Portuguese =
gués (Brasil) » Swedish = Finnish « Turkish = English

—

Copyright@ 2001, Oracle Corporation. All Rights Reserved

Figure 3: Login window.
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hitp://rebmail taftbs com/portal/page?_pageid=34 628194 _dad-portalé_schema=PORTAL
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Figure 4: Collaboration Suite home page
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Beturn To Portal  Preferences Logout Help

Administration | Directary |

" All Folders

I | 5o Advanced Search “fouare logged in as: gabriele barberi

All Messages | E-lv

Search |Folders =l containing

All Folders = |nbox = All Messages

Get Compact NMew
Mail Folder  Message

Select a folder |Imb_0_>§ i “

Inbox

Select Message(s) and... Reply Reply All Forward Delete Undelete Mark Unread | Inbox Move
Select All | Select Mone

Select Type [From Subject :Date Y. | Size:g
[
m %  (Goven REQUESTED M.22 CREATIONS/DELETIONS OF US... Moy 30, 2007 7:18 A 45 Kb
O
* Jim Bailey RE: Re all usersi@thsgb. com Pov 29, 2007 4:29 P a7 Kb
O
Oracle University .. Conferrma Corso Milano - [TAL TBS S.P A, Plov 29, 2007 3:47 P 255 Kb
O
x Francesco Maranzana  RE: E-mail account per Endrick Baccam Mov 29, 2007 10:18 AWM 21 Kb
O
[l] ¥ Govern REQUESTED 1.1 CEEATIONS/DELETIONS OF USE... Mov 29, 2007 7:21 AM 18 Kb
O
[l] Arianna Semeraro collaboration suite - varie Rloy 28, 2007 5:02 P 8.4 Mb
jo)

“our current time zone is: (+01:00) Rome

Get Mail Compact Folder Mew Message

Done

Figure5: E-mail consultation page

Through the link on the left side of the page ha tQuicklinks” section, you will access the e-mail
consultation page, represented in figure 5.

Once you have been recognised by the system, yoalsa use the other application modules
without having to repeat the login operations.
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3.1 How to change your password

The password you have been given is personalnbutder to guarantee the utmost confidentiality,
you have the opportunity to change it whenevergeem it necessary.

To change your password, click on “Preferenceg (ight).

At this stage, click on “Change Password”, you Ww# requested to enter your old password and
will have to type the new one twice.

Qune

(EaMail Wiail | / Directory |

f : ’
Accen Basic Settings
Preferences Quota

Total Quota: 100.001

E-mail Threshold Quota: 100.g#f

Eolders Used Quota 0.01M
Fiers | 100 00
-4
100%
Mail | Directory | Return To Portal | Preferences | Logout | Hels

Figure 6: Accessing the change password page
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EET—GD @

- Bog

| |
Confirm Mew Password |

e

Figure 7: Change system access password page

4 Space quota available on the mail server disk

Every user hagd00 MB of space available on the mail server. For safefgons, the e-mail is not

deleted from the mail server after being downloadedthe mail client used or after being erased
by a local mail client such as Outlook Express.tha reason, at regular intervals (the frequerfcy o
said intervals depends on the volume of mail resdBivyou should link up to the mail server using
the WEB interface to check the status of your spamea and if necessary delete the oldest e-mail.
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Help o
) f-:ﬁ http:f fwebmail ikalths  comfumnftraffic_cop 0 ':’ 'f‘") '

Feturn 1o Portal  Preferences

B

Mail Administration | Directory |

All Messages | Email : All Folders 19 Lists

Search |FOIders Iicontaining | Go Advanced Search ou are logged Inas: gabricle barberi

All Folders = |[nbox = All Messages

Get Compact New
Mail Folder Message

Select a folder |Inb0_}5 i “

Inbox
Select Message(s) and... Reply Reply All Forward Delete Undelete Mark Unread | Inbox Move
Select All | Select None . " :
|Select Type i_Frum |Subiject _i_Date \ Size;
Oracle University It... Conferma Corso Milano - ITAL TES 5.P.A. Mov 29, 2007 3:47 P 255 Kh ‘
O
[1] Arianna Semeraro collaboration suite - varie Mov 28, 2007 5:02 PM 2.4 Mhb

|5
Your currert time zone ks (+01:00) Rome

Get Mail Compact Folder [Mew 12

Administration | Mail | Directory | Return To Portal | Preferences | Logout | Help
Copyright &copy; 1998, 2004, Oracle. All rights reserved,

Figure 8: E-mail space quota check

Click on the “Preferences” link on the top righta@ocess the screen containing information on the
guota usage

Issue 02 date 16th June 2008 Page 10 of 27 Whittel Services. Issued by: European Technical Manager
M. Belullo A. Steindler

This document is propriety of TBS Group. Copyright reserved..




mjTjBlS

TELEMATIC AND BIOMEDICAL SERVICES

SIT.10.01 — Instruction Manual for TBS Mail.

hitp://webmail taftbs.com/um./PFAccount Basic Settings jsp

Return To Poral Prefs

Account | E-mall Moicemailf

| R -
Accourt Basic Settings

Preferences Quota

Total Quota: 100 00M
E-mail Threshold Quata: 100.00M

Folders Used Quota 0.010
Filters | 100.001
E
0% 100%
Password
o
Timezone

Change Timezone

Wail | Directory | Return To Portal | Preferences | Logout | Help

Copyright @ 1988, 2003, Oracle. All rights reserved.

Figure 9: E-mail space quota
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5 Deleting messages
To delete e-mail, select the message (“selectd¥iahd click on th®©ELETE top right button.

1o
(o)

http:ffwebmail ialtbs. comfumytraffic_cop?action=gotoMai '__' ?-, -

Beturn To Portal  Preferences Logout Help

[EaMail Adrministration |

Directory |

All Messages | E-Mail | Voice Mail | Al Folders | Mailing

Search |FOIders Iicontaining | | Go Advanced Search Yoo ate logged in as: gabriele barber

All Folders = Inbox = All Messages

Get Compact Mew
Mail Folder Message

Select a folder | Inbox m
Inbox
Select Message(s) and... Reply Reply All Furward Delete Un%elete Mark Unread | Inbox E Move

Select Type |[Erom |Subject _;Dafe"." | Size|

Oracle Univarsity It... Conferrma Corso Milano - ITALTES S PA Moy 29, 2007 3:47 Pm 255 Kb |
[1] Arianna Semeraro collaboration suite - varie Moy 28, 2007 5:02 P 3.4 Wb ‘
@

Your current time zone s (+01:00) Rome

Get Mail Compact Folder New Message

Adrministration | Mail | Directory | Return To Portal | Preferences | Logout | Help
Copyright &copy; 1998, 2004, Oracle. All rights reserved.

Done

Figure 10: Selecting messages to delete them

After this operation, all the e-mail you wish toete will remain visible in your inbox folder, and
will be indicated by aed x. At this stage, you can retrieve the messagesdéssary, by clicking on
UNDELETE ; otherwise you can proceed to the effective dadetif all messages marked withyan
by clicking onCOMPACT FOLDER.
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[File Edit view ¢+ Bookma elp (]
= - . {;} http: iiwebmail icaltbs. cormfum/traffic_cop o '__' ‘j., '

Beturn To Portal  Preferences Logout Help

e T]els)

TELMATIC AND IS ECAL SUEETR

[EaMail

Administration | Directory |

All Messages | E-iail | “aice Mail | Al Fo ing Lis
Search |FOIders Iicontaining | Go Advanced Search ou are logged inas: gabriels barberi

All Folders = Inbox = All Messages

Get Compact [Mew
Mail Folder fMessage

Select a folder |Inbo>c E

Inbox
Select Message(s) and... Reply Reply All Forward Delete Undelete Mark Unread | Inbox Move
Select Al | Select MNone

_E_Suh'|em _;_Date Sizt%i

x Gqbriele Barberi eliminata Mow 30, 2007 11:21 Ak 1.2 Kb

cle University It... Conferma Corso Milano - [TAL TBS 5.FP.A. Moy 28, 2007 3:47 PM 25.5 Kb

[IJ Arianna Semeraro collaboration suite - varie Mov 28, 2007 5:02 PM 34 Mb
@

Your current time zone i (+01:000 Rame

Get Wlail Compact Falder Mew Message

Done

Figure 11: How to delete an e-mail permanently
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6 Sending an e-mail
Sending an e-mail is simple; just select “New MgsSan the main page.

IS

'File Edit Wiew History Bookmarks Tools Help (]

= - {;} hittpef fwebmail italtbs, comfumtraffic_cop [ +] '__’ ‘f‘-’ '

Beturn To Portal  Preferences Logout Help

e T]els)

TELMATIC AND IS ECAL SUEETR

Directory |

[Ba Mail Admiristration |

All Messages | E-Mail | ail | Al Fo [ Mailing Lists

Search |FOIders Iicontaining | Go Advanced Search ou are logged inas: gabriels barberi

All Folders = Inbox = All Messages
Get Confpact Mew
Mail Foldgr Message

Select a folder |Inbo>c E

Inbox
Select Message(s) and... Reply Reply All Forward Delete Undelete Mark Unread | Inbox Move
Select Al | Select MNone ) . . &
(Select| Type |From |Subject |Date Size|
O
x Gabriele Barberi eliminata Mow 30, 2007 11:21 Ak 1.2 Kb
O
Oracle University It... Conferma Corso Milano - ITALTES S.PA Mow 29, 2007 3:47 PM 255 Kb
O
[IJ Arianna Semeraro collaboration suite - varie Mov 28, 2007 5:02 PM 34 Mb
@

Your current time zone i (+01:000 Rame

Get Wlail Compact Falder Mew Message

Done

Figure 12: E-Mail composition

When new message has been selected, the e-maibsiiop page opens.
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=B
(+)

http:ffwebmail.icaltbs. com/umjtraffic_cop [-] ‘_‘ ;, @ b

Adrministration | Directory |

s | Emal woisa Mall || Al Foldars | Mailing Lists

New Message

Save

Drat Cancel Send

bail = All Messages = New Message

MNew Message

=To | |
Use semicolons ' o separste addresses
ce | |
Bcc | ‘ 1,,{
Subject
Priority: | Normal i
Content
Spell Check: | English i Spell Check

Attachments:  Add

Figure 13: E-Mail composition window

Use this window to enter the recipient(s) of yowgssage, select the priority, and attach any files
using the “Add” command.

As soon as the message is complete, click on “Send”
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“0

i : eGP @

Return To Pottal Preferences  Locout  Help

[EaMail Administration | Directary |

All Messages | E-Mail | “oice Mail | Al Folders Mailing Lists

Your mail () has been sent to the following addresses:

Select and enter Contact Name(s) to... Add To Address Book
Select All | Select None
| Already
iSelect Contact Mame Email Address Added
O = gabriele.barberi@italtbs. com
Daone

Administration | Mail | Directory | Return To Portal | Preferences | Logout | Help
Copyright &copy; 19958, 2004, Cracle. All rights reserved.

-E:'IIII'IE!

Figure 14: Update address book

A window will appear, allowing you to give the setled address a “nickname” (if it does not exist,
yet) and then send the e-mail by clicking on th&*®utton.
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7 Modifying default settings

7.1 How to create default folders

When you access the webmail for the first time yall find neither “Trash” nor “Sent mail”
folders. If you need them, you have to create thsrfollows.

Return To Portal Preferences Logout Help

Administration | Directory |

All Messages [ Extail woiceMall | Al Folders: failing Lists

Search |FOIders iﬁcontaining —

All Folders = [nbox = All Messages

| Bo Advanced Search You are logyed inas: gabrisls barberi

Get Compact New
tail Folder Message

Zelect a folder |Inh0x

Inbox
Select Message(s) and... Reply Beply All Fonward Delete Undelete Mark Unread | Inbox E Move
Seloct All| Salact None :
[Select Type |[From |Subject Date v Size|
= [@—_l someone@someyyhere.com z0me object Mov 28, 2007 5:02 PM 84 Wb ‘

16

Your current time zone is: (+01:00) Rome

Get Mail Compact Folder Mew M e

Administration | Mail | Directory | Return To Portal | Preferences | Logout | Help
Copyright &copy; 1995, 2004, Cracle. Al rights reserved.

Dane

Figure 15: Inbox

When you are on the main mail page, click on “Allders”
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htt_p :Mhwebmail.italths. corq,l'um,l'traffic___cop

e . Wordrefere, . - ALICE Parole

Return To Portal  Preferences Logout Help

Administration | AUEGN Directory |

s | E-Mail | ‘oiceMal | All Folders | Mailing Lists
All Folders
Folders | Shared
Create
= Folder Mamel lruova_cartella Create
Select a parent E
..@AII Folders
|[Focus Folder Hame- M ges Unread M ges Folder Size Edit Expunge Delete
¥ (O3 Al Folders 0
(7 |nbox 1 0 amd
O sent 140 ] 12M é‘?
O Trash ] ] ] xﬁ @
(3 Drafts ] ] o ﬂ I o
= i
05 55 ] 484K f? I i
=3 =
(] 6 0 280K y ) o
= B s W= x

Figure 16: Folder creation

In “Folder Name” you should write the name of tleddér where you want to store the sent mail
and the trash. When you have chosen the nameclickron “Create” (one folder at a time).
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: (CECEN D & -

Return Te Pordal Preferences Logeul’ Help

|zaMail Mail |/ Directory \!

Account | E-mail ‘ Moicemail/FAX

[ Basic Settings

Preferences Quota

Total Quota: 100 00M

E-mail Threshold Quota- 100-00M
Folders Used Quota 0.01M

Account

Filiers 100 00w W

0% 100%
Password
Change Password

Timezone

Change Timezone

Mail | Directory | Return To Pordal | Preferences | Logout | Help

Copyright © 1988, 2003, Oracle. All rights reserved

Figure 17: Selecting default folders

When you have successfully created the foldersk an “Preferences” (top right) and then on
“Folders”.
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htt_p:,l’,l'webmail.italtbs.conjfumIPFAccountFolders.js_p

Return To Portal Preferences Logout Help

Administration | Mail | Directory |

Account | E-mail

Folders

Account
Preferences

Easic Settings

Keep message drafts in:

Keep message templates in: |

YWhen sending messages, place a cofly in: |fgahrie|e.harherif89nt @ Enabled O Disabled

Eilters

4 Move deleted messages to: |fgahrie|e.harheria"Trash

© Enabled ® Disabled

Administration | Mail | Directory | Return To Portal | Preferences | Logout | Help
Copyright & 1988, 2003, Cracle. Al rights reserved.

Dane

Figure 18: Setting up default folders

Select your favourite folder for sent mail (1) aiod delete messages (1) as shown in figure 18.
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7.2 How to modify composition options

THAMARE h SibEtas SEaETE

Account E-mail

Compose Message Options

FTeferences
it Optional User Mame |
Wfeb Client Message

Options Message Forward

_j Forward | as attachment i

Message Reply

Quate the ariginal message when replying fas attachment =

Made |

@ TIP Mote: If you choose an auto reply mode, you have ta specify an expiration date

Euxpiration Date |

@ TIP Note: Date Format "ram/ddfyy"

Figure 19: Setting up name and forwarding/reply

In order to display your full name instead of yeuamail address in the mail you send, you have to
set it by clicking on “Preferences” an then on “l&ith
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THAAMARE LNB FISUTESTEL STREIEEE

[EMail

Account E-mail WoicermailFax

e tefrerues Compose Message Options

Compose Message Header
Jptens Ciptional User Mame IGahrieIe Barberi

Web Client Message
Options Message Forward

Forward | as guote i

Message Reply

Guote the original message when replying
Auto Reply
Maode |

@ TIP Mote: If you choose an auto reply mode, you have to specify an expiration date

Expiration Date :

@ TIP Mote: Date Farmat “mmddd/yy".

Figure 20: Setting up name and forwarding/reply

Insert your full name in “Optional User Name” fiedttd, for forwarding and replying, choose the
option “as quote” in the “Quote the original messaden replying” field, as shown in figure 20.
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8 Private and public files

£33 & Voice Logout Customize  Help
[ —
Wednssday, June 4, 2008 ouare logged in as GABRIELE BARBER!
Address Book L 5. VWeicome to Collaboration Sutte Mail, GABRIELE.BARBER/
"ou have & message(z) in Inbox.
1 Calendar 0 unread message(s;, 0 voice message(s), and 0 fax message(s).
A Fies tﬂ Ssarch Files Customize Help T *
&
3 CQuota used: 0.2% (0.23MB of 100ME)
Ash Confe = Downloadable Componsnts
T % ——— S DocumentiFolder List

Priy

ks
Jssi]

=] gabris!s.carbsn—Puciic
Search I Go

MvWWorkspaces

Zast wpdared o June . 2008 11:58:39 AM CEST

Figure 21: File access page

By clicking on “Files” (center-left), in the “Quidikks” page, you can access the read/upload page
as shown in figure 22.
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@ Oracle Files - Browse Files: Private - Mozilla Firefox E]

w History Bookmarks Tools ﬂelf:. o

@ ' http: [ fwebmail italtbs, com/files fapp UserPreference: o '_‘ ‘E%‘, '

Beturn to Portal Logout Workflews Prefersnces- Help

TEAMATE AN IR R BN

Workspaces

My Private Files | My Public Files | My Workspaces | All Public Files | Trash

Search | the current folder |V1 far Advanced Search You arelogged in-a

Cicta Uzage

Current Felder: Files = Private

@ Information

Wour lJser Preferences have been updated.

Browse Files: Private

N
Folder

Upload

SelectName Actions Status Size Last Modified R
There are no items to display.

MNew Folder Upload

AT

Workspaces | Returnto Pertal | Logout | Workflow | Preferences | Help
Copyright € 2001, 2004 Oracle. All rights rezerved.

Figure 22: Personal private files

By clicking on the links on the right you will béle to “Upload” a file or to create a “New Folder”.
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& Oracle Files - Create New Folder - Mozilla Firefox L

File Edit View History Bookmal ools ﬂelﬁ-

-

Return to Portal Logout Help
TGRS NG s B
Workspaces

Current Folder: Files = Private

Create New Folder

Cancel

* Indicates a required fisld
# Mew Folder MName
INew Folder Description

W,

Workspaces | Return to Portal | Logout | Workflow | Preferences | Help

2001, 2004 Oracle. Al rights reserved.

Figure 23: Folder creation

& Oracle Files - Upload Files to: Private - Mozilla Firefox [ (=0 5<|

Return to Portal Logout

Current Folder: Files = Private

Upload Files to: Private

Files to Upload
Please select the files you wish to Upload. You can rename sach file by sditing the "Rename” fisld You can also enter a brief
description of each file in the "Description” field
If File Exists File Rename {optional) Description (optienal)

Don't Overwrite [ia]

Browse.. ||
Dot Overwrite ] Browse. ||

Dont Overwrite Browse...

Dont Overwrite EBrowse
Don't Ovenyrite (2] Browse

Dont Ovenwrite Browse

Don't Oyerarite ] Erowse

Don't Overwrite = Browse...

Advanced Upload Options
The options below allow you to to specify the Language and Character Set of the files being uploaded. These settings are used for
subsequent content searching purposes

Document Language | halian [»]

Document Character Set | Unicode (UTF-8) =

Cancel

Workspaces | Returnto Portal | Logout | \VWorkflow | Preferences | Help
sel

Al rights re:

Copyrigh

e
Figure 24: Filesupload
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For personal public files the procedure is the sarhese files are readable by all TBS Group users,
while the personal private files are writable/rdadanly by the owner.

@ Oracle Files - Browse Files: gabriele.barberi-Public - Mozilla Firefox E]

File Edit View History Eoujh'na.'l;s Tools ur:h':. o

- (. { http:_r'.r",\:ebmail.itah‘bs.com,r'ﬁles_r'a_pp,-':FileBro'a'\'sePageEPP=SEﬁless;pageSEFiI (v ] ':' 9" '

Beturn to Portal Logout YWorkflow Preferences Help

Workspaces

My Private Files

| MyPublicFiles My Workspaces | All Public Files | Trash

j Advanced Search

Search “the

P T | )

Current Folder: Files = gabriele.barberi-Public

Browse Files: gabriele.barberi-Public

#ollaer Hrinad

Selectame Actions Status Size Last Modified By Last Modified Description
There are no tems to display.

Mew Folder Upload

Workspaces | Return to Portal | Logout | Workflow | Preferences | Help
Copyright © 2001, 2004 Oracle. Al rights ressrved,

Figure 25: Personal public files
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& Oracle Files - Browse Files: AllPublic - Mozilla Firefox Q@

File Edit View History ﬁoakmark:s To

1 {fwebmail. italtbs, cum,r'ﬁlas_r'a_pp,-"F:IEBl owsePagetPP=¢fless|pages FileBrowse SCS=6Pevent=Ch € E

Return to Portal Logout

1
| My Public Files | My Workspaces | All Public Files | Trash
| E -F Wil are logg

Cuota

My Private Files

Search :the current folder_i_v_i forj

Current Folder: Files = AllPublic

Browse Files: AllPublic

Mew
Folder Kkl
Selectand ... Email\r:ew, CopyMoveDelete
ersion
Acions  Status | Size [Lastlodified By  |LastModified  |Description ]

08/11/08 13:14 Contains links to other users’ public...

O |3 Workspaces

14/01/08 15:17 Containg links to workspaces’ public ..

MNew Folder Upload
Workspaces | Return to Portal | Logout | Workflow | Preferences | Helg

Copyright @ 2001, 2004 Oracle. All rights reserved:

Figura 26: Tutti i file pubblici

By clicking on “Users” or “Workspaces”, on the leffou have access to other users’s public
documents or to shared directories (workgroups).
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