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Open-Xchange Webmail

1 THE NEW OPEN-XCHANGE WEBMAIL
SERVICE

The new Open-Xchange (OX) webmail service is available at_https://mail.uni-hohenheim.de

. Two-factor authentication (2FA) is required to log in. After entering your username and password, you must also
enter a 2FA token. If you have already set up a 2FA token for VPN access, you can also use it to log in to Open-
Xchange. In that case, you do not need to set it up again.

Instructions for setting up a 2FA token can be found at:_https://kim.uni-hohenheim.de/mfa

You can find detailed user guides via the @ icon in the web application.

2 TRANSFERRING CALENDARS FROM THE
OLD WEBMAIL

You can copy the calendar entries from the old webmail (webmail.uni-hohenheim.de) to the new webmail (NOTE:
the sharing settings you had set in the old webmail will NOT be transferred and must be set up again).
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Universitaet Hohenheim | KALENDER-MIGRATION
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Alle de/selektieren

Alle de/selektieren Ausgewaehite importieren —

personlicher Kalender

+ Neu erstellen| v

+ Neu erstellen

Oeffentlich

Zusammenfuehren (pers.) — ohne Duplikate
Ueberschreiben (pers.) — Inhalt ersetzen

Zusammenfuehren (oeff.) — ohne Duplikate

Ueberschreiben (oeff) — Inhalt ersetzen (et sl i Rs

After logging in, you will see your
current Webmail calendars (NOT the
calendars that another person has
shared with you). Select the
calendars you want to copy and
import them using the “Import
Selected” button (you can customize
the calendar name during this
process).

Once the migration is complete, a
message will appear in a window.
You can now close the Settings
window (you may need to navigate
to a different section of the settings
to do so).

Instead of creating new calendars in
Open-Xchange, existing calendars
can also be populated or
overwritten.

IMPORTANT. If you synchronize your calendars with Outlook or other programs, you must reconfigure the
synchronization. Follow the relevant instructions to do so.

3 TRANSFERRING ADDRESS BOOKS FROM
THE OLD WEBMAIL

Just like with calendars, you can also copy address books.
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ADRESSBUCHER AUSWAEHLEN

® Horde-Adressbuch (Quelle) @ Wird als neues Adressbuch in OX erstellt

O

HORDE - ADRESSBUCH NAME IN OX

Mein Adressbuch Mein Adressbuch

Gemeinsame Adressen
Gemeinsame Adressen

Dienstliche Adressen Dienstliche Adressen

Alle de/selektieren Als neue Adressbiicher importieren —

University of Hohenheim | KIM 2026

To do this, simply select the Address
Books tab and select the address
books you want to copy.
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4 MANAGE FILTER RULES AND OUT-OF-
OFFICE NOTIFICATIONS IN OX

If you have previously set up and managed your out-of-office notification and email filters via Webmail, you must
update the corresponding script. Please log in to the old Webmail at_https://webmail.uni-hohenheim.de.

A, Webmail Kalender Adressbuch

-

— Click Webmail > Filters.
28 052026 Filter

Neue Nachricht

Webmail Suche

Ordner
Posteingang

Weiterleitung

Abwesenheit

— Webmail Kalender Adressbuch Aufgaben Notizen Weitere #
=~ weBNAL
28.05.2026 o . .
e Skript In the filter rules, click on Script and
Y CEitterregein Skript deaktivieren Aktives Skript anzeigen then on the "Deact|vate Script"
@ Positivliste Skriptname: ingo .
® & . 1: # Sieve Filter ) button. You can use "Show active
usschlussliste 2: # Erzeugt von Ingo (http://wwu.horde.org/apps/ingo/) (28.05.2026, 09:16)
. 3: require ["vacation”, "regex”, "fileinto"]; . . .
@ Adwesenheit 2 4 Abwesenheit script” to verify whether the script
-> Weneﬂenung/ S: if allof ( not exists "list-help”, not exists "list-unsubscribe”, not exists "
— 6: if allof ( header : “"Received” "A.*(2025) (\\(-*\\) )2..:..:.. (\\(.*
B Skipt 7: e DanyofE? Zilo;eiezeadzisix;ex “"Received” "A.*(Dec) (\\(.*\\) )2.... was SUCCESSfU|ly Changed‘
R header -recgev “"Recrsived” "A *(24172512a12712812al3al

Webmail Kalender Adressbuch Aufgaben Notizen Weitere #

= WEBMAL

| 28052026

| © NeueRegel — BRLULL

If the script was successfully

" " v

Y Eiterregein Alcuelles Skript anzeigen changed, "Open-Xchange" will be
@ Positiviiste Skriptname: Open-Xchange . .

T ¥ Generated by OX Sieve Bundle on 2026-85-20T10:47:59Z d|sp|ayed as the SCrIpt name.
@ Ausschlussliste 2: require [ “"relational” , “"date" , "vacation" , "fileinto" , "body" ];

: 3:

@ Apwesenheit 4: ## Flag: vacation|UniqueId:1|Rulename: Abwesenheitsbenachrichtigung|LastModific
= Weiterleitung 5: #<1-->if allof ( currentdate :zone "+0200" :value "ge" "date" "2026-04-30" ,

6: #<!1-->{
B skipt 7: #<!-->vacation :days 7 :addresses [ "ingo.kneller@uni-hohenheim.de” , "kneller{
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Open-Xchange Webmail

4.2 Set up an out-of-office message

After disabling the script in the old Webmail, you can edit the out-of-office notification and any mail filters in
Open-Xchange.

[ ]
v Qo 0O me In OX, click the gear icon and select
"Out-of-Office Notification..."

Alle Einstellungen ...

1]

Weitere anzeigen ...

Themes

Layout

O Vertikal

Horizontal

Liste

Optionen fir Liste

O Kontaktbilder
Kontrollfelder
Einfach

Ihr Gerét verbinden ...

Installieren Sie OX App Suite wie eing’App ...

Abwesenheitsbenachrichtigung ...

Statistiken ...
7\\ . . .
(/‘ Abwesenheitsbenachrichtigung ®
- Set the duration of the out-of-office

Abwesenheitsbenachrichtigung nur fiir diese Dauer versenden nOtiﬁcationr Write a messager and
Beginn Ende enable the feature using the toggle

30.5.2026 15.6.2026 17 Tage (see arrow).
Betreff

e Note: Unfortunately, OX no longer

Out of Office AutoRepl

o on e AuoTeRY supports placeholders.

Nachricht

‘ Vielen Dank fiir Ihre Nachricht. Ich bin bis 15. Jun1 2026 nicht im Buro und werde |hre E-Mail :

4.3 Edit filter rules

You can find the email filters in the settings (gear icon) under Mail - Rules.
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5 SHARE CALENDARS

In Open-Xchange, you have the option to share your calendars with others.
@ = 2 oo

<

Mai 2026

V'  Meine Kalender
. — -
- -
I Abteilungskalender
| personlicher Kalender

| Geburtstage

v Offentliche Kalender

Berechtigungen fiir Kalender "Abteilungskalender”

Wer kann auf diesen Kalender zugreifen?

/

Nur eingeladene Personen

Personen einladen

Name oder E-Mail-Adresse

Sa

16
23
30

S

Heute > Mai 202€

Mo. 27

\ - I
Zu Favoriten hinzufigen

Umbenennen

IAa [Aa lAa [Aa [Aa
Freigeben / Berechtigungen

Importieren

Exportieren

Nur diesen Kalender anzeigen
Ausblenden

Loschen

Eigenschaften
[ ]

o &

rg

Einladen als: Betrachter v

« Betrachter (Nur lesen)
Uberarbeiter (Lesen und schreiben)
Eigentimer
Autor (Lesen, schreiben und I8schen)

Abbrechen

Open-Xchange Webmail

To do this, select the calendar you
want to share. Click the three dots
next to it and select
“Share/Permissions.”

Enter the name or email address of
the person with whom you want to
share the calendar, and specify the
permissions you want to grant
them.

Under "Details,” you can then
configure the permissions in more
detail.
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6 NOTE ON PUBLIC CALENDARS

In Open-Xchange, there are two different types of calendars: private and public. However, this has nothing to do
with sharing at first. Public calendars (like private ones) are NOT visible to others when created. Both calendar
types must be shared with other people (or even the entire campus) via the sharing/permissions settings. The
difference is that with public calendars, you can also designate other people as administrators of the calendar
(you'll find this under "Details”). This means that person can then share the calendar with others, which can be
useful in case of a substitution.

NOTE: There is currently an issue when public calendars are synced with a MacOS computer. In that case,
the event cannot be edited on the Mac, but only via the OX web interface.

7 INTEGRATION AND USE OF USER
CERTIFICATES IN OPEN-XCHANGE

With S/MIME, emails can be digitally signed and encrypted. This requires a personal user certificate (S/MIME
certificate) that verifies the user’s identity and is used for these security functions. For more information, visit:
https://kim.uni-hohenheim.de/en/staff-homepage/95000/user-certificate .

S/MIME is managed in the OX App Suite via the integrated security module Guard. Before you can use S/MIME,
Guard must be set up once.

Einstellungen Guard ® X

Open Settings and select Guard:

@ e igurati
Q  suchen Konfiguration
Vor dem Einsatz

=gt a Click the gear icon in the top right
00 Benachrichtigungen Start .
: w corner next to your profile

Sicherheit

picture/initials and open “All
Settings.” In the left navigation, click
"Guard” and then the “Start” button.

& Konten

£ Horde Kalender-Migration
&2 Mail

Kalender

z  Adressbuch

o Drive

Q..
&  cuard

&, Ihre Daten
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Guard einrichten X

Willkommen bei Guard. Wir nehmen Sie nun mit auf eine
Tour, in der wir lhnen den Einsatz von Guard zeigen.

Zunachst jedoch missen Sie Guard durch die Auswahl
eines Passworts einrichten, das zum Verschliisseln oder
Entschlisseln von Objekten wie E-Mails oder Dateien
verwendet wird.

Setup starten

Guard-Passwort wahlen X

Bitte wahlen Sie das Passwort, das Sie fiir Guard
verwenden mdchten. Sie miissen dieses Passwort immer
eingeben, wenn Sie Objekte verschliisseln oder
entschliisseln mochten. Das Passwort sollte sich von
lhrem Anmeldepasswort unterscheiden und wird nicht
geandert, wenn Sie lhr Anmeldepasswort andern.

Bitte geben Sie ein Passwort zum Schutz lhrer neuen
verschliisselten Objekte ein.

Passwort

Bestatigen

Bitte geben Sie eine sekundare E-Mail-Adresse ein, falls
Sie |hr Passwort zurlicksetzen miissen.

E-Mail:

Zurlick

Open-Xchange Webmail

The "Set up Guard" dialog appears.
Click "Start Setup.”

Choose a Guard password:

Enter a secure password, confirm it,
and optionally enter a recovery
email address. Click "Next.”

Note: Choose a password that is
different from your regular user
password! The Guard password is
not automatically changed when
you change your login password.

The Guard configuration is
complete. Click "Close".

University of Hohenheim | KIM 2026 8



Open-Xchange Webmail

1.2 Enable S/MIME and upload certificate
Once Guard is set up, you can enable S/MIME and upload your personal certificate (PKCS#12, .p12, or .pfx).

Einstellungen Guard ® X

S/MIME section in the Guard
settings:

@ EELD Guard-Standardeinstellungen N

Konfigurieren Sie das Guard-Standardverhalten.

@ Aligemein

0 senaomentgungen it A > <

Verwalten Sie hier lhre PGP-Passworter GO tO Settlngs - Guard. SCrO” down
; essvorsematung ) . to the S/MIME section, expand it,
S oS o e S S and check the Enable S/MIME

s checkbox. Then click “Upload Private

f Certificate.”
Kalender

Empfinger-Schliissel >

Verwalten von PGP-Schiisseln von Empfingern
Adressbuch pang:

& Drive

SIMIME o
Verschiisselung vom Typ S/MIME verwalten

|- erschiisselung vom Typ S/MIME verwalter

g o SMIVE akivieren

&, Ihre Daten
Privates Zertifikat hochladen

Ihre Schiiisselliste

Keine Schiiissel gefunden. Bitte fiigen Sie Schidissel hinzu, indem Sie hier klicken oder die Schaltfiéche oben
verwenden

S/MIME-Empfanger 5

Empfanger-Zertifikate anzeigen und hinzufiigen

S/MIME-Schlissel hochladen

Set S/MIME password and upload
key:

Bitte geben Sie Passworter zum Hochladen ein

Verwendetes Passwort zum Schutz der hochgeladenen Datei:

In the "Upload S/MIME Key" dialog,
first enter the passwords:

J

Geben Sie ein neues Passwort ein, das Sie verwenden maochten. Sie
werden zur Eingabe dieses Passworts aufgefordert, wenn dieser Password used:
Schliissel zur Entschliisselung eines Objekts verwendet wird:

The protection password for your
.p12 or .pfx file

Bestitigen Sie das neue Passwort:
New password (2x):

Password that will be requested
during decryption in the future
(The Guard password can be used

here).
Abbrechen

After clicking “OK,” the file selection
dialog opens—select your .p12 or
.pfx file there. The certificate will
then appear in the key list.
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Einstellungen
Q  suchen

@  Algemein
£ Benachrichtigungen
O  sicherheit

5 Konten

Horde Kalender-Migration

2 mai
@  Kalender
Adressbuch
[a) Drive
Portal

8 cuard

Guard

Guard-Standardeinstellungen
tandardverhalten

Optionen zum Verfassen

[ verschiusseiung von €-Waii-Entwirfen beim Verfassen von verschiisselten €-Meais |

Beim Erstellen einer E-Mail verschiusselt senden

Ausgehenden E-Mails Signatur hinzufiigen

[ SIMIME zum Signieren und Verschilsseln verwenden

Optionen

Passwort-Standardeinstellung merken

Immer fragen -

Passwortverwaltung (PGI
iten Sie hier Ihre PGP-P:

Passwortverwaltung (S/MIME)
Verwalten Sie hier Ihre S/MIME-Zertifikatspasswés

Ihre PGP-Schliissel
iten Sie Ihre PGP-Schiissel

PGP-Schliissel von Empféngern
ven von PGP-Schilsseln von Empfangern

Enable S/MIME as default
(recommended):

In the Guard settings, open the
Guard Default Settings section.
Enable the options “Use S/MIME for
signing and encryption” and
“Encrypt email drafts when
composing encrypted emails"—this
will automatically use S/MIME for
every new email without requiring
you to select it manually.

Once S/MIME is set up, you can sign and encrypt emails. Depending on the situation, there are two ways to do

this.

7.3.1 Enable S/MIME manually for each email

Neue E-Mail

Senden

+ Keine Signatur

Signatur bearbeiten ...

Hoch
Normal

Niedrig

Visitenkarte anhangen

Lesebestatigung anfordern

S/MIME verwenden
PGP verwenden

E-Mail signieren

Meinen offentlichen Schlissel anhangen

Nur Text
O HTML

Entwurf speichern und schlieBen

7.3.2 Reading an encrypted email

If S/MIME isn't set as the default,
you can enable it manually for
individual emails:

¢ Click the three dots in the bottom
right corner (...).

e Under “Security,” select the “Use
S/MIME” option. The email will then
be automatically signed.

¢ Click the lock icon in the toolbar—
this will encrypt the email.

When you open an encrypted email, you will be prompted to enter your S/MIME password (the password from
Section 7.2). Enter it - the email will then be automatically decrypted and displayed.
When sending an encrypted email, you will be prompted to enter your Guard password (the password from

section 7.1).
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