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INTRODUCTION

This manual is intended for the users of the product eXpress Communication System
(hereinafter referred to as eXpress CS, eXpress, system). It contains information
needed to operate the app.

For all the described functions to work properly, the versions of the app and the
server part must match.

Technical Support. You can contact Technical Support by e-mail:
support@express.ms. Technical Support page on the Unlimited Production website:
https://express.ms/faqg/.

Website on the Internet. Information about the product is available on the
Unlimited Production website: https://express.ms/.
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Chapter 1

This document is intended to familiarize the user with the following functions of the
app:

e installing and uninstalling eXpress app on your device;

e types of actions performed by eXpress.

PURPOSE OF THE APP

eXpress CS is designed to provide high-quality and continuous communication
between company employees and to increase the level of security of information
exchange within the framework of business processes. The app can be installed both
on personal devices of users and on corporate devices issued for personal use to
company employees.

eXpress supports operation in two formats: on mobile devices using an app and on
personal computers using the Web/Desktop App. The user can work with the system
from several devices simultaneously.

Note:

e supported browsers for the Web App: Google Chrome, Chromium versions 68 and higher,
Yandex Browser version 19 and higher, Firefox and Edge versions 79 and higher, Opera
version 56 and higher;

o the Desktop App runs on Windows version 7 and higher, Linux Astra Smolensk version 1.6,
Linux Astra Orel version 2.12, Linux Ubuntu version 18, Linux Mint version 20, MacOS
version 10 and higher.

If the user logs in to the app using only their phone number, they are connected to
the regional server. If the user logs in using their username and password or a
corporate e-mail and code, they connect to the corporate server. The appearance
of the product interface and the functionality available to the user change depending
on the connection method.

Interaction between eXpress users is carried out in the form of chats and calls.

Note. For users connected to a regional server, the following restrictions apply:
° sending files — not more than 25 MB;

e calls (it is not possible to call a regional server user, but outgoing and incoming calls to
corporate server users are possible );

e conferences (it is not possible to create a conference, but it is possible to join a conference
using a link or via the conference list );

e tags (the user does not have access to existing autotags and cannot create their own tags);
. the Enhanced Privacy Mode is unavailable;
e thereis no access to the catalog of open chats and universal bots.

When attempting to use a restricted feature, a regional user will see a pop-up warning.




DESCRIPTION OF THE APP INTERFACE

The interfaces of the Web App and the Desktop App are identical. Further in the text,
all features and the order of actions will be demonstrated using the example of a Web
App interface.

The main window of the app is conditionally divided into the main and working areas.
When you bring up certain sections and functions, an additional area may open.
Depending on the resolution, size and scale of the display, the additional area may be
displayed:

e instead of the working area (Figure 1) — at low resolution, small screen size and zoom
level of 100% or less;

Additional pa

' @ Pro - Design
v Ksenia Vedyorkina
/ @ Pro - General 2
Corporate server. connected
« A Lidiya Babenko: Great o
0
B atwork
= +¢ Pro - Announcements 12:1
A pres on -«
O = Profile
@ Pro - Marketing 122 2 Main settings
I« = Magnus Isaksson: Let's talk ab it «Q »
L0 Active sessions
Figure 1

e to the right of the working area (Figure 2) — at high resolution, large screen size and
zoom level of more than 100%;

Additional pa

- We have a new addtion 10 our teams:
2 @@Innokenty Sinksyn has joined the
® Depioyment team as a Deplayment
o IR -
a And @@Ksenia Vedyorkina, Content
Mar 1. has joined the Marketing team
@ Pro - Design ARty S o
2 & I solec oo Wescome!
w Ksenia Vedyorkina
/ @ Pro - General Veranica Smirnova
A Udiya Babenko: « ‘Corporate server: corneciod
i o Varead messages
— . * Pro - Announcements _“ ®idiya Babenko - atwork
3 after ) 0 o
. " - E 2 Profile
— @ Pro - Marketing 2 :
] Magnus sakssan w o ® O 0 £ Man setungs
Figure 2

On the left side of the main window is the main menu, which allows you to navigate
through the sections of eXpress (Figure 2).
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The Desktop App supports a full-screen version.

To switch to the full-screen version, press F11 while in the app window. The app
will expand to full screen.

To exit the full screen version, press F11 again.

In the Desktop App, the user can adjust the position of the app window:
e window size;
e window position on the screen.

After you close the app, these settings will be saved.

MAIN MENU OF EXPRESS

The main menu contains the sections of eXpress (Figure 1, Table 1):

Table 1
Button Section Purpose of the section
f Settinas Allows you to manage app settings, view avatar and information about
9 the current user and how the app is running on their devices
Status Assigning and deleting user status
Home Home page SmartApp
Chats Used to store the user's chat history

Contacts Contains the list of all corporate and personal phone numbers of the

C e O P

user
Calls and Managing conferences, viewing information about the user’s calls and
Conferences conferences
[ 1 1] - A .
et SmartApps Add-on for quick access to corporate services and systems
ame
m Reminders Reminders about unanswered incoming messages

In the "Status" section, you can create a status, remove it, or set one of the recent
statuses if the user has them.

In the “Chats”, “Contacts” and “Calls and conferences” sections, a search line is
available, which allows to search for:

e chats and contacts — by parameters or tags;
e call and conference entries — by parameters.
The top menu of the app contains:
e buttons designed to perform certain actions in the chat list:

. — create a new chat or channel;
. — got to the previous chat;
o — go to the next chat;

o — go to the next unread chat (the button is inactive if there are no chats
with unread messages);

12



o — open chat history. When clicked, a drop-down list opens, which
displays the user's chats broken down into groups: “Recent chats” and
“Popular chats”. Clicking on the name of a chat from the list will open the
window of this chat;

¢ chat name and information about it;
e buttons used to perform certain actions in the chat:

o — search for messages;

. — call.

For some actions, you can use a keyboard shortcut instead of buttons (Table 2):

Table 2

Button Keyboard shortcut Action
<Left Alt><Shift>+<<«—> Go to the previous chat
<Left Alt><Shift>+<—> Go to the next chat
<Left Alt><Shift>+< | > Go to the next unread chat

SUPPORTED LANGUAGES
eXpress CS is available in nine language versions:

e Russian;
e English;
e German;
e French;
e Spanish;
e Arabic;

e Uzbek;

e Malay;

e Turkish.

The choice of language during registration or logging in to the app is available in the
upper right corner (Figure 3).

L J
e/vress
Buibepure cnocob exopa

Cra4aTb NpUnoXeHne

T, Tenedon i yueTHEIE AaHHEI

[ Kopnopatwensii email

[C] Aapec kopnopaTHeraro cepaepa

Figure 3
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If the user is already logged in to the app, the language can be selected in the
“Settings” section — “Main” — “Language” (see page 246).

CONTACTS

)
Clicking on s in the main menu of eXpress app opens the “Contacts” section, which
contains the user's personal and corporate contacts. Opposite each contact, one of
the icons is displayed (Table 3):

Table 3

Button Purpose
+o Inviting a contact, who is not registered in eXpress, to the app
3 Switching to chat with a personal contact
=3 Switching to chat with a corporate contact

The top menu of the “Contacts” section contains tabs where contacts are grouped
according to the status of the participants.

TYPES OF CONTACTS

eXpress CS provides for several types of contacts:

o external contact — a contact from the device's address book. It is available in the
app, if the user who owns the contact data has eXpress installed on their device;

e corporate contact — a contact from the corporate server;

e corporate trusted contact — a contact registered on the same corporate server as
the user, or on a server with which a direct connection (trust) is established. It is
available in the app even if not saved on the user's mobile device;

e unregistered user — a contact from the user's device contact list that is not
registered in eXpress. Available only in the Mobile App.

e chatbot — a user account that is managed by a computer program, which is designed
to automate business processes (see the "Chatbots” section).

Examples of displaying contacts in the app interface depending on their types are
provided below (Table 4):

Table 4

Contact type Icon Display example

External @ @ © Bacunuca 3eneHuyosa [
Corporate @ m © Bacunuca 3eneHuyosa

i Bacunuca 3eneHuosa
Corporate Trusted ﬁ @ "

Unregistered 2 Bacunuca 3eneHuoBa *&




Contact type Icon Display example

Chatbot .m. @ Contacts Bot

O

CONTACT CARD

Each contact has a card with the user's personal data, which opens when you click
the selected contact (Figure 4).

The contact card contains the following data:
e avatar;
e contact’s name;
e connection status;
e user status (may be not available);
e chat settings menu;
e tags management menu;
e corporate information (for corporate users);
e personal data.

Note. When you hover over fields in the Corporate information and Personal information blocks,

the button [Y is displayed next to the field. Clicking the button copies the data of the selected
field to the clipboard. Clicking on your corporate e-mail opens Email SmartApp if connected, or
a window to choose a third-party email app.

The following action buttons are available in the card (Table 5):

Table 5
Button Action
O Send message
- Start personal call
E Open the menu to create a QR code or a link to the contact card

Next to the contact's name in their card there is an icon [ that indicates their
belonging to one of the groups (Figure 4). A similar icon is displayed on the left next
to the user's name in the contact list.

An icon indicating the user's current status (for example, “In the office” or “On
vacation”) appears to the right next to the user's name in the contact list.

15



Create contact QR code/link

@ Ksenia Vedyorkina
“Call” and “Chat”

online 14 minutes ago

O M ‘.

Basic contact data

CompanyName, Deployment Engineer

erver.ru

Status

™ atwork Chat management menu

|E3 Files, media and links
. calls
i Common chats 14
5. Routing
Search

A Push notifications

(? Reminders

() Confidential Mode settings

< Clear chat history
Tags management menu

W

Tags
# Addtag
Corporate info
Corporate info v

erver.ru

rporale server name

2s
:

Deployment Department Open lead personal card
Depariment

W

Taisiya Petrova

Send e-mail
) Deployment Engineer

\

s kseniyavederkina@sample.ru
[ Je

Private info

Private info

\

2 Xenia
Phonebook name

T H7 XXX XXX XX XX

Figure 4

CHATS

GENERAL INFORMATION

eXpress supports several chat options.
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Based on the composition of participants, chats are divided into:
personal chats — chats in which there are only two participants;
group chats — chats with two or more participants.

Note. A personal chat cannot be converted into a group chat and add other users to it.

Based on the method of joining, group chats are divided as follows:

open chats — corporate chats that can be joined by any user registered on the
corporate server. External users can access such chats only after they are added to the
chat by the administrator;

closed chats — corporate chats created for a closed user group. New users are added
to a closed chat by a user with administrator rights for this chat.

eXpress also features a “"Saved Messages” chat, where the user can save their
favorite messages.

For corporate eXpress users, a blue chat theme has been implemented, and a green
chat theme is used for external users. The display of chats in the interface depends
on the types of contacts the user is exchanging messages with. Below are some
options using a group chat as an example (Table 6):

Table 6

Chat type Icon Display example
Chat with corporate contacts @ © OTaen GyxranTepcKoro yyera 16:22
Bacunuca 3eneHuyosa: npreet! (1]
Chat with corporate trusted contacts ﬁ @ 5 Otaen byxrantepckoro yuera 1622
acunuca 3eneHuoBa: npuset!
Chat with external and corporate contacts @ P © [pynnosoii uar 16526
(mixed type chat) - Bacnnuca 3eneHyosa: Bcew npuset 1]
i [ m| = Demo-Bot 16:22
Chat with a bot @ No results found 1]

Note:
o if an external user joins a corporate chat, the chat becomes a mixed type chat;

o if all external users leave the mixed type chat and only corporate users remain, the chat
becomes corporate.

In the list, the chats are sorted by the date and time of the last message, from top to
bottom. If the user has pinned chats, then all pinned chats are displayed at the top,
and all the other chats are displayed below.

On the chat list screen, the chat cell displays the latest message in that chat and its
author/system message/attached document type.

If there are unread messages in a chat, a counter of unread messages is displayed to
the right of its name (Figure 5):

blue — in the corporate user interface, chat notifications are enabled;
green — in the regional user interface, chat notifications are enabled;
grey — in the corporate and regional user interface, chat notifications are disabled.
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Figure 5

Note. It is possible to search for a corporate chat/channel/bot by name and description.

Under active corporate user chats, the list of chats, channels, and corporate bots that
are open for joining is available. Open chats and channels with end-to-end encryption

disabled are marked with the o icon.

The list is located below the user's active chats and channels (they are marked on the
right with the time or date of the last message). To see chats and channels that are
open for joining, the user just needs to scroll down their own active chats and
channels.

Clicking on the name of a chat takes you to its window. Double-clicking on a chat
name will rewind the chat history in the window to the end. At the bottom of the
window, there is the “Join” button. Clicking on it will allow the user to join the chat.

The personal chat window header (Figure 6) contains the following information about
the chat:

interlocutor's avatar;

interlocutor's name;

interlocutor’s connection status;
user status (may be not available);

14 A\

information about the current action of the interlocutor (“typing”, “recording a voice

message”, “sending a file” etc.).

More detailed information about a personal chat is available in its card. A personal
chat card is a card of a contact with whom a chat has been created.
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s ,""/ 1)+ Pro-News :
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A
V @ Magnus Isaksson 2
; o
%)
. @ Pro - Design
! Message deleted o
Tt
Figure 6

The group chat window header (Figure 7) contains the following information about
the chat:




e chat avatar;

e chat name;

e number of participants;

e information about the current action of the chat participant (<Participant_name> is

” \ ”

“typing”, “recording a voice message”, “sending a file”, etc.).
More detailed information about a group chat is available in its card.
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Figure 7

If a group chat/channel message has a thread, information about the number of
comments in this thread is displayed below the message (Figure 8). Clicking on this
line takes you to a sub-chat with comments on the original message (see the
“Threads” section).

Y e
- g Qi Zorcs o)
F == and customer requests.
7 hats faicts 15 ITII
] ' Speakers: Talsiya Petrova, Magnus Isaksson,
m THREADS CATALDG Iricsobienky ke
=] The following departments are required to
attend: £ design, ifr
s ” @ Pro-HR 1153 and analytics deparment.
idi B Presentation pptx Qo
Lidiya Babenko: B Presentation pp ¥ Arecording of the meeting wil be
v - avaiable.
@ B 1t LR 2 ]
- we ®0U
Figure 8

EXTERNAL USER WARNING

If there is an external user in the chat, the following warning may be displayed when
opening the chat: “This chat contains public users.” The warning is displayed in the
following cases:

e the user opened a mixed type chat or a chat with an external contact after starting a
new session in exXpress;

e the user opened a corporate chat after an external user joined it;
e the user has become a participant of a mixed type chat.

“SAVED MESSAGES"” CHAT

The “Saved Messages” chat (Figure 9, Figure 10) is designed to store favorite
messages from all chats and quickly access saved messages.
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Features of the “Saved Messages” Chat:
e the chat is created the first time you save a message;

e when creating a chat, a default chat name is automatically assigned — "“Saved
Messages” and an avatar;

e you can access the “Saved Messages” chat from the chat list or via the “Settings”
section — “Saved Messages”;

e only the current user can send messages in the chat;

e the current user is the only participant in this chat;

e you cannot change chat settings;

e the chat card contains only the items shown in Figure 10;

Onucaxue:

BLICTPEIA 4OCTYN K COXPaHEHHEIM COODLLEHUAM
dannbl, Meaa W CCuinku
Mouck

OUNCTUTE NCTOPKKD YaTa

Tern

# [obaeuTk Ter

Figure 10

e the chat interface lacks call buttons, number of participants, and the Confidential Mode
button;

e when clearing chat history, the chat remains in the chat list, unlike personal chats;
e you can edit a saved message for an unlimited amount of time;
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e in the “"Saved Messages” chat card, you can create a tag (Figure 10), but you can only
configure and edit it in the tag settings.

There are two ways to add messages to the “Saved Messages” chat: save existing
messages using the context menu and create new messages directly in the chat.

ADMINISTERING A GROUP CHAT
By default, the creator of the chat is the chat administrator.

Note. You can later appoint another participant as the chat administrator (see page 116).

The chat administrator has the following privileges:
e changing chat parameters (avatar, name, etc.);
e adding participants to the chat;
e enabling/disabling end-to-end encryption;
e setting up chat thread settings;
e setting up chat reactions settings;
e deleting participants from the chat;
e appointing other participants as chat administrators.

Each group chat has its own card (Figure 11). In the group chat card, the user has
access to:

e avatar;

e chat name;

e information about the chat creator and creation date;
e chat description, if it was added;

e button to create a conference;

e chat settings block;

e chat participants search bar;

e list of chat participants in alphabetical order.

Note:

a chat participant with administrator rights is marked as “Admin”;
e chat name is limited to 128 characters;

o  setting up automatic subscription to threads in the chat card is available to the user if
the chat administrator has enabled threads;

e the name of the chat creator may not be displayed in the card. To obtain this
information, contact the chat administrator (marked as “Admin” in the list of chat
participants) or technical support.

e If there are more than 256 participants in a chat, only administrators are displayed in
the list. The rest of the participants can be found using the search bar.
The order in which user names are displayed in the list of chat participants:
e current user;
e chat administrators;
e chatbots with administrator rights;

e other chat participants, grouped by servers (first, all groups of participants from
corporate servers are displayed, then from regional servers);




Chatbots.
All participants are additionally sorted by their online/offline status.
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CHANNELS

GENERAL INFORMATION

A channel is a tool for publishing news, announcements, instructions, polls, etc. Only
administrators can send messages to the channel. The main differences between a
channel and a chat are provided in Table 7.

Table 7

Function Chat Channel

) Participants and administrators Only administrators on
Posting messages

on their own behalf behalf of the channel
Egﬂ:;\ngisagpaiodreszletlng messages from other X v
Reminders v X
Calls and Conferences v X
Confidential Mode v X

Viewing the list of participants/subscribers  Participants and administrators ~ Only administrators

Viewing the routing diagram Participants and administrators =~ Only administrators
Viewing Information about Reactions Participants and administrators ~ Only administrators
Viewing system messages Participants and administrators =~ Only administrators

Visually, channels are similar to chats and, just like chats, are divided into corporate
and mixed ones. The icons that represent the channels depending on their types are
shown in Table 8.

Table 8

Channel type Icon Display example

A channel with corporate users ( L Y Mnawsposauue saaa .
Channel with corporate and external users < + w4 MnanvpoBanme 3agau 16:22
(mixed Channe|) l‘ v 3agaua 144 eeinonHena, nepeaa.. (1]

Note:
. if an external user joins a corporate channel, the channel becomes a mixed one;

o if all external users leave a mixed channel and only corporate users remain, the channel
becomes corporate.

The channel window header (Figure 12) contains the avatar and name of the
channel, the number of subscribers.

More detailed information about a channel is available in its card.
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Global Chat is a system channel for users of one server. Global Chat sends messages
that are relevant to all users, such as:

e information about app updates;
e notifications about maintenance work;
e corporate news.

Only users with administrator rights can send messages to this channel. To send
messages, a Notifications Bot connected to Global Chat is used (for more details, see
the “"Administering Global Chat” subsection).

If the user is connected to multiple servers at the same time, each of them will have
its own Global Chat:

e Global Chat RTS — regional server global chat;
e Global Chat ETS — enterprise server global chat;
e Global Chat CTS — corporate server global chat.
Features of the Global Chat:
e thisis a closed chat, and it is not displayed in the “Catalog” tab;

e for new users connected to eXpress version 3.7 and higher, it is displayed immediately
(on the “All” tab), for users connected to eXpress version 3.6 or lower, it is displayed
after it is enabled by the administrator;

e only the current user and chatbots can be chat participants;
e the user cannot change Global Chat settings or exit it;

e end-to-end encryption is not used, history is available only from the moment of
registration on the server;

e in Global Chat, the user cannot pin messages, use reactions and mentions (using a
single @ symbol);

e the Global Chat card lacks buttons for routing diagram, adding users, etc.

ADMINISTERING A CHANNEL

By default, the creator of the channel is the channel administrator.




Note. You can later appoint any subscriber as the channel administrator (see page 132).

Each channel has its own card (Figure 13). In the channel card, the subscriber has
access to:

view information about the channel (avatar, channel name and description, channel
creator name and creation date);

viewing files, media and links;
searching for channel messages;
adding a tag;
buttons:
e enable/disable notifications;
e enable/disable auto-subscription to new threads;
e clear channel history;
e leave channel.

Note. Setting up automatic subscription to threads in the channel card is available to the user if
the channel administrator has enabled threads.

The name of the chat creator may not be displayed in the card. To obtain this information,
contact the chat administrator (marked as “Admin” in the list of chat participants) or technical
support.
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Figure 13

For the administrator, the channel card additionally has access to (Figure 14):
channel settings;




e routing diagram;

e adding subscribers;

e viewing and managing the list of subscribers.

Subscriber names are listed alphabetically.

Sorting users in the channel subscribers list:

e current user;

e channel administrators;

e chatbots with administrator rights;

e other subscribers, grouped by servers (first, all groups from corporate servers are
displayed, then from regional servers);

e Chatbots.

X Channel info

+ Pro - Announcements

Creator: Magnus Isaksson
Created: 11/728/2022

Description:

Anouncements and notifications

I Files, media and links

4, Routing
Search
£ Push notifications
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CompanyName
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Figure 14
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MESSAGES

To enter a message, use a special field (Figure 15).
k\

Figure 15

If a message has been created but not sent, it is saved as a draft (Figure 16), and
the chat moves to the top and is displayed below the pinned chats in the list. After
deleting the draft, the chat returns to its previous position.

1 Pro - ThaeHana
YepHOBUK:

Figure 16

Note. Drafts are automatically synchronized across all user devices.

When you navigate to a chat containing a draft, the cursor is placed at the end of the
message (Figure 17).

% cooblyeHnd

Figure 17

If the message exceeds the length of the input field, a line break is automatically
inserted.

To send a message, use the button = or the <Enter> key.

Note. If the message length exceeds 4,096 characters, the message is automatically split into
two or more messages, without separating words and sentences.

By default, all chats in the app are closed. The ##Chat_name construct will be
displayed as a link (including to the current chat) only if the chat is open or the user
is its participant.

If a chat user is added to the address book, then clicking on the avatar in the
message field opens the contact card.

CHECKING MESSAGES

eXpress may scan messages for sensitive data and/or malware. Checks are enabled
and set up by the app administrator.

Checking for sensitive data takes place before sending a message to a chat,
channel or thread. The system checks the text and the files attached to the message.
If a message fails the check for sensitive information, it will receive a status ® and
the error text “Message failed verification” will be displayed.

Checking for malware is performed after the message has been delivered to the
chat. If malware is detected, the corresponding text is displayed in the message and
the file becomes impossible to open (Figure 18).

@ PykoBoacTBo no ycraHoBKe.pdf

Figure 18




The user can copy the text of the message which failed verification.

MESSAGE STATUS

To the right of the sent message, the time of its sending and the status are displayed

(Table 9):

Table 9

Status Appearance
Pending message (sender is not connected to the Internet when sending message) NPUBET

Queued to be checked for information containing sensitive data/check started (if the

setting was enabled by the administrator) npuBeet
The message failed the check for information containing sensitive data (if the setting
. npuBeT

was enabled by the administrator)
Not delivered (recipients disconnected from the Internet) npUBeT
Delivered to at least one recipient (recipient is connected to the Internet but has not

: npueeT
opened the chat window)
Read by at least one recipient npuBeT v

If reactions have been sent in response to a message, they appear below the body of
the message. For more details, see the "Reactions” section.

Messages are sorted by time they were sent. Changing the time zone does not
change the sorting of messages.

Note. If the user sends a message when the Internet is disconnected, the message is sent
automatically once connection has been restored. When sending attachments, the message
“Connection to the server was lost, please try again later” is displayed and sending does not
occur. It is necessary to retry sending once network connection has been restored.

FILES AND LINKS IN THE MESSAGE

The link sent in the message can be used to go to the corresponding resource. Links
and e-mail addresses are saved in a special section of the chat card. The e-mail links
in the message are active. Clicking on the link opens the “New mail” screen with the
“Recipient” field filled in. Depending on the app settings, the action takes place in the
E-mail App or a third-party e-mail client.

To attach files and polls to a message, use the & button (page 176), to add an
emoji or a sticker to a message, use ©) and LY (see page 171).

To send a voice message, use the button \!/

Note:
e the Confidential Mode is available only for corporate server users;

o  The application sends any number of files up to 1 GB in size.




In the Web/Desktop App, each file type is indicated by the following icon (Table 10):

Table 10
Attachment type

Icon

Image Video Contact Document

Geolocation Poll

MENTIONS IN MESSAGES

In a message, the user can mention (including themselves) and invite other users
and chatbots to the chat, provide links to other chats and channels using special
symbols — @ and #. When this construct is used, the user being mentioned receives
a corresponding notification. The chat in which the user was mentioned is marked
with an @ symbol in the chat list. The @all construct allows you to mention all chat
participants at once (Figure 19).

@ 8 Pro- bR

Figure 19

When mentioning users, tags may be used. For example, if multiple chat participants
are tagged with the same tag, typing the @ symbol and the tag name will mention all
users with that tag (Figure 20, Figure 21).

@ #Paspa6oTka

& () (% @Paspaborka
Figure 20

O D
Figure 21

A user mention is always a link to a contact that can be followed to see more detailed
information about the mentioned user (Table 11).

Table 11

Construct

@all

@User_name

@@User_name

##Chat_name

Purpose

Mentions all chat participants

Mentions a specific chat participant

Mentions a user from your contact list who
is not a chat participant:

e a corporate user can specify contacts
from their corporate server, from trusted
corporate servers and from the mobile
device phone book;

¢ an external user can only specify contacts
from the device's phone book

Mentions a chat or channel

Result

All  group chat participants
receive a notification about a
new message

The mentioned chat participant
receives a notification about a
new message

Message recipients receive a
link to the contact

Message recipients receive a
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Construct

Purpose

Result

link to the chat or channel.
Note. If the link is not
available, it means that the
chat is a closed chat and the
user is not a participant.

Searching for user mentions with the use of @ or @@ symbols can be used when
creating a conference/chat and when adding a participant to the call/conference.

MESSAGE FORMATTING

The user can perform text formatting in their message: apply bold or italic font, use
strikethrough text, insert code fragments or links, as well as delete and edit the
formatting of text and links.

The user can also change the formatting of the text in the message using the
Markdown markup language (Table 12):

Table 12
Code Output example Note
Bold/Italic
X *
hello e asterisk symbols [*] shall be used
npusem v without spaces;
**hallo** e an asterisk _symbol in the njldt_:lle.of
a message is not a sign of italics;
LELEET V4 for example: a*b*c**bold**;
skkhallolF* o if thgre is no content inside the
’ special characters, the entered
npusem! v combination is displayed as text
Bulleted list
* passport A list with one element is not
* INN MpuHecKTe cneaylowne AOKYMEHTbI: considered to be a list. The entered
* SNILS « nacropt combination is displayed as text
+ WHH
« CHMNC w
Strikethrough text
~~nobody saw~~ this text . o tilde [~] symbols shall be used

without spaces

Block containing code

.Blg.Ck . _W'th language e acute symbols [ "] shall be used
N "‘J?:t'on- Bnok ¢ ykaszaHuem sablka: without spaces;
consta = 1; o e languages supporting the markup
const a = 2; const a = lf function:
A const a = 2; h, zsh, bash, basic, clojure,
cmake.in, cmake, coffeescript,
v coffee, cson, iced, patch, cpp, cs,
css, diff, jinja, django, docker,
Block  without language dockerfile, delphi, elixir, elm,
indication: Briok 6e3 ykasaHWUs S3blKa: erlang, go, haskell, ini, java, js, jsx,
e javascript, json, kotlin, less, lisp,
consta = 1; const & = 1- llvm, IIua, Takr:aﬁle, matlab, r}119i|rl1x,
consta = 2; const & < - ocami, perl, php, ps, powershell,

&

prolog, python, r, rb, gemspec,
podspec, thor, irb, ruby, rs, rust,
scala, scss, shell, sql, swift, tex,
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Code Output example Note

The inline code is used to twig, ts, typescript, vbs, vbscript,
insert into a sentence, e.g. WHNaiiH-koa ncnonbayetcs xml, yml, yaml
‘consta=1" NS BCTABKW B NPeanoxeHue,

Hanpumep const a = 1 w
Tags
#russia
#moscow
#photo vioc
#day #hoTorpadus

#0eHb 7

Note. Text written in Markdown is displayed as plain text in the following cases: in the chat list,
in a quoted message, in a pinned message. The signature and forwarded message are displayed
with Markdown in mind.

VOICE MESSAGES

eXpress supports the voice messaging feature.

To send a voice message, use the button \!J

Rules for sending a voice message:
e A Vvoice message cannot be recorded and sent during a call;

e when you leave the chat or the app while recording a voice message, the recording is
reset;

e when editing a message, the voice message recording button is unavailable;

e when entering a symbol in the message line, the voice message recording button \” is

no longer displayed,;

e to be able to record a voice message, eXpress requires access to the device's
microphone. The query is generated by the operating system automatically if access
has not been granted previously.

To access the voice message recording feature, clear the line of any characters.

REACTIONS

In eXpress, you can send reactions to messages in the form of smileys and icons.

In the chat window, reactions are displayed directly below the message they were
sent in response to. Reactions sent by the current user are highlighted with a blue
border (Figure 22).

All reactions are sorted by quantity, from highest to lowest. If the same reaction has
been sent the same number of times, they are sorted by the time they were sent,
from earliest to latest.

Note:

e by default, reactions are available in all types of chats and channels;

e in group chats and channels, administrators can control the availability of reactions;
e only one reaction of each type can be sent in response to one message;

e in group and personal chats, detailed information about sent reactions is available to all
participants.




Build 3.40
26/05/2025

‘ MnanupoBanue 3afay 8 NoANUCHMKOB
/[
a @ ApuHa Kapavpawosa
3apava 144 BbinonHeHa, nepeaaem TECTUPOBLUMKAM.
& 31 ©
G @ EBreHwii Kopomsicnos
3apava 165 Basra 8 pabory
A &' ©

a @ ApuHa KapaHpawosa
Boso6Hosunu paboty no 3anaye 163.
& 3' #!
Figure 22
A user can “react” to any message, including a poll, by sending one or more reactions

from a set of available reactions.

In a personal chat, all reactions are always available for the user to choose from. In a
group chat and channel, the administrator can enable or disable certain reactions.

In the app interface, chats in which reactions to a user's message have been sent are
marked with the icon @ (Figure 23).

o EINKEETIE
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]
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»
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« B [okm Ha paBory.pdf 6]

Figure 23

1]
In the window of such a chat, the icon © with a counter of unseen reactions is

displayed (Figure 24).
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Clicking on this icon allows you to view the received reactions.

Sending a reaction is not available in the following cases:

e reactions disabled by chat/channel administrator;

e the user is not a participant of the chat in which the message was sent;
e the message was sent in the chat of an ended call;

e the message was sent in the Confidential Mode, provided that the Confidential
Mode was disabled;

e the message was deleted.

Note. Sent reactions are not deleted when excluding users from a chat or disabling reactions in
chats.

POLLS
In eXpress you can create polls in chats, channels, threads, as well as in group call
and conference chats.
Polls are messages with voting capabilities that help gather opinions and feedback
from chat, channel or call participants. You can interact with a message containing a
poll just like you would with a regular message.
Only corporate users can create a poll, and all participants in a chat, channel, or
group call can take part in the poll.
For more information on working with polls, see the “Polls” section.

THREADS

Threads are sub-chats designed for commenting on individual messages from a chat
or channel. A thread is inseparable from the original message with which it begins. In
such a subchat, users can post their comments, add media files and other
attachments to them.

Threads are created by participants of a group chat or channel that has the option to
comment on messages enabled. Only the chat or channel administrator can enable or
disable this option.
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Note. The user cannot start threads from messages consisting of stickers, as well as system
messages and messages sent in the Confidential Mode.

A participant of the original group chat is automatically subscribed to the thread in
the following cases:

they were mentioned in a thread using the @ symbol;

the setting for auto-subscription to threads is enabled;

the user has added a message to the thread.
The user can also join the thread independently.

A channel subscriber is automatically subscribed to a message thread in the following
cases:

the channel has the “Mentions in threads” setting enabled and the subscriber was
mentioned in the thread via the @Username construct;

the setting for auto-subscription to threads is enabled;
the user has added a message to the thread.
The user can also join the channel thread independently.

Note. If the chat or channel administrator has disabled auto-subscription, this setting is not
available in the chat or channel card.

The user ceases to be a participant in the thread (unsubscribes from it) in the
following cases:

they have deleted the original chat/channel or the thread itself in the chat list;
they have been kicked from a chat or channel;
they have left the thread.

Threads that the user is a participant of are marked with the icon o and are
displayed in the “Threads” (Figure 25) and “All tabs” tabs (Figure 26).
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The display of threads depends on the “Threads in the General Chat List” setting. If
the setting is disabled (default), threads are shown only on the “Threads” tab.

If the setting is enabled, threads are shown in the “All” tabs of the general chat list
and “Threads” tabs (Figure 25, Figure 26).

In the “Threads” tab, subchats are sorted by the date and time of the last message,
from top to bottom. If the user has pinned threads, then all pinned threads are
displayed at the top, and all other threads are displayed below.

The thread cell displays the original (discussed) message, the latest message, or the
name of an attached file.

To the right of the thread names, the unread messages counter is displayed:
blue — for chats/channels with notifications enabled;
gray — for chats/channels with disabled notifications.

Clicking on the thread name takes you to that thread’s window (Figure 27).

The thread window header contains the following information about the chat:
avatar (made up of the capital letters of the first two words of the original message);

name (made up from the name of the chat: “Thread in <Chat name of original
message>");

number of participants (subscribers) in the thread.
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Each thread has a card that contains data about it , and functional elements for
performing certain actions (Figure 28). For more details, see the "“Managing
Threads” section.
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Figure 28

STATUSES

The user can set a status next to their name, containing a text message and emaji.
Other participants can see the user's status wherever their name is displayed. For
example, in the chat list, in the chat or channel window, in the card of this user, etc.

Using status settings, the user can disable notifications about calls and/or messages,
including setting a time period during which notifications will be disabled. It is also
possible to configure a list of users whose notifications will be received as an
exception.

When you first log in to eXpress, a system message is displayed about the possibility
of setting the user status.

STATUS LIST

Statuses created and modified by the user are in the "Recents” list, statuses available
in the application by default are in the “Default” list.

The “Recents” list displays no more than the last five statuses set by the user. Among
them, both created personal and modified default statuses are taken into account.

Important notice! When the user sets the sixth status, the very first one used is replaced with
the new one. If the user has changed statuses more than five times since the status was
created, they will have to create it again to return to this status.




The statuses in the list are sorted from new to old by the time of the last use by the
user.

Standard statuses are presented in the table below:

Table 13

Name Description

Do not disturb Notifications and calls are disabled for one hour, and auto-reply “Can't talk
now, will reply later” is added

In a meeting Notifications and calls are restricted for one hour, and auto-reply “I'm in a
meeting right now, will reply later” is added

At lunch Notifications and calls are restricted for one hour

Off sick Notifications and calls are restricted for one week, auto-reply “I will reply
after sick leave” is added

On vacation Notifications and calls are restricted for two week, auto-reply “I will reply

after I get back from vacation” is added

TYPES OF STATUSES

The following types of statuses are available in the app:
standard— statuses that are available in the app by default;

personal — statuses that the user creates, modifies and deletes manually, including
modified default statuses.
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MANAGING STATUSES

The user has access to the following actions with statuses:
creating;
setting;
changing parameters;
removing;
changing status;
deleting.
It is also possible to view the statuses of any users.
Working with statuses is described in detail in the "Managing Statuses” section.

TAGS
eXpress SC supports the use of tags. The user can tag contacts, chats and individual
messages for easy classification. Tags allow you to quickly find the information you
need, sort and group contacts, chats and messages by categories or topics.

TAG TYPES

eXpress supports two tag types:

personal tags — tags that the user creates, edits, and deletes manually. A personal
tag can be applied to a contact, bot, chat/channel/thread, or message, and will be
displayed in the contact, bot, chat/channel/thread card and in the message context
menu;

system (autotags) — tags that are included with the app by default. You cannot delete
a system tag or use it to tag a contact, chat/channel/conversation, or message with a
system tag.

System tags are assigned to chats/channels automatically depending on their
category (Table 14):

Table 14

Category Description

Catalog Chats and bots from the open catalog
Threads List of threads in chats and channels
Unread All chats with unread messages

Popular Chats most frequently viewed by the user
Important Unread chats where notifications are enabled; chats where the user has been mentioned.
Recent Chats recently viewed by the user
Mentions Chats in which the user has been mentioned
Personal Personal chats with other users

Bots Chats with bots

Channels Channels to which the user is connected
Pinned Chats and channels pinned by the user

You can create a personal tag in eXpress CS as follows:
via the personal or group chat card (see page 106);
via the chat context menu (see page 107) of the message card (see page 169);
via the “Tags” section in the “Settings” section (see page 255).
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Note. The user can change any tags and descriptions of personal tags, and also use emoji for
this.

TAG FILTER

The tag filter is a list of tags available for searching and filtering data. The app
provides the possibility to manage this list, in particular, the possibility to hide or
show tags and customize the order in which they are displayed.

If notifications are enabled for a tag, a counter will be displayed on the tag when
there are unread chats/channels/discussions marked with that tag.

The tag filter is displayed when searching in the “Chats” and “Contacts” sections
(Figure 29). To open the filter, click # next to the search field.
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Figure 29

Note. If in the “Contacts section”, when clicking on # next to the search field, the message “You
don't have any tags” is displayed, this means that the user does not have any contacts marked
with personal tags.

WORKING WITH TAGS

Tag settings are managed in the “Settings” — "Tags” section.
In eXpress CS, tags can be used to filter data:
e when searching for chats, channels, contacts, messages, and threads;
e when creating a personal or group chat;
e when adding participants to chats, calls or conferences;
e when forwarding messages.

In the app, management of chat and channel tabs is implemented through the “Tags”
menu.
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ROUTING DIAGRAM

A routing diagram is a visual schematic representation of the routes of message
exchange between chat participants (Figure 30). Participants include users and
chatbots. If users are logged in to different servers, the diagram will reflect this.
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Figure 30

To go to the routing diagram, in the chat card, select “"Routing”.

The routing diagram is generated relative to the chat participant viewing the diagram.
The lines on the diagram indicate the paths from the user to other chat participants.

The regional server is displayed in green, the corporate server is displayed in light
blue, and the enterprise server is displayed in dark blue (Table 15):

Table 15

Icon Server
El Corporate server
E&_ Regional server
5. Enterprise server

New chat participants are automatically added to the routing diagram. If the user
leaves the chat, they are automatically removed from the routing diagram. The user
can interact with elements of the diagram using drag-and-drop to find specific users
or the servers, on which they are logged in.

PERSONAL CALL

This section contains the following information:
personal call description;
personal call interface:
e functional elements (buttons);
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e screen layout;
e call log.

DESCRIPTION

A personal call is a call between two users that is initiated:
e via a personal chat;
e from the user card;
e from the list of group chat participants;
o from the call log when choosing a personal call.

Note. Additional participants can be added to a personal call. In this case, it becomes a group
call.

A record of a personal call is saved in the chat where the call was made and in the
call log.

Detailed information on how to start and end a call, how to add a participant, user
capabilities during the call, etc. are provided in the “Using the Web/Desktop App” —
“Personal Call” section.

PERSONAL CALL INTERFACE

Examples of outgoing and incoming call personal interfaces are shown below
(Figure 31, Figure 32).
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FUNCTIONAL ELEMENTS

During a call, the following buttons may be displayed on the screen (Table 16):

Table 16
Button

-

soE 3 mmmﬂ@gg

Designation

Accept call
Available only during a call

Cancel or reject a call

Expand/collapse screen buttons

Turn on/off the microphone and
open/close the microphone settings
window

Turn on/off the camera and open/close
the camera settings window

Screen access

Open call in a separate window

Open call chat (the user is taken to an
existing personal chat)

Show the list of call participants

Add a user to the call
Available only to the call initiator

Button to change avatar layout

Create call link
Available only to the call initiator

Bring up the settings menu

Bring up the recording and settings
menu

Action

Select to accept a call/to call a user

Select to cancel a call

Used to expand the image of the interlocutor's
camera to the entire screen of the device/return
the image to its original state

Selected to turn the microphone on and off
during a call to adjust the microphone settings
during a call

Selected to turn the camera on and off during a
call to adjust the video settings during a call

Select to share the device screen to

interlocutors during a call

Select to have the call opened is a separate
window

Select to exchange text messages and files
during a call

Select to display the list of call participants

Available in the call participants list menu.
Select to add a user to the call (displayed on the
call participants list screen). After adding a user,
a personal call becomes a group call

Select to change the arrangement of
interlocutors on the video call screen. The
appearance of the buttons depends on the
screen layout

Select to invite a user to a call using a link

Select to open the communication settings
menu (before starting a conversation)

Select to open the communication settings
menu and start recording (during a
conversation)
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Button Designation Action
m Pause,_resyme, end recording (if Select to start, pause, end call recording
recording is enabled)
During a call, when you hover over the button, a tooltip is displayed (Table 17):
Table 17
Button Tooltip

5
2=

Open in a window

Call chat

Call participants

E m Layout

Copy call link

CALL SCREEN LAYOUT

On the call screen, participant windows can be arranged in two ways as follows

(Table 18, Figure 33, Figure 34).

Table 18
Button

H

H

Layout option

User avatars/videos are located at the top of the screen (Figure 33). One participant's window is
displayed in the main part of the window. An on/off microphone icon is displayed on top of the
participants' avatars. When you select a participant, their avatar/video is displayed in the main
part of the window.

Participants' windows are arranged on the screen in a grid (Figure 34). An on/off microphone
icon is displayed on top of the participants' avatars. The window of the user who is speaking is

framed in blue. When you select a participant, you go to the E layout, and the window of the
selected participant is displayed in the main part of the window (Figure 33)
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The layout options change sequentially when you click the buttons.

The next time you make a call, the layout in which the last call was made will be
displayed.

CALL LOG

eXpress has a call log that contains detailed information about the user's calls,
including date, connection duration, call type, etc. The user can view the entries in
the call log and clear it.

Moreover, all links are saved in personal chats in which the calls were made.
The call log includes the following tabs:

e “Calls” — contains the list of all calls made in the app (Figure 35). Missed calls are
highlighted in red, active calls are marked with the icon °;
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Figure 35

e “Missed” — contains the list of missed calls (Figure 36).
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Figure 36

Left-clicking on a personal call entry will initiate a call to the user.

Right-clicking on a call entry will display a pop-up window (Figure 37) from which
you can:

e call the user;

e write a message in the chat with the user;
e go to the user's contact card;

e delete the call.
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Figure 37
GROUP CALL

This section contains the following information:
e group call description;
e group call interface:
e functional elements (buttons):
e screen layout;
¢ sending reactions in the call;
e using the “Raise your hand” action in the call;

e call log.
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DESCRIPTION
A personal call is a call between two or more users that is initiated:
e in agroup chat;
e in the group chat card.
Note. The call is available for a group chat with up to 256 participants.
,IA record of a group call is saved in the chat where the call was made and in the call
og.

Detailed information on how to initiate and end a call, how to add a participant, user
and administrator capabilities, etc. are provided in the “Using the Web/Desktop App”
— “Group Call” section.

GROUP CALL INTERFACE

Examples of outgoing and incoming group call interfaces are shown below
(Figure 38, Figure 39).
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FUNCTIONAL ELEMENTS

During a call, the following buttons may be displayed on the screen (Table 19):
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Table 19
Button

-
1
S

smmooff

yo

B O E H

Designation

Accept call
Available only during a call

Cancel or reject a call

Expand/collapse screen buttons

Turn on/off the microphone and
open/close the microphone settings
window

Turn on/off the camera and open/close
the camera settings window

Enable/disable
interlocutors

screen sharing for

“Raise your hand”

Reactions

Open call in a separate window

Open the call chat (a separate chat is
created for each group call)

Show the list of call participants
Add a user to the call

Only available to the administrator or
the call creator

Button to change avatar layout

Create call link
Only available to the administrator or
the call creator

Bring up the settings menu

Bring up the recording and settings
menu

Pause, resume, end
recording is enabled)

recording (if

Action

Select to accept a call/to call a user

Select to cancel a call

Used to expand the image of the interlocutor's
camera to the entire screen of the device/return
the image to its original state

Selected to turn the microphone on and off

during a call to adjust the microphone settings
during a call

Selected to turn the camera on and off during a
call to adjust the video settings during a call

Select to enable/disable access to the device
screen for interlocutors during a call

Select to request permission to speak during a
call or to get someone's attention

Select to demonstrate emotions during a call

Select to have the call opened is a separate
window

Select to exchange text messages and files
during a call

Select to display the list of call participants

Available in the call participants list menu. Select
to add a user to the call (displayed on the call
participants list screen)

Select to change the arrangement of
interlocutors on the video call screen. The
appearance of the buttons depends on the
screen layout

Select to invite a user to a call using a link

Select to open the communication settings
menu (before starting a conversation)

Select to open the communication settings
menu and start recording (during a
conversation)

Select to start, pause, end call recording

During a call, when you hover over the button, a tooltip is displayed (Table 20):

Table 20
Button

2=
BHEHEH

Tooltip

Open in a window

Call chat

Call participants

Layout
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Button Tooltip

[ Copy call link

CALL SCREEN LAYOUT

On the call screen, participant windows can be arranged in three ways as follows
(Table 21, Figure 40, Figure 42).

Table 21

Button Layout option

User avatars/videos are located at the top of the screen (Figure 40). One participant's window is

E displayed in the main part of the window. An on/off microphone icon is displayed on top of the
participants' avatars. When you select a participant, their avatar/video is displayed in the main
part of the window.

Participants' windows are arranged on the screen in a grid (Figure 41). An on/off microphone
E icon is displayed on top of the participants' avatars. The window of the user who is speaking is

highlighted with a blue frame. When you select a participant, you go to the layout, and the

window of the selected participant is displayed in the main part of the window (Figure 40)

Participants' avatars are located at the top of the window, and participants' videos with the
camera turned on are in the main part of the window (Figure 42). When the camera is turned

E off, all avatars are located at the top (Figure 40). An on/off microphone icon is displayed on top
of the participants' avatars. The window of the user who is speaking is highlighted with a blue
frame

The layout options change sequentially when you click the buttons.

The next time you make a call, the layout in which the last call was made will be
displayed.
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REACTIONS IN THE CALL

Participants in group calls can express their emotions with reactions during the call,
which are briefly displayed on the screen as emoji (Figure 43).
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Reactions are available to all participants in a group call, including administrators,
similar to reactions in chats.

The list of reactions in calls and group chat conferences is similar to the list of
available reactions in chat. In group chats and channels. administrators can control
the availability of reactions.

USING THE “RAISE YOUR HAND” ACTION IN THE CALL

Participants can use the “Raise your hand” action to signal to others that they want to
speak or get attention without interrupting the speaker (Figure 44).
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Figure 44

The “Raise your hand” notification (the icon llb) is visible to all participants, and up to
two notifications can be displayed on one screen at a time.

The icon ﬂ remains next to the participant's name and is removed automatically
when they turn on the microphone and start speaking. If the microphone was on
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when the participant performed the “Raise your hand” action, they should turn off the
microphone, then turn it on again and begin speaking.

To manually remove the icon ﬂ', the participant who used the “Raise your hand”
action or the call administrator shall perform the “Lower the hand” action.

In the call screen, the names of participants who performed the “Raise your hand”
action are moved to the front.

In the call participants list, the names of the users who performed the “Raise your
hand” action are automatically placed above the names of other participants.

Note. If there are users in the call with a camera/screen sharing enabled, the list of participant
names is arranged in the following order:

e  participants with screen sharing enabled,;
e  participants with “Raise your hand” icon;
e  participants with the camera turned on;

o the rest of the participants.

CALL LOG

eXpress has a call log that contains detailed information about the user's calls,
including date, connection duration, call type, etc. The user can view the entries in
the call log and clear it. Moreover, call links are saved in group chats in which the
calls were made.

The call log includes the following tabs:
“Calls” — contains the list of all calls made in the app (Figure 45). Missed calls are
highlighted in red, active calls are marked with the icon °;
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Figure 45

“Missed” — contains the list of missed calls (Figure 46).
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Left-clicking on a group call entry opens the chat window for that call. Files and

messages sent by participants during the call are available in the chat.

Right-clicking on a group call entry displays a pop-up window (Figure 47) from which
you can:

e start a group call;

e switch to the call chat;

e open the list of call participants;
e delete the group call.
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Figure 47
SIP CALLS

eXpress supports SIP telephony, a type of IP telephony. The connection is made via
the Internet using the SIP protocol, which describes the method for establishing
communication between two devices. SIP telephony transmits data via existing
Internet channels.

The application allows you to make SIP calls to internal and external numbers. The
user is notified of missed SIP calls.

VIDEOCONFERENCING

Videoconferencing is a communication service that provides interaction between two
or more participants via audio and video communication.
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Videoconferencing differs from group calls in that it allows you to plan the date and
duration of the communication session. The Videoconferencing feature is available to
the user in the “Calls and conferences” section.

For the convenience of users, eXpress has created a special chatbot for reminders
about pending conferences and invitations to participate in them (for more details,
see the "Conference Notification Chatbot” section).

In the “Conferences” section, all user conferences are divided into tabs depending on
their status (Table 22):

Table 22

Status
Active

Started

Scheduled
Regular
Completed

Designation

Started scheduled and unscheduled conferences that have been joined by at
least one participant. Under the conference name you can see how many
participants out of the total number of participants have already joined the
conference

Scheduled conferences that have already started but no participants have joined
them yet

Scheduled conferences that have not yet started

Scheduled unlimited (ongoing) conferences that currently have no participants
Scheduled conferences that have expired and currently have no participants.
Unscheduled conferences that currently have no participants

The video conference interface is similar to the group call interface, including
functional elements, screen layout, and user capabilities to send reactions and
perform the “Raise your hand” action.

For detailed information on how to create a conference, how to add a participant,

user and administrator capabilities, etc., refer to the “Using the Web/Desktop App” —

“Videoconferencing” section.
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Chapter 2

The app can be installed in the following ways:

from publicly available sources;
e from corporate sources.

The method of installing the app is determined by the administrator. This guide
describes installation from publicly available sources. To install the app from
corporate sources, contact your administrator.

After installing the app, the following actions are available to the user:
e registering a new corporate user account;
e registering a new external (regional) user account;
e logging a corporate user in to the app;
e simplified login for corporate users to the app;
e external (regional) user login to the app;
e resetting user password;
e updating the app version.

INSTALLING THE DESKTOP APP

The installation process is described using Windows OS as an example.

To install the Desktop App:

1. Go to https://express.ms/.

2. In the top menu, click “Product” and in the drop-down menu, select “Download”

(Figure 48).
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Figure 48

3. On the app download page that opens, select the app version to install.

You can choose the standard version of the Desktop App (Figure 49) or the
version for a corporate account only (Figure 50).

Note. In the desktop application version for a corporate account, it is not possible to
register an external user.
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Select your operating system.

Note. The specifics of installing Express on Astra Linux OS are described in Appendix 2.

Run the downloaded installation file and follow the standard installation
procedure.

Note. By default, the app is installed from the MSI package without the internal update
feature. Updates for MSI are downloaded to the app installation folder, not to the user
profile.



REGISTERING A NEW ACCOUNT

The following types of registration are available in the app:
e registering a new corporate user account;
e registering a new external (regional) user account.

REGISTERING A CORPORATE USER
A corporate user can register with eXpress in one of the following ways:
e using phone number;
e using corporate e-mail address;
e using server address.

Note. Not all of the listed registration methods may be available to the user. The available
registration methods are configured by the administrator.

REGISTRATION USING PHONE NUMBER

To register a new account in the Web App:
1. Copy the link https://corp.express and paste it into the browser address bar.

Note. If following the specified link does not work, request the correct link from the
administrator.

The “Select a login method” page will open (Figure 51).

Note. The appearance of the page may differ from that shown and depends on the server

settings.
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Figure 51

2. Select “Phone and credentials”.
A page for entering phone number will open (Figure 52).
Note:
o to change the country, select the country from the drop-down list;

e  to quickly navigate the list, use the search by name or country code feature.
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Enter your phone number in the field and click “"Next".
Note:

e the app prohibits entering periods, commas, spaces and dashes, inserting text
(including from the clipboard) into the field;

e when entering the phone number, extra characters are cut off automatically;
o the “Next” button is inactive, if the phone number is not entered completely;

. for Russian Federation numbers, enter 10 digits in the field, otherwise user
registration cannot continue.

Skip the next step if the app does not ask you to enter verification text.
When prompted to pass verification:
e check the box “I'm not a robot” (Figure 53);
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Figure 53

e enter the Captcha text from the image or audio message (Figure 54,
Figure 55).
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58



5.

[ Npocnywats

MNpocaywaiite n seepure HeTbipe undpsl @

Hanpumep, 1234

©e@

Figure 55

A confirmation code will be sent to your mobile device and the window will look
like as follows (Figure 56):

Kon noateepxneHua
Ha yrasanmeil Howep + 6510 oTpaaNeHo SMS-CooBuErme ¢ Kadom

Baeawre Koo

MosTopHan OTNPABKA KOAA NOATEEAAEHR BTN
wepe3 68 ceryna

Figure 56

To view help information, click @ in the lower right corner. The “Frequently
Asked Questions” window will open. Clicking on a question will open the answer
text.

Note. The content of the help information is configured by the administrator.
To contact technical support, click "Contact Support” at the bottom of the
“Frequently Asked Questions” window and choose a contact method.

To return to the registration start window, click “Return to start”
(Figure 56).

Enter the code received in the SMS message and click “Next”.
Note:
. you have 70 seconds to enter the code;

e if the user failed to enter the received code or the code was not received, it is
necessary to click “Resend the code”. The button is initially missing from the interface
and is displayed after 70 seconds from the moment the code is requested;

o the code must be 6 digits long, otherwise the “Next” button will not be available.
In the window that opens (Figure 57), enter your hame and upload your profile

avatar. You can upload or change your profile avatar later (see the "“Profile”
section in the app settings).
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Click “Done”.
A window for entering the corporate e-mail address will open (Figure 58).

KopnopatuBHbIA email

BeegauTe Baw KkopnopaTtHBHeIR email

levederkina@sample.ns

Figure 58

Note. Depending on your server settings, the “Skip” button may not be available.

Enter your e-mail address and click “"Next”.

Skip this step if the app does not ask you to enter server address. If a server
address is requested, enter the information provided by the administrator and
click “"Next"”.

If the specified e-mail is registered on more than one server, then after entering
the server selection window will open (Figure 59). Click the name of the server
you want to register on, and then click “Next".
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Figure 59
Depending on the server settings, one of the available registration methods will
be offered:
e Option A. Corporate e-mail address and code:
12. Verify that the e-mail you entered is correct.
13. Enter the code received by e-mail in the next window.
¢ Option B. Corporate username and password:
12. Enter the data provided by the administrator.
13. Click "Next”.

Depending on the server settings, a window may be displayed asking you to
agree to the terms of the User Agreement.

14. Check the box “I have read and accept the terms of the User Agreement” and
click “"Next"”.

Note. A corporate user can open the User Agreement after logging in to the app.

15, Skip this step, if the app does not ask you to enter your profile password.

Create and enter a profile password in the appropriate fields or click “Refuse
password”. After registration, you can set, change or disable your password in
the app settings.

Note:

e remember or write down the password you created. When you reset your password
at the login stage of the app, all messages and media files will be deleted;

o the password must meet the requirements: the password must be at least
8 characters long, and must contain numbers, uppercase and lowercase letters. Each
requirement has a corresponding hint on the screen. When the requirement is met,
the hint is highlighted in a different color.

16. Click “Next”.
The main window of the Web App will open.
To register a new account in the Desktop App:
1. Download the Desktop App at https://express.ms/.
2. Run the installation file.
3. Follow steps 2-16 of the “Registering an Account in the Web App” section.

Note. In the Desktop App, it is possible to register and use two or more accounts on one device.
One account in the app can be registered for one user profile of the device's operating system.
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To switch between eXpress accounts, switch between operating system user profiles.

REGISTRATION USING E-MAIL ADDRESS

To register a new account in the Web App:

1.

3.

Copy the link https://corp.express and paste it into the browser address bar.

Note. If following the specified link does not work, request the correct link from the
administrator.

The “Select a login method” page will open (Figure 60). The appearance of the
window may differ from that shown and depends on the server settings.
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Figure 60

Select “Corporate E-mail”.
A window for entering the corporate e-mail address will open (Figure 61).

Attention! If the user registered using their phone number, then they must log in to the app
using their phone number. If they log in to the app using their e-mail address or server
address, all message history will be lost.

To log in to corporate account:

e if the user logged in to the app as an external (“green”) user, connect to the corporate
server in the profile;

e if the user has not yet logged in to the app on the start page, click “Phone and
credentials”, enter the phone number, the code from the SMS message, and corporate
login credentials. For more details, see the “Logging in Using Phone Number” section.

KopnopaTtueHelin email

BaeawTe Bal KopriopaTHeHei email

kvederkina@sample.ru

Figure 61

Enter your e-mail address and click “"Next”.
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Note:

e if the entered e-mail is not found, the system message “Corporate e-mail not found”
will be displayed, click “Return to top” and select another registration method or
contact the technical support of the user’s organization;

o if the “Account registration region” pop-up window is displayed, confirm the specified
region or select the region in which the user account was registered,;

o if the notification “Login without a phone number is prohibited” is displayed, this means
that you cannot log in to the app, if the phone number is not linked to the account.
Contact your administrator.

To view help information, click @ in the lower right corner. The “Frequently
Asked Questions” window will open. Clicking on a question will open the answer
text.

Note. The content of the help information is configured by the administrator.
To contact technical support, click "Contact Support” at the bottom of the
“Frequently Asked Questions” window and choose a contact method.

To return to the registration start window, click “Return to start”
(Figure 61).

Skip this step if the app does not ask you to enter server address.

If a server address is requested, enter the information provided by the
administrator and click “"Next".

If the specified e-mail is registered on more than one server, then after entering
the server selection window will open (Figure 62). Click the name of the server
you want to register on, and then click “"Next”.
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Figure 62
Depending on the server settings, one of the available registration methods will
be offered:
¢ Option A. Corporate e-mail address and code:
7. Verify that the e-mail you entered is correct.
8. Enter the code received by e-mail in the next window.

Attention! If the code is entered incorrectly more than 3 times, sending of the code will be
blocked for 24 hours. The code can be obtained again after this time has passed.

e« Option B. Corporate username and password:
7. Enter the data provided by the administrator.
8. Click "Next”.
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10.

11.

Depending on the server settings, a window will be displayed asking you to agree
to the terms of the User Agreement.

Check the box “I have read and accept the terms of the User Agreement” and
click “"Next”.

Note. A corporate user can open the User Agreement after logging in to the app.

Skip this step, if the app does not ask you to enter your profile password.

Create and enter a profile password in the appropriate fields (Figure 63) or click
“Refuse password”. After registration, you can set, change or disable your
password in the “Additional data protection” section of the app settings.

Note:

e remember or write down the password you created. When you reset your password
at the login stage of the app, all messages and media files will be deleted,;

e the password must meet the requirements: the password must be at least
8 characters long, and must contain numbers, uppercase and lowercase letters. Each
requirement has a corresponding hint on the screen. When the requirement is met,
the hint is highlighted in a different color.

Beog napons

BaeAuTe Napons, KOTOPLIA Bb CO3AANM ANA ADNONHNTEALHOR 3ILMTH

Baepure napons

Figure 63

Click “Next".
The main window of the Web App will open.
Note. If the notification “Add a phone number” is displayed, it means that logging in to the

app without a phone number will soon be prohibited. Click “Specify phone number” and
follow the instructions or add your phone number in your profile settings.

To register a new account in the Desktop App:

1.
2.
3.

Download the Desktop App at https://express.ms/.
Run the installation file.
Follow steps 2-11 of the “Registering an Account in the Web App” section.

REGISTRATION USING SERVER ADDRESS

To register a new account in the Web App:

1.

Copy the link https://corp.express and paste it into the browser address bar.

Note. If following the specified link does not work, request the correct link from the
administrator.

The “Select a login method” page will open (Figure 64).

64


https://express.ms/
https://corp.express/

Note. The appearance of the page may differ from that shown and depends on the server
settings.
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Figure 64

Select “Corporate server address”.
A window for entering the server address will open (Figure 65).

Attention! If the user registered using their phone number, then they must log in to the app
using their phone number. If they log in to the app using their e-mail address or server
address, all message history will be lost.

To log in to corporate account:

e if the user logged in to the app as an external (“green”) user, connect to the corporate
server in the profile;

e if the user has not yet logged in to the app on the start page, click “Phone and
credentials”, enter the phone number, the code from the SMS message, and corporate
login credentials. For more details, see the “Logging in Using Phone Number” section.

KopnopaTUBHLIM cepBep

BeenwTe agpec KOpNOpaTHBHOID CepBEpa

cis.server.ru

Figure 65

Enter your server address and click “"Next”.
Note:

e if the notification “Corporate server address not found” is displayed, make sure you
have entered the correct address; return to the start page and select another login
method or contact technical support;

o if the notification “Login without a phone number is prohibited” is displayed, this
means that you cannot log in to the app, if the phone number is not linked to the
account. Contact your administrator.

65



9.

To view help information, clicko in the lower right corner. The “Frequently
Asked Questions” window will open. Clicking on a question will open the answer
text.

Note. The content of the help information is configured by the administrator.
To contact technical support, click "Contact Support” at the bottom of the
“Frequently Asked Questions” window and choose a contact method.

To return to the registration start window, click “Return to start”
(Figure 65).

Depending on the server settings, one of the available registration methods will
be offered:

e Option A. Corporate e-mail address and code:

5. Verify that the e-mail you entered is correct.

6. Enter the code received by e-mail in the next window.
e Option B. Corporate username and password:

5. Enter the data provided by the administrator.

6. Click "Next”.

Depending on the server settings, a window will be displayed asking you to agree
to the terms of the User Agreement.

Check the box “I have read and accept the terms of the User Agreement” and
click “Next”.

Note. A corporate user can open the User Agreement after logging in to the app.

Skip this step, if the app does not ask you to enter your profile password.

Set a personal password for additional data protection or skip this step
(Figure 66). After registration, you can set, change or disable your password in
the “Additional data protection” section of the app settings.

Note:

e remember or write down the password you created. When you reset your password
at the login stage of the app, all messages and media files will be deleted,;

o the password must meet the requirements: the password must be at least
8 characters long, and must contain numbers, uppercase and lowercase letters. Each
requirement has a corresponding hint on the screen. When the requirement is met,
the hint is highlighted in a different color.

Beog napons
BaeMTE NAPOAs, KOTOPLIRA Bbi CO3A3NM ANA AONONHATENEHORA 3AUMTH

BaeauTe napons

Figure 66

Click “Next”.
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The main window of the Web App will open.

Note. If the notification “Add a phone number” is displayed, it means that logging in to the
app without a phone number will soon be prohibited. Click “Specify phone number” and
follow the instructions or add your phone number in your profile settings.

To register a new account in the Desktop App:

1. Download the Desktop App at https://express.ms/.

2. Run the installation file.

3. Follow steps 2-9 of the “Registering an Account in the Web App” section.

REGISTERING AN EXTERNAL USER
An external user can register with the app only using their phone number.

Note. In the desktop application version for a corporate account, it is not possible to register an
external user.

To register a new account in the Web App:

1. Copy the link https://corp.express and paste it into the browser address bar.
The “Select a login method” page will open (Figure 67).

Note. The appearance of the page may differ from that shown and depends on the server
settings.
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Figure 67

2. Select “Phone and credentials”.
A window for entering phone number will open (Figure 68).
Note:
e to change the country, select the country from the drop-down list;

o to quickly navigate the list, use the search by name or country code feature.
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Enter your phone number and click “Next".

Note:

e the app prohibits entering periods, commas, spaces and dashes, inserting text
(including from the clipboard) into the field;

e when entering the phone number, extra characters are cut off automatically;

e if the phone number is not entered, after clicking “Next”, a warning “Fill in the field” will
be displayed;

. for Russian Federation numbers, enter 10 digits in the field, otherwise user
registration cannot continue.

Skip the next step if the app does not ask you to enter verification text.
When prompted to pass verification:
e check the box “I'm not a robot” (Figure 69);

= Obbennnenkbie Apatcim
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Figure 69

e enter the Captcha text from the image or audio message (Figure 70
Figure 71):
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Figure 71

A confirmation code will be sent to your mobile device and the window will look
like as follows (Figure 72):
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Figure 72

To view help information, click @ in the lower right corner. The “Frequently
Asked Questions” window will open. Clicking on a question will open the answer
text.

Note. The content of the help information is configured by the administrator.
To contact technical support, click “"Contact Support” at the bottom of the
“Frequently Asked Questions” window and choose a contact method.

To return to the registration start window, click “Return to start”
(Figure 72).

Enter the code received in the SMS message and click “Next".
Note:
. you have 70 seconds to enter the code;

e if the user failed to enter the received code or the code was not received, it is
necessary to click “Resend the code”. The button is initially missing from the interface
and is displayed after 70 seconds from the moment the code is requested;

o the code must be 6 digits long, otherwise the “Next” button will not be available.
In the window that opens, enter your name and upload your profile avatar

(Figure 73). You can upload or change your profile avatar later (see the “Profile”
section in the app settings).
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Figure 73

8. Click “Done”.
A window for entering the e-mail address will open (Figure 74).
KopnopaTtuBHEIX email
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kvederkina@sample.iu

Figure 74

9. Click “Skip”.
The main window of the Web App will open.
To register an account in the Desktop App:
1. Download the Desktop App at https://express.ms/.
2. Run the installation file.
3. Follow steps 2-9 of the “Registering an Account in the Web App” section.

Note. In the Desktop App, it is possible to register and use two or more accounts on one device.
One account in the app can be registered for one user profile of the device's operating system.

To switch between eXpress accounts, switch between operating system user profiles.

LOGGING IN TO THE APP

Methods of logging in to the app vary depending on user type:
e corporate user login;
e external (regional) user login;

LOGGING A CORPORATE USER IN TO THE APP
A corporate user can log in to the app in one of the following ways:

e using QR code;
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e using phone number;
e using corporate e-mail address;
e using server address;
e using a simplified procedure.
The available app login methods are configured by the administrator.

Attention! Depending on the server settings, corporate users who do not have a phone humber
specified in their profile may be denied access to the app.

Note. Should you have any questions, refer to the help information or contact technical support
in the “Frequently Asked Questions” window.

To open the “Frequently Asked Questions” window, clicko at the bottom of the screen.

LOGGING IN USING QR CODE

Attention! Before logging in using the QR code, log in to the Mobile App and connect your device
to the Internet.

To log in to the Web App using QR code:
1. Copy the link https://corp.express and paste it into the browser address bar.

The “Select a login method” page will open (Figure 75).
Note. The appearance of the page may differ from that shown and depends on the server
settings.

BbiGepuTe cnocob Bxoaa
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Figure 75

2. Select “QR code”.
The QR code window will open.
Note:

o if following the specified link does not work, request the correct link from the
administrator;

e the QR code changes every minute and also when the web page is refreshed.

3. Go to the "“Settings” item in the Mobile App and select the “eXpress Web” tab.

The “eXpress Web” window will open, displaying the camera window and
instructions on how to log in to your account.

4. Hold the camera over the QR code on the page.
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The phone will scan the QR code and you will be logged in to the app.

Note. If the notification “Add a phone number” is displayed, it means that logging in to the
app without a phone number will soon be prohibited. Click “Specify phone number” and
follow the instructions or add your phone number in your profile settings.

To log in to the Desktop App using QR code:

Attention! Before logging in using the QR code, log in to the Mobile App.

1.
2.

Launch the Desktop App.
Follow steps 2-4 of the “"Logging In to the Web App Using a QR code” item.

REGISTRATION USING PHONE NUMBER

To log in to the Web App using phone number:

1.

Copy the link https://corp.express and paste it into the browser address bar.
The “Select a login method” page will open (Figure 76).

Note. The appearance of the page may differ from that shown and depends on the server
settings.
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Figure 76

Select “Phone and credentials”.

A window for entering phone number will open (Figure 77).
Note:

e  to change the country, select the country from the drop-down list;

o to quickly navigate the list, use the search by name or country code feature.
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Figure 77

Enter the phone number the account was registered with and click “Next”.

Note:

e the app prohibits entering periods, commas, spaces and dashes, inserting text

(including from the clipboard) into the field;

e when entering the phone number, extra characters are cut off automatically;

e if the phone number is not entered, after clicking “Next”, a warning “Fill in the field” will

be displayed;

. for Russian Federation numbers, enter 10 digits in the field, otherwise user

registration cannot continue.

Skip the next step if the app does not ask you to enter verification text.

When prompted to pass verification:
e check the box “I'm not a robot” (Figure 78);
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Figure 78

e enter the Captcha text from the image (Figure 79) or audio

(Figure 80).
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Figure 80

Skip the next step if the app does not ask you to enter a verification code.
Enter the code received in the SMS message and click "Next” (Figure 81).
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Figure 81

Note:
e you have 70 seconds to enter the code;

. if the user failed to enter the received code or the code was not received, it is
necessary to click “Resend the code”. The button is initially missing from the interface
and is displayed after 70 seconds from the moment the code is requested;

o the code must be 6 digits long, otherwise the “Next” button will not be available.

If you haven't received the code, select "Send a new verification code”. If the
phone number is entered incorrectly, select “Clear data”. A page will open with a
window to start logging in to the app.

If the verification code is correct, a new page will open (Figure 82).

KopnopaTuBHbIX email

BeeuTe Baw kopnopatHansii email

kyederkina@sample.r

Figure 82
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6.

12.

13.

Enter your corporate e-mail address in the field and click "Next".
The next page will open (Figure 83).

KopnopaTuBHLIA cepBep

BBenuTe agpec KopnopaTHEHOTo Cepeepa

cis.server.ru

Figure 83

Skip this step if the app does not ask you to enter server address.

If a server address is requested, enter the information provided by the
administrator and click “Next".

Skip this step if the app does not ask you to select a server.

If the Select “Server window” opens, select the server from the drop-down list
and click “Next".

Depending on the settings defined by the administrator, you can log in to the app
in the following ways:

¢ Option A. Corporate e-mail address and code:

10. Verify that the e-mail you entered is correct.

11. Enter the code received by e-mail in the next window.
e Option B. Corporate username and password:

10. Enter the data provided by the administrator.

11. Click "Next".

Attention! If you enter your corporate password incorrectly more than three times, the
message “The number of authorization attempts has been exceeded” will be displayed. The
account will be locked out for 10 minutes. You can try log in to the app again after this time
has passed.

Depending on the server settings, a window may be displayed asking you to
agree to the terms of the User Agreement.

Note. A corporate user can open the User Agreement after logging in to the app.

Check the box “I have read and accept the terms of the User Agreement” and
click “"Next".

The “Enter password” window will open.

The “Enter password” window is not displayed, if the user has not set a password
or has refused one (see the “Additional data protection” section in the app
settings).

Skip this step if the app does not ask you to enter the password.
When prompted for a password, enter it and click “Next".
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Note. The password is created by the user independently in main settings of the app and
does not apply to the user's corporate credentials. If the user has forgotten their password,
it is possible to us the “Resetting password” feature.

The main window of the Web App will open.

To log in to the Desktop App using phone number:

1.
2.

Launch the Desktop App.

Perform steps 2-15 of the “Logging in to the Web App Using Phone Number
item.

"

LOGGING IN USING E-MAIL ADDRESS

To log in to the Web App using e-mail address:

1.

Copy the link https://corp.express and paste it into the browser address bar.

Note. If following the specified link does not work, request the correct link from the
administrator.

The “Select a login method” page will open (Figure 84).

Note. The appearance of the page may differ from that shown and depends on the server
settings.

BbiGepuTe cnocob Bxoaa
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Figure 84

Select “Corporate E-mail”.
A window for entering the corporate e-mail address will open (Figure 85).

Attention! If the user registered using their phone number, then they must log in to the app
using their phone number. If they log in to the app using their e-mail address or server
address, all message history will be lost.

To log in to corporate account:

e if the user logged in to the app as an external (“green”) user, connect to the corporate
server in the profile;

e if the user has not yet logged in to the app on the start page, click “Phone and
credentials”, enter the phone number, the code from the SMS message, and corporate
login credentials. For more details, see the “Logging in Using Phone Number” section.
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6.

KopnopaTtuBHbii email

BeeauTe Baw xopnopatHeHeIN email

kvederkinasample.n

Figure 85

Enter your e-mail address and click “Next”.

Note:

. if you see the notification “Corporate e-mail not found”, check that the address is
correct; click “Return to top” and select another registration method or contact
technical support;

e if the “Account registration region” pop-up window is displayed, confirm the specified
region or select the region in which the user account was registered;

o if the notification “Login without a phone number is prohibited” is displayed, this
means that you cannot log in to the app, if the phone number is not linked to the
account. Contact your administrator.

Skip this step if the app does not ask you to enter server address.

If a server address is requested, enter the information provided by the
administrator and click “"Next".

If the specified e-mail is registered on more than one server, then after entering
the server selection window will open (Figure 86). Click the name of the server
you want to log in to, and then click “"Next”.

KopnopaTUBHLIW cepBep

Haiaeno Heckoneko CEPEEPOE BALUEH OPraHIaLmKn.
BuiGepuTe NOAXOARLLMIA

CompanyNamel
CompanyNamez
CompanyName3

CompanyNamed

Figure 86
Depending on the server settings, one of the available login methods will be
offered:
¢ Option A. Corporate e-mail address and code:
7. Verify that the e-mail you entered is correct.
8. Enter the code received by e-mail in the next window.
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10.

Attention! If the code is entered incorrectly more than 3 times, sending of the code will be
blocked for 24 hours. The code can be obtained again after this time has passed.
e Option B. Corporate username and password:

7. Enter the data provided by the administrator.

8. Click “Next".

Attention! If you enter your corporate password incorrectly more than three times, the
message “The number of authorization attempts has been exceeded” will be displayed. The
account will be locked out for 10 minutes. You can try log in to the app again after this time
has passed.

Note. If there is a phone number associated with your account, a “Verification code” window
will open. The user will be redirected to the simplified login to the app.

Depending on the server settings, a window will be displayed asking you to agree
to the terms of the User Agreement.

Check the box “I have read and accept the terms of the User Agreement” and
click “Next”.

Note. A corporate user can open the User Agreement after logging in to the app.

The “Enter password” window will open. The “Enter password” window is not
displayed, if the user has not set a password or has refused one (see the
“Additional data protection” section in the app settings).

Skip this step if the app does not ask you to enter the password.
When prompted for a password, enter it and click "Next”.

Note. You are given five attempts to enter your personal password. If your exceed this
amount, you will be automatically redirected to the start page. If you have forgotten the
password, see “Resetting Password”.

The main window of the Web App will open.

Note. If the notification “Add a phone number” is displayed, it means that logging in to the
app without a phone number will soon be prohibited. Click “Specify phone number” and
follow the instructions or add your phone number in your profile settings.

To log in to the Desktop App using e-mail address:

1.
2.

Launch the Desktop App.
Follow steps 2-11 of the "Logging In to the Web App Using E-mail Address” item.

LOGGING IN USING SERVER ADDRESS

To log in to the Web App using the corporate server address:

1.

Copy the link https://corp.express and paste it into the browser address bar.

Note. If following the specified link does not work, request the correct link from the
administrator.

The “Select a login method” page will open (Figure 87).

Note. The appearance of the page may differ from that shown and depends on the server
settings.
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Figure 87

Select “Corporate server address”.
A window for entering the corporate server address will open (Figure 88).

Attention! If the user registered using their phone number, then they must log in to the app
using their phone number. If they log in to the app using their e-mail address or server
address, all message history will be lost.

To log in to corporate account:

e if the user logged in to the app as an external (“green”) user, connect to the corporate
server in the profile;

e if the user has not yet logged in to the app on the start page, click “Phone and
credentials”, enter the phone number, the code from the SMS message, and corporate
login credentials. For more details, see the “Logging in Using Phone Number” section.

KopnopaTtuBHbIA cepBep

BBEAMTE AAPEC KOPIIOPATHBHOTD CEpBepa

crs.server.ru

Figure 88

Enter your server address and click “"Next".

Note:

e if the notification “Corporate server address not found” is displayed, make sure you
have entered the correct address; return to the start page and select another
authorization method or contact technical support;

e if the notification “Login without a phone number is prohibited” is displayed, this
means that you cannot log in to the app, if the phone number is not linked to the
account. Contact your administrator.

Depending on the server settings, one of the available registration methods will
be offered:

¢ Option A. Corporate e-mail address and code:
5. Verify that the e-mail you entered is correct.
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6. Enter the code received by e-mail in the next window.
¢ Option B. Corporate username and password:

5. Enter the data provided by the administrator.

6. Click "Next”.

Attention! If you enter your corporate password incorrectly more than three times, the
message “The number of authorization attempts has been exceeded” will be displayed. The
account will be locked out for 10 minutes. You can try log in to the app again after this time
has passed.

Note. If there is a phone number associated with your account, a “Verification code” window
will open. The user will be redirected to the simplified login to the app.

Depending on the server settings, a window will be displayed asking you to agree
to the terms of the User Agreement.

Check the box “I have read and accept the terms of the User Agreement” and
click “"Next”.

Note. A corporate user can open the User Agreement after logging in to the app.

The “Enter password” window is not displayed, if the user has not set a password
or has refused one (see the “Additional data protection” section in the app
settings).

Skip this step if the app does not ask you to enter the password.
When prompted for a password, enter it and click “Next".

Note. You are given five attempts to enter your personal password. If your exceed this
amount, you will be automatically redirected to the start page. If you have forgotten the
password, see . “Resetting Passport”.

The main window of the Web App will open.

Note. If the notification “Add a phone number” is displayed, it means that logging in to the
app without a phone number will soon be prohibited. Click “Specify phone number” and
follow the instructions or add your phone number in your profile settings.

To log in to the Desktop App using server address:

1.
2.

Launch the Desktop App.
Perform steps 2-8 of the “Logging in to the Web App Using Server Address” item.

SIMPLIFIED PROCEDURE FOR LOGGING A CORPORATE USER IN TO THE APP

Simplified login to the app is only used to reconnect to the corporate server. The
actions for logging an external user in to the app are described in the section
“Logging an External User in to the App”.

To perform simplified logging in to the Web App:

1.

Copy the link https://corp.express and paste it into the browser address bar.
The “Select a login method” page will open (Figure 89).

Note. The appearance of the page may differ from that shown and depends on the server
settings.
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Figure 89

Select “"Phone and credentials”.

A window for entering phone number will open (Figure 90).
Note:

. to change the country, select the country from the drop-down list;

e  to quickly navigate the list, use the search by name or country code feature.

Enter your phone number and click “Next”.
Note:

o the app prohibits entering periods, commas, spaces and dashes, inserting text
(including from the clipboard) into the field;

e when entering the phone number, extra characters are cut off automatically;

o if the phone number is not entered, after clicking “Next”, a warning “Fill in the field” will
be displayed;

° for Russian Federation numbers, enter 10 digits in the field, otherwise user
registration cannot continue.

TenecoH U y4eTHbIe AaHHbIe

BeeguTe HoMep TeneoHa

- Poccua

Figure 90

Skip the next step if the app does not ask you to enter verification text.
When prompted to pass verification:
e check the box “I'm not a robot” (Figure 91);
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Figure 91

e enter the Captcha text from the image (Figure 92) or audio message
(Figure 93).

BsepuTe TekcT ¢ kapTuHkn @

| Erpostise unwm nponucHsie Byke!

Figure 92
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Hanpumep, 1234

YandexSmartCaptcha - Obpadoma gansxy  (ON@)

Figure 93

Skip the next step if the app does not ask you to enter a verification code.
Enter the code received in the SMS message and click “"Next” (Figure 94).

Koa noaree pxOeHUA
Ha ykasarmo Homep + Bino oTpaanero SMS-cooBuerme ¢ KonoM

Baenure kon

MoetopHan oTpasKa KoAa NOATEENKACHAR BOIMaKHA
“epe3 68 cexyHa

& BepuyThcn 8 Hauane

Figure 94
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10.

11.

Note:
e you have 70 seconds to enter the code;

° if the user failed to enter the received code or the code was not received, it is
necessary to click “Resend the code”. The button is initially missing from the interface
and is displayed after 70 seconds from the moment the code is requested;

e the code must be 6 digits long, otherwise the “Next” button will not be available.
Depending on the settings defined by the system administrator, you can log in to
the app in the following ways:

¢ Option A. Corporate e-mail address and code:

7. In the “Login or E-mail” field, check the correctness of the data or enter
your corporate e-mail address.

8. Enter the code received by e-mail in the next window.
¢ Option B. Corporate username and password:

7. Check the correctness of the data in the fields or enter the login,
password and domain provided by the administrator.

8. Click “"Next”.

Attention! If you enter your corporate password incorrectly more than three times, the
message “The number of authorization attempts has been exceeded” will be displayed. The
account will be locked out for 10 minutes. You can try log in to the app again after this time
has passed.

Depending on the server settings, a window will be displayed asking you to agree
to the terms of the User Agreement.

Note. A corporate user can open the User Agreement after logging in to the app.

Check the box “I have read and accept the terms of the User Agreement” and
click “Next”.

The “Enter password” window will open.

The “Enter password” window is not displayed, if the user has not set a password
or has refused one (see the “Additional data protection” section in the app
settings).

Skip this step if the app does not ask you to enter the password.
When prompted for a password, enter it and click “Next".

Note. You are given five attempts to enter your personal password. If your exceed this
amount, you will be automatically redirected to the start page. If you have forgotten the
password, see “Resetting Password”.

The main window of the Web App will open.

To perform simplified logging in to the Desktop App:

1.
2.

Launch the Desktop App.
Perform steps 2-11 of the “"Simplified Logging in to the Web App”.

LOGGING AN EXTERNAL USER IN TO THE APP

An external user can log in to the app:

using QR code;
using phone number.
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Additionally, an external user can connect to the corporate server and become a
corporate user.

LOGGING IN USING QR CODE

The procedure for logging in to the app using an external user's QR code is similar to
logging in to the app using a corporate user's QR code.

REGISTRATION USING PHONE NUMBER

To log in to the Web App using phone number:
1. Copy the link https://corp.express and paste it into the browser address bar.
The “Select a login method” page will open (Figure 95).

Note. The appearance of the page may differ from that shown and depends on the server
settings.

BbiGepuTe cnocob Bxoaa
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Figure 95

2. Select “Phone and credentials”.
A window for entering phone number will open (Figure 96).

Note:
° to change the country, select the country from the drop-down list;

o to quickly navigate the list, use the search by name or country code feature.

Tened)oH U y4eTHLIe AaHHLIe

Beeaure womep Tenecona

- Poccua

Figure 96

3. Enter your phone number and click "Next".
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Note:

e the app prohibits entering periods, commas, spaces and dashes, inserting text
(including from the clipboard) into the field;

o when entering the phone number, extra characters are cut off automatically;

e if the phone number is not entered, after clicking “Next”, a warning “Fill in the field” will
be displayed;

) for Russian Federation numbers, enter 10 digits in the field, otherwise user login
cannot continue.

4, Skip the next step if the app does not ask you to enter verification text.
When prompted to pass verification:
e check the box “I'm not a robot” (Figure 97);

= O0veantenHbie Apatcki...

54 562 3429 I

A He poBoT ®@
HaxmuTe, 4toBsl NpoaonuTs

Yandex SmartCaptcha - O6paoTxa AaHHsx

Figure 97

e enter the Captcha text from the image (Figure 98) or audio message
(Figure 99).

Beepute TexcT ¢ kapTuHkn

krposnese unn nponucksie Gyxsb!

Figure 98
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Figure 99

5. A confirmation code will be sent to your mobile device and the window will look
like as follows (Figure 100):
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Kop noateepxpeHuns
Ha ykasanHui Howep + 6bin0 0TNPaBNEHO SMS-COOSIERNE C KOIOM

Baenure kon

Figure 100

6. Enter the code received in the SMS message and click “Next”.
Note:
D you have 70 seconds to enter the code;

. if the user failed to enter the received code or the code was not received, it is
necessary to click “Resend the code”. The button is initially missing from the interface
and is displayed after 70 seconds from the moment the code is requested;

e the code must be 6 digits long, otherwise the “Next” button will not be available.

If you haven't received the code, select "Send a new verification code”. If the
phone number is entered incorrectly, select “Clear data”. A page will open with a
window to start logging in to the app.

If the confirmation code is correct, the “Enter password” page will open.

The window is not displayed, if the user has not set a password or has refused
one (see the “Additional data protection” section in the app settings).

7. Skip this step if the app does not ask for a password created for additional data
security.

When prompted for a personal password, enter it and click “"Next”.
The “Corporate server” window will open (Figure 101).

KopnopaTuBHbIM cepBep

BeeguTe afpec KOPNOPATMBHOID Cepeepa

cts.server.ru

Figure 101

8. Click “Skip”.
The main window of the Web App will open.
To log in to the Desktop App using phone number:
1. Launch the Desktop App.
2. Follow steps 2-8 of the “"Logging In to the Web App Using Phone Number” item.
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CONNECTING TO THE CORPORATE SERVER

To connect an external user to in the Web App:
1. Log in to the app as an external user.

2. Go to the “Settings” section by clicking on the user avatar in the upper left corner
of the window (Figure 102).

’ Chats “«=>10 <+
N @

Figure 102

3. Go to the “Profile” section.
Click “Connect” (Figure 103).
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Figure 103

For details on what to do next depending on your settings, see “Logging in Using
E-mail Address” or “Logging in Using Server Address” in the “Logging a Corporate
User in to the App” section.

To connect an external user to in the Desktop App:
1. Download the Desktop App at https://express.ms/.
2. Run the installation file.

3. Follow steps 2-4 of the “Connecting to the Corporate Server in the Web App”
item.
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RESETTING PASSPORT

If the user has forgotten the personal password set for additional data protection, it
can be reset.

Attention! When you reset your personal password at the login stage of the app, all chat
message history and media files will be deleted.

Beog napons

Figure 104

To reset your personal password:
1. Click “Reset password” (Figure 104).
2. In the modal window that is displayed, confirm the action by clicking “Reset”.

The password will be reset. After this, it will be possible to log in to the app from
the start page as an external or corporate user.

UPDATING THE APP VERSION

Attention! For stable operation of the app, it is necessary to update the server software
regularly! If the server software is more than three additional versions behind the client
software and the client software is more than three additional versions behind the server
software, this may cause errors in the app.

UPDATING THE WEB APP VERSION

When a new version of the Web App is released, the user will be notified as follows:

e a pop-up notification “New version available” will be displayed in the upper right corner
of the “"Chats” window;

e in the settings, next to the “About” section, you will see the “Download Update”
button.

To install an update from the “Chats” window, click “Update app”.
To install the update from Settings:

1. Go to the “Settings” section.

2. Click the “Update Application” button next to the “About” item.

3. Click “"Update” in the dialog box that opens (Figure 105).
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Figure 105

To update the Web App version independently, press <F5>.
To clear the cache and update the app version, press <Ctrl>+<F5>.
In the Google Chrome browser, updates occur automatically.

Note. The server administrator can configure update notifications so that the user cannot close
them without installing the update.

UPDATING THE DESKTOP APP VERSION

If there are updates available, the list of new versions is displayed in a pop-up
window when you launch the Desktop App (Figure 106).

To install updates, click “"Download update”.
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Figure 106
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Click “Close and Update” in the pop-up window for the updates to take effect. The
Desktop App will be restarted.

Also, if there are updates available, a notification is displayed in the "“Settings”
section.

To check for updates independently:

1. Go to the “Settings” section by clicking on the user avatar in the upper left corner
of the window.

2. Select “"Check for updates”.
Available updates will be downloaded.

If there are no updates, the message “You already have the latest version
installed” will be displayed.

Note. The server administrator can configure update notifications so that the user cannot close
them without installing the update.
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Chapter 3

MANAGING STATUSES

The following actions with statuses are available in the “Statuses” section:
e creating;
e setting;
e changing parameters;
e removing;
e changing status;
e deleting.
It is also possible to view the statuses of any users.

NAVIGATING TO THE STATUS SETTINGS WINDOW

Navigating When No Status Has Been Assigned

To go to the status settings window, click on the status bar in the “Settings”
section.

Navigating When a Status Has Been Assigned

To go to the assigned status setup window from the main eXpress menu:
1. Click on the status below the user's avatar.

2. Click on the status marked with % in the context menu (Figure 107).
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Figure 107

To go to the “'Status Settings” window from the “'Settings” section:
1. Go to the “Settings” section.

2. Click (Figure 108).
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Figure 108

3. In the list of statuses that opens (Figure 114), select the status whose settings
you want to change.

”

To go to the settings of the assigned status, click on the status in the “Settings
section (Figure 108).

CREATING A STATUS

To create a new status:
1. Got to the status settings window.
2. In the “Create Status” field (mandatory field), enter a name for the status and
click = to assign a status icon in the context menu.
3. Configure the parameters:
e date and time of automatic status deletion;
e call restrictions;
e notification restrictions;
e auto-reply.
4. Click v

The status will be created and set. User-created statuses are displayed in the
“Recents” list, above the standard ones in the status list.

You can configure parameters for each status (Figure 109).
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Auto-reply will be displayed to users who write you a
message

Remove status

Delete status
Figure 109

The default status removal date and time are set to an indefinite period of time.
The status will remain until the user manually sets a new status or removes the
current status. The user can set the day and time when the status will be removed
(Figure 110).

Indefinite status
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messagl 5 5o

Remove status
Figure 110
When call restrictions are enabled, all incoming calls will be automatically

rejected.

When notification restrictions are enabled, the user will not receive notifications
about incoming messages.

For each restriction, the user can set up exceptions (Figure 111).
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Notifications will be disabled in all chats and channels.
Configure exception chats to continue receiving notifications
from them

Receive all notifications in private chats .
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Selected chats 1 Selected contacts 1
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Notifications in selected chats will not be disabled

Figure 111

Incoming calls and notifications in chats included in exceptions will be available.

To set up an auto-reply, type its text in the input line (Figure 112). You can
additionally tag contacts or chats using @@ or ## tags.

Automatic answer [ ]
Auto-reply will be displayed to users who write you a
message

on a business trip, please contact @@Lidiya
Babenko with any questions

Use ## to add a link to a chat or @@ to add a link to a contact

Figure 112

SETTING A STATUS

You can go to setting the status from the “Settings” section and from the main
eXpress menu. The user can set the status from the “Recents” or “Standard” list.
During the installation process, the status parameters can be changed.

First Method. Via the “Settings” Section

To set the status without changing the parameters:

1. Go to the “Settings” section.

2. Click (Figure 108).

3. Inthe list that opens (Figure 114), select the status with right mouse button.
4. In the context menu, select “Set” (Figure 113).
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To set the status and change the parameters:
1. Go to the “Settings” section.
2. Click (Figure 108).

3. In the list that opens (Figure 114), click on the selected status in the “Recents”
or “Standard” list.

Recent

B atwork

Template

XK Donot disturd
1 hour

I'm in a meeting right now, will reply fater

i | Atwnen

1 hour

“®. Onvacation

Figure 114

4. Change the status parameters.
5. Click v .

The assigned status will be displayed under the user's avatar in the eXpress main
menu, user card, and next to the user's name in the chat list.

Second Method. Via the Main Menu of eXpress

To set a standard status without changing the parameters:
1. Click on the status below the user's avatar.
2. Inthe context menu (Figure 107), select “Create new status”.
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3. Inthe list that opens (Figure 114), select the status with right mouse button.
4, In the context menu, select “Set” (Figure 113).

To set a personal status without changing parameters:

1. Click on the status below the user's avatar.

2. In the context menu (Figure 107), select the desired status.

To set a standard or personal status with changing parameters:
1. Click on the status below the user's avatar.

In the context menu (Figure 107), select “Create new status”.

In the list that opens (Figure 114), select the desired status.
Change the status parameters.

Click v

vi AW

CHANGING STATUS SETTINGS

The user can set up a standard and a personal status. When you edit a standard
status, it will be saved in the “"Recents” list. The original status will remain in the list
of standard statuses without changes.

To change status settings:
1. Go to the status settings window.
2. Change:
e theicon;
e the name of the status;
e the status parameters.
3. Click on V.
The status will be saved.

REMOVING A STATUS

There are several ways to remove the status:
e via the main menu of eXpress;
e in the “Status” section of the “Settings” menu;
e via the status settings window;
e via the status list.
First Method. Via the Main Menu of eXpress
To remove a status:
1. Click on the status below the user's avatar.
2. In the context menu (Figure 107), select "Remove status”.

The status will be removed. The icon under the user's avatar in the main Express
menu will change to the standard one "=/,

Second Method. Via the “Settings” Section
To remove a status:

1. Go to the “Settings” menu.

2. Click on (Figure 108).




Third Method. Via the Status Settings Window

To remove a status:

1. In the “Settings” section, click on the desired status (Figure 108).

2. In the status settings window that opens (Figure 109), select "Remove status”.
Fourth Method. Via the Status list

To remove a status:

1. In the “Settings” section, click on (Figure 108).

2. In the list that opens (Figure 114), right-click on the assigned status.

3. Select "Remove” from the context menu (Figure 115).

X Status
Recent 1/5
. at work v/
® Remove
Template /" Edit
B Delete
x Do not disturb
1 hour
Notifications and calls disabled
Can't talk now, will reply later
Figure 115

CHANGING A STATUS

To change a status:

1. Go to the “Settings” section.

2. Click (Figure 108).

3. In the status list (Figure 114), select a standard or recent personal status.
The status will be set.

The user can create and set a new personal status (for more details, see the
“Creating a Status” section).

REMOVING A STATUS

The user can only delete a status from the “Recents” list. Removing statuses from the
“Standard” list is not available.

There are several ways to remove a status from the “"Recents” list:
via the status settings window;
via the status list.

First Method. Via the Status Settings Window

To delete a status:

1. Open the status settings window.
2. In the status settings window (Figure 116), select “"Delete status”.

97



- at work]
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Disable message notifications

Notifications will be disabled in all chats and channels
except those added to exceptions

Reject incoming calls

Calls will be rejected from all users except those added to
exceptions

Automatic answer

Auto-reply will be displayed to users who write you a
message

Remove status

Delete status

Figure 116

The status will be deleted.
Second Method. Via the Status List
To delete a status:
1. 1In the “Settings” section, click on (Figure 108).
2. In the status list (Figure 114), right-click on the desired status.
3. In the context menu, select “"Delete” (Figure 115).

VIEWING A STATUS

To view the user’s status:
e go to the user’s card (Figure 117);
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)
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Phone (eXpress)
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I'm in a meeting right now, will reply later

Figure 117

e open a personal chat with the user (Figure 118).

k Lidiya Babenko ~. online 6 minutes ago

User has disabled message notifications by 12.24

I'm in a meeting right now, will reply later

&

)

®

Figure 118

To collapse/expand an automatic response in a personal chat with a user, use the
or “* buttons (Figure 118).

MANAGING CHATS

The following functions are available to users of eXpress SC:
e creating a personal chat;
e creating a group chat;
e joining an open chat;
e viewing information about chats;
e setting up chat;
e administering a group chat;
e deleting a chat;
e leaving a chat;
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e searching for a chat;

e searching in chat;

e actions with the “Saved Messages” chat;

e managing tabs;

e unread messages filter;

e actions with files and links in the chat.

CREATING A PERSONAL CHAT

Attention! Only private chats can be created in the client app. To create a public chat or change a
closed chat to an open one and vice versa, contact your system administrator.

You can create a personal chat in the following ways:

via the user card;

via the “Chats” section;
via the group chat card;
links to contact.

First Method. Via the User Card

To create a chat:

1.
2.

Open the user card.
Click O i the card that is displayed.

The chat window will open.

Note. The absence of the button O in the user card means that the user does not have
access to the app, and the message cannot be sent.

Second Method. Via the “Chats” Section

To create a chat:

Go to the “Chats” section and click +
A pop-up window will be displayed (Figure 119).
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s

Figure 119

Select “Personal chat”.
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In the list of contacts that opens, select the user with whom you want to create a

personal chat.

To search for a contact by one of the parameters,
name/login/phone number/domain/company/job title in the search bar, in full or

in part. The search is case-insensitive (Figure 119).

To search for a contact by tag, click # next to the search bar and select a

tag from the drop-down tag catalog (Figure 119).
The chat window will open.

Third Method. Via the Group Chat Card

To create a chat:

1. Open the group chat card.
2. Select a user from the list and click s+ opposite the selected contact.
The window will open (Figure 120).
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S P anara yes ek |
BB . s s Select the time and days for our department's weekly
g oo o (e
Every day, al 9 am 1(16.7%;
- . b Pm.‘““?m““fm“. yone w - @ Wecnesday and Friday, at 12 pm 3 (50" e .
Tuesday and Friday, al 2 pm 2(333% Cr'm': yMame
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A 2 Recordings Bot =00
Figure 120
3. Select "Message”.

The chat window will open.

Fourth Method. Via a Link to Contact

To create a chat:

1. Right-click on the link to the contact.

2. Inthe menu that opens (Figure 121), select “"Message”.

A personal chat window will open.

enter the

+2 Add
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Figure 121

CREATING A GROUP CHAT

To create a group chat:

Go to the “Chats” section and click +.
2. In the pop-up window (Figure 119), select “Group chat”.

The chat creation window will open (Figure 122).
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Figure 122

Note. When creating a chat, a default avatar is set based on the first two letters of the chat
name, which can be changed.

3. Upload a chat avatar.

To change the scale of the avatar, move the slider located below it (Figure 122).
To change the position of the avatar, move it with the mouse.
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5. To delete the avatar, click X.
Enter a chat name (required field).

Note. The chat name cannot contain spaces or exceed 128 characters.

7. Enter a description of the chat (up to 8,000 characters) in the appropriate fields.

If the chat description is large, the “Show full” / “Collapse” buttons will be
displayed in its card.

Chat descriptions can use links and Markdown markup language (see page 31).

Note:

e When adding or editing a chat description, the character counter shows how many
characters have been entered and the maximum number of characters allowed. When
you enter more than 8,000 characters, the “Create chat” button becomes inactive;

o when using links in the chat description, there are no link previews.

8. Set up end-to-end encryption by sliding the switch to the right or left.

Note. When end-to-end encryption is enabled, a user who was added to the chat later does
not have access to the history of correspondence that was conducted before they joined
the chat. The number of chat participants cannot exceed 128 users.

9. Add tags or create a new tag for the chat.

10. Select the users from your contact list who will be added to the group chat.

Important notice! You can create a group chat without adding participants. In this case, it
will have one participant: the creator of the chat.
It is possible to add group chat participants later.

To search for a contact by one of the parameters, enter the
name/login/phone number/domain/company/job title in the search bar, in full or
in part (Figure 122). The search is case-insensitive.

To search for a contact by tag, click # next to the search bar and select a
tag from the drop-down tag catalog.

11. All marked participants will be displayed below the search bar (Figure 122).

12. Click V.

The button is not available for clicking until the chat name field is filled in. The
group chat will be created and will be displayed in the chat list.

JOINING AN OPEN CHAT
A corporate user can independently connect to an open chat using the “"Chats” menu.
To join an open chat:
1. Scroll through the list of active chats or click the “Catalog” tab.
2. The list of open chats that you can connect to will be displayed (Figure 123).
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3. Click on the chat name. You will be redirected to the chat window.

Click “Join” at the bottom of the screen. The user will join the chat. All chat
participants will receive the following message: “<User_name> has joined the
chat”, and the chat will be moved to the top of the list.

To go to the user's profile, click on the message.

The user can have access to messages sent to an open chat before joining the chat in
the following cases:

e if the chat is created on a corporate server on which this user is registered;

o if messages were sent after another user connected from the same corporate server
(earlier chat history is not available).

If the connected user is the only participant in the chat from his corporate server,
then they can have access to the chat history only from the moment they joined the
chat.

If a user logs out of the corporate server and logs in to the app as an external user,
the history of correspondence during their presence on the corporate server will be
unavailable to them. A notification will be displayed that says “Chat has been made
personal.”

JOINING A CLOSED CHAT

The user cannot connect to a closed chat independently.

The administrator adds a new participant to the chat. The administrator can also
create an invitation link or a QR code with a link and send it to the user.

Note. You can scan the QR code only from the Mobile App.

After receiving a link or QR code, the user can open the chat in the Web App or
Desktop App and become a chat participant under the specified name or under their
account.

To join a chat using a link in the Desktop App, click “"Open chat in the app”.

Attention! In order for a user to join a chat via a link, access to https://xlnk.ms must be open in
the local network.

Note. Switching to the Desktop App is only possible if it is installed on the user's personal
computer.

To join a chat using a link in the Web App, click "Open in Web":
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e if the user is logged in to the app, a screen will open with a “Join” button (Figure 124),
click it to join the chat.
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Figure 124

The chat window will open.

o if the user is not logged into the app, then after clicking on the link, a window will open
with login options (registered user or guest).

To sign in with your account or register in the app, click “Login”. The app login
window will open.

To log in as a guest (unregistered user), select “Log in as a guest” and enter
your name in the next window.

The chat window to which the link was received will open. The following message will
be displayed: “<User_name> has joined the chat.”

A “Guest” type user has access to limited functions:
e communicating in chats to which links have been received;
e viewing the chat card and chat participant cards;
e communicating in personal chats with chat participants;
e a “Guest” type user cannot start a chat or call.

Note. If the link has expired, the following message is displayed: “This link is not active”, the chat
will not be available.

VIEWING INFORMATION ABOUT THE CHAT

Detailed information about the chat, its creator and its participants can be found in
the chat card (see page 21).

To go to the chat, select it from the chat list in the “All” or “Catalog” tab
(Figure 123). A personal or group chat window will open.

To view a chat card, select a chat from the list and click on its name or avatar in
the header.

To search for a participant, in the group chat card, enter the name/login/phone
number/domain/company/job title in the search bar, in full or in part. The search is
case-insensitive. For more information about contact search settings, see the “Main
Settings” section.

To view information about the group chat creator, click on their name located
at the top of the chat card (Figure 11). A personal chat card will open.

To view information about a chat participant, click on their name. A personal
chat card will open.
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To view the list of general chats with the contact, in the personal chat card with

this contact, select “General chats”.

Note. It is possible to search for a corporate chat by name and description (see page 117).

SETTING UP CHAT

Chat settings are managed using the context menu, in which the user has access to

the functions listed in Table 23.

Table 23

Function
Pin/Unpin Chat

Enable/disable
notifications

Mark as unread / mark
as read

Clear chat history

Leave and delete chat

Add tag

Icon

Xt

ON
SO

X
[]
#

Description

The chat is placed at the top of the chat list. Pinned chats are
sorted by pinning time: the chat that was pinned last is
displayed at the top. The position of pinned chats does not
change after minimizing and closing the app

New messages in the chat are accompanied by a sound
notification

Marks the chats with an empty unread message counter: blue
circle — corporate and mixed type chats with sound notifications
enabled, green circle — chats with external contacts with sound
notifications enabled, and gray circle — chats with sound
notifications disabled

Deletes all messages in the chat

The user leaves the chat and deletes the chat from all devices

Brings up the “New tag” field where the user can enter a tag to
tag the chat (see page 39).

The user can also manage chat settings through the settings menu, which is
accessible from the personal (see page 15) or group chat card (see page 21). The
settings menu in the chat card allows you to:

e enable/disable notifications for the chat;

e enable/disable auto-subscribe to group chat threads;

e enable/disable reminders for the chat;

e clear chat history;

e add/remove chat tags.

The actions in the chat card are similar to those in the context menu.

To pin/unpin a chat, enable/disable notifications in a chat, mark the chat as

read/unread:

1. Right-click on the selected chat to bring up the context menu.

2. Select an action from the list (Figure 125).
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Note. The chat is marked as unread/read automatically on all user devices.

To enable/disable auto-subscription to group chat threads:
1. Open the group chat card;

2. Move the switch to the on/off position.

To clear the chat history:

1. Open the chat context menu.

2. Click on the desired action (Figure 125).

3. Confirm the action in the window that opens.

To add a tag to the chat:

Note. The action to add a tag to a personal chat is also the same as the action to add a tag to a
contact.

Open the context menu.
2. Open the "New Tag” field to enter a tag:
e if the chat has no tags, click "Add tag” (Figure 126);

§ Leave and delete chat

—
# |aad tag

Figure 126

e if the chat already has one or more tags, click on the tag list box
(Figure 127).

@ Leave and delete chat

—
#docs X #aurora X
Add tag
Figure 127

3. Enter the tag.

Note. The keyboard case is not taken into account when entering a tag.

4. Press <Enter> or select "Add tag” again from the context menu.
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The tag will be added to the cat and will be displayed in the tag list box. The user
will be able to search for Chat by this tag (see page .118).

To delete a chat tag:
1. Click on the tag list box.

2. Click the button that is displayed X (Figure 127) next to the tag you want to
delete.

The tag will be deleted and will no longer be displayed in the tag list box. The
user will not be able to find a chat by this tag.

ADMINISTERING A GROUP CHAT

This subsection contains a description of actions that are available to the chat
administrator.

Additional theoretical information is available in the “Administering a Group Chat”
subsection.

The following actions are available to the administrator:
e viewing information about the chat;
e performing actions with chat participants;
¢ changing the chat name, description, and avatar;
¢ enabling/disabling end-to-end encryption;
e enabling/disabling threads;
e enabling/disabling message quoting in the chat;
e setting up reactions to messages in the chat;
e deleting all messages from the chat;
e adding users to the chat;
e inviting users to the chat using a link;
e removing users from the chat;
e appointing a chat participant as chat administrator;
¢ deleting messages from chat participants and administrators.

Most actions are performed in the chat card, with the exception of removing a
participant and granting administrator rights. These actions are available in the
context menu of the chat participant.

OPENING CHAT CARD

To open the chat card:
1. Select a group chat from the chat list.

2. In the chat window that opens, click on the window title with the avatar and chat
name.

The group chat card will open (Figure 128).
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3. Click in the upper right corner.
The window will look as follows (Figure 129).

Pro-HR

Coagarens: /lnann GabeHxko
Coagan: 29.07 2022

Onucanme:

Yar ans otaena HR

W Cre03H0€ Whpposanne .

£ ObcyxaeHns @

& Peakyn

Figure 129

Build 3.40
26/05/2025

109



Removing a user from the chat and granting a participant administrator rights is

available in the context menu of the chat participant.

OPENING CONTEXT MENU

To open a participant's context menu, in the chat card, scroll down to the list of

participants and click e+« to the right from the participant's name.

The list of actions in this menu depends on the current configuration of the chat
participants and whether the user opening the menu has administrator rights.

Possible display options are illustrated below:

e the user is an administrator, and the participant does not have administrator rights

(Figure 130);

e the user is an administrator, and the participant has administrator rights (Figure 131);
e the useris a chat participant without administrator rights (Figure 132).
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Figure 130 Figure 131

CHANGING THE NAME OF THE CHAT

To change the name of the chat:
1. Open the chat card (Figure 128).

2. Click in the upper right corner.

3. In the new window (Figure 129), enter the new chat name in the appropriate

field (up to 128 characters).

Note. The chat name cannot be empty or contain spaces.

4. Click ¥ in the upper right corner to save the settings.

CHANGING THE CHAT AVATAR

To change the avatar of the chat:
1. Open the chat card (Figure 128).

2. Click in the upper right corner.

3. In the new window (Figure 129), click on the chat avatar or the “Download chat

avatar” link.

4. In the dialog box that opens, select the new graphic image and click "Open”.

5. Click ¥ in the upper right corner to save the settings.

A notification will be displayed in the chat window stating “<User_name>
changed the chat avatar.” The chat will be moved to the top of the chat list. The

changes made will be saved and visible to all chat participants.
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ADDING A CHAT DESCRIPTION

To add a chat description:

1.

2.
3.

Open the chat card (Figure 128).

Click in the upper right corner.

In the window (Figure 129), enter/edit text in the “Description” field to add or
edit the chat description.

Click ¥ in the upper right corner to save the settings.

All chat participants will see a corresponding notification in the chat list. The chat
will be moved to the top of the chat list. The changes made will be saved and
visible to all chat participants.

ENABLING/DISABLING END-TO-END ENCRYPTION

To enable/disable end-to-end encryption:

1.

2.
3.

Open the chat card (Figure 128).

Click in the upper right corner.

In the window (Figure 129), Slide the “End-to-end encryption” switch to the
left/right (Figure 129). Click “Enable”/"Disable”.

End-to-end encryption will be enabled/disabled. A corresponding system
message about enabling or disabling the option will be displayed in the upper
right corner of the screen.

If end-to-end encryption is enabled:

the user added to the chat does not have access to the history of correspondence that
was conducted before they joined the chat;

the number of chat participants cannot exceed 128 users.

If end-to-end encryption is disabled:

the user added to the chat has access to the history of all messages, including those
that were sent before they joined the chat;

the number of chat participants is not limited.

ENABLING/DISABLING THREADS

To enable/disable threads in the chat:

1.

2.
3.

Open the chat card (Figure 128).

Click in the upper right corner.

In the window (Figure 129), side the "Threads” toggle switch:
e to the right — to enable the feature;

e to the left — to disable the feature.

Note. If you see a warning window when you enable a thread: “Error enabling
threads/threads feature not supported”, this means that the chat contains participants from
a corporate server version below 2.6. To enable the feature, remove such participants from
the chat or wait until their server is updated to the required version.
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SETTING UP REACTIONS TO MESSAGES

To set up reactions to messages in a chat:
1. Open the chat card (Figure 128).

2. Click in the upper right corner.

3. Inthe window (Figure 129), select “"Reactions”.

4. In the window that opens , select one of the following options (Figure 133):
e “All" — to enable all reactions (default setting);

e "Selected (minimum 2)” — to disable individual reactions, then uncheck the
boxes of desired reactions;

e “Disabled” — to disable all reactions.
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Figure 133

5. Click v in the upper right corner to save the settings.

Note. During a call in this chat, participants will be able to send the same reactions as in
response to a message. In a conference started in a group chat, reactions from that chat
will also be available.

DELETING CHAT MESSAGE HISTORY

To delete all chat messages using the context menu:
1. Open the context menu of the selected chat by right-clicking on it.
2. In the context menu that opens, select “Clear chat history”.
3. Confirm the action in the modal window.
The messages will be deleted.
To delete all messages from the chat card:
1. Open the chat card (Figure 128).
2. Select “Clear chat history”.
3. Confirm the action in the modal window.
The messages will be deleted.
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ADDING A PARTICIPANT
To add a user to the chat:
1. Open the chat card (Figure 128).
2. Click “*a Add".
A window with the list of contacts will open (Figure 134).
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Figure 134

The window is conditionally divided into several areas:

o field that displays avatars of users selected to be added to the chat
(Figure 135);

e information about chat parameters and the “Link to chat” item;
e bar for searching by contact details or tags;

e the list of contacts, which are distributed across the tabs according to their
type;

o the list of existing chat participants.

To search for a contact, the list uses a search string.

Note. The search is performed only by full name or full name and additional contact
information. The search type depends on the app settings.

° if exact match search is enabled, enter the contact’s first name, last name, or e-mail
address;

. if exact match search is disabled, enter the first name, surname, job title, department
name, manager name, phone number, or contact e-mail address.

To search for a contact by tag, click # next to the search bar and select a
tag from the drop-down tag catalog (Figure 135).
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Figure 135
Note. The keyboard case is not taken into account when entering a tag.

To delete an already selected user, click X.
Select the users and click V.
The selected users will be added to the group chat.

All chat participants will receive the following notification:
“<Administrator_name> added user <User_name>, <Time>". When adding
multiple users, their names will be separated by commas.

INVITING A PARTICIPANT

The administrator can invite users to the chat, including those not registered in
eXpress, using a link or QR code. To join the chat, the user needs to follow the link or
use a QR code they received.

The following actions are available in the section to the group chat administrator:

creating a link or QR code for joining the chat;

setting a password to join the chat;

updating the automatically generated password;

creating a personal password.

The following actions are available to the user in the section:

joining to a chat in the Desktop/Web App;

logging in with your account or as a guest.

Note. The user will only be able to see the message history of a closed chat after joining the
chat, provided that end-to-end encryption has not been enabled in the group chat settings.

To invite a user to the chat:

1.

2.
3.

Open the chat card (Figure 128).
Select " = Add”.
Select “Link to the chat”.

A window will open for generating a link or QR code for joining the chat
(Figure 136).
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4. Select the link's validity period and its availability in the window that opens. By
default, the values are set to “Always” and “Trust corporate servers”.

To set a password to join the chat, activate the “Join with a password”
option.

A field will be displayed, in which the automatically generated password is
displayed.
To update the automatically generated password, click ® to the right.
To change the password manually, clear the field and enter a new password.
e To create a link:

5. Click “Create link".

The link to the chat will be copied to the clipboard. A corresponding
message will be displayed at the top of the screen.

e To create a QR code:

5. Click E to create a QR code.
A pop-up window containing a code will open (Figure 137). Click “Save”
to save the code to your device or click I_D to copy it to the clipboard.
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D
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Figure 137

The code will be saved to your device or copied to the clipboard.

6. Paste the link from the clipboard or into the message input field in eXpress or
another app or into an email, or attach a QR code to the message. Send the
message/e-mail.
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The user who receives the link will be able to join the chat using the Desktop
App, browser or mobile device.

APPOINTING AN ADMINISTRATOR

To appoint an administrator:

1.
2.

Open the context menu.
Select “"Make admin”.
The user will receive administrator rights.

All participants will see a notification: “<User_name> has been appointed as
administrator, <Time>."

REMOVING A PARTICIPANT

To remove a user from the chat:

1.
2.
3.

Open the context menu.
Select "Remove”.
Confirm the action in the modal window.

The user will be removed from the chat and will not be able to receive or send
messages to this chat.

All  participants will receive the following notification in the chat:
“<Administrator_name> removed user <User_name>, <Time>".

If end-to-end encryption was enabled in a chat, then after leaving it, the chat will
be removed from the user's “All chats” list.

If end-to-end encryption was not enabled, the chat will remain in the “All chats”
list, but the user will not be able to write to the chat. The chat window will have a
“Join” button instead of the message input field.

DELETING MESSAGES FROM CHAT PARTICIPANT/ADMINISTRATOR

To delete a message:

1.

2
3.
4

Right click on the message.
In the context menu, select “Delete”.

Click B in the lower right corner of the window.
In the modal window that opens, click “Delete for everyone”.
The selected message will be deleted for all chat participants.

All participants will see a notification: “The message was deleted by the
administrator.”

LEAVING AND DELETING A CHAT

You can leave the chat and delete it from your chat list using the following methods:

e via the context menu;

e via the chat card.

Note:

the chat is deleted only locally for the current user. After deleting any chat in the user's app,
the chat history is also deleted;
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if the only administrator leaves the chat, another participant in this chat is automatically
appointed as the administrator;

after deleting an open chat, the user can rejoin the chat independently. After deleting a
closed chat, the user can be added back to the chat by its administrator.

After the user independently leaves and deletes the chat, all chat participants will
receive the following message: “<User_name> has left the chat”.

If end-to-end encryption was enabled in a chat, then after leaving it, the chat will be
removed from the current user's “All chats” list.

If end-to-end encryption was not enabled, the chat will remain in the “All chats” list,
but the user will not be able to write to the chat. The chat window will have a “Join”
button instead of the message input field.

FIRST METHOD. VIA THE CONTEXT MENU

To leave and delete the chat:

1.

2
3.
4

Open the chat list.

Bring up the context menu of the desired chat.

Select “"Leave and delete chat”.

Confirm the action in the modal window.

The chat will be deleted. The user will be removed from the chat.

SECOND METHOD. VIA THE CHAT CARD

To leave and delete the chat:

1.

2.
3.
4

Open the chat card (Figure 128).

Click =+« to the right of your contact.

A window will be displayed with the button “Leave and delete chat”.
Click “Leave and delete chat”.

The chat will be deleted. The user will be removed from the chat.

SEARCHING FOR A CHAT

The user can search for a chat by query and by tag.

Depending on the app settings, one of the following search types by query may be
available:

e exact search by full or partial chat name;

e advanced search by name and parameters in the personal chat card (phone number,
department, position, manager, etc.)

Advanced search is performed by the full or partial value of the parameter, allows
imprecise spelling and is not case-sensitive or keyboard-layout-sensitive.

SEARCHING FOR A CHAT BY QUERY

To search for a chat by query:

1.
2.

Go to the “All” or “Catalog” tab in the “Chats” section.

Enter the name of the chat you are looking for (in full or in part) in the search
bar.

Note. Case and keyboard layout are not taken into account.
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The list of chats whose names match the search criteria will be displayed on the
screen (Figure 138).
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Figure 138

Search results are displayed in the following order:
e pinned chats and threads;

e current calls;

e chats and threads with drafts;

e remaining chats, channels, and chatbots;

e remaining threads;

e contacts.

The rules for searching for a chat by query also apply when searching for a chat to
forward a message (Figure 139).
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To reset search results, click X in the search bar.

SEARCHING FOR A CHAT BY TAG
To search for a chat by tag:
1. Go to the “Chats” section.
2. Click H next to the search bar.
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3. In the tag catalog that opens (Figure 29), select the tag or enter it in the “Tags
field. To select multiple tags, hold down the <Ctrl> key.

Note. The keyboard case is not taken into account when entering a tag.

All chats marked with the specified tag will be displayed (Figure 140).

The user can further filter the search result by tags by selecting the “Unread” or
“Catalog” tab.
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Figure 140

To reset search results by tag, hover over the tag in the search bar and click on
the button that appears.

SEARCHING IN CHAT

eXpress provides the possibility to quickly search in the chat for information and files
sent as attachments. The following search options are available to the user:

e messages;
e media files;

e documents;

e links and e-mail addresses;

e user and chat/channel using mentions.

To search by message text in the chat history:

1. In the top chat panel, click O\

2. In the window that opens, in the search bar, enter a part of the search word
(case-insensitive), including special characters and spaces (Figure 141).
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Search results will be displayed on the screen in the form of a list. If the initial
search depth does not reveal the messages you are looking for, click “Search
more”.
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Note. Text search also applies to names of transferred documents and files, links,
forwarded and quoted messages, emoji (Figure 142).
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The user can search by tags in the “Chats” section to find messages with tags, which
were added manually.
To search by message tags in the “Chats” section:
1. Click # next to the search bar.
The tag catalog will open (Figure 29).

2. Select a tag or enter one in the “Tags” field. To select multiple tags, hold down
the <Ctrl> key.

Note. The keyboard case is not taken into account when entering a tag.

All messages marked with the specified tag will be displayed (Figure 143).
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Figure 143
To reset the results of searching by tag, hover over the tag in the search bar and
click X.
To search for shared media files:
1. Open the chat card.
2. Select “Files, media and links".

3. In the window that opens with three tabs: “Media”, “"Documents” and “Links”,
open the “"Media” tab and select the media file (Figure 142).

Search for shared documents in chat is performed by characters contained in the file
name.
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To search for shared documents:

1.

In the “Files, media and links” section of the chat card, open the “Documents”
tab.

Click the search bar in the upper right part of the window and enter the file
name, either fully or partially.

The list of files whose names contain the characters you typed will be displayed
on the screen (Figure 144).
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The search for shared links in the chat is carried out by the symbols contained in the
preview (address, title, subtitle of the resource).

To search for shared links and e-mail addresses:

1.
2.

Open the “Links” tab in the “Files, media and links” section of the chat card.

Click on the search bar at the top of the window and enter the characters
contained in the address, title, or subtitle of the resource you are searching for.

The list of found links/e-mail addresses will be displayed on the screen
(Figure 145).
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To search for users and chats using mentions:

1.

Enter @ / @@ (to search for a user) or ## (to search for a chat or channel) in
the message line of any chat.

Enter the username/chat or channel name, in full or in part. Select the desired
user or chat from the drop-down menu (Figure 146, Figure 147).

Note. Case and keyboard layout are not taken into account.

Send the message. The mention will turn into a link to a chat, channel, or user
card.
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Search results are displayed in the following order:
e chats, channels, and chatbots;

e threads;

e catalog of chats, channels, and chatbots.

“SAVED MESSAGES” CHAT

SAVING A MESSAGE

To save a message:
1. Open the context menu of the message by right-clicking on it.
2. Select "Save message” (Figure 148).

The following message will be displayed: “The message has been saved.” You will
not be taken to the “"Saved Messages” chat. The “Saved Messages” chat will be
displayed at the top of the chat list page (see page 19).
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NAVIGATING TO THE “SAVED MESSAGES"” CHAT

To go to the “"Saved Messages” chat , select it

“Settings” section — “Saved Messages” (Figure 149).
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NAVIGATING TO THE MESSAGE IN THE ORIGINAL CHAT

To go to the message in the corresponding chat from the “Saved Messages”

chat, click on the upper message header.

ACTIONS WITH SAVED MESSAGES

The following actions with saved messages are available to the user:

forwarding the message;

creating a mention;

copying the text of the message to the clipboard;

viewing information about the message;

editing the text of the message (available only for messages sent by the user);
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e deleting the message;
e pinning the message to the top of the chat.
These actions are similar to actions with regular messages (see page 160).

MANAGING TABS

The “Chats” section of the corporate user interface displays the “All chats”, “Threads”,
and “Catalog” tabs by default.

Note. The “All chats” tab is displayed first in the tab ribbon. It cannot be removed from the
interface or moved around.
The user can set up the display of tabs:

e add up to 10 tabs (except for the “All chats” tab);

¢ change the order in which the tabs are displayed;

e unpin tabs so that they are not displayed in the interface.
Tabs are managed in the “Tag settings” subsection.
It is also possible to unpin any tab except the “All Chats” tab by right-clicking on it
and selecting = OTKPEMMTE -0 the pop-up menu.

UNREAD MESSAGES FILTER

In the “Chats” section, you can use the filter to sort all chats with unread messages in
any of the tabs.

To enable/disable the filter, click its button next to the search bar.
The following filter buttons may be displayed in the interface (Table 24):

Table 24

Button Description

e The filter is enabled. The tab only displays chats with unread messages
The filter is disabled. The user has unread messages

The filter is disabled. The user does not have any unread messages

MANAGING CHANNELS

CREATING A CHANNEL
The actions for creating a channel are similar to those for creating a group chat.

Note. Only closed channels can be created in the app. To create an open channel or change a
closed channel to an open one and vice versa, contact your administrator.

JOINING A CHANNEL

The actions for connecting a user to an open or closed channel are similar to those for
connecting to an open or closed chat.
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VIEWING INFORMATION ABOUT THE CHANNEL

Detailed information about the channel and its creator can be found in the channel
card.

To go to the channel, select it from the chats and channels list in the “All” or
“Catalog” tab (Figure 123). The channel window will open.

To view a channel card, select a channel from the list and click on its name or
avatar in the header.

To view information about the channel creator, click on their name located at
the top of the channel card. The user’s contact card will open.

SETTING UP A CHANNEL

The actions for setting up a channel are similar to those for setting up a group chat.

ADMINISTERING A CHANNEL

This subsection contains a description of actions that are available to the channel
administrator.

Additional theoretical information is available in the "Channels” subsection.
The following actions are available to the channel administrator:

e viewing information about the channel;

¢ changing the channel name, description, and avatar;

e enabling/disabling end-to-end encryption;

e enabling/disabling message quoting in the channel;

e enabling/disabling mentions in threads;

e setting up reactions to messages in the channel;

e deleting all messages the channel;

e adding subscribers to the channel;

e inviting users to the channel using a link;

e removing subscribers from the channel;

e appointing a channel subscriber as the channel administrator;

e posting messages on behalf of the channel;

e editing and deleting messages from other channel administrators.

Most actions are performed in the channel card, with the exception of removing
subscribers and granting administrator rights. These actions are available in the
context menu of a channel subscriber.

OPENING THE CHANNEL CARD

To open the channel card:

1. Select a channels in the chats and channels list.

2. In the channel window that opens, click on the window title with the avatar and
channel name.

3. Click in the upper right corner of the channel card (Figure 14).
The window will look as follows (Figure 150).
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OPENING CONTEXT MENU

To open a subscriber's context menu, in the channel card, scroll down to the list
of subscribers and click <« to the right from the subscriber's name.

The list of actions in this menu depends on the current configuration of subscribers.
Possible display options are illustrated below:

e the user is an administrator, and the subscriber does not have administrator rights
(Figure 151);
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e the user is an administrator, and the subscriber has administrator rights (Figure 152).
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CHANGING THE NAME OF THE CHANNEL

To change the name of the channel:

1.

2.
3.

Open the channel card (Figure 14).

Click in the upper right corner.

In the window that opens (Figure 150), enter the new channel name in the
appropriate field (up to 128 characters).

Note. The channel name cannot be empty or contain spaces.

Click ¥ in the upper right corner to save the settings.
The changes made will be saved and visible to all channel subscribers.

All  channel administrators will receive the following notification:
“<Administrator_name> changed the channel name, <Time>."

CHANGING THE CHANNEL AVATAR

To change the channel avatar:

1.

2.
3.

Open the channel card (Figure 14).

Click in the upper right corner.

In the window that opens (Figure 150), click on the channel avatar or the
“Download channel avatar” link.

In the operating system dialog box, select the new graphic image in the window
that opens and click “Open”.

Click ¥ in the upper right corner to save the settings.
The changes made will be saved and visible to all channel subscribers.

All  channel administrators will receive the following notification:
“<Administrator_name> changed the channel avatar, <Time>.”

ADDING A CHANNEL DESCRIPTION

To add a channel description:

1.

2.
3.

Open the channel card (Figure 14).

Click in the upper right corner.

In the window (Figure 150), enter/edit text in the “Description” field to add or
edit the channel description.

Click ¥ in the upper right corner to save the settings.
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The changes made will be saved and visible to all channel subscribers.

All  channel administrators will receive the following notification:
“<Administrator_name> added a channel description, <Time>."

ENABLING/DISABLING END-TO-END ENCRYPTION

To enable/disable end-to-end encryption:

1. Open the channel card (Figure 14).

2. Click in the upper right corner.

3. In the window that opens (Figure 150), slide the “End-to-end encryption” switch
to the left/right. Click “Enable”/"Disable”.

End-to-end encryption will be enabled/disabled. A corresponding system
message about enabling or disabling the option will be displayed in the upper
right corner of the screen.

If end-to-end encryption is enabled:

e the subscriber added to the channel does not have access to the history of
correspondence that was conducted before they joined the channel;

e the number of channel participants cannot exceed 128 users.
If end-to-end encryption is disabled:

e the subscriber added to the channel has access to the history of all messages,
including those that were sent before they joined the channel;

e the number of channel subscribers is not limited.

ENABLING/DISABLING THREADS
To enable/disable threads in the channel:

1. Open the channel card (Figure 14).

2. Click in the upper right corner.

3. In the window that opens (Figure 150) side the “"Threads” toggle switch:
e to the right — to enable the feature;
e to the left — to disable the feature.

Note. If you see a warning window when you enable a thread: “Error enabling
threads/threads feature not supported”, this means that the channel contains subscribers
from a corporate server version below 2.6. To enable the feature, remove such subscribers
from the channel or wait until their server is updated to the required version.

ENABLING/DISABLING MENTIONS IN THREADS
To enable/disable threads in the channel:
1. Open the channel card (Figure 14).
2. Click in the upper right corner.

3. In the window that opens (Figure 150), select “Mentions in threads”.
The window will open (Figure 153).
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4. Select the option and click V.
The administrator can configure mentions in channel threads as follows (Table 25):

Table 25

Option Designation

Available to All channel subscribers can mention other subscribers in the thread using @. A
everyone user who was mentioned in the thread will be automatically subscribed to it.
Available to Only administrators can mention other subscribers in the thread using @. A user
administrators who was mentioned in the thread will be automatically subscribed to it.

Disabled Mentions of other channel participants in threads are disabled

SETTING UP REACTIONS TO MESSAGES

To set up reactions to messages in a channel:

1. Open the channel card (Figure 14).

2. Click in the upper right corner.

3. Inthe window (Figure 150), select “"Reactions”.

4. In the window that opens , select one of the following options (Figure 154):
e “All” — to enable all reactions (default setting);

e “Selected (minimum 2)” — to disable individual reactions, then uncheck the
boxes of desired reactions;

e “Disabled” — to disable all reactions.
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5. Click v/ in the upper right corner to save the settings.
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DELETING CHAT MESSAGE HISTORY

To delete all channel messages using the context menu:
1. Open the context menu of the selected channel by right-clicking on it.
2. In the context menu that opens, select “Clear channel history”.
3. Confirm the action in the modal window.
The messages will be deleted.
To delete all messages from the channel card:
1. Open the channel card (Figure 14).
2. Select “Clear channel history”.
3. Confirm the action in the modal window.
The messages will be deleted.

ADDING A SUBSCRIBER
To add a subscriber to the channel:
1. Open the channel card (Figure 14).
2. Click “*am Add".
A window with the list of contacts will open (Figure 155).
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Figure 155

To search for a contact, the list uses a search string.

Note. The search is performed only by full name or full name and additional contact
information. The search type depends on the app settings:

. if exact match search is enabled, enter the contact’s first name, last name, or e-mail
address;
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. if exact match search is disabled, enter the first name, surname, job title, department
name, manager name, phone number, or contact e-mail address.

To search for a contact by tag, click # next to the search bar and select a
tag from the drop-down tag catalog .

To delete an already selected user, click x.
3. Select the users and click V.
The selected users will be added to the list of channel subscribers.

All  channel administrators will receive the following notification:
“<Administrator_name> added user <User_name>, <Time>". When adding
multiple subscribers, their names will be separated by commas.

INVITING A SUBSCRIBER

The administrator can invite subscribers to the channel, including those not registered
in eXpress, using a link. To join the channel, the user needs to follow the link they
received.

The following actions are available in the section to the channel administrator:
creating a link or QR code for joining the channel;
setting a password to join the channel;
updating the automatically generated password;
creating a personal password.
The following actions are available to the user in the section:
joining to a channel in the Desktop/Web App;
logging in with your account or as a guest.

Note. The subscriber will only be able to see the message history of the channel only after
joining the channel, provided that end-to-end encryption has not been enabled in the channel
settings.

To invite a subscriber to the channel:

1. Open the channel card (Figure 14).

2. Select “Add subscribers”.

3. Select "Link to the channel” (Figure 156).

142

CpoK AeNcTBUA CCbINKN 1 AeHb

Beerga __1;He,qen "

Beerga

Cchirnka gocTynHa
TMonk30BaTensiM CBOETo U J0BEPEHHBIX
KOpropaTMBHbLIX CepBepoB < IMoNb30BATENAM CBOETO W JOBEPEHHBIX ...

TMonk3oBaTensm NMioGoro KOpMopaTMBHOro cepeepa

Bcem nonb3oBatenam (Bkmioyas rocrer)
TMpncoeanHeHe no Naporko

CO3AATL CChINKY E

Figure 156

4. 1In the channel link generation window, select the link validity period and its
availability. By default, the values are set to “Always” and “Trust corporate
servers”.
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To set a password to join the channel, activate the “Join with a password”
option.

A field will be displayed, in which the automatically generated password is
displayed.
To update the automatically generated password, click ® to the right.
To change the password manually, clear the field and enter a new password.
e To create a link:

5. Click “Create link".

The link to the chat will be copied to the clipboard. A corresponding
message will be displayed at the top of the screen.

¢ To create a QR code:

5. Click E to create a QR code.
A pop-up window containing a code will open (Figure 157). Click “Save”
to save the code to your device or click I_D to copy it to the clipboard.
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Figure 157

The code will be saved to your device or copied to the clipboard.
6. Share the link or QR code with the user.

APPOINTING AN ADMINISTRATOR
To appoint a channel administrator:
1. Open the channel card (Figure 14).
2. Click e* next to the subscriber name.
3. Inthe context menu (Figure 150), select “Assign as Admin”.

The subscriber will receive administrator rights.

The administrators will receive a notification: “<Subscriber name> has been
appointed as administrator, <Time>."

REMOVING A SUBSCRIBER

To remove a subscriber from the channel:
1. Open the channel card (Figure 14).
2. Click =°* in the contact card.
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3. In the context menu (Figure 150), select “Delete”.
Confirm your choice in the modal window by clicking the "Remove” button.

The subscriber will be removed from the channel and will not be able to receive
messages in the channel.

Channel administrators will receive the following notification:
“<Administrator_name> removed subscriber <Subscriber_name>, <Time>".

If end-to-end encryption was enabled in the channel, then after leaving it, the
channel will be removed from the current user's “All chats” list. If end-to-end
encryption was not enabled, the channel will remain in the “All chats” list.

POSTING MESSAGES TO A CHANNEL

Posting messages to a channel is similar to sending messages to a group chat.
Subscribers can read channel messages. Depending on channel settings, subscribers
may also be able to comment on messages, react to them, and mention other users
in threads.

When you post a message to a channel with more than 256 subscribers, a dialog box
is displayed asking you to confirm the post.

Note. Posting messages to a channel is only available to administrators. Messages are posted
on behalf of the channel.

EDITING AND DELETING CHANNEL MESSAGES

To edit a channel message:

Right click on the message.

2. In the context menu, select “Edit”.
3. Edit the desired message.
4, Click v/ or <Enter> to save your changes.

The message will be changed. The time of modification will be indicated in the
lower right corner of the message.

To delete a channel message:
1. Right click on the message.
In the context menu, select “"Delete”.

2
3. Click B in the lower right corner of the window to delete the selected message.
4. In the modal window that opens, click “Delete for everyone”.

The selected message will be deleted for all channel subscribers.

LEAVING AND DELETING A CHANNEL

You can leave the channel and delete it from your chat list using the following

methods:
e via the context menu;

e via the channel card.
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Note:

e the channel is deleted only locally for the current user. After deleting any channel in the
user's app, the channel history is also deleted,;

o if the only administrator leaves the channel, another subscriber of this channel is
automatically appointed as the administrator;

o after deleting an open channel, the user can rejoin the channel independently. After deleting
a closed channel, the user can be added back to the channel by its administrator.

After the user leaves and deletes the channel, all subscribers will receive the following
message: “<User_name> has left the channel.”

If end-to-end encryption was enabled in the channel, then after leaving it, the
channel will be removed from the current user's “All chats” list. If end-to-end
encryption was not enabled, the channel will remain in the “All chats” list.

FIRST METHOD. VIA THE CONTEXT MENU

To leave and delete a channel:

1. Bring up the context menu of the desired channel.
2. Select “Leave and delete channel”.

3. Confirm the action in the modal window.

The channel will be deleted. The user will be removed from the list of channel
subscribers.

SECOND METHOD. VIA THE CHANNEL CARD

To leave and delete a channel:

1. Open the channel card (Figure 14).

III

2. Click “Leave channe

The user will be removed from the channel and will no longer receive notifications
about messages in this channel.

SEARCHING FOR A CHANNEL

The actions for searching for a channel are similar to those for searching for a group
chat.

SEARCHING IN A CHANNEL

The actions for searching in a channel are similar to those for searching in a group
chat.

MANAGING TABS

Actions when setting up channel tabs with the use of tags are similar to actions when
setting up chat tabs.

UNREAD MESSAGES FILTER

The actions for sorting channels with unread messages are similar to those for sorting
group chats.
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ADMINISTERING GLOBAL CHAT

Administering Global Chat includes sending and editing messages. The administrator
can also cancel sending the message.

Attention! Administrative actions are only available to users with administrator rights.

When performing the listed actions, Notifications Bot connected to Global Chat is
used.

Note:
e granting rights and connecting Notifications Bot is performed by the server administrator;

e if the user is connected to multiple servers at the same time, each of them will have its
own Global Chat and associated Notifications Bot.

SENDING MESSAGES IN GLOBAL CHAT

Using Notifications Bot, you can send the following data to Global Chat:
e text and emoiji;
e images;
e documents;
¢ mentions (with the use of @@);
e contacts;
e Voice messages.

Sending links with previews, geolocation marks, stickers and mentions via @ is not
supported.

To send messages in Global Chat:
1. Go to the dialog with Notifications Bot from the Global Chat card (Figure 158).
2. Send the following command: “/start_post”.
The chatbot will prompt you to enter the text of the message.
3. Send one or more messages in a row.
Send the following command: “/finish_post”.
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Confirm sending by clicking the “Confirm” button.

The message “Post sent to Global chat!” will be displayed in the chat with
Notifications Bot. (Figure 159).

Sent messages will be published in Global Chat.
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Figure 159

Please enter messages. Send /finish_post when you're done

CANCELING MESSAGE SENDING IN GLOBAL CHAT

To cancel publishing of all messages in Global Chat, do one of the following:
send the command “/cancel_post” at any stage;
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e click "Cancel” when Notifications Bot asks you to confirm the post.

The message “Creating post canceled” will be displayed in the chat with
Notifications Bot.

To cancel publishing a single message in Global Chat, delete the message from
the Notifications Bot chat.

EDITING MESSAGES IN GLOBAL CHAT

To edit messages in Global Chat:
1. Go to the dialog with Notifications Bot from the Global Chat card.
2. Edit the desired message.

The message will be updated in Notifications Bot and Global Chat.

MANAGING THREADS

The following functions are available to users of eXpress SC:
e creating a thread;
e viewing a thread;
e joining a thread;
e adding a user to a thread;
e setting up a thread;
e searching for a thread;
e searching in thread;
e leaving a thread;
e actions with files and links in the thread.

Note. The group chat/channel administrator can delete comments from users and
administrators in threads.

CREATING A THREAD

Note. A user can create a message thread, if the message was sent in a group chat/channel that
has the “Threads” option enabled in its settings.

To create a thread:
1. Right click on a message in a chat or channel.
A context menu will open (Figure 160).

137



Build 3.40
26/05/2025

0 Chats =313 4+ .PI‘D-MuIing 7 members L Q
L =
—
ety @  Magnus | = Stast thiead
m Lel's talk abou i
THREADS CATALOSG evaluating desi COMPO 0 Copy
text interferes with cancentral
(=] approach Is used because i} = Reply
@ Pro - Design 28 January or less standard tempdate fillir
- Message deleted & real distribution of lefters and  * Reply persanally
- 4 ragraphs.
= paragraph = Forward
Many deskiop publishing prog
L Jf'  Fro - General o editors use these templalesa M Save message
' Uidiya Babenko: o that a keyword search immed
how many web pages still ner LI Create reminder
- In recent years, these templa
- ¢ Pro - Annauncements i become increasingly popular,  eoe08 il
Hello! Colleagues, | ask everyone ... & o 8 Biskats
* Fin
& Pro - Marketing T o i Ivan Galushkin SISSSE
hean Galushkin: Ok w4 oK
= .- # nddtag
& Pro - Support ebuary _—
- ) wx =0 e
Figure 160

2. Select “Start a thread”.

A sub-chat named “Thread in <Chat Name>" will be created, where the message
being discussed will be pinned (Figure 161). The user will be redirected to this
sub-chat, where they can leave their comment.
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Figure 161
The thread will be displayed in the “Threads” and “All” tabs, or only in the “Threads”
tab, depending on the “"Threads in the General Chat List” setting.

It is possible to return to the list of threads in which the user is participating from this
tab or the “All” tab.

VIEWING A THREAD

The user can view messages in a thread by navigating to it. It can be done via the
chat/channel window that contains the original message, and from the chat/channel
card.

To navigate from the chat/channel window, click on the link with information
about the number of comments to the message (Figure 8).
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To navigate from a chat/channel card:

1. Open the card of the chat/channel whose thread you want to go to.
2. Select “Threads” (Figure 11).

3. In the window that opens with the list of threads, click on the desired thread in
the list (Figure 162).
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The user will be redirected to the window of the selected thread.

When viewing threads of a specific chat or channel, the tab with a list of all
threads of the chat remains on the right (Figure 163). The user can switch
between chat threads without opening the card each time.
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JOINING A THREAD

Joining a thread allows you to track new comments as they appear.

All threads that the user has joined are displayed in the “Threads” tab of the “Chats”
section. If the “Threads in general chat list” option is enabled in eXpress settings,
they also appear on the “All” tab, in the user's other chats list.

The user automatically joins the thread in the following cases:
e the user was mentioned in the thread via @UserName;
e the “Auto-subscribe to new threads” setting is enabled in the chat/channel card;
e the user sends a message in the thread.

The user can independently join a thread (subscribe to it) in several ways.
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FIRST METHOD. VIA THE GROUP CHAT/CHANNEL CARD

To join a thread:

1.
2.

Open the card of the chat/channel whose thread you want to join.
Select “Threads” (Figure 11).
The list of all threads in this chat/channel will open (Figure 162).

Note. Threads to which the user is not subscribed are marked with the icon @ Here, the
user can search for the desired thread.

Right click on the thread to bring up the context menu.
Select “Subscribe the thread”.

The user will join the thread. The thread will be displayed in the chat list and in
the “Threads” tab of the “Chats” section.

SECOND METHOD. VIA THE THREAD CARD

To join a thread:

1.
2.

Open the card of the chat/channel whose thread you want to join.

Select “Threads” (Figure 11).

The list of all threads in this chat/channel will open (Figure 162).

Note. Threads to which the user is not subscribed are marked with the icon @ Here, the
user can search for the desired thread.

Click the thread name.

In this thread window (Figure 164) open the thread card by clicking on the area
with the thread avatar and name at the top of the window.

In the card, select “"Subscribe the thread” (Figure 164).

The user will join the thread. The thread will be displayed in the chat list and in
the “Threads” tab of the “"Chats” section.
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Figure 164

ADDING A USER TO A THREAD

A chat or channel participant can add another user to the thread by mentioning them
with the use of the @User_name construct.

The mentioned user will automatically become a participant in the thread.

Conditions under which addition is possible:
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e threads are enabled in the chat/channel;
e the added user is a chat participant/channel subscriber;
e the channel has the “"Mentions in threads” setting enabled.

Note. Mentions in thread can only be accessed by administrators (for more details, see
page 128)

SETTING UP A THREAD

Thread settings are managed using the context menu.
To bring up the context menu, right-click on a thread in the “Chats” or “Threads”

tab.

A menu will be displayed in which the user has access to the functions listed in
Table 26.

Table 26

Function Icon Description

Pin/unpin thread * x. The thread is placed at the top of the chat list. Pinned threads are

sorted by pinning time: the thread that was pinned last is
displayed at the top. The position of pinned threads does not
change after minimizing and closing the app

Enable/disable . . .
notifications in the 49‘& New messages in the thread are accompanied by a sound

thread notification

g’l::l;aads unread / mark 'YX O Marks threads with an empty unread message counter When you
select “Mark as read” the unread message counter disappears

Clear thread history

X Deletes all messages in the chat
Leave the thread E_. Removes a user from the thread, making the chat no longer visible
in the “Chats” and “Threads” tabs

Add tag # Brings up the “New tag” field where the user can enter a tag to

mark the thread with it (the action is similar to adding a tag to a
chat, see page 107).

The user can also manage the thread settings through the settings menu available in
his card (see page 37). The settings menu in the thread card allows you to:

e enable/disable notifications for the thread;

e clear thread history;

e unsubscribe from the thread.
The actions in the thread card are similar to those in the context menu.
To go to the thread card:
1. Open the thread window.

2. Click on the area with the avatar and thread name at the top of the window
(Figure 165).

The thread card will open on the right side of the screen (Figure 165).
To enable/disable notifications, slide the “Notifications” switch to the right or left.

To clear thread history, select “Clear thread history” and conform the action in the
modal window that opens.

141



To customize the display of threads, use the “"Threads in the General Chat List”
option in the “"Appearance” settings block.
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Figure 165

SEARCHING FOR A THREAD
The actions for searching for a thread are similar to those for searching for a chat.

Note. In the “Threads” tab, the user can only search for threads to which they are subscribed. To
perform search in all threads in a specific chat/channel, including those the user is not
subscribed to, go to the list of threads for that chat/channel (see items 1-2 on page 140).

SEARCHING IN THREAD

The user can search for messages, media files, documents and links sent by them
and other users subscribed to the thread.

When searching in a thread, actions are performed in the thread card and are similar
to those for searching in a chat.

LEAVING A THREAD

The user can leave the thread (unsubscribe from it) in several ways.

FIRST METHOD. VIA THE CONTEXT MENU

To leave the thread:

1. Go to the “Threads ” tab in the “"Chats” section.
2. Right click on the thread.

3. In the context menu that opens, select “Leave thread” (Figure 166).
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The user will leave the thread. They will no longer be subscribed to the thread
and will not receive notifications about new messages. The thread will no longer
be displayed in the “Threads” tab.

SECOND METHOD. VIA THE THREAD CARD

To leave the thread:
1. Go to the “Threads” tab in the “Chats” section.
2. Select the thread you would like to leave.

3. In the thread window (Figure 165), open the thread card by clicking on the area
with the thread avatar/name in the windows header.

4, Select “Unsubscribe thread” (Figure 165).

The user will leave the thread. They will no longer be subscribed to the thread
and will not receive notifications about new messages. The thread will no longer
be displayed in the “Threads” tab.

ACTIONS WITH FILES AND LINKS

eXpress CS allows users to exchange links and files of any type up to 1 GB and in any
quantity in chats.

Actions with files are available from the message in which the file was sent, as well as
from the “Files, media and links” section of the chat card.

The user can perform the following actions with files and links (Table 27):

Table 27
File type

Source

Media file Document
Message e viewing; e viewing;

e downloading; e downloading;

o forwarding o forwarding (with the message)
Chat Card e viewing; downloadi

o downloading; ¢ downioading

e forwarding

When viewing documents in PDF, DOCX, XLSX, and TXT formats, the user can

download the file directly from the viewing menu. To do this, you need to click in
the upper right corner of the window.
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Links sent in chats are recognized. When you click a link, you will be taken to the
corresponding resource. If the link contains a data transfer protocol, its preview is
displayed — the header and thumbnail of the resource.

The link to the image is sent as a message with an attached image. When you click
on an image, it opens in your browser.

Links can be quoted and forwarded to other chats. If a link in a message is sent in the
markup (MarkDown) mode, such as [website] (<website link>), then the word in
square brackets will be a link that, when clicked on, opens a window to go to the
website (Figure 167).
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Figure 167

RESTRICTIONS FOR WORKING WITH FILES

The app can be set to prohibit sending files to certain chats or channels.

In this case, the user sending the file will receive the message “Sending files from the
corporate network to this chat is prohibited.” The sending will not be completed.

A ban can be set on viewing and downloading files in certain chats/channels.

In this case, the user viewing/downloading the file will receive the warning “Only
available from the company network.” Viewing/downloading will not be available.

Restrictions are configured by the administrator. Should you have any questions,
contact your administrator or technical support.

SENDING A FILE TO CHAT

To send a file to a chat, attach it to the message field. A file of any type (see
page 28) is attached to a message by clicking < and then selecting it from the file
system. Additional methods for attaching a file, as well as the specifics of preparing it
for sending, depend on the file type and are described below.

To attach a file to a message:

1. Click & in the message field.

2. Select the file type.

3. Select a file from the file system.

4. Write the text in the message field.
5. Click =.

You can send multiple photos and documents at the same time. Batch sending of
other types of attachments is prohibited.

SENDING AN ALBUM

If you send multiple attachments at the same time, they will be grouped into an
album. The album is formed when sending documents or images. To be combined
into an album, attachments must be of the same type: for example, only images.

Note. You can send up to 10 images (“Photo” attachment type) and an unlimited number of files
(“Document” attachment type) in one message, and the images will be grouped into an album. If
you send more than 10 images, the first 10 images will be grouped into an album, and the rest
will be sent one by one in the next messages.




Files are sent in the order in which they are selected, including after disconnecting
and reconnecting to the Internet. The order of files in the album is preserved when
forwarding and when saving a message.

If the user has signed the first attachment, that signature will be applied to the entire
album. Attachments will not be combined into an album if the signature is longer than
4,096 characters. If the user has signed any attachment except the first one, the
album is split into parts based on the number of added signatures, and messages
with a signature become the first ones in their own part of the album.

All standard message actions are available for individual album attachments and for
the entire album (see "Managing Messages”).

The user can only edit the album caption, subject to the current editing restrictions.

The user can delete any attachment in the album. If an attachment was deleted for
yourself, the attachment will disappear and the album will be reformed. If an
attachment has been deleted for everyone, a “"Message deleted” notification will be
displayed in place of the deleted attachment, and the remaining attachments before
and after it will be grouped into two albums.

SENDING DOCUMENTS
You can send one or more documents to the chat at the same time.
Documents can be added to the message field in the following ways:
e by dragging files from the desktop into the message input field;
e by attaching them to the message.

SENDING GEOLOCATION

When you select the “Geolocation” file type, a window showing the current position
opens.

The app will request access to your location. To grant access, click “Allow” in the
modal window that opens. To change the location, move the map with the mouse
and select a position by clicking on it.

You can send your current/selected geolocation or nearby places. The address of the
selected geolocation and the names of nearby objects appear dynamically depending
on the marker position (Figure 168).
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Figure 168

145



SENDING IMAGES AND VIDEOS

To add images and videos to the message field, use the following methods:
e by dragging files from the desktop into the message input field;
e by copy and paste;
e by attaching them to the message.

You can edit the inserted image before sending. The user has access to image editing
functions using built-in tools.

EDITING IMAGES

eXpress provides the user with the following image editing functions using built-in
tools:

e crop and rotate;
e insert text;
e insert shapes;
e brush.
A special toolbar is used to make changes (Table 28).

Table 28

Function Button Description
Crop Image . o
‘D‘_ Remove parts of an image to resize it

Rotate Image ) ) . .
) Rotate the image to the right or to the left in 90° increments

Insert Text
T Type text on image canvas
Insert Shape J/ Draw shapes on the image canvas. The supported shapes are rectangle, arrow
and straight line.
Brush . - . .
/ Simulates the application of paint to an image. Allows to draw free-form
/ shapes
Accept
v Button to confirm changes made
Undo . . .
P Button to undo the last action with the image
Exit X Button to exit the editing mode. Confirm the changes you made before clicking

the button, otherwise they will be lost

The buttons , ", and X are available in every editing function window.
To edit an image:
1. Hover over the image.

The “Edit” button will be displayed (Figure 169).
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Figure 169

2. Click “Edit".
The Edit Image feature window will open (Figure 170).
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Figure 170

CROP AND ROTATE IMAGE

The Crop Image feature window is shown below (Figure 171).
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Figure 171

To crop an image:

1. Select the area you want to keep using the moving frames.

2. Confirm the new drawing boundaries with the button v or cancel the selection
by clicking X.

The Rotate Image feature window is shown below (Figure 172). To rotate an

3 G

image, use the buttons

X Peaacruposanme wioSpawewmcn - v

Figure 172
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INSERT TEXT
The Insert Text feature window is shown in the figure below (Figure 173).

Bce Gynet xopowo!

Figure 173
The scale on the left is used to select the text color, the scale on the right is used to
select the font size.
To insert text on an image:
1. Select font color and size.
2. Left-click in the area where you want to insert text.
The cursor will change to a blinking line.
3. Enter the text you want to insert.

The following actions are available to the user with the text that has just been
entered:

e changing color;
e changing size;
e changing position.

To perform the first two actions, select the text you just entered and use the
color and size selection scales.

To change the position of the text, after selecting it, click the mouse button on
any point of the image outside the text area. The text will be selected as shown in the
image below (Figure 174). Place the cursor over the selected text area and move it
across the drawing field while holding down the left mouse button. To rotate the text,
hover over the square above the text area and hold down the left mouse button while
rotating (Figure 174).
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INSERTING SHAPES

The Insert Shape feature window is shown in the figure below (Figure 175).

X Pesacrupomasme usoSpamenwn v

Bce Bynet xopouwo!

e e LN

Figure 175

The scale on the left is used to select the color of the shape, the scale on the right is

O

used to determine the line thickness. The buttons are used to select the

type of shape to be inserted: rectangle, straight line or arrow.
The following actions with shapes are available to the user:

e changing color;

e changing size;

e changing position.

To perform the first two actions, select the shape and use the color and size
selection scales.

To move the shape, additionally hold down the left mouse button and drag the
shape to a new location.
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BRUSH
The Brush feature window is shown below (Figure 176).

Bce 6yaet xopowo!

Figure 176

The scale on the left is used to select the color of the brush, the scale on the right is
used to determine the line thickness.

ACTIONS WITH FILES AND LINKS IN THE MESSAGE

To view a media file or document in a message, click on the file. The window for
viewing the file will open (Figure 177):

This code is
self-explanatory
and doesn't need

comments

Apwna Kapawpnawosa, 7 anp. 2022 r.
11:26, 106 K6

Figure 177

Actions with a media file in a message are similar to actions with a media file in the
chat card (see page 152).

To download a received or sent document from a message, click “Download”
(Figure 178).

PykoBoAcTBO nonb3oBatens_Be6. [leckton.docx
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Figure 178
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Downloading is carried out in accordance with the following principles:

e when the Internet is disconnected in Windows and Linux, the file download is paused
and resumed when the connection is restored; in MacOS, the download is stopped and
restarted again;

e when you reload the page and close the app while the file is downloading, the
download is reset;

¢ when you minimize the application, move the cursor to the chat list, or switch to
another chat while the file is downloading, the download is not interrupted.

To follow the link, click on it. In the pop-up window, confirm the action.

ACTIONS WITH FILES AND LINKS IN THE CHAT CARD
Files and links shared in chat are saved in the “Files, media and links” section.

When this user logs in as an external account, only the “Files, media and links” tab
will be displayed, containing files sent to the chat while the user was logged in as an
external account.

Files and links sent in the chat are saved in the “Files, media and links” section
(Figure 179) of the “Media”, “"Documents”, and “Links” tabs, depending on the type
of the object:

e in the "Media” tab (Figure 179), images and video files sent as “Photos” and “Videos”
are stored (see page 146).
o files sent as "Document” are saved in the "Documents” tab (see page 145);

e links sent in chat are saved in the “Links” tab, including those forwarded by e-mail. The
system recognizes links. When you click a link, you will be taken to the corresponding
resource. If the link contains a data transfer protocol, its preview is displayed — the
header and thumbnail of the resource. When you click an e-mail address, you will be
taken to the form for creating an e-mail with a prefilled “To” field.

Figure 179

The following actions are available to the user in the chat card:
e viewing media files;
e navigating to the message in which the file was sent;
e forwarding a file;
e downloading a file;
e search file in a chat;
e following a link;
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zooming in/out an image.
To view a media file in the chat card:

Open the chat.

2. Click on the chat name.
3. In the chat card that opens, select “Files, media and links”.
4. In the “Media” tab (Figure 179), which contains all the media files transferred in

this chat, select the desired media file.
The media file viewing window will open (Figure 177).

To perform actions with a media file use the buttons at in the top right part of
the viewing window (Table 29).

Table 29

Button Purpose

Go to the message in which the file was sent

Forward a file. Recipients are selected from the list of users
Download a file

Zooming in

Zooming out

B B m

To download a document , go to the "Documents” tab (Figure 180) and click on a
document.

[OKYMEHTBI
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Figure 180

Downloading is carried out in accordance with the following principles:

when the Internet is disconnected in Windows and Linux, the file download is paused
and resumed when the connection is restored; in MacOS, the download is stopped and
restarted again;

when you reload the page and close the app while the file is downloading, the
download is reset;

when you minimize the application, move the cursor to the chat list, or switch to
another chat while the file is downloading, the download is not interrupted.

To search for a document in the chat, see page 121.
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To follow a link, go to the “Links” tab, which contains all the links sent in the chat
and their previews (Figure 181), and click on the link.
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Figure 181

To zoom in/out an image, use the 6\ and Q buttons or the mouse wheel.

Note. The “Media”, “Documents”, “Links” tabs are also available when there is no content.

ACTIONS WITH FILES AND LINKS IN THE THREAD

Actions that the user can perform with message attachments (media files and links)
sent in the thread are similar to actions with attachments in chat (see page 124).

VIEWING DOCUMENTS

The following actions are available to the users:
e setting up viewing parameters;
e selecting viewing mode;
e copying text;
e searching in a document.

To view a received or sent document, click “View” (Figure 178). The document
will open using the viewer (Figure 182).
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Figure 182
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A page counter is displayed in the document workspace, showing the total number of
pages and the page number where the cursor is located.

You can view documents of the following formats directly in the chat:

e docx;
e Xlsx;
* Ppptx;
e pdf;

o txt.

SETTING UP VIEWING PARAMETERS

To set up document viewing options, use the panel in the upper left part of the
window (Table 30).

Table 30
Button Purpose
Il Display pages and document contents
[@ Set up the document position in the viewing window
61% >~  Scaling
) Zoom out
@ Zoom in
Ny Navigate through a document using the cursor

To enable/disable a setting, click the corresponding button.

In the additional functions menu in the upper right part of the window (Figure 182),
the following actions are available to the user:

e downloading a document to the PC;
e viewing the document in a separate browser tab;
e expanding the document to full screen.
To navigate through the pages of a document , use the mouse wheel or click

and hold the left mouse button when the / mode is enabled.

To copy the selected text, click & or press <Ctrl+C>.

“SKETCH/OUTLINE” MODE

This mode is designed to view thumbnails of several pages at once and switch to the
document's table of contents (Figure 183).
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Figure 183

“CHANGE VIEW"” MODE

This mode is designed to customize the display of document pages (Figure 184). It
allows you to customize the rotation, position, and transition between pages.
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Figure 184

SEARCHING FOR TEXT
To search for text in a document:

1. Click Q in the upper right corner (Figure 185).

2. Enter text in the search bar and set parameters (case-sensitive search and
whole-word search).

3. Click m

The search results will be displayed on the screen according to the parameters
you set. The text you are looking for will be highlighted in yellow on the page in
the window on the left (Figure 185).

4. Use the buttons to navigate through the search results

Build 3.40
26/05/2025

156




PyxoBoacTso nonb3osarens_iOS 3.33.docx S
D B n%xv O @ Y Q
nactpoia m

C yweTom perucTpa Boe cnoso

76 HacTpolika vara.......

91 Hacrpoiika kanana.

? ¢ 4/325 >

B HACTPO#KaX EXpress akTvevpoBaHa o

Figure 185
ACTIONS WITH CONTACTS

In eXpress, the user has access to the following actions with contacts:
o filtering contacts;
e tagging a contact;
e searching for a contact;
¢ sending a contact to other users;
e creating a QR code/link to the contact card.

FILTERING CONTACTS

The “Contacts” section provides a filter using the “All”, “Corporate” and “External”
tabs. In these tabs, contacts are grouped according to their types.

The user can apply a filter before starting the search or at the end to display only
certain types of contacts.

ADDING A TAG TO A CONTACT

A contact can be assigned a tag — a personal text label. Using tags (for details, see
page 39), the user can group their contacts into specific categories or topics and
quickly find them.

Note. The action for adding a tag to a contact is the same as adding a tag to a personal chat and
is described in the “Setting Up Chat” section (see page 106).

SEARCHING FOR A CONTACT
The user can search for contacts from the address book.
Depending on the app settings, one of the following search types may be available:
e exact search by full or partial contact name;
e advanced search by name and parameters in the contact card:
e phone number;
e corporate server name;
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e Ccompany name;
e department;

e supervisor;

e position;

e e-mail.

Advanced search is performed by the full or partial value of the parameter, allows
imprecise spelling and is not case-sensitive or keyboard-layout-sensitive. Chatbots
are also included in the search filter.

When you enter a user's full name, contacts with an exact match will be displayed at
the top of the list. For more information on setting up contact search by name, see
the “Main Settings” section.

To search for a contact by parameter:

1.

2.
3.
4

Go to the “Contacts” section.
Go to the “All”, “Corporate” or “External” tab.
Enter the full or partial value of the parameter in the search bar.

In the list of users found according to the specified criteria, select the user by
clicking.

The contact card will open.

In eXpress, you can also search for contacts by tags that have been assigned to them
by the user.

To search for a contact by tag:

1.

2.
3.

Go to the “Contacts” section.

Click # next to the search bar.

In the list of personal tags indicating the number of contacts that are marked
with these tags, select the desired tag or enter it in the “Tags” field. To select
multiple tags, hold down the <Ctrl> key.

Note. The keyboard case is not taken into account when entering a tag.

All contacts marked with the specified tag will be displayed (Figure 186).
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Figure 186

Note. The user can further filter the search result by tags by selecting the “Corporate” or
“External” tab.
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SENDING A CONTACT

To send a contact:

Click = in the message input field.
Select “Contacts”.

Select a contact from the address book and leave marked the fields that need to
be sent (Figure 187).

@ KceHusa BegépkuHa

T 200K 100K XK XX

CompanyName
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Figure 187

By default, all contact fields are selected. The following fields are displayed (if
they are present in the contact card):
e phone;

e e-mail address;

e date of birth;

e home address;

e work address;

e place of work (company name);
e department;

e oOffice;

e position.

A message with an attachment will be displayed in the chat, for which the actions
“View” and “Download” will be available (Figure 188).

@ KceHws BefépkuHa

NOCMOTPETb CKAYATD

Figure 188

Clicking “View"” will open the contact card (Figure 189).
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Figure 189

The email address and phone number are links that, when clicked, allow you to
text/call the contact.

To save a contact on the user's computer, click "Download” in the chat
window or the “Save” button in the contact card. The contact card will be
downloaded to the user's computer as a file in VCF format.

CREATING A QR CODE OR A LINK TO THE CONTACT CARD

The user can create a QR code or a link to an eXpress contact card and share it with
other users.

To create a link:

1.

2.
3.

Open the contact card.

Click = in the upper right corner of the card (Figure 190).
Select “Copy link”.
Share the copied link with other users in any convenient way.
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Figure 190

160



To create a QR code:
1. Open the contact card.

2. Click * in the upper right corner of the card.
3. Select “Profile QR code”.
The “Profile QR code” window will open with the generated QR code.

QR-xoa npoguns X

D
KceHus BegépkunHa

Figure 191

In the “Profile QR code” window, the user can save to the clipboard and download the
QR code (Figure 191).

To save to the clipboard, click LD in the upper right corner.
To save to your device, click “Save”.

MANAGING MESSAGES

This section provides a description of available actions. Theoretical information is
provided in the "messages” subsection.

Managing messages includes the following:
e actions with messages;
e sending reactions in response to messages;
e using emajis;
¢ sending stickers;
e sending voice messages;
e polls.

ACTIONS WITH MESSAGES

Actions with messages are carried out using the toolbar and the context menu. To
bring up the context menu, right-click on the message (Figure 192).
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The following actions with messages are available to the user:
e formatting of message text;
e copying of message text;
e responding to a message;
¢ sending a private message in response (only in group chat);
e editing a sent message;
e forwarding a message;
¢ adding to the “"Saved Messages” chat;
e creating a response reminder;
e viewing information about the message;
e deleting a message;
e pinning a message to the top of the chat;
e adding a tag;
e searching for a message in the chat.

If the message was not sent due to network instability, the user will only be able to
delete the message from their account. The remaining actions from the above list will

be unavailable. In the chat window, unsent messages are marked with the icon @

MESSAGE FORMATTING

The user can perform formatting of message text, in particular:
o formatting of an unsent message;
e clearing formatting;
e adding a hyperlink;
e changing the formatting of a sent message;
e changing a link in a sent message;
o formatting with Markdown syntax.

In a group or personal chat, the user can change the formatting and link in a sent
message. These actions are available within 48 hours after sending the message.
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In a channel, the administrator can change the formatting and links in their own
messages and messages from other channel administrators. These actions are
available for an unlimited period of time.

Formatting of an Unsent Message

To perform formatting of an unsent message:

1. Select a fragment of the text.
2. In the context menu that opens, select “Format”.
3. Select the formatting type.

The selected text will be formatted (Figure 193).
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Clearing Formatting

To clear formatting:

1. Select a fragment of the text.

2. In the context menu that opens, select “Format”.

3. Select “"No formatting” or press <Ctrl + /> on your keyboard (Figure 193).
The formatting of the selected text will be cleared.

Inserting a Hyperlink

To insert a hyperlink in a message:

Select a fragment of the text.

In the context menu that opens, select “Format”.

Select “Add link”.

Enter the link address.

Click “Add"” (Figure 194).

vi AwWN

163



@ Chats « >0 + .oPlv-Gcnerll 8 members L a

L .

;
m THREADS cal 1y the end of the week.

=]

list of participants lepartment’s weekly calls:
0 1 Ivan Galushkin
. 2 Imag
s @_9 e example.ru

n 3(42.9%)
B Pl (B)>em m

Lidiya Babenko: Bold CiH+B —
A @ Pro - Design

| will write my option in thread
italic Ctr +1

® o | Strkethrough  Ctrl + Shift + S
Code 1 Copy

[0} / # Pro - General (@2 @2 (o

é Draft: Colleagues, is it possible to include the o 20l Ctrd +\ % Cut

v
Add link Cirl +K T+ Format
+ Pro - Announcements 10 Fel
Hello! Colleagues, | ask everyone who w ot () [;) Colleagues, is it possible to Include the markeﬂngdepa@.uyem?

Figure 194

Note. The link cannot be associated with a message fragment that does not contain text or
consists only of spaces.

6. Press <Enter> to send the message.

The message will contain formatted text and a link to the selected page with its
title and snippet.

Note. If the link does not pass the automatic check, the user will receive the notification
“Invalid link” and will not be able to add it to the message.

Changing the Formatting of a Sent Message

To change the formatting of a sent message:
1. Right click on the message.
2. In the context menu, select “Edit” (Figure 192).

3. In the editing mode, select a text fragment and open the formatting menu
(Figure 193).

Change the text formatting.

Click v or press <Enter>.

A message with a new text format will be displayed in the chat/channel window.
Changing a Hyperlink in a Sent Message

To changing a hyperlink in a sent message:
1. Right click on the message.
2. In the context menu, select “Edit” (Figure 192).
3. Replace the link with the following syntax: [text](https://link).
4. Click v or press <Enter>.
The link will be changed.

COPYING A MESSAGE

To copy a message, select "Copy text” from the context menu. The text of the
selected message will be copied to the clipboard.

REPLYING TO A MESSAGE

To reply to a message:
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1.

Hover over the message and click ® or double-click on the message with the
left mouse button.

Type the text in the message input field (Figure 195).
Click = .
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Figure 195

In the chat area, the message that the user responded to will look as follows
(Figure 196):

 Nupgwusa BabeHko
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Figure 196

Note:

e achat participant can reply to any message in the chat, including their own messages.
A reply to a message can contain attachments of all types;

e if the quoted message contains emojis and/or attachments, they will be displayed in
the message.

To send a personal message in response to a message in the group chat,

select ) “Reply personally” from the context menu. You will be taken to a personal
chat with the user who sent the selected message.

Note. If the button N is missing from the context menu, this means that the author of the
message no longer has access to the app and a personal reply is not possible.

EDITING A MESSAGE

Attention!

the user can edit the text of any message sent by them, including those containing
attachments, within 48 hours;

the channel administrator can edit their messages and the messages of other
administrators without any time limitations;

the message can be edited an unlimited nhumber of times;

attachments and the quoted message are not edited and are not changed when the text of
the message is changed;

if the original message is edited after it is quoted (replied to), then in the message
containing it as a quote, it remains unchanged;

if the original message was edited after it was sent, the recipients will still see its
unchanged version.

To edit the text of a sent message:

1.

2.

Select “Edit” from the context menu (Figure 192) or press the <Up> key to edit
the last message sent.

Edit the message text.
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3.

Click = .

The bottom right corner of the message will show the “edited” label and the time
the initial message was sent (Figure 197).
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Figure 197

To view the date and time the message was last edited, hover over the
word “edited”. The message will display the date and time it was sent and, in
brackets, the date and time it was last edited (Figure 198).

Xopowo, Gyay oTnpasnsTh NO Mepe roTOBHOCTH

7.04
Figure 198

The user can also change the formatting of the message text (see page 162).

FORWARDING A MESSAGE

Note:

if the recipient of the forwarded message is not a participant in the chat from which it was
sent, then they will not be able to go to the original message;

if the user who forwarded the message is removed from the source chat, then when
switching to the original message, a notification will be displayed stating that this user is no
longer a participant in the chat;

if the original message is deleted by the author, and the author is its recipient in another
chat, then when the author switches to the original message, the following notification will
be displayed: “The message is not available” (for a message deleted “for me”) or “This
message has been deleted” (for a message deleted “for everyone”).

To forward a message to a chat/channel/thread:

1.
2.
3.

In the context menu, select “Forward” (Figure 192).

Select the recipient of the forwarded message.

Use search or tags:

e enter the chat/channel name or contact name in the search field;

o click# and select one or more tags from the list (to select multiple tags,
press and hold the <Ctrl> key).

Note. To forward a message to a thread, select the “Threads” tag.

Click in the upper right corner.

The message will be forwarded to selected chat/channel/thread. The header of
the forwarded message contains the name of the author and the time of sending
the original message. In the list of chats, a forwarded message will be marked

with the icon ’
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SAVING A MESSAGE

To save the message, in the "Saved Messages” chat, select “Save message” from

the context menu (Figure 192). A corresponding message will be displayed.

NAVIGATING TO THE ORIGINAL MESSAGE

To go to the original message, click on the header of the forwarded message.

CREATING A RESPONSE REMINDER

To create a response reminder, in the context menu, select “Create reminder”

(Figure 192). The creation of reminders is described in detail on page 250.

VIEWING INFORMATION ABOUT THE MESSAGE

Note. Viewing information about the message is available for chats with no more than

256 participants.

To view information about the message, in the context menu, select "Message
info” (Figure 192).

A column will open containing the following data:

e confirmation of signature validity;

e the list of chat participants, grouped by message status, in the following order:

e "“Read”;

e "Delivered”;

e “Not delivered”;

e the time when the message was read/delivered.

DELETING A MESSAGE

To delete a message:

1. Right click on the message.

2. In the context menu, select “Delete” (Figure 199).

3. Select the messages you want to delete.
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o if all selected messages were sent no more than 24 hours ago, a window will
open with the buttons “"Delete for me” and “Delete for everyone”;

e one or several of the selected messages were sent more than 24 hours ago,
a window with the “Delete for everyone” button will open.

5. Select “Delete for me” or “Delete for everyone”.

Selecting “"Delete from me”, will remove the message from the current user's chat
window.

Selecting "Delete for everyone”, the message text will change to “This message
has been deleted” for all chat participants. When you hover over a deleted message,
the date and time the message was created will be displayed, and in brackets, the
date and time it was deleted.

The main rules that apply when deleting a message are as follows:

e if no more than 24 hours have passed since the message was sent, the sender can
delete the message for themself and for all recipients;

e if more than 24 hours have passed since the message was sent, the sender can delete
the message only for themself;

e deleted messages cannot be restored.
Note. The channel administrator can delete the messages posted by any of the participants
for everyone, without any time limitations.

To cancel deletion of the messages, click X at the bottom of the screen next to
the information about the number of selected messages.

PINNING A MESSAGE

To pin a message:
1. Right click on the message (Figure 200).
2. In the context menu, select “Pin message”.
3. Confirm the action in the modal window.
The pinned message will be displayed at the top of the chat.

All chat participants will receive the following system message: “<User_name>
pinned the message.”
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Note. If you pin a message when there is a second pinned message, the previous message
is automatically unpinned. When you edit the original message, the changes also appear in
the pinned message. If the author of the pinned message deletes it locally (“for me”), no
changes occur for other chat participants.

To unpin a message:

Click * to the right of the message.
2. Confirm the action in the modal window.

The message will no longer be displayed at the top of the chat. All chat
participants will receive the following system message: “<User_name> unpinned
the message.”

ADDING A TAG TO THE MESSAGE

To add a tag to the message:
1. Right click on the message.
2. Inthe context menu, in the “"Add tag” field, enter the desired tag.

If the message does not have a tag, enter it directly in the (Figure 201) field. If
it already has a tag, click the “Add tag” field and enter the new tag under the
existing tag (Figure 202).

# Addtag #new_tag

Figure 201 Figure 202

Note. The keyboard case is not taken into account when entering a tag.

3. Press the <Enter> key or the icon © next to the tag.

The tag will be added to the message and will be displayed in the tag list box.
The user will be able to search for messages by this tag (see page 119).

To delete a tag from the message:
1. Click on the tag list box.
2. Click the button X (Figure 202) next to the tag you want to delete.

The tag will be deleted and will no longer be displayed in the tag list box. The
user will not be able to find the message by this tag.

SEARCHING FOR A MESSAGE

To search for a message in the chat, click Q in the upper right corner of the
screen and enter your query in whole or in part. The sorting order of search results is
described in the “"Searching for a Chat” section.

REACTIONS
The following actions are available to the user in this section:
e viewing reactions;
¢ sending a reaction;
e viewing information about reactions;

e deleting a reaction.




VIEWING REACTIONS
-9

To view received reactions, click ~  in the chat window.

SENDING A REACTION

To send a reaction to a message:

"
1. Hover over the message. A send reaction button C-') will be displayed next to the
message on the right.

Left click @) to display all available reactions.
Click on one of the reactions (Figure 203).
The reaction will be sent.
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Figure 203

To add a reaction to a message with existing reactions, perform one of the
actions below:

e click the desired reaction under the message;

- l+ . .
e click C’) and click to select a new reaction.

VIEWING INFORMATION ABOUT REACTIONS
The user can view the following information about reactions in the chat:
e types of sent reactions and their quantity;
e names of the users who sent certain reactions.
This information is displayed in the “Reactions” window.

To open the “Reactions” window, click s+ in the reactions field under the
message (Figure 204).
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A window will open (Figure 205):
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Figure 205

DELETING A REACTION
The user can delete the sent reaction in two ways.

To delete a reaction in the chat window, click on the reaction again.

To delete a reaction in the reactions information window, click DC next to your
avatar.

EMOIJIS

Emojis are smileys, pictograms, logograms, or ideograms designed to convey
emotional signals that otherwise cannot be reflected in written speech. Viewing,
searching and selecting emojis is available to the user in a pop-up window that is

displayed when clicking in the message input field. The available set of emojis
cannot be changed by the user.

To insert an emoji into a message:

1. Click @ in the message input field.
The emoji window will open (Figure 206).

QOUVRBYOLOLOOL®
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Figure 206
Select a set of emoijis by clicking the appropriate button at the top of the window.
Recently sent emojis are saved in the upper part of the emoji panel.
Swipe from bottom to top to view available emoijis.
2. Select one or more emojis.
The selected emojis will be added to the message.

Build 3.40

26/05/2025
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Note. The size of emojis depends on their quantity (the larger the size, the smaller the size)
and the presence of text in the message.

To view and select the available emoji, click the theme tab at the top of the
window and/or scroll down the slider.

To select an emoji from another set, go to the corresponding tab.

To search for emoji, enter its English nhame, in whole or in part, in the search bar.

STICKERS
Stickers are miniature pictures that convey emotions, actions or messages.

When you first open the sticker panel, it is displayed empty. eXpress supports the
creation of a personalized collection of stickers with the help of available libraries
(sticker sets).

The following actions are available to the user in this section:
e adding stickers to the collection;
e sending stickers in the message;
e deleting stickers from the message.

There are two ways to add a sticker set to the collection:
¢ via the chat window;
e in the “Settings” — “Stickers” window.

To add a sticker set in the chat window:

1. Click ™ in the chat window.

The sticker panel will open.

2. click +.
The panel will display the sticker sets available for adding to the collection.
To view available sets, scroll the slider down.

3. Click + next to the name of the sticker set you want to add (Figure 207).
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Figure 207

The set will be added to the collection and will be available for selection in the

sticker panel (Figure 208). The button + next to the set name will change
to
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Figure 208

To add a sticker set in the "Stickers” window:
1. Open the “Stickers” window using one of the following methods:
e go the “Settings” section and select — “Main” — “Stickers”;

e click b in the chat window and in the upper left corner of the sticker panel,

click @

The “Stickers” window will open (Figure 209).
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Figure 209

2. Go to the “Library” tab.
To view the stickers included in the set, click on its name.

3. Click ~+ next to the sticker set name (Figure 210).
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Figure 210

The set will be added to the user's collection and will be displayed in the "My
Stickers” tab. The added set will become available for selection in the sticker

panel. In the “Library” tab, the button + next to the set name will change to V.

To send a sticker in the message, click O in the message input field and select a
sticker.

To send a sticker directly to the chat, click on it. To view a sticker, long click on it.

You can send, view, add or remove a sticker from your favorites using the pop-up
window.

There are two ways to bring up a pop-up window (Figure 211):
right click on the sticker;

hover your mouse over the sticker and then over the button that appears in the upper
right corner of the sticker =.
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When replying (quoting) to a message with stickers in the original message, only the
emoji associated with the sticker is displayed (Figure 212 and Figure 213).

Figure 212

@ Bl

-y CTukep

MpoGnema He pelueHa?

Figure 213

There are two ways to remove a sticker set from the collection:
e via the chat window;
e in the “Settings” — “Stickers” window.

To remove a sticker set in the chat window:

1. Click % in the chat window.
The sticker panel will open (Figure 214).

Figure 214

2. Go to the sticker set tab and click .

The sticker set will be removed from the collection and will no longer be available
for the user to send in messages (Figure 215).
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To delete a sticker set:
1. Open the “Stickers” window using one of the following methods:

e in the “Settings” section select — “Main” — “Stickers”;

e click b in the chat window, then click @ in the sticker panel.
The “Stickers” window will open (Figure 216).
2. Go to the "My stickers” tab.

3. Click * next to the sticker set name.
Select "Remove”.

The set will be removed from the user's collection and will no longer be displayed
in the "My stickers” tab. The user will no longer be able to send stickers from this

set. In the “Library” tab, the button v/ next to the set name will change to +
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Figure 216

VOICE MESSAGES

To send a voice message:

1. Click \!/ in the message input field.
The recording timer (Figure 217) will be displayed in the field.

® 028 v
Figure 217

2. Once you have finished recording your message, click V.
The text message input line will be displayed (Figure 218).
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Figure 218
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3. Enter your text message, attach a file, insert an emaoji/sticker and click > .

The message will be sent to the addressee and will be displayed in the chat
workspace.

The user may not be able to turn on the microphone due to the following reasons:
access to the microphone is restricted in the browser or operating system;
microphone not found among connected equipment;
the microphone is in use by another app;
unknown error.

In this case, recording and sending of a voice message does not occur. If you try to
force the microphone to turn on, a notification will be displayed with a link to help
materials.

To cancel recording or sending a message, click X.

To playback a message, click ‘*".

Note. Voice message playback automatically stops when a call starts. After the call ends,
playback must be manually restarted from the beginning.

To stop playback of the message, click ™.

POLLS

POLLS MANAGEMENT

The following actions with polls are available to the user:
creating a poll;
editing a poll;
ending and deleting a poll;
viewing and downloading poll results;
participating in a poll.

Other actions with a poll, including forwarding, sending reactions, pinning, replying,
saving to the “"Saved Messages” chat, are similar to actions with a message (see
“Actions with Messages”).

Note. Forwarding is not available if the poll creator has disabled poll forwarding.

Creating a Poll
The user can create a poll:

in a group chat;

in a channel;

in a group chat thread;

in a group call or conference chat.

To create a poll, click &’ in the message field. The window will open (Figure 219).
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Figure 219

The rules for filling out the fields of the poll form are provided in the table below

(Table 31):

Table 31

Field Designation

Question The field is mandatory for filling, accepts letters, numbers, symbols (no more than

256 symbols)

Description The field is optional, accepts letters, numbers, symbols, markdown, mentions of
contacts and chats (up to 4,096 characters)

Answer The field is mandatory for filling, accepts letters, numbers, symbols, emojis (no more
options than 128 symbols)
Answer The field is active only in the poll mode, is not required, accepts letters, numbers,

explanation symbols, including emoji (no more than 256 characters)

To make the poll creation icon + active, fill in the required fields and configure the
settings:

e question (no more than 256 characters);
e two answer variants (no more than 128 characters);
e mark the correct answer (only in quiz mode).

Note. Other fields and settings are optional, but, except for the description, they cannot be edited
after creation.

Additional settings in the lower block (Figure 219) allow you to configure
additional poll options (Table 32):

Table 32
Option Designation
Anonymous poll Enable/disable anonymity in the poll.

When this setting is enabled, it will be possible to view the number of votes
for each option both numerically and as a percentage, but it will not be
possible to see the users who voted
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Option Designation

Select several answers Enable/disable multi-variant polling.

When this setting is enabled, the user will be able to vote for multiple
variants at the same time.

Allow poll to be Enable/disable poll forwarding.

forwarded If this setting is disabled, forwarding the poll to third-party chats and saving
the message is not possible.

Note. The “Select several answers” option is not active in Quiz mode.
To create a poll:

Click & in the message field.

Select the “Poll” attachment type.

Enter the text of the question in the “Question” field.
Enter a poll description in the “Description” field.
Enter the answer options in the “"Answer” field.

Make additional settings if necessary (Figure 219).
Click +.

The poll will be created and sent.

No vk wne

To create a quiz:

Click & in the message field.

Select the “Poll” attachment type.

Enter the text of the question in the “Question” field.
Enter a poll description in the “Description” field.
Enter the answer options in the “"Answer” field.

Turn on the “Quiz Mode” setting.

Nou ok wn e

Specify the correct answer option by checking the box next to the option
(Figure 220).

8. If necessary, fill in the “"Answer explanation” field (Figure 220). The field is
displayed when the “Quiz mode” setting is enabled.

9, Make additional settings if necessary (Figure 219). In quiz mode, the “Multiple
Answer Selector” switch will be inactive.

10. Click +.
The quiz will be created and sent.
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Figure 220

Editing a Poll
Editing is available only to the creator of the poll within 48 hours after its creation.
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To edit the poll, right-click on it, select “Edit” from the context menu, and edit the
poll description in the message field.

Ending and Deleting a Poll

Only the creator can end a poll.
To end a poll, right-click to bring up the context menu and select “End poll” or “End
quiz”.

Note. If the poll has been forwarded to another chat, the creator can end the poll in both the
original chat and the chats it was forwarded to. The poll will be displayed as ended in all chats.

The actions to delete a poll, are similar to those for deleting a message.
To delete and end the poll for everyone:

1. Right-click on the message with a poll and select “Delete” from the context
menu.

Click ¥ in the lower right corner of the window.

In the modal window, check “End the poll once the message is deleted” and click
“Delete for everyone”.

The poll will be deleted and ended for all users.

Note. If the poll was forwarded to another chat and then deleted in the original chat, it will be
viewable in the chat it was forwarded to. If the poll in the original chat was ended when it was
deleted, it will not be possible to vote in the chat it was forwarded to.

Viewing and Downloading Poll Results

To view the poll results, click “View results” next to the poll in the chat. The results
viewing form will open (Figure 221).

The action is available if there is at least one participant who voted in the poll.
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Figure 221

The poll results include:
e the question;
e answer variants.
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For ease of scrolling through large volumes of text, the question is pinned to the top
of the window.

For each answer variant the following are indicated:

e the number of users who voted for it,

e percentage of all users who voted for each variant;

e the list of all users who voted for this variant.
If the poll is anonymous, then viewing the results in a separate form is not available.
The results can be viewed in the chat message (Figure 222).
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The total number of users who voted in the poll and the percentage of all users who
voted for each option are displayed.

The poll creator can download the results to a .CSV file. This option is not available to
poll participants.

To download the results, click g in the upper right corner of the results viewing
form (Figure 221). The results will be sent to you via private messages from the Poll
Bot.

The resulting table will show the names of the users who voted, the selected answer
option, and the time of the answer.

Note. Downloading the results is not available if the poll was anonymous.

PARTICIPATING IN A POLL

The following actions are available to a poll participant:
e voting in a poll;
e canceling a vote;
e viewing poll results.

To vote in the poll, check the desired variant.

To cancel vote, right-click on the poll message and select “Cancel vote” from the
context menu. After this you can vote again.

Note. It is not possible to cancel your vote in a quiz.
To view the results of a non-anonymous poll, click “View results” next to the poll in
the chat. The results viewing form will open (Figure 221).

The poll summarizes and displays all votes cast if the poll was forwarded to third-
party chats.
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PERSONAL CALL

This section describes the actions available to the user when using personal calls in
the app. General information about calls is available in the “General information” —
“Personal call” subsection.

The following actions are available to the user in personal calls:
e setting up call parameters;
¢ initiating or accepting a call;
e switching the call to the background mode;
¢ sending messages and files during the call;
e screen sharing;
e adding users to the call;
e inviting users to the call;
e joining the call using a link;
e call recording;
e ending or rejecting a call;
e rating of call quality;

e managing the call log.

SETTING UP CALL PARAMETERS

The user can customize the call settings before accepting a call, during the call or
before the call comes in.

To perform configuration before accepting a call, set up audio parameters:
e “Microphone” — select a device for converting audio information;

e "Bitrate” — select the number of bits transmitted per second in the connection's audio
track (the more bits, the higher the quality of the audio information);

e “Output device” — select the speakers or headphones through which the audio
information will be played.

Video settings and additional options are available for customization after
accepting a call:

e "“Camera” — select a device for transmitting images during a video call;

¢ “Max incoming videos quality” — select or limit the quality of incoming video calls;
e "Outgoing video quality” — select the quality of outgoing videos;

e “Blur the background of my video” — enables background blur during video calls;

e “Show participant join/left notifications” — enables display of notifications during the
call.

Note. The “Blur the background of my video” option is not available in the Desktop App on low-
end PCs. The minimum system requirements are: >4 GB RAM, 4x2.5 GHz processor.
The user may not be able to turn on the microphone due to the following reasons:

e access to the microphone/camera is restricted in the browser or operating system;

e microphone/camera not found among connected equipment;

e microphone/camera is in use by another app;

e unknown error.
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In this case, the microphone/camera will not be available in the list of devices, and
the microphone/camera enable buttons will be inactive. If you try to force the
microphone/camera to turn on, a notification will be displayed with a link to help
materials.

Note. The user can make calls without connecting a microphone/camera.

SETTING UP CALL PARAMETERS BEFORE ACCEPTING A CALL
To set up call parameters before accepting a call:
1. Click Q in the upper right corner of the call window.

The settings window will be displayed on the right (Figure 223).
2. Complete the settings.

0 3 Hacrpoiiku ayamo

MuxpocoH

Mo ymonuahuio - Microphone Array ..

YyecTBuTensHOCTL

Kauecteo 3syxa

Boicokoe (16 Kout/c)

YCTpOiCTBO BuiBOAA
Mo ymonuanuio - Lautsprecher/Kopf.
Hukura

Kauecrteo ucxogaujero sugeo

WUCX0oARLMIA 380HOK Bobicokoe

Figure 223

Note. The group call administrator has access to the call participant selection menu
(Figure 256).

SETTING UP CALL PARAMETERS DURING THE CALL

During a call, you can customize the call settings in two ways: using the pop-up
menu and using the buttons on the call screen.

First Method. Via the Pop-Up Menu

1. Click ¢ in the upper right corner of the call window.
2. In the menu that opens, select “Calls settings” (Figure 224).
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Figure 224

The call settings menu will open (Figure 225).
3. Complete the settings.
The following parameters are available for configuration:
sound quality;
max incoming videos quality;
outgoing video quality.

When checked, the “Always show settings on call start” checkbox automatically
shows the participant selection and settings window when making a call in a group
chat.

The “Blur the background of my video” checkbox enables background blur during
video calls.

Note. The “Blur the background of my video” option is not available in the Desktop App on low-
end PCs. The minimum system requirements are: >4 GB RAM, 4x2.5 GHz processor.

The "“Show participant join/left notifications” checkbox enables the display of
notifications during the call (Figure 225).

Note. To turn off notifications during an ongoing call/conference, click X. This does not disable
notifications from being displayed in subsequent calls/conferences.
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Figure 225

Note. The above parameters can only be set using the menu opened with the icon :

In the "“Microphone” drop-down menu, select the device for converting audio
information. The closer the input device is to the speaker, the better the sound
quality will be.

The checkbox “turn on the microphone when entering a group call” automatically
U ~
enables the switch.

Note. To turn the microphone on/off, you can use the key combination <Left Alt>+<M> (regardless
of the keyboard layout).

In some cases, the microphone may not be available in the list of audio devices. For
more details, see page 181.

Sensitivity determines the voltage at the microphone output at a certain sound
pressure. The higher the sensitivity, the stronger the output signal will be at the same
sound pressure.
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In the “Output device” drop-down menu, select the speakers or headphones through
which audio will be played.

In the “Video” section, from the “Camera” drop-down menu, select the camera to use
for transmitting images during a video call. Below the drop-down menu is an example
of the selected camera's operation. Adjust the quality of incoming and outgoing video
streams.

The checkbox “turn on the microphone when entering a group call” automatically

enables the m switch.

Sound Quality

The “Sound quality” parameter allows to set number of bits transmitted per second in
the audio track of the connection. The more kilobits, the higher the quality of the
audio information.

The default value is 16 Kbps.

To maintain stable audio transmission in poor connection conditions, lower the
audio quality.

If the call participants have different audio quality settings, the audio quality of the
current call is set to the lowest value set by the participants.

Note. After minimizing/closing and opening the app, the sound quality setting is saved. After
exiting the app and logging in, the audio quality setting is reset to the default value (16 Kbps).

Max Incoming Videos Quality

This section allows you to set the maximum quality settings for videos received from
other users.

To configure the parameter, click "Max incoming videos quality” and select the
parameter value (Figure 226) from the list.
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Figure 226

Note. The “Off” setting blocks all incoming videos or only allows viewing of other users' screen
sharing.

Outgoing Video Quality
This section allows you to set the quality settings for the videos sent by the user.

To configure the parameter, click “Outgoing video quality” and select the
parameter value from the list.

Second Method. Via Buttons in the Chat Window
To configure the microphone settings, click the arrow next to the microphone
U |~

switch at the bottom of the screen.

A window with the settings menu (Figure 227) will open:
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Audio settings

Output device

Default - Realtek(R) High Definition Speakers -

Bitrate

High (16 Kbit's) v

Microphone

Default - Realtek(R) High Definition Audio
Sensitivity
@ Noise suppression

@& Voice smoothing
Figure 227

The microphone settings in this menu are similar to the microphone settings that can
be made in the menu called up using the button <.

To configure video communication settings, click on the arrow near the camera

-
switch at the bottom of the screen.

A window with the settings menu (Figure 228) will open:

Video settings

Camera

Integrated Camera (13d3:56a6)

Max incoming videos quality

High

Outgoing video quality

High

Figure 228

The camera settings in this menu are similar to the camera settings that can be made
in the menu called up using the button s.

SETTING UP CALL PARAMETERS BEFORE THE CALL COMES IN
To set up call parameters before the call comes in:
1. Click on the user avatar in the main menu of the app.
2. Inthe “Settings” section (Figure 291) select “Calls settings”.
3. Adjust the desired settings in the call settings menu (Figure 225).
4. Close the menu using the button X.
Call settings will be saved.
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STARTING A CALL

Note. During a call, the app disables the automatic monitor power off function and app block
with a PIN code function (in the Desktop App).

STARTING A PERSONAL CALL
You can start a personal call to the user in the app in the following ways:
e via the user card;
e via a personal chat with the user;
e via the group chat card;
e via the call log.

If the user starts a call by mistake and terminates it within 3 seconds, the call will not
start. The call entry will not be displayed in the chat and in the call log.

If the call is automatically rejected, it means that the called user's status settings
restrict incoming calls.

First Method. Via the User Card

To make a personal call in the app:

1. Open the user card.

2. Click Y.
The call window will open.

The call will be initiated. The call chat will be marked with the o icon
(Figure 229).

° 8 MHHOKEHTHR CHHHLBIH

Figure 229

Second Method. Via a Personal Chat with the User

To make a personal call in the app:

1. Open a personal chat with the user.

2. In the upper right corner, click .
The call window will open.
The call will be initiated. The call chat will be marked with the o icon
(Figure 229).

Third Method. Via the Group Chat Card

To make a personal call in the app:

1. Open the group chat card.
2. To the right of the user selected in the list, click e+ (Figure 230).
3. Select“Call”.

The call window will open.
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Figure 230

The call will be initiated. The call chat will be marked with the ° icon
(Figure 229).

Attention! The call is available for a group chat with up to 256 participants.

Fourth Method. Via the Call Log

To make a personal call in the app:

Click - in the main menu of the app.
In the call log, go to the “Calls” or "Missed” tab (Figure 231).
Click on the personal call header.

The call will be initiated. The call chat will be marked with the ° icon
(Figure 229).
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Figure 231

Note. If the user no longer has access to the app, the call will not be possible and a
corresponding system message will be displayed.

RECEIVING AN INCOMING CALL

To receive a personal incoming call, click °

To reject a personal incoming call, click °

Note. In the Desktop App, when an incoming call arrives, a pop-up notification is displayed even
if the app is minimized.
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SWITCHING THE CALL TO THE BACKGROUND MODE

The background mode allows the user to work in eXpress and other apps on their PC
without leaving the call. In this mode, all actions are available except for calls via
eXpress and sending voice messages.

SWITCHING TO THE BACKGROUND MODE

To switch to the background mode, minimize the call window by clicking on any
chat in the list.

The call window will be displayed under the main menu in a collapsed form
(Figure 232). The call chat is marked in the highlighted area with an icon with the
chat avatar.

Note. To turn the microphone on/off during a call in the background mode, you can use the
keyboard shortcut <Left Alt>+<M> (regardless of the keyboard layout).
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Figure 232

Note. Closing the app and then opening it pauses the call but does not end it. When the app is
minimized and the Internet connection is unstable during a call, the dialing/call is interrupted
only 120 seconds after the start of the dialing/loss of connection.

RETURNING TO THE CALL SCREEN

To return to the call window, in the menu of the collapsed call, click on the chat
avatar.

To end or put a call on hold, in the collapsed call menu, press the button °

SENDING MESSAGES AND FILES

During the call, participants can exchange messages and files in a personal chat.

Once the call is ended, files and messages are saved in this chat and are available for
viewing.

To exchange text messages/files during a call:

1. Click E in the call window header.

The call window will be minimized and the call will be switched to the background
mode. You will be transferred to a personal chat with the user, in which you can
exchange messages and files.
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2. Write a message, attach a file.

3. Click = .
To return to the call window, click on the chat avatar in the collapsed call menu.

To view messages and files after the call is ended, go to the personal chat with
the user from the “Chats” section.

SCREEN SHARING

During a call, the user can enable/disable screen sharing, which will be visible to
other call participants.

Note. The app may have a restriction on screen sharing outside the corporate network. In this
case, offline users will not be able to see the shared screen. All call participants will receive a
notification about the restriction.

To enable screen sharing:

1. During a call, click o The button will change its color from gray to blue.
The screen sharing settings window will open.
2. Select a screen sharing option:
o full screen — call participants will see the entire screen and all actions on it;
e window — call participants will only see the selected window and all actions
init;
e tab (in the Web App, depending on the browser) — the setting depends on
the browser used.
3. Click “Share”.

Click “Show me what I am sharing” to enable the display of the area being
shared in the speaker mode (Figure 233).

Bel AeMOHCTpUpYeTEe CBOW 3KpaH

Moka3aTb MHe, 4TO A OeMOHCTPpUpYHO

Figure 233
The selected screen will be displayed to all call participants (Figure 234) in a
separate window.

During a call, only one user can share their screen. When a user enables this
feature, the previous user's screen sharing is automatically disabled.
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The Desktop App has an option to highlight the area of the screen being shared. To
activate it, check the corresponding box in the call settings (Figure 235).
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Figure 235

During screen sharing, the area of the screen being shared will be highlighted with a
frame (Figure 234).
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Figure 236

In full screen mode, you can share your screen without buttons or frames.

To hide interface elements while sharing your screen in the full-screen mode, do
not interact with the mouse or touchpad for three seconds. The image will be
expanded to fill the entire screen, without displaying any of the eXpress window
interface elements.

Note. Pop-up notifications on the user's screen will not be shown during screen sharing.

To display interface elements, move the mouse cursor or touch the touchpad. The
buttons and window frame will be displayed and the user will be able to exit the full-
screen mode.

To turn off screen sharing, click o
The button will change its color from blue to grey.

ADDING USERS TO THE CALL

The user can add new participants and chatbots to the personal call. When adding
new participants to a personal call, the call becomes a group call. When adding
chatbots to a call, the call remains a personal call. Chatbots are displayed in the list of
call participants, but are not included in the number of call participants and are not
displayed in the call window (Figure 237).

Note. The user will not join the call, if their status settings restrict incoming calls.
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Figure 237

The actions for adding chatbots to a call are similar to the actions for adding new
participants to a call.

To add new participants:
1. Click B in the upper right corner during a call.

2. In the call participants window, click on E in the upper right corner.
The contact list will open (Figure 238).
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Figure 238

Note. Use the mouse wheel to view the list of call/conference participants.

To search for a contact in the list, use a search string (Figure 238).
Note. The search is performed only by full name or full name and additional contact
information. The search type depends on the app settings:

e if exact match search is enabled, enter the contact’s first name, last name, or e-mail
address;

Build 3.40
26/05/2025

193




. if exact match search is disabled, enter the first name, surname, job title, department
name, manager name, phone number, or contact e-mail address.

To search for a contact by tag, click # next to the search bar and select a
tag from the drop-down tag catalog (Figure 29).

To delete an already selected user, click X.
3. Select the users you want to add to the video call.

The selected users will be displayed above the contact list (Figure 238).
4. Click v/.

The selected users will be added to the call. A message will be displayed in the
call chat: “<User_name> has joined the call”, which when clicked on will take
you to that user's profile.

INVITING USERS TO THE CALL

The user can invite a participant by sending them a link or QR code.
The user will join the call by following the link or using the code.

Note. An unregistered user (guest) can follow the link and connect to the call from a mobile or
web browser, or download the Desktop App and connect through it.

To invite a user to the calls

1. Click &1 during a call.
A window will open for generating a link to the chat in which the call is made

(Figure 239).
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Figure 239

2. Select the link's validity period and its availability in the window that opens. By
default, the values are set to "“Always” and "“Trust corporate servers”
(Figure 239, Table 33).

Table 33

Option Access

Trust corporate servers For example, all employees of the same
organization

Of any corporate server Including employees of other organizations

Any (including guests) All users, including external and unregistered

eXpress users (guests)

3. Check the “Join with a password” box to set a password that the user will specify
to join the chat.
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A field will be displayed, in which the automatically generated password is

displayed.

To automatically update the password, click ® to the right.

To change the password manually, clear the field and enter a new password.
e To create a link:

4. Click “Create link”.

The link to the chat will be copied to the clipboard. A corresponding message
will be displayed at the top of the screen.

e To create a QR code:

4, Click E to create a QR code.
A pop-up window containing a code will open (Figure 240). Click “Save” to
save the code to your device or click I_D to copy it to the clipboard.
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Figure 240

The code will be saved to your device or copied to the clipboard.

5. Paste the link from the clipboard or into the message input field in eXpress or
another app, into an email, or attach a QR code to the message. Send the
message/e-mail.

The user who receives the link will be able to join the call using the Desktop App
or web browser.

JOINING THE CALL USING A LINK
The following actions are available to the user in the section:
e joining a call via a link in Desktop/Web App and via a QR code;
e logging in with your account or as a guest.

Note. An unregistered user (guest) can follow the link and connect to the call from a mobile or
web browser, or download the Desktop App and connect through it.

To join a chat using a link in the Desktop App, click “"Open chat in the app”.

Attention! In order for a user to join the call via a link, access to https://xInk.ms must be open in
the local network.

To join a chat using a link in the Web App , click "Open in web”.
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https://xlnk.ms/

If the user is logged in to the app, a screen will open with a “Join” button, click it to
join the call.

The call window will open.

If the user is not logged into the app, then after clicking on the link, a window will open
with login options (registered user or guest).

To join the call using a QR code, scan the code using your device.

Note. You can scan the QR code only from the Mobile App.

To sign in with your account or register in the app, click “"Login”. The app login
window will open.

To log in as a guest (unregistered user) , select “Log in as a guest” and enter
your name in the next window.

The window of the call to which the link was received will open (Figure 241). To join

the call, click ° A message will be displayed in the call chat: “<User_name> has
joined the chat.”
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Figure 241

A “Guest” type user can interact with other participants in the call chat. Once the call
is over, the chat will be closed.

Note:

o if the link has expired, the following message is displayed: “This link is not active”, the call
will not be available;

e when you try to join a ended call, the app login window will open.

RECORDING A PERSONAL CALL

Call recording can be managed by any participant except external user or guest.
The following actions are available to call participants:

starting a recording;

pausing a recording;

stopping a recording.
The following actions are available to other call participants:
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e confirmation/refusal of participation in the recording;
e viewing a recording.

If your browser or operating system settings prohibit recording during screen sharing,
the app will request access to screen recording. Grant the permission in system
settings.

ENABLING CALL RECORDING
To enable call recording:

1. In the current call window (Figure 242), click ¢ in the upper menu. If the call is
open in a separate window, click * at the bottom of the window.
In the menu that opens, select “Start recording”.

A flashing recording timer indicating the recording duration will be displayed in
the upper left corner.
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Figure 242

PAUSING CALL RECORDING

To pause a recording:

1. In the current call window, hover over the recording timer in the upper left
corner.

2. Click Il (Figure 243).
The recording will be paused.
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RESUMING CALL RECORDING
To resume a recording:

1.
2.

In the call window, hover over the recording timer in the upper left corner.

click > (Figure 244).
The recording will be resumed.
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Figure 244

STOPPING CALL RECORDING

You can stop the recording in three ways.

First Method. Using a Timer
To end a call recording using a timer:

1.
2.
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In the call window, hover over the recording timer in the upper left corner.
Click O (Figure 245).
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Second Method. Via the Context Menu
To end a call recording using the context menu:

1. In the call window (Figure 246), click £ in the upper menu. If the conference is
open in a separate window, click * at the bottom of the window.

2. Select “Stop recording”.
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Figure 246

Third Method. Leaving a Call

To end a recording by exiting a call:

In the call window (Figure 247), click ° to leave the call.
In the dialog box that opens, click “Stop recording”.
Click “Leave call”.

The recording will be stopped. The call recording file has a resolution of
1920x1080 pixels and is stored on the server.
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A message will be displayed in the Recordings Bot chat with links to the audio
and video files of the call recording.
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Figure 247

GENERATING A LINK TO DOWNLOAD RECORDING FILES

Important notice! Call recording files can be downloaded by any user who has access to the link,
including users from other corporate servers and users from a regional server (external users).

Once the administrator stops the recording the system will start generating a link for
downloading files.

Once the link is generated, a message will be displayed in the Recordings Bot chat
with links to the audio and video files of the call recording.

Note:

o the format and number of recorded files depends on the recording mode settings in the
administrator web interface;

e the time required to generate a link is approximately equal to the length of the recording
itself.

CONFIRMATION OF CONSENT TO RECORDING

Once the call initiator starts recording, the second participant will receive a
notification. The call participant must confirm participation in the recording or refuse
to participate in the recording.

Note. The call recording starts at the moment when the call initiator turns it on, i.e. even before
the participants agree/refuse to participate in the recording.

Participants must confirm or refuse participation in the recording. This confirmation is
requested only once, even if the call initiator stops the current recording and then
starts the next one.

To confirm participation in the recording, click "I agree to the recording”.

The user will continue to participate in the recording.

To refuse participation in the recording, click “Leave call”.
The call window will be closed.
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The user can join the call being recorded later. To do this, enter the call and confirm
your participation in the recording.

DOWNLOADING CALL RECORDING

To download the recording of a current or ended call:
1. In the chat list, select Recordings Bot to go to the chat (Figure 248).
2. In the message from the bot, click the “Audio” or “Video” link.

The file will be downloaded to the user's device.
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Attention! If the video does not play, make sure that the HEVC (h.265) codec is installed in
the video player.

ENDING A PERSONAL CALL

To end an outgoing call or cancel an incoming call, cIick° (Figure 249). The
call will be ended.
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Figure 249
To end a personal call, in the Desktop App, you can use the close app button in the
upper right corner:
1. Click the close app button during an active call or conference (Figure 250).
2. In the dialog box that opens, click "End”.
The call will end, and the app will be minimized.
Clicking “Do not end” will minimize the app but continue the call.




Do you want to end the call?

@ (=]

Figure 250

RATING OF CALL QUALITY

After the call is ended, a pop-up window to rate the quality of the call may appear on
the screen.

To close the window, click “Yes, everything is fine” or wait until it closes
automatically after 5 seconds.

To provide feedback on call quality, click "No, report a problem” and in the next
window, specify the nature of the problem. If there is no suitable option in the list
provided, select “Other” and describe the problem in the field that appears. Click
“Send”.

The user's call quality rating and an automatically generated call report in JSON
format will be sent to the server.

A pop-up window will open saying “Thank you for helping us make the app better!”
and will automatically close after 5 seconds.

If the user does not accept the incoming call within two minutes, the call is ended. A
message with the call time will be displayed in the chat:

o the user who initiated the call receives the message “Call canceled”;
e the user who did not accept the call will see the message “Missed call”.

CALL LOG

The user can view the call log in the “Calls and conferences” section.

VIEWING THE CALL LOG
To view the log of all calls, click . in the main menu on the left side of the app
window.

The “Calls and conferences” section will open, in which the “Calls” and “Missed” tabs
are used to view the call log.

If the user has no missed calls, the tab (“Calls” or “Conferences”) that the user had
open last time will open.

If the user has missed calls, the “Missed” tab will open.

To view the call log with a specific user of any type (missed, accepted or rejected),
use the “Calls” subsection in the user card (Figure 251).
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For more information about actions with call records, see “Call Log” in the “Personal
call” section.

SEARCHING FOR A CALL ENTRY IN THE LOG

To search for a call entry in the log:
1. Go to the “Calls” or “Missed” tab.
2. Enter the username, in whole or in part, into the search bar.
Case and keyboard layout are not taken into account.
The list of call records that match your query will be displayed (Figure 252).
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Figure 252

Clicking on the personal call header initiates a call to that user.

Call links are also saved in the personal chats in which the calls were made
(Figure 253).
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To view information about the call, click on the corresponding link .
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To view a call participant's card, click on their name.

CLEARING THE CALL LOG

To delete a call entry from the call log:

1. Go to the “Calls” or “Missed” tab.

2. Right-click on the call entry you want to delete from the log.

3. In the context menu that opens, select “"Delete call” (Figure 254).
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To clear the call list:

1. In the “Calls and conferences” section, click !
2. In the window that opens, select “Clear call list” (Figure 255).
3. Confirm the action in the modal window.
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GROUP CALL

This section describes the actions available to the user when using group calls in the
app. General information about calls is available in the "Group call” subsection.

The following actions are available to the user in group calls:
e setting up call parameters;
e starting a call;
e switching the call to the background mode;
e sending messages and files;
e screen sharing;
e sending reactions in the call;
e using the “Raise your hand” action in the call;
e adding users to the call;
e inviting users to the call;
e joining the call using a link;
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e viewing information about participants;

e making a repeat call to the call participant;

e call recording;

e additional possibilities of the call administrator:

turning off the microphone/camera of individual or all call participants;
disabling the “Raise your hand” notification for a participant;

removing a call participant;

appointing a call participant as administrator;

ending the call as administrator;

e ending a call;

e rating of call quality;

e managing the call log.

SETTING UP CALL PARAMETERS

The actions for setting up call settings are similar to those for setting up group and
personal calls.

STARTING A CALL

Note. During a call, the app disables the automatic monitor power off function and app block
with a PIN code function (in the Desktop App).

STARTING A GROUP CALL

Note. If the call is automatically rejected, it means that one of the called users has status
settings that restrict incoming calls.

To start a call in a group chat:
1. Open the chat.

2. Click at the top of the screen.

A window with buttons for turning on/off the camera and microphone and a
window for selecting chat participants will be displayed on the screen
(Figure 256).

3. If the participant selection window is not displayed, click * to open it manually.
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4, Select calls participants (Figure 256):
¢ to exclude a participant, uncheck the box on the right;
e to uncheck all boxes, click "Reset all” and check the required boxes;
e to select all participants, click “Select all”.

5. Turn the microphone on by moving the switch m Camera settings will be
available during the call.

In some cases, the microphone/camera not be available in the list of devices.
Moreover, the microphone/camera buttons will be inactive (for more details, see
page 181).

6. Click ° to make a call.
The call will be initiated. The call chat will be highlighted in color and marked with
the icon °

Note. The participant selection window is displayed automatically only if the “Always show
settings when starting a call” checkbox is checked in the “Settings” — “Call settings”
section, and this is:

e  outgoing call in a group chat;
e incoming call and non-personal call.

The call participant selection settings are saved: when initiating the next call, the values
used in the previous call will be used.

RECEIVING AN INCOMING CALL

To receive a group incoming call, click ° and in the window that appears,
enable/disable the microphone and/or camera by moving the switch.
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Note. To turn the microphone on/off, you can use the key combination <Left Alt>+<M> (regardless
of the keyboard layout).

In some cases, the microphone may not be available in the list of audio devices.
Moreover, the microphone on/off button will be inactive (for more details, see page
181).

To reject an incoming group call, click °

Note. In the Desktop App, when an incoming call arrives, a pop-up notification is displayed even
if the app is minimized.

SWITCHING THE CALL TO THE BACKGROUND MODE

The background mode in a group call works similarly to the background mode in a
personal call.

SENDING MESSAGES AND FILES

The user can send messages and files during a group call. The actions for doing this
are similar to those in personal calls.

To send a message to the group call chat:

1. Click E in the call window header.

A chat window will open on the right, in which the call is made (Figure 257).
2. Write a message, attach a file.
3. Click ».

To open the call chat, click X in the upper left corner of the chat window.
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Figure 257

To return to the call window, click on the chat avatar in the collapsed call menu.
To view messages and files after the call is ended:

1. Click . in the main menu of eXpress.
2. Go to the “Calls” or "Missed” tab.
3. Click the group call name in the list.
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The chat for this call will open.

SCREEN SHARING
Screen sharing in a group call works similarly to screen sharing in a personal call.

REACTIONS IN THE CALL

Users can send reactions in group calls. Sent reactions are visible to all participants,
with up to five reactions displayed on one screen at a time.

SENDING REACTIONS IN THE CALL
To send a reaction:

1. Click etin the current call window.
A window with all available reactions will open (Figure 258).
2. Select a reaction.
The reaction will be displayed within 10 seconds.
The message “<User_name> <reaction emoji>" will be displayed on all users'
screens for 3 seconds (Figure 259).
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Figure 258

CHANGING REACTIONS IN THE CALL

To change a reaction:

Click & in the current call window.

2. In the window of all available reactions (Figure 259), choose a reaction that is
different from the previous one.

The previously sent reaction will be replaced by a new one.
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USING THE “RAISE YOUR HAND"” ACTION IN THE CALL

The user can perform the “Raise your hand” action during a call to gain attention and
ask to speak without interrupting other users.

To “"Raise your hand”, click WJ in the current call window.

The message “<User_name> raised their hand <raised_hand_emoji>" will be
displayed for all users for 5 seconds (Figure 260).
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Figure 260

Note. If the user has sent a reaction after using “Raise your hand”, the reaction is displayed on
top of the icon ﬂ

To “Raise your hand”, click ﬂ' in the current call window.
The call administrator can also “Lower the hand” for a call participant.

The option is disabled automatically when user turns on their microphone and starts
speaking after using “Raise your hand” (if the microphone was turned on when the
“Raise your hand” button was clicked, the user must turn off the microphone, then
turn it on again and start speaking).
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ADDING USERS TO THE CALL

The user can add new users to a group call. The actions for doing this are similar to
those in personal calls.

Note. The user will be added to the call chat, but not to the group chat in which the call is taking
place.

INVITING USERS TO THE CALL

The user can invite new users to a group call. The actions for doing this are similar to
those in personal calls.

JOINING THE CALL USING A LINK

The user can join a group call via a link. The actions for doing this are similar to those
in personal calls.

VIEWING THE LIST OF CALL PARTICIPANTS

To view the list of call participants, cIickE in the upper right corner. The call
participants window will open to the right of the call window (Figure 261).
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Figure 261
Note. In the list of call participants, guests are marked using avatars and the “Guest” label.

Guest avatars are created automatically and contain the first letters of the first and last name.

The “In call” area contains a list of active call participants, with the current user at the
top, followed by the call administrator and the remaining participants. The “Waiting”
area contains a list of users who did not accept the call.

Note. Use the mouse wheel to view the list of call participants.

To open the card of a call participant, click on their name in the list.
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If the current user is a call administrator, the call participants list displays buttons to
the right of the user name (Figure 261, Table 34):

Table 34
Icon Purpose
X Removing a user from a call (available only to the administrator)
n Screen sharing (if enabled)
‘ . .
\!J k Turning the microphone on/off

[ ] k‘ Turning the camera on/off

ﬂl, “Raise your hand”

If the current user is not a call administrator, then in the list of call participants, the
buttons for turning off the microphone and camera, canceling the “Raise your hand”
action, and removing users from the call are not available to them (Figure 261).

The list of call participants' nhames is arranged in the following order:
e participants with screen sharing enabled;
e participants with “Raise your hand” icon;
e participants with the camera turned on;
e the rest of the participants.

MAKING A REPEAT CALL TO THE CALL PARTICIPANT

If the participant did not answer the group call or left it, the user can make a repeat
call to the participant.

This action is available to all users who are participants in the call.

Note. Making a repeat call will not work if the called user's status settings restrict incoming
calls.

To make a repeat call to one participant:

1. Open the list of participants by clicking i in the upper right corner.

2. Click e+ to the right of the participant's name in the "“Waiting” block
(Figure 262).

3. In the modal window that opens, click “Call again”.

The app will start calling the participant. The dialing time is 15 seconds. During
this time, the system message “The call is in progress” will be displayed opposite
the participant's name.

To make a repeat call to the “"Waiting” participants:

1. Open the list of participants by clicking 2= in the upper right corner.
2. Click “Call everyone” in the “Waiting” block.

The app will start calling participants from the “Waiting” list. The dialing time is
15 seconds. During this time, the system message “The call is in progress” will
be displayed opposite the names of the participants.

211



/ 3BOHOK B uaTe Pro - MnasHan 005 (2 [0".' 2= @ i

’ B 3BOHKE

. @B O
g 8 Hikura Mvporos % M-

OXMUAAEM

- € 8 Vines CaeTosapoa @,—)
o !
2 TMO3BOHUTL NOBTOPHO

9 @Manycii¢ 2 YAAnuTL U3 380HKA

.
CTHCI»O 6000

Figure 262

RECORDING A GROUP CALL
The actions for recording a group call are similar to those for recording a personal
call.

POSSIBILITIES OF GROUP CALL ADMINISTRATOR

The initiator of the group call is its administrator. The following actions are available
to the administrator (which are not available to other participants):

turning off the microphone/camera of individual or all call participants;
disabling the “Raise your hand” notification for individual call participants;

e removing call participants.

TURNING OFF THE MICROPHONE/CAMERA OF A CALL PARTICIPANT
To turn off the microphone/camera of an individual participant:

1. CIickE during a call.

The list of call participants will open (Figure 263). If a participant has their
microphone/camera turned on, a corresponding icon will be displayed to the right

of their name, see 4 and ™

Click 4 and ™ o the right of the participant's name.

Click “Turn off” in the modal window that opens.
The user's microphone/camera will be turned off. The user will receive a
corresponding notification.
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TURNING OFF THE MICROPHONE/CAMERA FOR ALL PARTICIPANTS

To turn off the microphone/camera for all participants:

1.

Click 25 during a call.

The list of call participants will open (Figure 263). If a participant has their
microphone/camera turned off, a corresponding icon will be displayed to the right

of their name, see L and ™

Click in the upper right corner of the window.
Click “Turn off” in the modal window that opens.

The users’ microphone/camera will be turned off. Call participants will receive a
corresponding notification.

DISABLING THE “RAISE YOUR HAND” NOTIFICATION FOR A PARTICIPANT

To “Lower the hand” for a call participant:

1.
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Click 25 during a call.

The list of call participants will open (Figure 264).
Click ee* to the right of the participant's name.

A context menu will open.

Select “Lower the hand”.

The icon ﬂ will no longer be displayed next to the participant's name in the
conference interface.
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REMOVING A USER FROM THE CALL
To remove a user from the call:

1. Click 2 during a call.

2. In the call participants window that opens (Figure 263), click on e+ to the right
of the participant's name.

3. In the context menu, select "Remove from call” (Figure 264).
Confirm the action in the modal window.
The user will be removed from the call.

ENDING AND LEAVING A GROUP CALL
Please note:
e agroup call can be ended only by the administrator — the user who started the call;
e non-administrator participants of the call can leave it, but the call will not be ended;
e you can return to the call later before it is ended by the administrator.

LEAVING A CALL

To leave a group call, click on °
The participant will be dropped from the call; the call will not be ended.

RETURNING TO THE CALL

To return to the group call, go to the chat where the call is taking place, and lick
“Join” in the upper right corner (Figure 265).
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ENDING THE CALL AS ADMINISTRATOR

To end a group call as administrator:

1. CIick° during a call.

2. If recording was enabled when you clicked the end call button, click “End
recording” in the dialog box that opens.

3. Select “End call for everyone” (Figure 266).
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Figure 266

The call will be ended for all participants. In the call chat, all participants will
receive the following message: “Ground call ended”.

To put a group call on hold, click ° If the user is the initiator (administrator) of
the current call, select “Leave call” (Figure 266). The call will be placed on hold. The
chat in which the call is in progress will be marked with a green handset icon.

The user can perform any actions using the device, including making calls, then
return to the call on hold at any time until it is ended by the administrator.

To exit a group call in the Desktop App, you can use the close button of the app
X (see page 201).

If the user does not accept the incoming call within two minutes, the call is ended. A
message with the call time will be displayed in the chat:

e the user who initiated the call receives the message “Group call started”;
e the user who did not accept the call will see the message “Missed group call”.

RATING OF CALL QUALITY

After you end a group call, you may see a pop-up window asking you to rate the call
quality. The actions to rate the quality of group calls are similar to the actions for
rating the quality of personal calls.
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CALL LOG

Viewing, searching and working with entries in the group call log is similar to viewing,
searching and working with entries in the personal calls log. For more information
about actions with call recordings, see “"Call Log” in the “Personal call” section.

SIP CALLS

This subsection describes the actions available to the user when using the SIP Calls
feature. General theoretical information is provided in the “"SIP Calls” subsection.

A voice call to a landline phone is made in the following ways:
e First Method. Via the Dial Pad;
e Second Method. Via the Contact Card;
e Third Method. Via THE Personal Chat Window.

FIRST METHOD. VIA THE DIAL PAD

To make a SIP call:
1. Click \o in the main menu.

2. In the "“Calls and Conferences” window that opens, click : in the upper right
corner.

3. In the menu that opens, select “Dial internal number”.

Dial the subscriber's number using the keypad (Figure 267). When dialing a
number, it is searched for in the current user's address book.

1 2 3
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Figure 267

5. Click @,

The app will make an outgoing call via PBX to the dialed humber.

SECOND METHOD. VIA THE CONTACT CARD

If the corporate user has one or more short corporate SIP numbers, they are
displayed in his card, in the “Corporate information” section (Figure 268). If the user
has several corporate SIP numbers, they will be arranged sequentially in the card,
one below the other.

216



Note. The user can learn their corporate SIP number in the personal card, if available.

To make a SIP call:
1. Click on the SIP number in the user card (Figure 268).

2. Click the call button in the chat window with the user and select one of the short
numbers from the list that is displayed.

3. If necessary, select the app with which the call will be made (IP telephony or
mobile communications).

@ Ksenia Vedyorkina

Status

W Hamecre

Tags

Corporate info

= server.ru
CompanyName

Deployment Department

Deployment Engineer

Figure 268

THIRD METHOD. VIA THE PERSONAL CHAT WINDOW
To make a SIP call:
1. Go to the window of a personal chat with the corporate user.

2. Click 'w- in the upper right corner of the window.
3. Select one of the short numbers from the list that is displayed.

VIDEOCONFERENCING

This section describes the actions available to the user when using the
videoconferencing feature. General theoretical information is provided in the
“Videoconferencing” subsection.
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To go to the “Calls and conferences” section, cIick'\c in the main menu. The
“Calls and conferences” window will open (Figure 269).

Note. During a conference, the app disables the automatic monitor power off function and app

block with a PIN code function (in the Desktop App).
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Figure 269

The following actions are available to the user:
creating a scheduled conference;
creating a permanent (unlimited) conference;
creating an unscheduled conference;
inviting participants to the conference;
adding participants to the conference;
making a repeat call to conference participants;
viewing the list of conference participants;
switching to background mode during a conference;
exchange messages and files during the conference;
viewing the conference chat;
joining a conference;
screen sharing;
using reactions in a conference;
using the “Raise your hand” action;
using a countdown timer;
leaving and ending a conference;
editing, deleting, and resuming a conference;
rating of conference quality;

searching for conferences and viewing their current status;

deleting a conference.

The following actions are available to the conference administrator:
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e managing administrators;

e changing conference settings;

e recording a video conference;

e controlling microphones and cameras of conference participants;
e disabling the “Raise your hand” notification for a participant;

e removing a conference participant.

CREATING A SCHEDULED CONFERENCE

Scheduling a conference allows you to set the date and time of its start and end,
determine the list of conference participants, set up access parameters, set a
password for joining the conference, and send a notification about the conference.

For participants not registered in eXpress, an invitation link is sent.

For participants registered in eXpress, the scheduled conference will be available in
the “Scheduled” list in the «Calls and Conferences” section (Figure 269).

To create a scheduled conference:
1. Go to the “Calls and conferences” section.

2. Click “Schedule” (Figure 270) or select the “"Schedule Conference” item from the
additional menu (Figure 271):
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The conference settings form will open (Figure 272):
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Figure 272

Fill in the "Name” field.

Select the date, start time and duration of the conference, and specify the time
zone.

Add users or chatbots by entering the name, username, login, domain, company
or position in the search bar. The number of conference participants will be
shown in the upper right corner of the “Participants” field.

Enable the “Add to Calendar” option (not enabled by default) to create a calendar
invitation, for example to send to your Outlook (only available for a scheduled
conference).

Select from the menu which users will have access to the link. The following
options are available in the menu (Table 35):

Table 35

Option Access

Users of the same and trusted corporate For example, all servers of the same
servers organization

Users of any corporate server Including other organizations

Any (including guests) All users, including guests and external users

Note. An unregistered user (guest) can follow the link and connect to the call from a
mobile or web browser, or download the Desktop App and connect through it.

Enable the “Join with a password” option to set a password that the user must
enter to join the conference. This option is disabled by default.
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To automatically update the password, click C'D
To create the password manually, clear the field and enter a new password.

Save your conference settings by clicking in the upper right corner.

The conference will be displayed in the list in the “Calls and conferences” section.
A link to the conference will be copied to the clipboard.

10. Share the link with conference participants in a convenient way.

CREATING A PERMANENT (UNLIMITED) CONFERENCE

To create a scheduled conference:

1.

i AwWN

In the “Calls and conferences” section, click “Schedule” (Figure 272) or open the
corresponding item in the section menu (Figure 271).

The conference settings form will open (Figure 273):
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Figure 273

Enter the name of the conference.
Activate the option “Unlimited conference”.
Add participants. Use search or tags for convenience.

Select from the menu which users will have access to the link. The following
options are available in the menu (Table 36):

Table 36

Option Access

Users of the same and trusted corporate For example, all servers of the same
servers organization

Users of any corporate server Including other organizations

Any (including guests) All users, including guests and external users

Enable the “Join with a password” option if necessary.
Click I,

The conference will be displayed in the list of upcoming conferences. A link to the
conference will be copied to the clipboard.

Share the link with conference participants in a convenient way.
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CREATING AN UNSCHEDULED CONFERENCE

Unlike a scheduled conference, an unscheduled conference starts at the time of its
creation, without prior notification to other participants and without determining its
parameters.

Other participants can join the unscheduled conference via an invitation link.
You can start an unscheduled conference exist using the following methods:
e via the “Conferences” tab;

e via the menu in the “Calls and conferences” section;

e via a group chat.

FIRST METHOD. VIA THE "CONFERENCES” TAB

To create a conference:
1. Go to the “Calls and conferences” section.
2. Inthe “Conferences” tab, click “Start” (Figure 274).
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Figure 274

The call window will open (Figure 275).
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3. Turn on the microphone and click ° The camera will be available to turn on
after the conference starts.

Note. To turn the microphone on/off, you can use the key combination <Left Alt>+<M>
(regardless of the keyboard layout).
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In some cases, the microphone/camera not be available in the list of devices.
Moreover, the microphone/camera buttons will be inactive. For more details, see
page 181.

The conference window will open. The conference will be displayed in the list of
active conferences. A link will be created to it and will be automatically copied to
the clipboard.

4. Share the link with conference participants in a convenient way.

Note. Access to the conference that has been created will be open to everyone, including
guests and external users.

SECOND METHOD. VIA THE MENU IN THE “CALLS AND CONFERENCES"” SECTION

To create a conference:

1. In the top menu of the “Calls and conferences” section, click E
An additional menu window will open (Figure 276).
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Figure 276

2. Click “Start conference”.

3. In the call window (Figure 275) , turn on the microphone and click ° The
camera will be available to turn on after the conference starts.

Note. To turn the microphone on/off, you can use the key combination <Left Alt>+<M>
(regardless of the keyboard layout).

In some cases, the microphone may not be available in the list of audio devices.
For more details, see page 181.

The conference window will open. The conference will be displayed in the list of
active conferences. A link will be created to it and will be automatically copied to
the clipboard.

4, Share the link with conference participants in a convenient way.

Note. Access to the conference that has been created will be open to everyone, including
guests and external users.

THIRD METHOD. VIA A GROUP CHAT
To create a conference:
1. In the “Chats” window, select the chat in which the conference will take place.
2. In the window that opens, click on the chat name in the top menu.
3. Click “Join the conference” (Figure 277).
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The conference window will open.
The conference will be displayed in the list of active conferences.

The “Join conference” button will be displayed in the chat header, allowing chat
participants to join the active conference. The button will display information
about the number of conference participants.

INVITING PARTICIPANTS TO THE CONFERENCE

The user can invite participants to an active or upcoming conference using a link or a
PIN code.

Note. An unregistered user (guest) can follow the link and connect to the call from a mobile or
web browser, or download the Desktop App and connect through it.

INVITING PARTICIPANTS TO AN ACTIVE CONFERENCE
To invite participants to an active conference:

1. Click = in the conference window.
A window will open for generating a link to the chat in which the conference is

held (Figure 278).
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2. Select the link's validity period and its availability in the window that opens. By
default, the values are set to “Always” and “Trust corporate servers”.

3. Check the “Join with a password” box to set a password that the user will specify
to join the chat.

A field will be displayed, in which the automatically generated password is

displayed.

To automatically update the password, click ® to the right.

To change the password manually, clear the field and enter a new password.
e To create a link:

4. Click “Create link".

The link to the chat will be copied to the clipboard. A corresponding message
will be displayed at the top of the screen.

e To create a QR code:

4. Click E to create a QR code.
A pop-up window containing a code will open (Figure 279). Click “Save” to
save the code to your device or click l_|:| to copy it to the clipboard.

n|
KoHndepeHuyus PRO - Marketing

Figure 279

The code will be saved to your device or copied to the clipboard.
5. Share the link or QR code with the user in any way.

The user who receives the link will be able to join the call using the Desktop App
or web browser.

INVITING PARTICIPANTS TO AN UPCOMING CONFERENCE

To invite participants to an upcoming conference:

1. Go to the “Calls and conferences” section.

2. Right click on the conference name.

3. In the context menu that opens, click “"Copy link” (Figure 280).
A link to the conference will be copied to the clipboard.

4. Share the link with conference participants in a convenient way.
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Note. The user will not join the conference if their status settings restrict incoming calls.

ADDING PARTICIPANTS TO THE CONFERENCE

The user can add participants to a conference that has already started. The actions
for doing this are similar to those for adding users to a call (see page 210).

MAKING A REPEAT CALL TO A CONFERENCE PARTICIPANT

The user can re-invite participants to a conference that has already started. The
actions for doing this are similar to those for making a repeat call to call participants
(see page 211).

VIEWING THE LIST OF CONFERENCE PARTICIPANTS

The user can view the list of conference participants in two ways:

e using the context menu on the “Conferences” tab (without logging in or activating the
conference);

e using the 2= button in the upper right corner of the conference window.

Using the context menu, the user can view the list of participants of any conference:
regular, upcoming, started, and completed (see page 227). To open the card of a call
participant, click on their name in the list.

The button 2| allows to view the list of participants in the conference that has
started. The actions for doing this are similar to those for viewing the list of group call
participants (see page 210).

ACTIONS WITH CONFERENCES

The following actions with conferences are available to the user:
e viewing the conference chat (without joining the conference);
e viewing the list of participants (without joining the conference);
e searching among conference participants;
e joining a conference;
e resuming a completed conference.
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To view the conference chat (without joining the conference):

1.
2.

Right click on the conference name in the list.

In the context menu, select “Conference chat” (Figure 281). The chat window
will open. In this case, the user does not join the conference, and its activation
does not occur.

Note. You can access chats for all types of conferences: completed, regular, upcoming, and
started.
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Figure 281

Note. The “Edit” menu item is available only to the conference administrator.
The regular conference chat contains the entire message history for all regular
conference dates.

The user can activate the conference from the chat using the button in the upper
right corner of the window (Table 37):

Table 37

Conference Button

Regular, scheduled
Started
Completed

Note. Entering the chat of a completed conference from the active conference window is
only possible using the context menu.

To view the list of participants without joining the conference:

1.
2.

Right click on the conference name in the list.

In the context menu, select “List of conference participants”. A list of participants
will open on the right side of the window, indicating their online status
(Figure 282). The top line of the list is always occupied by the current user, even
if they are not the conference administrator.

Note. Use the mouse wheel to view the list of call/conference participants.
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To search among conference participants, use the search bar located above the
list of participants. You can search by name, login, position, or company name.

Note. Use the mouse wheel to view the list of call participants.

To join an active conference, use the button below the list of participants
(Figure 283).
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Figure 283

To resume a completed conference, use the appropriate context menu item
(Figure 284).
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JOINING A CONFERENCE

There are several ways to join an ongoing conference:
e via the “Calls and conferences” section;
e via an invitation link or QR code;
e via the group chat card.

When the user connects to a conference using one of the listed methods, the
conference window opens. For a description of the conference window interface and
functionality, see page 53.

FIRST METHOD. JOINING VIA THE “"CALLS AND CONFERENCES” SECTION

¢ Note. This method is available only in the following cases:
o if the participant was added to a scheduled conference;

e if an unscheduled conference was initiated in a group chat.

To join a conference:
1. Go to the “Calls and conferences” section.
2. Click on the name of the relevant conference (Figure 285).
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SECOND METHOD. JOINING VIA AN INVITATION LINK OR QR CODE
To join a conference:

e copy the received link and paste it into the address bar of your browser. Next,
sign in to your eXpress account or join the conference as a guest.

e if the link was received in the eXpress chat, click “Join”.

You can also join a conference using the “Calls and conferences” section menu.
To connect to a conference via a link using the menu:

1. Copy the invitation link you received.

2. Go to the “Calls and Invitations” section and select “Join a Conference” from the
top menu (Figure 286).
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An invitation window will open.
3. Paste the link and click “Join”.

To join the conference using a QR code, scan the code using your device.

Note. You can scan the QR code only from the Mobile App.

THIRD METHOD. JOINING VIA THE GROUP CHAT WINDOW

To join a conference:

1. Open the group chat window in which the conference is running.
2. Click “Join the conference”.

Build 3.40
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SWITCHING A CONFERENCE TO THE BACKGROUND MODE

The background mode allows the user to work in eXpress and other apps without
leaving the video conference.

The actions for switching to the background mode the conference thumbnail and
returning to the conference screen are similar to those in a call.

SENDING MESSAGES AND FILES

In the conference chat, the user can send and view messages/files.

The regular conference chat stores messages and files for all dates on which the
conference took place.

For more information on switching to conference chat, see page 227.

SCREEN SHARING

The user has access to the screen sharing functionality in conferences. The actions for
doing this are similar to those in a call.

REACTIONS IN A CONFERENCE

The user can send reactions and use the “Raise your hand” action in conferences. The
actions for doing this are similar to those in a call.

USING THE “RAISE YOUR HAND"” ACTION

The user can perform the “Raise your hand” action during a video conference to gain
attention and ask to speak without interrupting other users. This action is similar to
using the “Raise your hand” action in the call.

CONFERENCE COUNTDOWN TIMER

The user can enable a conference countdown timer in scheduled conferences with a
specified end time.

To turn on the countdown timer in a conference, click on the conference time in
the upper right corner. The countdown timer will start.

To turn off the countdown timer in a conference, click the conference time one
more time. The timer will change to displaying the current conference time.

Ten minutes before the end of the conference, the notification “10 minutes left until
the end of the conference” is displayed.

When the time expires, the notification “"The conference time is up” is displayed, the
conference does not end automatically.

CONFERENCE ADMINISTRATOR CAPABILITIES

The initiator of the conference is its administrator. The following actions are available
to the administrator, which are not available to other participants:

e appointing and removing conference administrators;

¢ changing conference settings;

e recording a conference;

e turning off the microphone and camera of conference participants;

e disabling the “Raise your hand” notification for a participant;
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e removing conference participants.

MANAGING ADMINISTRATORS

The administrator can appoint other conference participants as administrators and
remove them from the list of administrators.

Appointing an Administrator

To appoint an administrator:

1. In the conference window, click E
The list of call participants will open.

2. Click ¢** to the right of the participant's name.
A context menu will open.

3. Select "Appoint an administrator” (Figure 287).
The user will be appointed an administrator.
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Figure 287

Removing from the list of Administrators

To remove from the list of administrators:

1. In the conference window, click E
The list of call participants will open.
2. Click e« to the right of the participant's name.
A context menu will open.
3. Select "Remove from administrators”.
The user will be removed from the list of administrators.

CHANGING CONFERENCE SETTINGS

To change conference settings:

1. Go to the “Calls and conferences” section.

Select the desired conference from the list and right-click on it.
In the additional menu that opens, select “Edit conference”.
Edit the title, list of participants, or access to the conference.

i Awen

Click v to confirm the changes.
Conference parameters will be changed.
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RECORDING A VIDEO CONFERENCE

Recording a video conference is similar to recording a call, with the following
exception: only the conference administrator can control the recording of the
conference.

The conference creator automatically becomes its administrator. The administrator
can appoint other conference participants as administrators.

Note. An external user cannot manage a recording, even if they have been appointed as a
conference administrator.

TURNING OFF THE MICROPHONE/CAMERA OF CONFERENCE PARTICIPANTS

The administrator can turn off microphones and cameras of conference participants.
The actions for doing this are similar to those for turning off camera/microphone in a
group call.

DISABLING THE “RAISE YOUR HAND” NOTIFICATION FOR A PARTICIPANT

The administrator can “Lower the hand” for a conference participant. The actions for
doing this are similar to those for disabling the “Raise your hand” notification for a
group call participant.

REMOVING A PARTICIPANT

The administrator can remove a participant from an scheduled or active video
conference.

Removing a participant from an scheduled conference is available in the change
settings mode.

Removing a participant from an active conference is similar to removing a participant
from a group call.

LEAVING AND ENDING A CONFERENCE

Please note:

e only administrator can end the conference — the user who started it, or a participant
who has been appointed as the administrator.

e regular conference participants can leave the conference, but the conference will not
end;

e you can return to the conference later before it is ended by the administrator.

LEAVING A CONFERENCE

To leave a conference, click ° The conference window will close.

The conference is automatically ended after all participants leave it. Only the
conference administrator can end the conference manually.

RETURNING TO A CONFERENCE

To return to the conference, go to the “Calls and conferences” menu, open the
“Conferences” tab and click on the conference name in the “Active” block.

ENDING A CONFERENCE AS ADMINISTRATOR

To end a conference as administrator:

1. Click ° during a conference.
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2. If recording was enabled when you clicked the button, click “End recording” in
the dialog box that opens.

3. Click “End conference for all” (Figure 288).
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The conference will be ended for all participants. In the conference chat, all
participants will receive the following message “Conference ended”.

To end a conference in the Desktop App, you can use the close button of the app
X (see page 201).

RATING OF CONFERENCE QUALITY

After you end the conference, you may see a pop-up window asking you to rate the
call quality. The actions to rate the quality of a conference are similar to the actions
for rating the quality of personal calls.

SEARCHING FOR A CONFERENCE
The user can quickly find a conference in the “Calls and conferences” section.
To search for a conference:
1. Go to the “Conferences” tab.

2. Enter the conference name in the search bar.

Note. The request can be entered in full or in part, case and keyboard layout are not taken
into account.

The list of conferences that match the entered query will be displayed under the
search bar, grouped by status (Figure 289).
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To reset the filter, click X in the search bar.
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DELETING A CONFERENCE

To delete a conference:
1. Go to the “Calls and conferences” section.
2. Select the desired conference from the list and right-click on it.
3. In the additional menu that opens, select “Delete conference”.
4. Confirm the deletion.

The selected conference will be removed from the list.
Note:

o if the conference is deleted by the administrator, it will be completely removed from the
app,

e if the conference is deleted by a participant (not an administrator), it will only be deleted
from the list of their conferences. The user will be removed from the conference
participants list.

SETTINGS

In the “Settings” section, you can manage the app settings, view information about
the current user and how the app works on their devices.

To go to the “Settings” section, click on the user avatar in the upper left corner of the
window (Figure 290).
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The functionality of the “Settings” section in the Web App and the Desktop App is
almost identical. Main difference: there is the “Check for Updates” (Figure 291) item
in the desktop app settings. If an update is available, then in the Desktop App, after

checking the update, the item disappears and the “Download update” button is
displayed.

In the Web App, when an update is available, an “Update App” button is displayed.
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The “Settings” section contains the following items:
status bar;
Profile;
Main Settings;
Open sessions;
Call settings;
Chat and channel settings;
Reminders;
Tags;
Notifications;
Saved Messages;
Appearance;
About;
Terms of Use;
Check for updates (only in the Desktop App);
Contact Support;
Close session;
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e Maintenance.

PROFILE

The “Profile” section provides information about the user’s account on the corporate
(Figure 292) and regional (Figure 293) servers.

The following actions are available in the section:
¢ logging out of a corporate user from the server;
e editing a corporate user profile;
e connecting an external user to the corporate server;
e editing an external user profile;
e deleting the account.

If the user is connected to the corporate server, the following is displayed in the
“Profile” section (Figure 292):

e avatar, username on the corporate server;

e CcOompany name;

e position;

e server address;

e user status (may be not available);

e corporate user data (depending on server settings);

e personal information (phone number to which the user account is linked).
e button to disconnect from the corporate server.

Important notice! The user cannot edit their data on the corporate server. To change the data,
please contact the administrator.
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If the user is connected to the regional server, the following is displayed in the
section (Figure 293):

e avatar and username on the regional server;

e user status (may be not available);

e notification that the user is not connected to the corporate server;

e button to connect to the corporate server;

e personal information (phone number to which the account is linked).
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EXITING FROM THE CORPORATE SERVER

Once the exit from the corporate server is confirmed by the administrator, the user
will be excluded from all corporate group chats and channels, even if they are the
chat/channel administrator.

If a phone number was linked to the account, the user will be able to continue
working in eXpress as an external user. The following will be available to them:

e history of messages in personal chats and saved messages before connecting to the
corporate server;

e messaging and calling.

If a phone number has not been linked to the account, the app will not be available
for use.

To exit from the corporate server:
1. On the “Corporate” tab, click “Logout”.

2. The following window will be displayed on the screen: “The app will be blocked
until the administrator confirms this action. Continue anyway?”

3. Click “Yes” to confirm logging out of the corporate server.

A window with administrator contacts will open and the app will be blocked until
the administrator confirms that the user has been disconnected from the
corporate server.

Note. If the user clicks the “Logout” button again, the message “Disconnection from the
corporate server has not yet been confirmed by the administrator” will be displayed on the
screen.

To cancel the disconnect operation, it is necessary to reconnect to the corporate
server. In this case, the disconnection request will be deleted , and the app will be
unblocked.

If after logging out of the corporate server the user logs in to it again:
e corporate history will be restored in personal chats;

e in group chats, message history will become available after the user is added to the
chats.

To reconnect to the corporate server, enter your corporate server login
credentials and click “Login”. The connection will be established and the app will be
unlocked.

EDITING A CORPORATE USER PROFILE

The user can independently add, change or delete a phone number, as well as
change or delete an avatar. The availability of these actions is configured by the
administrator.

To change other data, contact your administrator.
Adding a Phone Number

After adding a phone number, the user will be able to log in to the app using their
phone number.

To add a phone number:
1. Go to the “Profile” section.

2. Click * in the upper right corner of the window.
3. Click “Edit profile”.
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Hover over the phone number and click 7.

Enter the new phone number and click “Send code” (Figure 294).
Enter the confirmation code you received.

A notification will be displayed stating “Phone number has been added”.
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Figure 294

Changing the Phone Number

To change the phone number:

1.

o vk LN

Go to the “Profile” section.

Click : in the upper right corner of the window.

Click “Edit profile”.

Hover over the phone number and click /'.

Enter the new phone number and click “Send code” (Figure 294).
Enter the confirmation code you received.

A notification will be displayed stating "Phone number changed”.

An SMS message will be sent to the previous phone number reading as follows:
“The phone number in your profile has been changed to <new phone number>.”

Deleting the Phone Number

After deletion, the user will no longer be able to log in to the app using their phone
number. The user will be able to log in using a QR code, corporate e-mail address or

server address.

To delete the phone number:

1.

2
3
4,
5

Go to the “Profile” section.

Click * in the upper right corner of the window.
Click “Edit profile”.

Hover over the phone number and click |
Confirm the action in the modal window (Figure 294).
A notification will be displayed stating “"Phone number deleted”.
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Adding, Changing, or Deleting an Avatar

The possibility to change and delete the corporate user's avatar is configured by the
administrator. Depending on the settings, a corporate user can:

e independently upload, change, and delete their avatar;

e upload, change, and delete the avatar, however, the changes will only take effect after
they are confirmed by the administrator;

e the actions are not available to the corporate user, and it is necessary to contact the
administrator to make the changes.

To add an avatar:

1. To add an avatar, click on the “Upload profile avatar” area (Figure 295).
The operating system dialog box will open.

2. Select an image in the window that opens and click “"Open”.
The avatar will be added.

3. Click “Save changes”.

A message saying “Profile updated” will be displayed in the upper right corner of
the screen.

To change the scale of the avatar, move the slider located below it.
To change the position of the avatar, move it with the mouse.
To change the avatar that was previously set:
1. To add a new avatar, click the icon X displayed in the field with the current
avatar.
The window will look as follows (Figure 295).
2. Click on the “Change profile photo” area.
The operating system dialog box will open.
3. Select an image in the window that opens and click “"Open”.
The avatar will be changed.
4, Click “Save changes”.

A message saying “Profile updated” will be displayed in the upper right corner of
the screen.

To delete the avatar, click X.

CONNECTING TO THE CORPORATE SERVER

To connect an external user to the corporate server, click "Connect”. A window
for logging in to the corporate server address will open. In this window, enter the
data provided by the administrator (see page 87).

EDITING AN EXTERNAL USER'S PERSONAL PROFILE

The actions for editing profile data are carried out using functional elements in the
“Edit profile” window.

In this window, the external user can:
e select or change their avatar;
e change their name;
e change their phone number.




Navigating to the “Edit profile” Window
To go to the profile editing window on the regional server:

Click , and from the drop-down menu, select “Edit profile”.
The “Edit profile” window will open (Figure 295).
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Figure 295

Adding, Changing, or Deleting an Avatar

To add an avatar:

1. To add an avatar, click on the “Upload profile avatar” area (Figure 295).
The operating system dialog box will open.

2. Select an image in the window that opens and click “"Open”.
The avatar will be added.

3. Click “Save changes”.

A message saying “Profile updated” will be displayed in the upper right corner of
the screen.

To change the scale of the avatar, move the slider located below it.

To change the position of the avatar, move it with the mouse.

To change the avatar that was previously set:

1. To add a new avatar, click the icon X displayed in the field with the current
avatar.
In the window that opens (Figure 295), click on the “Change profile photo” area.
Select an image in the operating system window that opens and click “Open”.
The avatar will be changed.

4. Click “Save changes”.

A message saying “Profile updated” will be displayed in the upper right corner of
the screen.

To delete the avatar, click X.
Changing the Username

In the “Edit profile” window, click on the "Name and surname” field and enter the new
details.
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Note. The user name cannot be empty or contain spaces.
Changing the Phone Number
Once changed, the new number will be used to log in to the app.

Attention! One phone number cannot be linked to multiple eXpress accounts.

Click # in the “Edit profile” window.
Confirm the action in the modal window.
In the window that opens, enter the new phone number and click “"Send code”.

W

Enter the confirmation code you received.
A notification will be displayed stating “Phone number changed”.

5. An SMS message will be sent to the previous phone number reading as follows:
“The phone number in your profile has been changed to <new phone number>."

DELETING AN ACCOUNT

Attention! It is strongly recommended not to perform this action!

After deleting an account from the system, the following will also be deleted:
e history of messages in user chats;

e all shared files.

¢ Deleted data cannot be recovered.

Contact your company administrator before performing this action.
To delete a user account:

1. Click B in the upper right corner of the “Profile” section.
2. Select "Delete account”.
3. Skip this step, if the app does not ask you to enter a number.

Enter the phone number to which the user account to be deleted is registered
(Figure 296).

+7|

Figure 296

4. Click “Delete account”.

The account will be deleted. The user will be automatically redirected to the app
login window.
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MAIN SETTINGS

The “Main settings” section (Figure 291) is designed to manage the user's personal
settings.
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Figure 297

In this section, the following actions are available to the user (Figure 297):
e enabling/disabling a PIN code (available only in the Desktop App);
e clearing cache and restarting the app (available only in the Desktop App);
e setting up, changing, and disabling the profile password;
e changing the interface language;
e setting up stickers;
e enabling/disabling exact match search;
e setting up the date format.

PIN CODE

The PIN code setting function provides additional data protection from unauthorized
access to the Desktop App. The PIN code is created for a session on a specific user
device. Thus, the user can set a different PIN code in the app on different devices, or
set it only on some of the devices.

Note. PIN code creation may be mandatory depending on the role model and is configured by the
app administrator.

When a session ends, the PIN code is reset in the app on the device on which the
user ended the session.

The PIN code is entered in the following cases:
e if the app has been minimized for more than 5 minutes;
e if the user has not performed any mouse actions in the app for more than 5 minutes.
To enable a PIN code in the Desktop App:
1. Select “Create PIN-code” in the “Main Settings” section (Figure 297).
2. Create and enter a PIN code in the PIN code creation window.
3. Confirm your PIN code in the next window.
To disable a PIN code in the Desktop App:
1. Select “Disable PIN-code”.
2. Enter the PIN code in the window that opens.

Note. Disabling the PIN code may not be possible due to the role model restrictions.
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CLEARING CACHE AND RESTARTING THE APP

To clear the cache and restart the app:
1. Select “Clear cache and restart” (Figure 297).

2. Confirm the action in the modal window.

ADDITIONAL DATA PROTECTION

This section is intended for setting up a user password. By default, the password is
disabled and is not requested by the app during login.

In this section, the following actions are available to the user:
e creating password;
e changing password;
e disabling password.
To set or change the profile password:
1. Select “"Additional data protection”.
The window for changing the account password will open.
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Figure 298

Enter your new password in the empty fields.
Click “Done”.

The user's personal password will be added or changed.

Note. If the user has logged in to eXpress on two or more devices and/or in different
browsers, then when changing the password on one of the devices/browsers, they will be
taken to the QR code screen on the PC and to the phone number input screen on mobile
devices.

To refuse password:
1. Select “Additional data protection”.
The window for changing the account password will open.
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Enter and confirm your password.
Click “Refuse password”.

Confirm the refusal in the modal window that appears, or select “Cancel” if you

do not want to refuse your password.

The password will be deleted. After this, to log in to the app using a phone
number, the user will only need to enter the number to which the account is

linked and the confirmation code.

CHANGING THE INTERFACE LANGUAGE

To change the language in the app:
1. Select “Language”.

The “Select language” window will open (Figure 300).

2. Select the language for the application interface.
The application interface language will change.
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Figure 300

SETTING UP STICKERS

To set up stickers, select “Stickers”. The “Stickers” window will open (Figure 301).
A description of the procedure for setting up stickers is provided on page 172.
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SETTING UP SEARCH
To set up the search feature, use the switch in the main settings menu. This
option allows you to customize the search type in the “Chats” and “Contacts” section.

If the option is disabled, the search is performed by the name of the chat/channel or
the name of the contact, as well as by additional parameters — company name,
position, manager's name, etc. (Figure 302).

If this option is enabled, the app performs exact search only by contact name or
chat/channel name.
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Figure 302

Note. If the user uses the app on two or more devices and/or in different browsers, the search
feature is configured on each device.

Below are examples of search results in the “Chats” section.

With exact match search option disabled, the results include:
e chats and contacts whose name and title match the query or part of it;
e contacts whose cards contain part of the searched word (Figure 303).
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When exact match search option is enabled, only chats and contacts whose title and
name exactly match the query are displayed (Figure 304).
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SETTING UP KEY COMBINATIONS FOR SENDING MESSAGES

To set up key combinations for sending messages, select the next item in the
“Main settings” section From the drop-down menu, select the <Enter> key or the
<Ctrl> + <Enter> key combination.

SETTING UP THE DATE FORMAT

To set up the date format, select "Change date format”. From the drop-down
menu, select the format dd.mm.yyyy (day/month/year) or mm.dd.yyyy
(month/day/year).

OPEN SESSIONS

The “Open sessions” section (Figure 305) is designed for viewing the list of all active
sessions that the user has logged in to under one account. The list does not display
the device on whose screen the section is opened.

248



eXpress Mobile

BbIfTH Ha BCEX YCTPONCTBAX

Windows 8.1 Desktop 1.26.19, eXpress
n
=

Windows 8.1 Chrome 98.0, Google
jm] ~

Figure 305
The page displays the device type and information about the device: model,
operating system version, browser version.

To close a session on a specific device, click X. In the dialog box that opens,
confirm closing of the session by clicking “Exit”.

To close the session on all devices, click "Log out on all devices”. In the dialog
box that opens, confirm closing of the session by clicking “Exit”.

For logging in to the Mobile App:
1. Select the “eXpress Mobile” in the "Open Sessions” window.

2. Start the Mobile App and on the page for entering the mobile phone number,
select “Login via QR code”.

A camera window and instructions on how to read the QR code will open.

Note. Selecting “Back” in the QR code entry window will take you to the phone number
entry window.

3. Hold your camera over a QR code on the Web App page.
The phone will scan the QR code and you will be logged in to the Mobile App.

CALL SETTINGS

The user can customize the call settings before accepting a call, during the call or

before the call comes in (for more details, see the “Setting Up Call Parameters”
section).

CHAT AND CHANNEL SETTINGS

This section is intended for setting up chats and channels in the Web App and
Desktop App.

To activate any of the settings, move the switch to the right (Figure 306). The
following settings are available:

e “Own messages on left”;
e "“Threads in the general chat list”;
e “Auto-subscribe to threads”:
e “In chats”;
e “In channels”;
e "Sending messages on keypress”.
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The above settings are described in Table 38:

Table 38

Setting Description

Own messages on left =~ Enables/disables the display of current user's messages on the left side of the
chat window

Threads in the General = Enables/disables display of threads in tabs. When this setting is enabled,

Chat List threads are displayed in the “All chats” and “Threads” tabs, and the unread
chats counter displays the total number of unread chats, including threads.
When this setting is disabled, threads are only displayed in the “Threads” tab,
provided that it is pinned (for details, see “Managing Tabs").

Auto-subscription to Enables/disables auto-subscription to threads by default, separately in

threads channels and chats. You can set up auto-subscription for a specific chat or

channel in its card

Sending messages on = The message is sent by pressing <Enter> or <Ctrl>+<Enter> depending on
keypress the selected setting

REMINDERS

The “"Reminders” section allows you to set up reminders about unanswered incoming
messages after they have been read by the current user:

e for personal chats — set reminder rules. The app will send a reminder if the user has
read a message or several messages in a row but has not responded within a certain
time;

e for group chats — set reminder rules. The app will send a reminder if the user has read
a at least one message containing a mention (@@Username or @all) but has not
responded within a certain time;

e for separate messages — set a reminder time.
To set up reminders for personal chats:
1. Select the "Reminders” menu item.

The window for setting up reminders for unanswered incoming messages will
open (Figure 307).
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Slide the “Personal chats” switch to the right.
The function of creating reminders for personal chats will be activated.

Select the amount of time (in minutes) that should pass after reading a long
message or several messages in a row from the “Show after (minutes)” drop-
down list.

Specify the minimum number of characters in a message that the reminder
system will respond to in the “"Minimum length (characters)” field.

Specify the minimum number of messages in the "Number of messages in a row”
field.

Attention! When setting the minimum length and number of messages, the minimum parameter
is taken into account, for example:

if the message length is set to 10 characters and the number of messages is 1, then the
reminder will be displayed upon receiving 1 message consisting of at least 1 character;

if the message length is 2 and the number of messages is 3, then a reminder will be
displayed even when receiving 1 message consisting of 2 or more characters;

if the message length is 0 and quantity is 3, a reminder will be displayed when receiving
any message.

Once you reply to the message, the reminder is automatically deleted.

To set up reminders for group chats:

1.

In the “Settings” — “Reminders” section, slide the “Group chats” switch to the
right (Figure 307).

The function of creating reminders for group chats will be activated.

In the “Show after (minutes)” drop-down list, select the amount of time (in
minutes) that should pass after the message is read.
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Once you reply to the message, the reminder is automatically deleted.

To set a reminder time for a specific message:

1.

No v kW

In the “Settings” — “"Reminders” section, slide the “Messages” switch to the right
(Figure 307).

The function of creating reminders for messages at a specified time will be
activated.

Right-click on the selected message.

A context menu will open.

Select “Create reminder”.

The “Create message reminder” window will open on the right side of the screen.
Select the date and time for the reminder.

Click “Create”.

If the user does not respond to the message, a reminder will be displayed at the
set time.

Note. A reminder for a specific message is not automatically deleted after you reply to the
message. It shall be removed manually.

Reminders are displayed in the menu on the left side of the window as the icon Q
(Figure 308).
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To view the list of active reminders, click Q The “Reminder” window will open
on the right side of the screen (Figure 309).
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Figure 309

To go to a message in the chat, click on the message.

To delete a reminder, click B to the right from it.

To delete all reminders, click B in the upper right corner of the “Reminders”
window.
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To automatically delete a reminder when you click on it, in the “Settings”
section — “Reminders” menu item, move the corresponding switch to the right
(Figure 307).

Note:

o  after closing the app, browser, and also after exiting the app and then logging in, reminders
are saved;

e the reminders for deleted message are not displayed,;

e reminders work synchronously on all devices on which the app is installed under one
account.

TAGS

The "Tags” section is designed to manage the settings of system (autotags) and user
tags. All tags are displayed in the section as a vertical list, in which each tag
corresponds to functional elements.

At the top of the list, there is the “Pinned” block. Tags from this block are displayed in
the “Chats” section as tabs in the same order they are listed in the block
(Figure 310).
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Figure 310

Below is the “All tags” block. By default, the top positions in this block are occupied
by autotags, and below them are user-created tags (Figure 311). This order can be
changed manually. A description of the tag may also be displayed below it.

253



Build 3.40
26/05/2025

‘3aKpenrieHHbIe

3akpenuTe 40 10 TeroB W UCTIONL3yITe UX Kak PA3AENI HA SKpate
uaTos

— LQ ofcyxaeHus

Kartanor
4aTbl 1 GOTbI M3 OTKPHITOTO KaTanora

L-Q Henpo4UTaHHbLIE

BCe HENPOUNTaHHBIE YaThl

[ monynApHLe &
CaMble YaCTO NPOCMATPUBAEMLIE YaT!

£ BaXHblE
HENPOYMTAHHLIE YATbI € HE BBIKIIONE HHEIMY
YBEAOMIEHUANH, U YaTb, B KOTOPLIX BAC
yromsiHynu

O ‘enpouuTauLe
BCE HENPOMUTAHHIE YaTbl

O yrowanaHun &
4aTbl, B KOTOPBIX BAC YNOMAHYIN

g nonymapHue &
CaMbie 4aCTO NPOCMATPUBAEMLIE YaTk!

[ “enamive &

HENABHO NMPOCMOTPEHHEIE YaTh!

[ nepcoHansHele

9 6ot

[ kaHanbl

3aKpenneHHble

4 [obasuTs HoBbLIA Ter

Figure 311

Tags are displayed in the “Chats” section as tabs in the same order the tags are listed

in the block (Figure 312).
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The following actions are available to the user in the “Tag settings” section:

creating a new personal tag;
editing a tag;
deleting a personal tag;
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¢ enabling/disabling a tag;
e enabling/disabling/highlighting notifications for a tag;
e changing the order of tabs in the “Chats” section.

NAVIGATING TO THE “TAG SETTINGS” WINDOW

To go to the “"Tag settings” window from the “Settings” section:
1. In the main menu, click on the user's avatar to go to the “Settings” section.
2. Inthe window that opens, select “Tags”.

The “Tag settings” window consists of two blocks: the upper one (pinned tags) and
the lower one (all tags, including user tags).

Note. The user can change any tags and descriptions of user tags, and also use emoji for this.

CREATING AND CHANGING A TAG

To create a new personal tag:
1. Click “#Add New Tag” at the very bottom of the tag list (Figure 311).
A pop-up window will be displayed (Figure 313).
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2. Fill in the fields and set up your personal tag:
e enter the tag name in the “Tag name” field;
e add a description in the “Description” field, if necessary;
e set up the unread message counter for tagged chats;
e set the visibility of the tag in the filter on the chat screen.

Note. To create a tag, simply enter a tag name. You can configure other settings later.

3. Click “"Create” to confirm tag creation or “Cancel” to cancel the action.

The tag will be created and displayed in the list of personal tags. The user will be
able to add a new tag to contacts, chats, or messages.
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EDITING A TAG
To edit a tag:

1. Click on the tag line.
The window will open (Figure 314).
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Figure 314

2. Fill in or edit the fields and perform the settings:
e enter the tag name in the “"Tag name” field;
e add a description in the “Description” field, if necessary;
e set up the unread message counter for tagged chats;
e set the visibility of the tag in the filter on the chat screen.
3. Click “Save”.

The edited tag will be displayed in the tag list. The tag will also change for all
contacts, chats, and messages that were tagged with it.

Note:
e for some autotags only the name can be changed;

o editing of personal tag is fully available.

DELETING A PERSONAL TAG

To delete a personal tag:
1. Click on the tag line.
The window will open (Figure 314).
2. Click “Delete” and confirm the action in the modal window that opens.

The personal tag will be deleted. The user will not be able to add a tag to
contacts, chats or messages and use it to search or filter data when searching.

ENABLING/DISABLING A TAG
To enable/disable a tag:
1. Click on the tag line.
A pop-up window will be displayed (Figure 314).
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2. Move the switch in the “Hide tag” line to the right to hide the tag, or to the left to
show the tag.

A disabled tag is not displayed in the tag catalog and is not available when searching
and filtering data.

ENABLING/DISABLING/HIGHLIGHTING NOTIFICATIONS FOR A TAG
To enable/disable/highlight notifications for a tag, click on the tag line.
A pop-up window will be displayed (Figure 314).
Enable the desired option in the “Unread chats counter” section.
The color logic and the settings it corresponds to are described in Table 39:

Table 39
Icon Purpose
Notifications for unread chats are not displayed
Notifications are enabled, the tag catalog displays a gray counter of unread messages
(see the “Unread” tag, Figure 315)
(1) Notifications are enabled, the tag catalog displays a blue counter of unread messages
(see the “Threads” tag, Figure 315)
YaTh! « > 10 +
|
#nﬁcymewno
#ratanor yatel v 6oTLI M3 OTKPbLITOrO Karanora
#HEHDENVITEHH!:IEO BCE HENPOYUTaHHbIE Y4aTbl
#BanHbIE HENPOYUTAHHBIE YaTbl C HE BbIKNOYEHHBIMKW YBE. ..
#nepcoHansHble
Figure 315

Note. Default notification settings cannot be changed for the following autotags: “Catalog”,
“Mentions”, “Important” and “Unread”.

MANAGING TABS

The “Chats” section of the corporate user interface displays the “All chats”, “Threads”,
and “Catalog” tabs by default.

Note. The “All chats” tab is displayed first in the tab ribbon. It cannot be removed from the
interface or moved around.

The user can set up the display of tabs:

e add up to 10 tabs (except for the “All chats” tab);

e change the order in which the tabs are displayed;

e unpin tabs so that they are not displayed in the interface.
Use the mouse wheel to view the list of tabs.
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To add a tab in the “"Chats” section:
1.

In the “Tag settings” window, hover your mouse over the line of the tag you

want to add until the cursor changes to {m?

While holding down the mouse button, drag the tag into the “Pinned” block,
placing it in the desired position in the list of tabs (Figure 316).

To change the order of tabs in the “"Chats” section:

1.

In the “Tag settings” window, hover your mouse over the line of the tag you

want to move until the cursor changes to @?

While holding down the mouse button, drag the tag into the desired position in
the list (Figure 316).

3akpenneHHkle 3aKkpenneHHble
3axpenuTe Ao 10 TEr0B 1 MCMONL3YITE KX Kak PasAensi Ha Skpate 3arpenuTe 110 10 TETOB U MCTONL3YIATE UX KaK PAIIENBI HA 3KPaHE
4aros "aros
o prmmmenan- H. e};;;;;a-,;;;; ................... .
] .
©  obeywaetma i 3
] BCE HEMPOWHTAHHBIE YaThI [
Katanor 9 obeywperus
4aTbl ¥ BOTLI M3 OTKPLITOIO Karanora
Karanor

4ar! u GOTHI 13 OTKPLITOTO KaTanora

Bce Tern
Q BaXHbIe B

HEMPOUMTAHHEIE YaThl C HE BLIKITIOHEHHBIMU ceTem

YBE[OMNEHNAMM, 1 HaThI, B KOTOPbIX BAC

ynomaHyu o BaxHse

HENPOUUTAHHBIE YATEI € HE BLIKITIOMEHHLIMYU

|
==8 Henpo4nTaHHbLIe YBEIOMIEHNAMM, W 4aTbl, B KOTOPbIX BaC

BCE HENPOYNUTAHHbIE YaTbl ynomMaHynu

The tag will be moved, and its location in the tag catalog and tabs in the “Chats”
section will change accordingly (Figure 317).
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! #aranor  waei 1 60Tl s OTGPRITOro KaTanora

i

1 -

: #BaKHLIE  HENPOYMTAHHLIE YaTkl C HE BLIKMIOYEHHBIMM YBE. .. HKETanor  yarkl U 60Tk M3 OTKPLITOrO KaTanora
|

|

'@ #HENPOUNTAHHBEIE  BCE HEMPOYMTAHHbIE YaTh! #BaKHLIE  HENPOYUTAHHBIE YATHI C HE BIKMOHYEHHBIMM YEBE. ..

#nepcoHanbHhbie #nepcoransHsie

#60TbI #BoTLl
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Figure 317

To unpin a tab from the interface:

1.

In the “Tag settings” window, hover your mouse over the line of the tag you
want to unpin until the cursor changes to ‘Err?

While holding down the mouse button, drag the tag from the “Pinned” block to
the “All tags” block.

Note. The user can control the order in which all tags are displayed in the catalog by moving
both personal tags and system autotags.
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NOTIFICATIONS

The “Notifications” setting is available for group and personal chats (it is not available
for the “"Saved Messages” chat).

The “Notification settings” window is shown below: in the Web App (Figure 318), in
the Desktop App (Figure 319).

3MEHNTE HACTPOMKW ONOBELLEHWHA

MNpoWrpLIBaTL 3BYK HOBOTO COOBLLEHUA .
Figure 318

Play sound on new message .

Notifications .

Highlight taskbar button [ ]
Figure 319

Notifications in the Web App directly depend on the settings of the browser in which
the app is running. If the user selects “Change notification settings”, a pop-up
window “You can change the behavior in your browser settings” will be displayed at
the bottom of the screen.

To enable notifications in the Desktop App, slide the “Notification” switch to the
right, to disable notifications, slide the switch to the left (Figure 319). When you turn
off notifications, the “Play sound on new message” setting is automatically disabled.

If the Desktop App is minimized, the user will receive a notification on the app icon in
the taskbar: ¢

To turn off icon animation for notifications in a Desktop App, slide the icon
animation switch to the left. By default, animation is enabled.

If the desktop application is minimized, when a notification is received, the icon on
the taskbar starts flashing: G?

To enable sound notifications in the Desktop App about new messages or
missed calls, slide the switch to the right; to disable it, slide it to the left
(Figure 319).

When sound notifications are disabled, notifications are received in the following
cases:

e the current user is mentioned in the message (including via @all);
e if the message contains a quote from their message.

Push notifications are received if the tab with the app is inactive, closed, or the app is
minimized.

Push notifications are not received if the tab with the app is open and active.
If the app is open and minimized (inactive), the push notification contains:
e avatar of the author of the message in a personal chat / avatar of a group chat;
e name of the author of the message in a personal chat / name of a group chat;
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e message text / attachment type.
If the app is closed:
e the push notification for a personal chat contains the text "New personal message”;
e group chat push notification — “New message”;
e SmartApp push notification — SmartApp name, title and message text;

e when there is an incoming call, a push notification is received with the text “Incoming
call”.

To go to the chat, click on the notification you received.

SAVED MESSAGES

Selecting “Saved Messages” takes you to the “"Saved Messages” chat, which contains
your favorite messages.

The available actions with saved messages are described on page 122.

APPEARANCE
This section is intended for configuring personal settings of the Web App and Desktop
App.
To activate any of the settings, move the switch to the right (Figure 320,
Figure 321).

The following settings are available for the Web App (Figure 320):
e “Set fullscreen”;
e "“Dark theme”;
e “Use phonebook names”.

Ha Bech akpaH
TemHan Tema

Mcnonb3osaTs UMeHa U3 TenedoHHOR KHIUMM

Figure 320

The following settings are available for the Desktop App (Figure 321):
e "“Dark theme”;
e “Use phonebook names”;
e “Launch at system startup”;
e “Zoom”.

Temnas Tema
Mcnons3osats UMeHa 13 TeNneqoHHOM KHIMM

3arpy:arh Npu 3anycke CUCTEMbI

Macwrat: 90% @

Figure 321
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The above settings are described in Table 40:

Table 40
Setting Description
Set fullscreen Used when the app is opened on a high-resolution monitor. In the “default”

state, there are unused empty fields on the left and right sides of the app's
work area. When the setting is activated, the app's working area is stretched
and the amount of information displayed increases.

Dark theme Changes the main color of the application interface to black

Use phonebook names = Changes the names of corporate server contacts on all app screens where
these names are displayed, including in calls, user mentions, and quoted and
forwarded messages. When replacing server names with names from the
user's phone book, the app accesses the mobile device that was used to
activate the Web App or Desktop App page by scanning the QR code. After
the user logs out of the app and then logs in, the setting does not change

Launch at system Enables/disables autoloading of the app when the operating system starts
startup
Zoom Moving the slider allows you to adjust the display scale of the interface and

text in the app

Depending on the settings made by the system administrator, the Desktop App may
be automatically launched in a minimized state when the system starts.

ABOUT

The “About” section displays the build version, the corporate server avatar if the user
is connected to it, or the application logo (Figure 322).

& Onporpamue

Bepcus cbopku: 3.6.15

Figure 322
If there are updates available, the section also displays a menu to start the app
update (Figure 105).
The user also has access to the collection of diagnostic information.
To collect diagnostic information:
1. Click “Start collecting diagnostic information”.
2. In the modal window that opens, click “"OK".
The collection of diagnostic information will start.
3. To download the file with diagnostic information, click *Stop and share”.

Information collection will be stopped. Diagnostic information in the form of a
JSON file will be saved on the user's device.
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TERMS OF USE

This section is intended for viewing the user agreement and familiarization with the
privacy and personal data processing policies.

Note. The contents of the section are configured by the corporate server administrator.

CHECKING FOR UPDATES

The “Check for updates” option is only available in the Desktop App and is designed
to check and install app updates. For a detailed description, see “Updating the
Desktop App Version” on page 89.

To update the Web App, press F5 or use system notifications (Figure 105).

CONTACTING SUPPORT

This section is intended for viewing help and contacting app technical support. When
you go to the section, the “Frequently asked questions” window will open
(Figure 323). Clicking on a question will open the answer text.

Note. The contents of the “Frequently asked questions” screen are customized by the
administrator.

To contact technical support, click “Contact Support” at the bottom of the
“Frequently asked questions” window (Figure 323) and choose a contact method.

3absin napons

1. Mol NAPOAE MONHD CMEHWTE, ECAH Bl ABTOPMIOBAHE B EXDress HA APYTOM
ycTpoiicTee,
Napone wermeTcn 8 HacTpofxa:

+ WEB-sepcun: HacTpoiem > OcHoBHEIE > MIMeHnTs Napons
* HOS: HacTPOAKK > KOH@HAEHUKANBHOCTE > MIMEHNTE NAPONE NPOdUnR
» Android: HacTpodikn > MamesuTs napons o Kmoded wndgposarms

2. Tawme, eCnn Bil yHE ABTOPNIOBAHE B NPUNOREHIN Ha MK, TO HA MOBUNLHOM TeNnedosHe
Bl CMOMETE BORTIA NO QR-KOMY,
“ HaoBopor:

* YTobel BoiTH Ha moBunsnom Tenedone wepes MK, 8 eXpress wa MK naxsere:
Hactpoicw > OTepaiTe cecomm > eXpress mobile, a na moGuasrom yoTpoicTee
MaNMMTE: «BolTH N0 QR-KOZy» M OTCKAHMPYATE &ro

* Yrofiu moiTv Ha MK vepes moSnneHeid TenedoH, B Xpress Ha MOGMNwHONM
yCTpOWRCTBE HaxmTe: HacTpodkw > eXpress WEB, Ha MK BepHUTECH Ha NEPBLIA 3KpaH
© QR [BepHyThcA x Hauamy/OuncTiTe garswe) n orcanmpyde QR-rog Tenedonom
Napons BEOANTE He noTpefiyeTca

3. Nevirsisiit NAPOAL MBBECTEN TONLKD BAM, 00 CTOPOME PASPAGOTYMKA BOCCTAHOEATE &0
HEBOIMORHO. NaPoNk MOKHO CHPOCHTE (KHOMKA CHPOCA HA MOBUABHBIK WAK 5
HELODPEXTHRX NONLITOK B Be0e), HO 3TO KPaliHAR MEDE — YAANWTCN BCA NEpenMCa.

OwKrbxa «NoNLIOBEATENL HE HAWOEH»

Ownbxa «nonb3oBaTeNb yXe 3aperncTPUpoBaH»/«Nof, AaHHbIM

AOFAHOM VKB OrvVIIACTRMEN RYNAS

Figure 323
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CLOSING THE SESSION

To close the current session, select this menu item and click “Close session”.

MAINTENANCE

During maintenance, a corresponding notification is displayed in the "“Settings”
section (Figure 324). A notification about an unread message is displayed next to the
user's avatar in the main menu.

&
||

Technical works are underway
i The application may not work properly i

1

B

o

L Ksenia Vedyorkina
Corporate server: connected

B atwork

g ~. Profile
£ Main settings

a L Active sessions

Figure 324

Note. The content of the message about maintenance work is configured by the app
administrator.

The external user will constantly see a notification in the “Settings” section about the
possibility of connecting to the corporate server. During maintenance work, a
notification about the relevant work will be added to it. A notification about an unread
message is displayed next to the user's avatar in the main menu (Figure 324).
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Chapter 4

CHATBOTS

DESCRIPTION OF CHATBOTS

A chatbot is a user account that is managed by a computer program, which is
designed to automate business processes.

The list of corporate chatbots is contained in the “Chats” section on the “All” and
“Catalog” tabs (Figure 325). You can distinguish a chatbot from a regular contact by

the icon "“&' to the left of the contact name.

Yarel « > 1D +

KATANOT

& CThKep 60T
BOT AnA 0GaBNeHns, PeAaKTHPOBaHUA 1 3KCT...

& BOoNLHUYHbIA GoT

1 Bokpyr cEeTa
TyGNAKYEM UHTEPECHBIE (DAKTBI

& Conference Bot
BOT ANA yBeOMNEHHIA O NPEACTORLIMX KOHME. .

Figure 325

Chatbots, like contacts, have a card containing information about them (Figure 326).
You can write a message from the chatbot card.

~—

= Kypbep 601

P danns), Meaua u cobinkm
. Poytusr
Momck

A Ysegomnenus @

Figure 326
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The user can create a QR code for the chatbot card and send it to other users.

It is also possible to create a QR code to execute a command in a chat with a bot.
When you scan such a code, the app will open a chat with the bot and automatically
send a command that the chatbot will execute. For example, a QR code for a chat
with the “Courier Bot”, in which a command to create an app will be sent.

To create a QR code for a chatbot command, contact the administrator or
technical support.

Note. You cannot call the chatbot.

FUNCTIONAL CAPABILITIES

Chatbots can perform the following functions:
e welcome the user in the chat;
e conduct a dialog with the user;
e perform actions with objects;
e maintain routing diagrams;
e enable/disable the confidential mode.

WELCOME MESSAGE

Once the user creates a chat with a chatbot, the bot receives a notification about the
new chat. This can be used as a welcome message. The message may contain a
greeting, an explanation of the bot’s purpose, instructions for interacting with it, and
controls (Figure 327 and Figure 328).

/MNABHOE-MEHI0 051

[ngs Hayana paboTkl BOCNONLIYHTECH MMaBHLIM
MEHKD

Noanucka Ha cepeuc

MpocMOTP TEXYILMX NOANKCOK

OTMEHS NOANUCKYU

= ©

U

Figure 327

é» Kypeep 6ot  BoT Q

/help Moka3aTb CMMCOK KOMaHA
Cozpate_saseky Co34aTb 3asBKY

IMeHlo TN3BHOE MEHIO
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Figure 328
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DIALOG

Communication with the chatbot occurs in the form of a dialog.
Users can interact with the bot in the following formats:
e personal chat only;
e personal and group chat, and the chatbot can be added to a group chat or channel.
To start a dialog with the chatbot:
1. Go to the “All” or “Catalog” tab.

The “All” tab contains all open chatbots, and the “Catalog” tab contains those
with which the user has not yet started a dialog (Figure 329). The required bot
can be found on the tab using the search bar.

2. Click the chatbot name.
A chat window with the bot will open (Figure 329).

3. Click “Start” at the bottom of the screen.
Start interacting with the bot (enter a command/message, click, etc.).
The chat with the bot will be displayed at the top of the chat list.

0 Yarei L O] + [ ') Kypuep6or  Eor Q
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@ Co3nath_3aRBKY oot v
=] m TIpexae YeM NPOAOMKNTL, NOKANYACTA, YTOHHUTE

» @ Webhook bot 1 reorpapuIo Nepeso3Kku:

® [ins Havana pacoTs B¢ yiiTecs mask... #
" oime ]

 Kypwep 6ot SN 1o pervonam

\ 5 e peXae HeM NPOAOMKNTS, NOKANYACTA, Y »
HH @ CoxpaHeHHbie COOBWEHNA 3

W =0

Figure 329

Actions with chatbot messages are similar to the actions with messages from regular
users (see page 160).

You can interact with the chatbot as follows:
e using buttons in the chat area (Figure 330);

Moanucka Ha cepeuc
MpoCMOTP TekywMx NoANUCOK

OTmeHa noanucku
Figure 330

e using the list of commands (Figure 331);

lcnpaska Moka3zats CNMCOK KOMaHA
Ico3patb-noanucky Co3narb HOBYIO NOANMCKY

IrnaBHoe-MeHo rlepenm B MMaBHOe MeHI0
Figure 331
e using buttons in the keyboard area (Figure 332);
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g Webhook bot ot Q

@0 s
Figure 332

e using independent text input in the message input line (Figure 333).

. Service Desk SmartApp 5ot

& (2) [ MoanucaTsea Ha pacchinky

Figure 333

Note. To bring up the list of commands, use the button or enter “/” in the message line;

Unlike the buttons in the chat area the keyboard buttons are hidden after you click on
the send message button > They can be displayed again by clicking on the
message input line (Figure 334).

Haskmute Ha nioByto KHOMKy HbKe, 4ToBk! aKTMBMPOBaTL UMK AEaKTUBUPOBaTL YeK-6oKe:

Figure 334

The buttons in the chat area can be used to perform the following actions:

e sending a command to a chatbot. The result of the command is displayed in the chat
area (Figure 335);

OTMEeHa NOANHCKH

Ha AaHHbIA MOMEHT Y BaC HET COXPAHEHHBIX
HaCTpPOeK ANA NOAKNIOYEHHA K Cepancam

Bbl MOKETE COPMUPOBATL HACTPOIKY YEpes
TMABHOE MEHIO.

Figure 335

e visible sending of a command to the chat (with special chatbot settings) (Figure 336);

Ha AaHHbif MOMEHT Y BaC HET COXPaHEHHbIX
HacTpPOeK ANA NOAKMIOYEHUs K Cepsucam.

Bbl MOXETE C(HOPMUPOBATL HACTPONKY Yepe3
TNaBHOE MEHIO.

lcnpaska ToKasaTtb CNUCOK KOMaHA
IcozpaTe-noanucky COo34aTb HOBYIO NMOANMCKY

IrnaBHoOe-MeHI0 nepev'n'u B rNaBHOE MEHI0
Figure 336

e buttons generated based on user actions with graphical control elements. For example,
selecting a date in a calendar month (Figure 337);
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Figure 337

selecting from several options (Figure 338).

306CH Bbl MOXETE NOMYMHTL PAINMILIE
AHATUTIMOCKHO A9W-BOpab! €O CTaTHETHKOA. [N
BBOPA HARMIATO HB QMY HI KHONOK HIKO

Crpana
Pervon
lopon

Nepconan

Figure 338

Note. Depending on the chatbot settings, the user can click and navigate to third-party
websites.

The content of the chatbot messages may change over time if the source data has
changed (Figure 339 and Figure 340).

Baw 3akas npuHaT.
Cratyc: Ha pacCMOTPEHUN.

Figure 339

Baw 3akas npuHAT.
Cratyc: NoAroToBKa K oTnpaske.

Figure 340

The “Change message” modification supports different widget options:
simple list of buttons (Figure 341);

Tak BLINAAUT OaHa KHOMKa Noa
coobLueHrem:

Krxonka

Tak BbIMSAAT 3 KHONKK NOA COOBLUEHNEeM!
Kuonka
KHonka

KHonka

Tak BbIrNAAAT 6 kHoMoK noa coobLueHnem:

K+onka KHonka

Kuonka Kronka

Kwonka Kronka
Figure 341
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e customizable list of buttons (Figure 342);

bubble
00 01 02 03
10 11 12 13
20 21 22 23
Figure 342

e emaojis (Figure 343);

B cooblenunx oT 6ota MOXHO Takke

MCnonbaoBaTh AMOMKM L&
Hanpumep, 370 ya06Ho Ucnons3osaTs B kHomMkax
Kapycenu:
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NioGeie apyrve @ @ £

Figure 343

e dynamic calendar (Figure 344);

Bbibepute agaty
B 2022 B
Mait

MH Br Cp Yr nr C6 Be
16 17 18 19 20 21 22

23 24 25 26 27 28 29

Figure 344
e carousel (Figure 345);

B HeCKonLKko CTpok:

AokymeHT 1
HokymenT 2
LokymenT 3

O
Figure 345
e carousel in a line (Figure 346);

B oaHy cTpoky:

B8 1 2 3 B

Figure 346
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check list (Figure 347);

Haxmute Ha niobyio KHOMKy HIbke, YToBbI
aKTUBMPOBATbL MMM A€aKTUBNPOBATL YeK-
Gokc:

O1

o2

a3

OtnpasuTtb
Figure 347

check list under the keyboard (Figure 348).

= )
o1
o2
as
Otnpasutb
Figure 348

When writing messages, the chatbot can use different text formatting to conveniently
present information to the user:

bulleted list;
changing font style;
changing font saturation;
tags;
links to websites;
code block with/without language indication.
Examples of formatting are shown in the figure below (Figure 349).

Feature bot (Ma boy) Gor Q

Bac npusertcrayer Markdown Bot!
£ noka3abiBaio Takue BO3MOKHOCTH
markdown, kak:

1. MapkupoBaHHbIi CNUCOK:
* XupHbiit

* Kypcue

o BeMeprToH-TereT

2. bnok kopa:

const a = 1;
const a = 2;

3. Cebinku Ha canT:

Figure 349
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In the Web App, you can highlight the code based on a specific programming
language if you specify it after “* " *”, for example:

pr"ﬁ\ggg? print(123)
def foo(a, b): - B

returna + b return a + b

Chatbot messages may contain:
e links to corporate chats and contacts;
e photo and video files.

The user can send the following to the chatbot:
e voice messages (Figure 350);

‘ Demo bot  Eon Q
> *

Texkcr panrnoro coobesna Moxet GuiTs Nbsim —
COABPKATEL CNPABONMYIO WHbopMauW o Bore,
xomaHaax, a raxke noboie HeOBXOAUMbIe KHONKKA
noa coobuenmnem

B Gorax, e Tpebyerca asTopuIaumMna, Takoe
CcoOBWeHNe MOXET BITh PDAIHBIM M KHONKKM NOY
HUM TAKOKE MOTYT OTNMNATLCR

Hanpumep, ANA HeABTOPHIOBANNLIX

nonsaoBaTeneit GyaeT kHONKa “8BTOPM3OBATLCR", 8

ANA AATOPHIOBAHHBIX — CTAMABPTHBIO KHOMKA

Aehcrens Gora v

® © O

Figure 350

e geolocation (Figure 351);
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B Gotax, me TpebyeTCA SSTOPUISUMA, TaK0s

® QD
Figure 351

e stickers (Figure 352).
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He ypanock nonywwTs oteet ot Demo bot
MonpoByiiTe NOBTOPHTE Baww
3anpoc.

5]
Figure 352

The chatbot will respond with a text message (Figure 350 — Figure 352).

ACTIONS WITH OBIJECTS

The chatbot can perform the following actions with objects with the use of
commands:

e appointing the user as chat administrator;

e creating a chat with the user;

e pinning/unpinning messages in the chat;

e searching for a user by user ID, login and password, e-mail;
e adding/removing users from the dialog.

The chatbot supports the invisible message sending format. It is used for one-time
transmission of confidential information, which automatically hides the user's
message from history.

ROUTING DIAGRAM
The chatbot can support two routing schemes:
e the user and the chatbot are registered on the same corporate server (Figure 353);

cts.example.ru

Q

Figure 353

e the user and the chatbot are registered on different corporate servers (Figure 354).
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Figure 354

CONFIDENTIAL MODE

The chatbot can independently enable and disable the Confidential Mode in cases
where the user transmits personal or confidential information (Figure 355).
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CONFERENCE NOTIFICATION CHATBOT

A special chat bot, Conference Notifier Bot, is designed to remind you about
upcoming conferences and invite you to participate in them.

All notifications and alerts about upcoming conferences are sent to the dialog with
chatbot. The bot sends notifications according to the parameters configured by the
user.

To start a dialog with the chatbot, type any word. The bot will send a message
(Figure 356).

Y10 BbI XOTenM Obl caenartb/y3HaTh?

HactpouTh Bpemsi HanoMuHaHWiA

CnycoK NpeACTOsLLMX KOH(epeHLmi

Cnncok 6eccpotHbIX KOHGEPEHLMIA

Hacrpoutb 4acoBoii nosic

©
Figure 356

The chatbot can respond to multiple commands.

To bring up the list of commands, click in the message input line or the “/”
key on the keyboard.

NOTIFICATION TYPES

The chatbot sends several types of notifications to the user:

reminder of an upcoming scheduled conference: arrives according to a user-configured
schedule;

invitation to a conference, in the following cases:
if the organizer added this user to the created conference;
if the organizer started an unscheduled conference and added this user to it;
a message stating that the conference has been changed, in particular:
¢ the name has been edited;
e a conference participant has been added or removed;
e the date or time of the conference has been changed;
¢ the availability of the conference using a link has been changed;
e the conference access password has been added, changed or removed;
e message about deleting the conference, in the following cases:
e if the organizer deleted the conference;
e if this user has been excluded from the list of conference participants.

HELP

To bring up help, select the command “/help”. Information about the chatbot will be
displayed on the screen (Figure 357).

The “/notification_settings” command allows you to set up notifications about
upcoming conferences.

The “/future” and “/unlimited” commands display a list of scheduled conferences.
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The “/timezone” command allows you to set the time according to your time zone.

Bac npusetcteyer Conference Notifier Bot!

A Gyay npuckINaTe BaM HaNOMUHAHNA O
NPEACTOALMX KOH(EPEHUMAX U NPUMNALLEHHA HA
HUX.

Cn PaBKa NO KOMaH4aM

[HACTPONTE_HANOMMUHAHMSA - HACTPOMTH
HaNOMWHAHWA BCEX NPEACTOALMX KOHCDEPEHUMIA

Ienpaeka - Cnpaska no §oTy

InpepcToRAwWMe - CUCOK NPEACTOALLNX
KoHthepeHuwi. Mpu BolGOpe KOHKPETHOA
KOH(PEPEHLIMM BBl CMOKETE HACTPOMTE
L0ONONHUTENBHOE HANOMWHAHWE ANA Hee.

/6eccpoyHEIe - CNIMCOK PerynapHsIX
KoH(pepeHLui. Mpi BoIGOpe KOHKPETHOM
KOH(DEPEHLHM Bl CMOKETE HACTPOUTH
NOBTOPAILEECA HANOMUHAHHE ANA Hee.

W
o

HACTPOMTb BpEMs HANOMHHAHKI
CNMCOK NPEACTOALUMX KOH(DEPEHLMIA
CMCOK GECCPOMHBIX KOH(DEPEHLMA
HacTpoMTL YacoBoii NoAC

Cnpaeka

Figure 357

NOTIFICATION SETTINGS

To set up a reminder time for upcoming conferences:
1. Select the command “/notification_settings”.

2. In the form that opens (Figure 358), check the box next to the desired reminder
time or turn off reminders.

BuIGepHTE BpEMS NOMYYeHWA HANOMUHAaHWS O
MPEACTOALLMK KOHPEPEHLMAK:

3a1netHb

3a 14ac

3a 15 MHHYT

3a 10 MUHYT

3a 5 MuHyT

B MOMEHT CTapTa

OTKNOYKTL HANOMWHAHUA

CoXpaHuTh
Figure 358

3. Click “Save”.

To enable disabled reminders, enter the command “/notification_settings” and check
the box next to the desired time in the form that opens (Figure 358).

The user will receive a prior notification before the next scheduled conference. If the
conference is not scheduled, information about it will be received at the start of the
communication session.

When a conference is created, the bot sends a notification to all participants added to
it. The creator himself does not receive notification at this point.
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The conference announcement includes (Figure 359):
information about creating a conference or changing its parameters;
date and time of conference creation;
name of the conference organizer;
a link to join the conference;
the “Show participants” and “Add additional reminder” buttons.

MpHrNaleHme

KoHthepeHuua KoHdeperuua - 20.03 2023 12:00
OpraHusatop: @@Bwura Hu

CChINKA Ha KOHEPEHLIMID

https:/ixink ms/join/room/Y ZViY myvhNGUH WZ
CO1ZJMALWISNMEINWESYmMNKNmMM2NmI1 OjkwO
DJIOThmLWYyNzQINWZKMy04NzgOLWUwMzFm
ZmIXNJRIMTo4NDE3YmMNIY SOWOGYZLTUWNmMELY
TE3NS05MzZM2MzA3MTZIZ]E= 18

MokKa3aTh Y4acTHHKOB

[10B3BHTL JONONHUTENLHOE HANOMUHAHKE

Figure 359

To view the list of conference participants, click “"Show participants”. A message
is displayed containing the list of participants (Figure 360).

YYACTHUKN KOK(PEPEHLMK KOHMEPEHUMA PETpoCNEKTUEA
@@Tavcua MNetposa

@@BwTa Hu

@@ApHHa KapaHaaiosa

@@Martyc Mcakccon

@@BepoHHKa CMHPHOBA

@@Vinba CeeTo3apos

Figure 360

To enable an additional reminder, click “"Add additional reminder”. The form will
open (Figure 358).

CONFERENCES

The commands “/unlimited” and “/future” commands display the list of conferences:
unlimited and with the time and date set respectively (Figure 361).

Oeccpoume -

B ABNRETECE YHACTHOM BECCpOuHEX
KoMpepenik

Wrcom mecius

MpEescT

Y BAC HET BXTHEHLX KOHDEDeHUNA
Figure 361

To view the conference card, click on the button with its name.

The “Show participants” button displays the list of conference participants, the “Add
additional reminder” button opens the reminder form (Figure 358), and the “Back”
button returns to the dialog with the bot.
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TIMEZONE
The “/timezone” command allows you to set the user's time zone.

To set the time zone, enter the command “/timezone”, select the desired time zone
using the bot's on-screen keyboard (Figure 362) and click “Save”.

Y106kl MoNy4aTh YBEOOMIEHNA BOBPEMSA,
HaCTPOWTE CBOW 4aCOBOM NOAC C NOMOLLbIO
KMABMATYPEI HIDKE:

Hanpumep: UTC +3

< +3 >

Mockea

CoxpaHuTe

Figure 362
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Chapter 5

SmartApp is a web app implemented as an add-on that runs inside eXpress to access
corporate services and systems. SmartApp helps solve work tasks within a single
ecosystem and is an alternative to developing dozens of apps for each individual task.

Descriptions of specific SmartApps are available at:
https://docs.express.ms/smartapps/user-guide/.

To go to the SmartApps list, click HH in the main menu of eXpress.
To the right, the "SmartApps” window will open (Figure 363):

o O
L s

SmartApps

© m
e - e
&
=] © ¢ ¢
Pro - Design E-mail Calendar Courier My English
= e .
. @ Pro - General ‘.‘ 111 : @
W ,
..-k-__\ ‘Weather Jira Confluence MNextcloud
+ Pro - Announcements i
. Py B 8 ¢
Polls Home Support Round
N @ Pro - Marketing e page ppol o
1]

= llya Svetozarov: oo

& Pro - Support
} Lidiya Babenko: 0 o

Figure 363

The user can pin favorite SmartApps to the main menu of the app (up to eight
SmartApps and change their order as desired using drag-and-drop. For favorite
SmartApps, event notifications are used, similar to notifications in the “Chats” and
other sections (Figure 363).

Note. The number and display of SmartApps on the user's device depends on the settings of the
role model configured by the administrator.

The contact card, depending on the application settings, may contain links to various
user actions in a SmartApp.

The text from SmartApps can be copied using the button |D to use it in chats and
channels, as well as third-party apps.

By default, when you log in and launch eXpress, the "Home page” SmartApp opens —
a virtual space that contains the company’s corporate services, news feed and event
announcements.

To independently navigate to the “"Main page” SmartApp, click @ in the main
menu of the app.

A detailed user guide for the “Home page” SmartApp is available at
https://docs.express.ms/smartapps/user-guide/home-screen/.
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Chapter 6

The Confidential Mode works in all corporate chats and is designed to protect data
from copying and transferring data to other people. The Confidential Mode applies to
all types of messages. To perform these functions, the Confidential Mode uses the
following security measures:

e setting the time interval for deleting messages after reading and sending;
e providing access to chat only from mobile devices;

e tracking video recording and screenshot taking by users (chat participants receive a
corresponding notification);

e blocking the display of system events in the chat list (system events are displayed in
the chats themselves);

e blocking the functions of copying and forwarding to other chats messages sent in the
Confidential Mode (including after it is disabled);

e blocking the function of quoting messages sent in the Confidential Mode after disabling
it (when Confidential Mode is enabled, quoting messages is available);

e blocking the function of saving files sent in the Confidential Mode (including after it is
disabled);

e no message text in push notification (clicking on the notification opens the chat);

e blurring out chat content/white chat screen when disconnected from the network
(messages are unreadable) and while working in another app.

Note. The Confidential Mode is only available for corporate chats with up to
256 participants. If an external user is added to a chat with Confidential Mode enabled, the
chat becomes a mixed type chat and the Confidential Mode is disabled.

The following actions are available to each of the participants of the personal/group
chat:

e enabling the Confidential Mode;

e activating the “Mobile access only” option;

e changing the Confidential Mode settings;

e disabling the Confidential Mode.
The Confidential Mode settings are synchronized on all devices of chat participants.
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ENABLING THE CONFIDENTIAL MODE

To activate Confidential Mode in the Web/Desktop App:
1. Select the “Confidential Mode settings” option (Figure 364) in the chat card.

8 Cxso3noe wudposarme

Hactpoiku pexuma koHuaeHUWaNsHOCTH
O4MCTUTL UCTOPMIO YaTa

2. NoBasuTh y4acTHUKOB

Figure 364

The Confidential Mode settings window will open (Figure 365):

NIeHHe M0 TaiMe
YRahe Y 1 gems
nocne oTNpask

YAanewwe no TaiMepy 4 .

nocne NpoyTeHus

Figure 365

2. In the drop-down menu, select the valuesfor the “Expire timer” and “Burn timer”
fields. To disable the setting, select “Off” (Figure 366).

Ynanexue no
Taimepy nocne 10 MuHyT
otnpaskn

Ynanewue no
Taiimepy nocne BbIKN. ~

npoyTeHns

Figure 366

The following requirements apply:

e the value of the “"Burn time” option must be less than or equal to the value

of the "“Expire time” option, otherwise both values are automatically
equalized;

e both of the options cannot be set to “Disabled”, otherwise the “Enable”
button is unavailable (Figure 367).
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Yaanexue no

Tafmepy nocne BbIKN,
oTnpaeku

Ynanexue no

Taimepy nocne BbIKN.
npoyTeHus

Figure 367

3. Click “Enable Confidential Mode”.

A corresponding message will be displayed in the chat work area (Figure 368).
The Confidential Mode settings will be set on all devices of chat participants.

When the mode is enabled, the chat or channel administrator sees a message in
the format “<User_name> has enabled Confidential Mode” (Figure 368).

Q Pro - MapkeTmHr 21 yHaCTHUK Q

Pexum koHpuaeHumansHocT: @ 1 aeHb § 14ac

Marmyc Ucakccon (] )

Figure 368

Chat users' messages will be deleted according to the settings you set. Each chat
participant has the possibility to disable the mode or make changes to the settings,
and the changes are synchronized across all devices of chat participants. When a
screen recording is in progress, chat participants will receive the following
notification: “<User_name> took a screenshot of the chat” that are not deleted after
turning off the Confidential Mode.

Note. When you send a message to a chat with the Confidential Mode enabled, that chat moves
to the top of the list, but after deleting the message, it returns to its previous position.

For greater privacy, the user can enable the “Mobile access only” option, thereby
restricting access to the chat from stationary devices. This option is not available in
the Web/Desktop App, and can only be enabled in the Mobile App.

If this option is enabled, the chat becomes unavailable.

Detailed information on setting up mobile access is provided in the following
documents:

“eXpress Automated Communications System. User Manual. Android”;
“eXpress Automated Communications System. User Manual. i0OS”.
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CHANGING THE CONFIDENTIAL MODE SETTINGS

To change the Confidential Mode Settings:

Note. In the Web/Desktop App, you cannot change the Confidential Mode settings, if the “Mobile
access only” feature is enabled.

Select the “Confidential Mode settings” option in the chat card.
Change the settings in the window that opens.
Click “Save Settings”.

The Confidential Mode settings will be changed on all devices of chat participants.
When changing the chat mode settings, the chat administrator sees a message in
the format “<User_name> has enabled Confidential Mode”.

DISABLING THE CONFIDENTIAL MODE

To disable the Confidential Mode:

1.

Click the "“Confidential Mode” bar below the chat header, or select the
“Confidential Mode settings” item from the chat card.

In the window that opens, click “Deactivate”.

The Confidential Mode will be disabled. The confidential mode settings will be
reset to their default values.

The “Confidential Mode"” notification will no longer be displayed in the chat.
The messages sent in the Confidential Mode will be blurred (Figure 369).

L‘w #Pro-Bywranvepus O yecniemon ) 45

£)

Figure 369

if the last text message sent in this chat was sent in the Confidential Mode, the
chat list will show a blurred message (Figure 370).

& Conference Notifier Bot
¥ i) o
@ CoXpaHeHHbIe COOBIBHUA
T o
-

Figure 370
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In the chat, hidden messages will be marked with the icons é and 0 When
you hover over one of the icons, the time after which the message will be deleted
will be displayed (Figure 371).

Figure 371

Clicking on the hidden message will display a hint window (Figure 372) in which
the “Enable” button will take you to the Confidential Mode settings (Figure 365).

CoofwweHna Obini OTNPaBNEHbl B PEXUME
KOH(PUOSHLUWANBHOCTH M YOANATCA B COOTBETCTEWM
C YCTaHOBNEHHbLIM TaAMEPOM.

[inA npocMoTpa coobILEeHWA CHOBA BKIMIOYMTE PEXMM
B HACTpoiikax yaTta

OTMEHA BEKNKYHTL

Figure 372
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Chapter 7

ROLE MODEL

GENERAL INFORMATION

Within the framework of the role model, a requirement for mandatory use of a PIN
code in the app and restrictions for actions with attachments can be established for
certain groups of users:

e sending;
e Vviewing;
e saving to the device memory;
e forwarding to eXpress chats/channels and third-party apps;
e downloading attachments from corporate users.
Restrictions can be customized based on the following attachment parameters:
e attachment type (image, video, document);
e attachment format (e.g. PDF, DOCX, TXT, etc.);
e attachment size (for example, for files larger than 30 MB).
Restrictions may apply to:
e certain group chats/channels;
e personal chats with specific users;
e threads and chats of calls/conferences;
e quantity and display of SmartApps.
Note. Restrictions can be set for specific users or specific groups depending on their server

affiliation. Should you have any questions, contact your administrator or technical support.

The restrictions are set and configured by the app administrator.

TYPES OF RESTRICTIONS

SENDING RESTRICTIONS

When vyou enable restrictions for sending attachments to a specific
chat/channel/SmartApp, a warning will be displayed in the context menu
(Figure 373).

To view detailed information, click on the warning. The details of restrictions for
the current chat/channel will be displayed (Figure 373).
To return to attachment type selection, click on any item in the context menu.

If there are restrictions for sending attachments of a certain type to the
chat/channel/SmartApp, the corresponding button will be inactive when selecting
such an attachment type.
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If the user ignores the information and tries to send a file that violates the
restrictions, a second warning will be displayed. The send message button > will be
inactive (Figure 374).
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Figure 374

If the chat/channel/SmartApp has restrictions for sending files of a certain size or
format, then when you attach such attachments, they will be marked with the

icon 0 (Figure 375). The send message button = will be inactive . The sending will
not be completed.

+ (6], Groupcnatat2se 331 members a

o

Figure 375
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To send the message, deselect files that do not meet the restrictions.

VIEWING RESTRICTIONS

When you set a restriction for viewing attachments, a warning will be displayed above
the files in a chat/channel/SmartApp (Figure 376).
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Figure 376

Clicking on the warning will open a window with additional information about the
restriction (Figure 377).

OrpaHU4YeHWs YaTa Ha NPoCcMOTp

M WM306paxeHus
He 6onee 300 M6
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NOHATHO

Figure 377

When trying to open a file in the internal viewer, a warning about viewing restrictions
will be displayed in the upper right corner of the window.

Viewing restrictions apply to shared files stored in the chat/channel card in the “Files,
media and links” section (Figure 378).

Attachments that do not meet the established restrictions will not be available for

viewing, and when clicked, a warning about the current restriction will be displayed
(Figure 378).
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The user can go to the original message with the attachment to view information
about the restrictions.

To go to the message, right-click on the attachment thumbnail and select “Show in
chat” (Figure 379).

@, GroupChata1-256 331 members & Files, media and links

FEBRUARY 17, 2025

© Bl

[ Fonvarded from osergeevaz 17:27

e e restons o g tocurerts i

Figure 379

SAVING RESTRICTIONS

When you enable restrictions for downloading attachments, the files will remain
available for viewing. When you try to download, a warning about the current
restriction will be displayed in the upper right corner of the window. The buttons for
downloading and forwarding images and videos in the lower right corner will be
inactive (Figure 380).

Vrops Vsanos 15 aiis. 2024, 1747,

Figure 380
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The document download button will be inactive both in the chat/channel/ SmartApp
menu, and in the document viewing menu.

If the file download restriction is enabled, it is also impossible to print it.

FORWARDING RESTRICTIONS

Rules can contain restrictions for forwarding files to and from
chat/channel/SmartApp.

When you forward a file to a chat/channel/SmartApp that has restrictions, a warning

will be displayed in the upper right corner of the window. The chat/channel/SmartApp
will not be available for selection (Figure 381).
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When forwarding a file of a certain type from a chat/channel/SmartApp that has
restrictions, a warning will be displayed in the upper right corner of the window
(Figure 382). The forwarding will not be completed.
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When you try to forward a file from a chat/channel/SmartApp that has a ban on
forwarding files of a certain format or size, a warning about the action being

prohibited will be displayed in the upper right corner of the window. In the context
menu, the “Forward” button will be inactive (Figure 383).
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If the file forwarding restriction is enabled, it is also impossible to print it.

RESTRICTIONS FOR DOWNLOADING ATTACHMENTS FROM CORPORATE USERS

The rules can contain restrictions for downloading attachments sent to a chat/channel
by a corporate user.

Restrictions may apply to:
e groups of corporate server users, attachment senders;
e attachment types (document, image, video);
e groups of users of various contours, recipients of attachments;
e types of chats or specific chats.

When trying to open an attachment, a warning is displayed: “This file is not
available.” When trying to download an attachment, a warning is displayed: “You do
not have access to this file” and the attachment name becomes inactive.

MANDATORY PIN CODE CREATION

If this setting is enabled, the app automatically requires the user to set a PIN code
during registration or logging in. Further work in eXpress without entering the PIN
code will be impossible.

The user cannot disable the PIN code.
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Chapter 8

EMERGENCY SITUATIONS

WEB APP

The list of the most common problems when working with the Web App, possible
causes and solutions are listed in (Table 41):

Table 41

Theme

Registration

Login

Login

Problem

When trying to register after entering

the SMS code, a message is displayed
about the need to install the corporate
version of the app

During registration, a message about
server disconnection is displayed

After logging in after entering the SMS
code, the error “Use a different version
of the application to work with this
account” is displayed

After logging in after entering the SMS
code, the error “Use a special
application to work with this account”
is displayed

After entering the server address, an
error is displayed: “You cannot use this
corporate server with this application”

Nothing happens after scanning the QR
code

Incorrect login/password from AD,
after five unsuccessful attempts the
account is temporarily locked out

When trying to scan a QR code using a
mobile device, the following message
is displayed: “Pairing error. Try again”

When trying to scan a QR code using a
mobile device, the following message
is displayed: “Invalid QR code. Try
again”

Solution
Install the app from a corporate source

Wait for an SMS message about the
connection being restored and resume
registration

Contact your administrator

Contact your administrator

Check the server address with the
administrator

Check if Frigate extensions and/or other
vpn/proxy/ad blockers are installed, if so,
disable them.

Log in via a “clean” Internet connection
(for example, from a home PC). If the
login is successful, report it to eXpress
Support.

Clear the cache (<Ctrl>+<R> on
Windows, <Cmd>+<Shift>+<R> on
MacQOS).

Check if the app version is up to date.

If the above steps do not help, reproduce
the error with the console open (<F12>
on Windows, <Fn>+<F12> on MacOS),
take a screenshot of the console and
contact eXpress Support

Contact your system administrator to
verify the login credentials and log in
again in 10 minutes. If the error persists,
contact eXpress Support

Check your mobile device's connection to
the Internet.

Check your PC's connection to the
Internet

Scan the QR code in the Web App
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Theme

Creating and editing
the user profile

Sending a message

Chatbots

Sending/delivering/ed
iting
/copying a message

Group calls

Personal calls

Markdown (message
text formatting)
issues

Keys error

Push messages

Problem

When you click "Next” in the phone
number entry window, the following
message is displayed: “Please enter a
valid phone number”

When you try to enter a phone number
or paste from the clipboard, nothing
happens

When you try to enter the SMS code,
nothing happens

After the fifth attempt to enter the
SMS code, the following message is
displayed: “The number of verification
attempts has been exceeded”

When creating a new password, the
“Generate” button is inactive

When creating a user profile, the
“Done” button is inactive

Unable to send a message

The bot is not responding

Incorrect button sizes
The command is not processed
correctly

Messages are not sent (clock icons and
exclamation marks are displayed)

Messages are not delivered to the
recipient

The function of editing/copying
messages does not work

No sound, wrong camera turns on, no
access to microphone, cannot share
screen

The call does not connect, it throws out
users, the call is cut off after a while

The call is dropped when received

After receiving the call in the Web App,
the call continues to ring on other
platforms

Different text display on different
devices, incorrect expected behavior

Unable to send messages. A message
is displayed stating that the checksums
do not match

Push messages are not received

Solution

Check if the phone number was entered
or pasted from the clipboard correctly.
The phone number must consist of a
certain number of digits (10 digits for
Russian numbers)

Check if the phone number was entered
or pasted from the clipboard correctly.
The phone number must consist of a
certain number of digits (10 digits for
Russian numbers)

Check if the SMS code was entered
correctly. The SMS code must contain six
digits.

Wait for the “Send new confirmation
code” button to appear, click on it and
enter the new SMS code

Check the password you are creating to
ensure it meets the requirements. Check
that the password and its confirmation
match

Check if the username has been
specified. Check if the username is
correct

Check the content of the message. An
empty message, or a message containing
only non-printable characters, can not be
sent

Check if the command entered to the bot
is correct

Contact eXpress Support

Check your connection to the Internet, as
well as to the public (regional) and
corporate servers. Check if the eXpress
version is up to date

Contact eXpress Support

See https://express.ms/faqg/calls/

Check the number of users in the call. It
should not exceed 256 people. If there
are less than 256 users in the call,
contact eXpress Support

Try again or call back. If the problem
persists, contact eXpress Support

Contact eXpress Support

Contact eXpress Support

Update the application version (see
page 48). If the problem persists, contact
Technical Support

Open your browser and deactivate the
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Theme

DESKTOP APP

Problem

Solution

eXpress tab. If the problem persists,
contact eXpress Support

The list of the most common problems when working with the Desktop App, possible
causes and solutions are listed in (Table 42):

Table 42

Theme
Installation

Registration

Login

Login

Chatbots

Problem

When trying to register after entering

the SMS code, a message is displayed
about the need to install the corporate
version of the app

During registration, a message about
server disconnection is displayed

After logging in after entering the SMS
code, the error “Use a different version
of the application to work with this
account” is displayed

After logging in after entering the SMS
code, the error “Use a special
application to work with this account”
is displayed

After entering the server address, an
error is displayed: “You cannot use this
corporate server with this application”

Nothing happens after scanning the QR
code

Incorrect login/password from AD,
after five unsuccessful attempts the
account is temporarily locked out

When trying to scan a QR code using a
mobile device, the following message
is displayed: “Pairing error. Try again”

When trying to scan a QR code using a
mobile device, the following message
is displayed: “Invalid QR code. Try
again”

The bot is not responding

Solution
Install the app from a corporate source

Wait for an SMS message about the
connection being restored and resume
registration

Contact your administrator

Contact your administrator

Check the server address with the
administrator

Check if Frigate extensions and/or other
vpn/proxy/ad blockers are installed, if so,
disable them.

Log in via a “clean” Internet connection
(for example, from a home PC). If the
login is successful, report it to eXpress
Support.

Clear the cache (<Ctrl>+<R> on
Windows, <Cmd>+<Shift>+<R> on
MacOS).

Check if the app version is up to date.

If the above steps do not help, reproduce
the error with the console open (<F12>
on Windows, <Fn>+<F12> on MacOS),
take a screenshot of the console and
contact eXpress Support

Contact your system administrator to
verify the login credentials and log in
again in 10 minutes. If the error persists,
contact eXpress Support

Check your mobile device's connection to
the Internet.

Check your PC's connection to the
Internet

Scan the QR code in the Web App

Check if the command entered to the bot
is correct
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Theme

Sending/
delivering/

editing/

/copying messages

Group calls

Personal calls

Markdown (message
text formatting)
issues

Keys error

Push messages

Problem
Incorrect button sizes

The command is not processed
correctly

Messages are not sent (clock icons and
exclamation marks are displayed)

Messages are not delivered to the
recipient

The function of editing/copying
messages does not work

No sound, wrong camera turns on, no
access to microphone, cannot share
screen

The call does not connect, it throws out
users, the call is cut off after a while

The call is dropped when received

After receiving the call in the Web App,
the call continues to ring on other
platforms

Different text display on different
devices, incorrect expected behavior

Unable to send messages. A message
is displayed stating that the checksums
do not match

Push messages are not received

Solution
Contact eXpress Support

Check your connection to the Internet, as
well as to the public (regional) and
corporate servers. Check if the eXpress
version is up to date

Contact eXpress Support

See https://express.ms/faqg/calls/

Check the number of users in the call. It
should not exceed 256 people. If there
are less than 256 users in the call,
contact eXpress Support

Try again or call back. If the problem
persists,

contact eXpress Support

Contact eXpress Support

Contact eXpress Support

Go to the “Settings” section and select
“Check for updates”. Install updates (if
available) and restart the app.

If the problem persists, contact Technical
Support

Open the app and deactivate the eXpress

tab. If the problem persists, contact
eXpress Support
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Appendix 1

Hot keys for Windows and Linux OS are listed in Table 43:

Table 43

Keyboard shortcuts
<Ctrl><Shift>+<F>
<Enter>
<Shift>+<Enter>
<CtrI>+<C>
<Ctrl>+<X>
<Ctrl>+<V>
<Ctrl>+<zZ>
<Ctrl>+<R>
<Ctrl>+<F5>
Space (in a call)
<Alt> + <M>
<Fn>+<F12>

<F11>

<Left Alt><Shift>+<+—>
<Left Alt><Shift>+<—>
<Left Alt><Shift>+< | >

Action

Open search in chat

Send message

Break line

Copy selected text

Cut selected text

Paste previously copied or cut text

Cancel text entry

Restart the Desktop App and clear the cache
Refresh the Web App page and clear the cache
Switch the microphone to the “walkie-talkie” mode
Turn microphone on/off

Open the browser console — for the Web App, or console log — for the
Desktop App (on some laptops)

Switch to full screen mode in the desktop version
Go to the previous chat

Go to the next chat

Go to the next unread chat

Hot keys for MacOS are listed in Table 44:

Table 44

Keyboard shortcuts
<Ctrl><Shift>+<F>
<Enter>
<Shift>+<Enter>
<Cmd>+<C>
<Cmd>+<X>
<Cmd>+<V>
<Cmd>+<Z>
<Cmd>+<Shift>+<R>
<Cmd>+<R>
<Cmd>+<Alt>+<1>
<Fn>+<F12>
<Cmd>+<Q>

Space (in a call)
<Alt> + <M>

<F11>

Action

Open search in chat

Send message

Break line

Copy selected text

Cut selected text

Paste previously copied or cut text
Cancel text entry

Reset the Web App page cache
Refresh the Web App page or restart the Desktop App with clear cache
Open console

Launch the Desktop App

Switch the microphone to the “walkie-talkie” mode
Turn microphone on/off

Switch to full screen mode in the desktop version

294



Appendix 2

To install and operate eXpress on Astra Linux, the “libappindicator3-1" library is
required.

To install the “libappindicator3-1" library:

1.
2.

Open the “Terminal” system app (*"Main Menu”) — “System” — “Fly terminal”).
Run the following command:

sudo apt-get update

Wait until the command completes (Figure 384).

> ~:bash — Tepmunan Fly

@aiin  Mpaeka Hactpoiika Cnpaeka

k8 Q| V@

express@Express-PC:~% sudo apt-get update
Cuw:1 https://download.astralinux.ru/astra/stab
lease

HteHue cnuckoB naketoB.. [oToBo
express@Express-PC:~$ |}

Figure 384

Enter the following command to add the library:
sudo apt-get install libappindicator3-1

Note. If you get the error “dpkg aborted” in the terminal, enter the command sudo dpkg -
configure -a, then install the library “libappindicator3-1" (Step 3).

To install the app:

1.
2.

In any browser, go to https://express.ms/.

In the top menu, click “Product” and in the drop-down menu, select “Download”
(Figure 385).

. s
v '

E&WBSS : Product v :Fealuresv Cases Rates AboutUs v Documents v eXpress Web
> . o Implementation

eXpress_ & Benefits ol

communics
472 Functionality L, Download

Anemployee’s personal, ! =

in a single business appl
L) Releases

News & Events

Figure 385

The app download page will open.
Select the “Ubuntu” platform (Figure 386) to download the installation file for it.
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https://express.ms/

%I’!SS Mpogyxr v Boamoxwoctwt v Pewewnn  Tapudsr Omwac v [okymentaums v
=
eXpress pna Web

KoppexTHo paBoTae 8o cex ocHoBHbix 6payaepax: Chrome,
Microsoft Edge, Siuaexc Bpayzep u va apyrux

PR
| nepeim

\
[ L Vo) O
=] S
Mac0S Windows Windows MSI Linux Ubuntu
Cravats Cravars Cravams Cxavars Cravars

Figure 386

The browser will start downloading a file with the .deb extension.
4. After downloading the .deb file (Figure 387), double-click it to run it.

eXpress_2.0.113_amd64.deb
https://dl.express.ms/desktop/eXpress_2.0.113_amd64.deb

Mokasatb B nanke

Figure 387

5. In the window that appears, select “Open in” — “QApt package installation
program” (Figure 388).
OTKpbiTHe «eXpress 1.19.23 amd64.deb» o x

Bbl coBupaeTecs 0TKpbITh!

E] eXpress_1.19.23 amdé64.deb

ABNAWWIACA: naket Debian (135 MB)
n3 https://dl.express.ms

Kak Firefox cnepyer o6paGorars ator ain?

[ ) 55(;':1:; Nporpamma QApt Ans yCTaHOBKW NakeTos ... Vv
Coxpanute daitn

BhINONHATE ABTOMATUYECKN ANA BCex ¢aﬁnoa AAHHOro TMna.

OrmeHa OK A

Figure 388

The “Package installation” window will be displayed.
6. Click “Install package” (Figure 389).

Build 3.40
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296



Build 3.40
26/05/2025

8.

4 YcTaMoska naketos — express —Mporpamma QAptgna.. . 0O X

\ Naker: express
\ CocrosHne: TpebyeTcs yCTaHOBUTE 2 AONONHUTENLHbIX NaKeTa,
Onucanme | MoAPOBHOCT [Comumum l 3aBUCUMOCTH
eXpress client

eXpress client

(V] ycnnour\naxn . @ Otmena l

MpUMEHNTEL nIMeHeHns

Figure 389

Libraries are installed automatically and are displayed on the “Dependencies” tab
(Figure 390).

a4 Ycranosxa naxetos — express — Mporpamma QAptgas. . O X

v Ycranosnems
libgtk-3-0 (3.22.30-0astra3 wa download.astralinux.ru)
libnotify4 (0.7.7-2 n3 download astralinux.ry)
bnss3 (2:3.45-1astra2 u3 download astralinux.ru)
libxss1 (1:1.2.2-1 u3 download.astralinux.ru)
libxtsté (2:1.2.3-1 u3 download.astralinux.ru)
xdg-utils (1.1.3-1astrad w3 download.astralinux.ru)
libatspi2.0-0 (2.22.0-6+deb9u? 3 download.astralinux.ru)

Figure 390

Check for the presence of the “libappindicator3-1” library in the “Dependencies”
tab. If it is missing (an error occurred during installation), install it (see
page 295).

In the window that appears, enter your Linux account password (Figure 391).
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9.

10.

™ Tpebyerca ayrentnduxaims — Arenr PolicyKit1 or KDE P

[ex]
Install or remove packages

MpUNoXeHNEe NLITIETCR BLINONHNTL AeCTBME, KOTOpOe Tpebyer
AONONHUTENLHLIX NPHBMALTII. AnA 3TOrO Tpebyerca
JYTeNTHOMKAUMA

Napone: | | *

NoapobHoCTH >> Aa Ormena
Figure 391

Once the installation is complete, click “Close” (Figure 392).

»4 Ycranoexa nakevos — express — fporpamMma QAptgns.. . 0O X

Figure 392

Open eXpress (“Main Menu” — “Network”) and create a keychain password
(Figure 393).

% R A
+|  BuibepuTe Nnapons AN HOBOW CERIKM KMOMER
—

Y MPIN0R e XOWET COMAITE MORYWD CRRIKY SN0 € itisernt «CH 13 M0 NO YUOMaixn HEOBTOIMIO BWBPITh NINOAR AN HTOR CBRIAM LACPR

Cranari rpwnomerne Arn sxosa & Baw axcaywr Express caenaite

enepymuee
[ § A[‘)pgmu;
~CI

Figure 393

The set password is required by the operating system to store encryption keys.
There will be no need to enter it in the future.

Note. If the Linux desktop version gets stuck on the splash screen with the logo, run “sudo
apt install gnome-keyring” in the Terminal, then log out and log back in or reboot.
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CHANGE HISTORY

The “Change History” section contains the list of changes in the document related to

changes/improvements to the system.

Build 2.12.45

No.

1.

Section/subsection

Administering a Group
Chat

Administering a Group
Chat

“Phone Call” item

Build 2.2.53

No.

10.

11.

12.

13.

14.

15.

16.

Section/subsection
Chats

Messages
Tags

Description of the App
Interface

Creating a Chat

Setting Up Chat

Administering a Group
Chat

Searching for a Chat
Searching in Chat
Actions with Contacts

Actions with Messages

Stickers

Call and Video
Conference Interface

Starting and Ending a
Call

Switching the Call to the

Background Mode

Adding Users to the Call

Change

Information about the possibility to invite users
to chat using a link has been added

Information about the possibility to
enable/disable end-to-end encryption has been
added

The section has been updated

Change

The section has been updated. Figures and
descriptions of chat cards have been updated

The section has been updated. Information
about the possibility to use tags when
mentioning a user has been added

The section has been added

The section description has been updated,
figures have been updated. Information about
searching using tags and entity parameters has
been added. Description of icons in the main
area of the main window of the app has been
added

Descriptions for searching contacts by tags have
been added

Description of actions for setting up a chat has
been updated. Description of actions for chat
tagging has been added

The section has been updated. The action for
adding a user to the chat has been
supplemented, figures have been partially
updated

The action for searching for a chat by tag has
been added

The action for searching for a message by tag
has been added

Information about the possibility of tagging
contacts has been added

The section has been updated. The list of
actions has been expanded and the figures
have been partially updated. Information about
the action for tagging a message has been
added

The section has been reworked according to the
new structure

The information has been compiled and
presented as a separate section.

The section has been updated, description of
call notifications has been updated

The section has been updated, figures have
been updated

The description of the action has been
expanded to take into account the use of tags,

Reference
page 107

page 107

page 41

Reference
page 16

page 28

page 39
page 11

page 100

page 106

page 108

page 117
page 119
page 157

page 160

page 172
page 41

page 187
page 189

page 210
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No.

17.

18.

19.

20.
21.

22.

Section/subsection

Viewing the Call Log
Videoconferencing
Settings

“Settings” - “Tags”
Appearance

SmartApps

Build 2.5.56

No.

Section/subsection

Information about the
division of the top tab
into “All” and “Catalog”
has been added

Restrictions for Regional
Users

SIP Calls

Threads
Sending a File to Chat

Administering a Group
Chat

Chatbots

Build 2.6.31

oz

Section/subsection

Chats, Contacts,
Interface Description

Creating a Chat

Call and Video
Conference Interface

Authorization and
Registration

Installing the App

Actions with Messages

Change
figures have been added

The section has been updated. The figures have
been added, information concerning the action
to search for a call has been added

The section has been added
The section has been updated, figures have

been partially updated

The section has been added
Description of the option "Own messages on the

left” has been added

The section has been added

Change

Information about the division of chats, channels
and bots into tabs has been added and replaced;
figures throughout the text have been replaced

A note about restrictions for regional users has

been added

Information from the document “SIP
Integration — Instructions” has been added to

the “SIP Calls” section

“Threads” and “"Managing Threads” sections have

been added

A note about the limitation on sending more than
10 files at a time has been added

Description of the actions for administering a
group chat have been updated

Description of the action for enabling/disabling
commenting on messages has been added

A subsection describing the chatbot for
notifications about upcoming conferences and
invitations to participate in the conference has
been added to the “Chatbots” section

Change

The routing icon has been removed from the main

chat page

Description of actions for adding participants to a
group chat has been added and corrected. You
can now create a group chat without adding

participants

Pop-up help to icons during a call or conference
call have been added. The icon and function
“Open call in window” have been added

A hint with a full e-mail address has been added

to the registration screen

When authorizing, it is now possible to refuse to
enter a password; in the section on authorization,
this part has been supplemented

Functions have been added for bringing up the
context menu with a right mouse click and
replying to a message with a quick double left
click. The context menu button has been removed

Reference

page 202
page 217
page 235

page 253
page 260

page 278

Reference

page 10

page 53

page 34,
page 137
page 144

page 108

page 274

Reference

page 103

page 41

page 57

page 57

page 160
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o

Section/subsection

Viewing the Call Log

Profile

Profile

Build 2.7.21

No.

Section/subsection
Settings/Main

Actions with Files and
Links in the Chat Card
“Saved Messages” Chat

Searching for a Contact

Managing Threads

Build 2.8.1

No.

Section/subsection

Conference Notification
Chatbot

Viewing the Call Log

Corporate User

Authorization in the Web

App

Settings -> Appearance

Changing and Deleting a

Conference
Threads

Change

When you open the “Calls” section, the tab that
the user last viewed opens. If there are missed
calls, the “Missed” tab opens

The display of profiles has changed, the
“Corporate/Personal” tabs have been removed

The setting “Change encryption keys” has been
changed to “Additional data protection”, it is now
possible to refuse entering a password during
authorization. The “Profile” section has been
supplemented

Change
Description of actions for setting up the date
format has been added

Information that the “Files, media and links”
section also displays forwarded e-mails

Information about unlimited time for editing a
saved message has been added

Display of contacts at the top of the list when
performing exact match search has been added

The item “Comment” has been added instead of
the “Start a thread” item in the message menu.
“Subscribe to notifications” and “Unsubscribe

from notifications” instead of “Join thread” and
“Leave thread” in thread properties

Change
The section has been supplemented and revised

At the end of the section, a function for deleting a

specific call from the log has been added

The screenshot and description of item 5 of
authorization by phone number have been
changed: a drop-down list of corporate servers
has been added

Supplemented with a setting for displaying
threads

The “Deleting a conference” section has been
expanded to “Editing and deleting a conference”.
Supplemented with paragraphs about setting up
the display of threads and a figure about
displaying the tab

Reference

page 202

page 236

page 244

Reference
page 248

page 141

page 122

page 157

page 137

Reference
page 274

page 204

page 57

page 260

page 235

page 34
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Build 2.9

N Section/subsection

°

1. Call and Video
Conference Interface

2.  Viewing a Thread

3. Registration in the
Desktop App

4. Registering a New
Account, External User
Authorization,
Corporate User
Authorization,
Simplified Corporate
User Authorization

5. Installing the App

Build 2.10

No. Section/subsection
1. Call Log

2. Threads; Managing
Threads

3. External User
Authorization/
Corporate User
Authorization/
Simplified Corporate
User Authorization

4. Installing the App

5. Installing eXpress on
Astra Linux
Build 2.11

No. Section/subsection
1. Creating a Thread

Change

Information and screenshot about how screen
sharing works in full screen mode have been added

Information and screenshot about switching
between threads of one chat has been added

A note about two eXpress accounts from one device
in the Desktop App has been added

An optional item about entering verification text has
been added to each of the subsections

Each of the subsections has been supplemented
with consent to the rules of information exchange

Change

The subsection has been renamed from “Viewing
the Call Log” to “Call Log”. “Clear Call Log”
operation has been added to the end of the
section

Screenshots have been updated

Screenshots of entering the user's personal
password have been replaced (Additional data
protection)

In each of the subsections, the screenshot
showing the consent to the rules of information
exchange has been updated

In the Desktop App description, the screenshots
showing downloading the app from the website
have been updated and the text of items 2-4 has
been replaced

Screenshots and items 2-4 in the application
installation description have been replaced

Change

Removed information about the appearance of a
tab with the creation of the first thread: now the
tab is always displayed, even if there are no
threads

Reference

page 41

page 138
page 57

page 57

page 55

Reference
page 202

page 34,
page 137

page 70

page 55

page 295

Reference
page 137
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Build 2.27

No. Section/subsection

1. Authorization of an
External User on a
Corporate Server

2. Introduction

3. Purpose of the App

Build 2.28

No. Section/subsection

1. Chats

2. Channels

3. Resetting Passport

Build 3.0

No. Section/subsection

1. Chats

2. Reactions

Build 3.1

No. Section/subsection

1. Messages

2. Call and Video Conference
Interface

3. Sending Messages and
Files

4. Screen Sharing

5. Call Settings

Change
The subsection has been added

The link to the Support page has been changed

The description of authorization on the corporate
server has been supplemented

Change

The visual display table of chat types has been
changed

The visual display table of channel types has
been changed

The section has been added

Change

Description of reaction settings when
administering a group chat has been added

A subsection describing reactions in the Web App
has been added

Change

Information about the possibility to mention
contacts from trusted corporate servers using
the "@@" construct has been added

In the table with the description of icons,
information about the possibility to go to the
call/conference chat has been updated

The section has been updated

Information about the frame that limits the
displayed area ofthe screen has been added
Information about setting the sound and video
quality during a call has been added
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page 9

page 10

Reference
page 16

page 24

page 88

Reference
page 112

page 169

Reference
page 28

page 41

page 189
page 190

page 249
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Build 3.2

No. Section/subsection
1. Contacts
2. Actions with Messages
3. Videoconferencing
4. SIP Calls
Build 3.3
No. Section/subsection
1. Call and Video
Conference Interface
2. Call Log
3. Actions with Messages
4. Confidential Mode
Build 3.5
No. Section/subsection
1. Actions with Contacts
2. About
3. Videoconferencing
4. Managing Chats
5. Unread Messages Filter
6. Administering a Group
Chat
Build 3.6
No. Section/subsection
1. General Information
2. Supported Languages
3. Chats
Channels
4, Operating the Web App
and the Desktop App
5. Searching for a Chat

Change

A note concerning the possibility to copy data
from the contact card has been added

The time limit for editing messages has been
updated (48 hours for users, no restrictions for
channel administrators)

The figures have been updated, information
about creation of a scheduled conference and
new logic for dividing conferences (5 blocks) has
been updated

The item has been reworked

Change

Description of request for feedback after
call/conference end has been added

A note about the presence of a card for the group
call chat has been added

A note about marking a forwarded message in
the chat list has been updated, figure has been
updated

Description of hints to hidden messages has been
added

Change
The figures have been updated

The description has been updated
The figures have been updated
The “Managing Tabs” subsection has been added

The “Filter unread messages” subsection has
been added

Information about the limitation on the number

of chat participants displayed in the list has been
updated

Change

The section structure has been changed,
information has been added

Arabic language has been added to the
description and figures throughout the text of the
document

The figures have been partially updated (the
name of the chat creator is highlighted with a
hyperlink)

General information from subsections has been
moved to the “General Information” section

Information about exact and advanced search,
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page 157
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page 217
page 124
page 124
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page 10
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page 24
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No. Section/subsection

6. Searching for a Contact

7. Actions with Files and
Links in the Message

8. Editing Images

9. SIP Calls

10.  Confidential Mode

Build 3.7

No. Section/subsection

1. Description of the App
Interface

2. Global Chat

3. Messages

4. Call and Video Conference
Interface

5. Updating the App Version

6. Searching for a Chat

7. “Saved Messages” Chat

8. Administering Global Chat

9. Searching for a Contact

10.  Actions with Messages

11.  Viewing the List of Call
Participants

12.  Adding Users to the Call

13. Call Log

14.  Viewing the List of
Conference Participants

15.  Joining a Conference

16. Main Settings

17. Tags

18. Notifications

19. Maintenance

20. SmartApps

Build 3.8

No. Section/subsection

1. Contacts

2. Channels

Change
link to search settings have been added

Information about exact and advanced search,
link to search settings have been added

Information about the possibility to download files
in the built-in document viewer has been added,
figures have been updated

The figures have been updated due to expansion
of color palette in the image editor

The figure showing the application for calling has
been added

Figures with the message about the mode being
turned on have been updated

Change
Menu item names and icons have been updated

The section has been added

Description of functions for formatting message
text and inserting links has been added

Description of the possibility to end a call/video
conference in the Desktop App using the close
app button has been added

Description of notifications about updates has
been added

Description of setting up search has been
added

The figures have been updated
The section has been added

Information about setting up search has been
added

Description has been added, information about
sending messages to a SmartApp has been
added

The figures have been updated

The figures have been updated
The figures have been updated
The section has been added

The figures have been updated

Description of the “Exact match search” setting
has been added

The figures have been updated
The figures have been updated
The subsection has been added

Information about the possibility to send
messages to a SmartApp and links to events
from a SmartApp to chats has been added

Change

Information about the contact card has been
updated

Information about channel administrator rights

has been updated and differences between a
channel and a chat have been described

Reference

page 157

page 143

page 146
page 216

page 279

Reference
page 11

page 25
page 28

page 41

page 88
page 117

page 122
page 135
page 157

page 160

page 210

page 210
page 215
page 226

page 229
page 244

page 253
page 259
page 263
page 278

Reference
page 14

page 24
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3. SIP Calls

4. Installing the App

5. Searching for a Chat

6. Viewing the List of Call

Participants
7. SIP Calls
8. Chatbots

9. SmartApps

Build 3.9

No. Section/subsection
1. Videoconferencing

2. Phone Call, Video
Conferencing, Call
Settings

Build 3.10

No. Section/subsection
1. Notifications

2. Confidential Mode

3. Actions with

Conferences
4. Videoconferencing
Build 3.11

No. Section/subsection

1. Installing the App,
Settings

2. Audio and Video
Communication,
Carrying out Calls and
Videoconferencing

3. SmartApps

Build 3.12

No. Section/subsection
1. Phone Call

Information about missed SIP call notifications
has been added

Information about the possibility to quickly search
in the list by name and country code has been
added

Information about sorting chat and notification
search results has been added, figures have been
updated

The figures have been updated

The figures have been updated
The figures have been updated

Information about the possibility of copying text
from SmartApps has been added

Change

The figure in the “Searching for a Conference”
has been updated

A note about the possibility to quickly turn the
microphone on/off has been added

Change

Information about SmartApp notifications has
been added

Information about the availability of the
Confidential Mode has been corrected

A note about the possibility of switching to the
conference chat without activating it has been
added, figures have been updated

The “Recording a Conference” subsection has
been added

Change

The figures have been updated, the “Contacting
Support” subsection has been updated

The sections “Recording Calls and Conferences”
and “Administering a Group Call” have been
updated, the section “Reactions in Calls and
Conferences” has been added, and figures have
been updated

Information about the possibility to go to a chat
message from a SmartApp has been added

Change

The number of call participants has been
increased to 256 users, figures have been
updated

page 53

page 55

page 117,
page 119

page 210

page 234
page 264
page 278

Reference
page 234

page 187,
page 208,
page 222,
page 249

Reference
page 259

page 24,
page 279
page 226

page 234

Reference
page 55,
page 235
page 208,
page 234

page 278

Reference

page 41,
page 175
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2. Administering a Group
Chat

3. Adding Users to the Call

4. Managing Messages

5. Viewing the List of
Call/Conference
Participants

6. Call Settings

7. Entire document

Build 3.13

No. Section/subsection

1. Restrictions for Regional
Users

2. Description of the App
Interface

3. Contacts, SmartApp

4, Phone Call

5. Actions with Files and
Links in the Chat

6. Call and Video
Conference Recording

7. Call Settings

8. Maintenance

9. Entire document

Build 3.14

No. Section/subsection

1. Phone number and
company e-mail address

2. Contacts, Chats,
Messages, Personal Call,
Group Call,
Videoconferencing

3. Group Chat, Creating a
Group Chat,
Administering a Group
Chat

4. Audio and Video
Communication

5. Personal Call

6. Group Call

7. Voice Messages

8. Administering a Group

Chat

A note about contact search settings has been
added, figure has been updated

A note about contact search settings has been
added

The section structure has been changed

A note about the possibility to view the list using
scrolling has been added

Information about setting up notifications about
call/conference participants joining/leaving has
been added, figures have been updated

The figures have been updated

Change
The list of restrictions has been expanded

The figure has been updated

Information about links in the contact card to
actions in SmartApps has been added

The subsection “Setting Up Call Parameters” has
been formed, information about setting up an
active call has been added

The figures have been updated
The figures have been updated

Information about the background blur option in
a video call has been added

Information about notifications for external user
has been added, figures have been updated

Icons have been updated

Change

Information about company contact details has
been updated

The section structure has been changed,
information and figures have been added

Information about the chat name limitation of
128 characters has been added

The section has been broken up and removed

The section structure has been changed,
information has been updated

The section structure has been changed,
information has been updated

The section has been moved

The section structure has been changed

page 108
page 210
page 160
page 210,
page 210,

page 226
page 249

Reference
page 10

page 11

page 14,
page 278
page 181
page 124
page 196
page 249

page 263

Reference
page 2

page 14,
page 16,
page 28,
page 181,
page 204,
page 217
page 21,
page 102,
page 108

page 41
page 46
page 32

page 108
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No. Section/subsection

9. Managing Channels

10.  Administering Global
Chat

11. Main Settings

12.  Appendix 1

Build 3.16

No. Section/subsection

1. Entire document

2. Entire document

3. Contact Card, Files and
Links in the Message

4. Installing the Desktop
App

5. Installing the App

6. Message Formatting

7. Voice Messages, Setting
Up Call Options,
Starting a Group Call,
Creating an
Unscheduled
Conference

8. Setting Up Call
Parameters

9. Ending a Personal Call,
Ending a Group Call,
Exiting and Ending a
Conference

10.  Viewing the List of Call
Participants

11.  Making a Repeat Call to
the Call Participant

12.  Functional Capabilities

13.  SmartApps

14. Role Model

Change
The section has been added

The section has been moved

The section structure has been changed

Information about keyboard shortcuts has been
supplemented

Change

Figures and descriptions of navigating to app
settings have been updated

“Authorization” has been replaced with “login”
and “connecting to the server” depending on the
context

Information about opening e-mail links from
messages and profiles in SmartApps has been
added

Information about the specifics of installing the
app using an MSI package has been added
Section content has been updated: registration
and login methods using e-mail and server
address have been added

Description of message formatting process has
been elaborated

Information about the app operation when the
microphone is not connected has been added

Information about setting up incoming video
restrictions has been added

Information about call quality rating has been
added

Information about highlighting guests in calls and
conferences has been added, figures have been
updated

Information about making a repeat call to a call
participant has been added

Information about the possibility of following a
link specified by the administrator when clicking
the bot button has been added

SmartApps description has been corrected

The chapter has been added

Reference
page 124

page 135

page 244
page 294

Reference

page 15,
page 29

page 55

page 55

page 162
page 175,
page 181,
page 205,
page 222
page 181
page 201,
page 214,
page 233

page 210,
page 226

page 211

page 265

page 278

page 284
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Build 3.17

No. Section/subsection

1. Entire document

2. Entire document

3. General Information —
Tags, Settings — Tags

4. Updating the App
Version

5. Actions with Files and
Links

6. Actions with Messages
— Forwarding a
Message

7. SmartApps

Build 3.18

No. Section/subsection

1. Entire document

2. Tags

3. Installing the App,
Settings

4. Creating a Group Chat

5. Administering a Group
Chat, Managing Threads

6. Managing Channels

7. Actions with Messages

Build 3.19

No. Section/subsection

1. Logging in Using E-mail
Address, Logging in
Using Server Address

2. Actions with Files and
Links

3. Ending and Leaving a
Group Call, Ending and
Leaving a Conference

4. Role Model

Change
Figures and descriptions of the main menu of the
app have been updated

Figures and the list of available interface
languages have been updated

Information about the possibility to change tags
and descriptions of personal tags, including using
emoji, has been added

Information about notification in the chat window
about the release of a new version of the app has
been added

New section has been formed

Information about forwarding a message to a
thread has been added

Information about opening the “"Home Page”
SmartApp when launching the app and setting up
the list of favorite SmartApps has been added

Change
Figures with app settings have been updated

Information about tag types has been clarified

Information about access to the user agreement
after installing the app has been added

The figures have been updated

Information about the possibility for the
administrator to delete messages in chats and
threads has been added

Information about setting up the display of
channels using tabs and unread messages filter
has been added

A note about the limitation on viewing message
information in chats has been added

Change

A note concerning redirecting the user to a
simplified login in the app when a linked phone
number is detected has been added

The figures have been updated

Description has been updated, figures have been
updated

The figures have been updated

Reference

page 39,
page 253

page 88

page 143

page 166

page 278

Reference

page 39

page 55,
page 235
page 102

page 108,
page 137

page 134

page 167

Reference
page 78,
page 80

page 144

page 214,
page 233

page 284
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Build 3.20

No. Section/subsection

1. Registering a Corporate
User
Build 3.21

No. Section/subsection
1. SmartApps

Build 3.22

No. Section/subsection
1. External User Warning
2. Registering a Corporate

User, Logging a
Corporate User in to the
App

3. Logging a Corporate
User in to the App

4. Managing Chats —
Setting Up a Chat

5. Managing Chats,
Actions with Contacts,
Managing Messages,
Settings — Tags

6. Personal Call — Setting
Up Call Parameters

7. Videoconferencing

Build 3.23

No. Section/subsection

1. Administering a Group
Chat

2. Administering a Channel

3. Messages

4. SmartApps

Build 3.24

No. Section/subsection

1. Description of the App
Interface

2. Chats

Change

A note concerning the dependence of registration
methods on corporate server settings has been
added

Change

Information about setting the number of
SmartApps by the app administrator has been
added

Change
The section has been added

Information about the need for a corporate client
to log in using their phone number when
registering using phone number has been added

A note concerning the possibility of blocking the
login of users without a verified phone number

Information about setting a chat as read/unread
on all user devices has been added

A note about the tag input field being case
insensitive has been added

A note about the minimum PC requirements for
enabling background blur in calls has been added

The description of the procedure for creating a
scheduled conference has been updated, figures
have been updated

Change

Description of chat participants list has been
changed

Description of channel subscribers list has been
changed

A note about synchronization of drafts across all
user devices has been added

The description of SmartApps search has been
added

Change
The section structure has been changed

Information about notification about the actions
of the interlocutor in the chat (sending a file,
video, etc.) has been added

Reference
page 57

Reference
page 278

Reference
page 19

page 57,
page 76
page 70
page 106
page 106,
page 157,
page 169,
page 253
page 181

page 219,
page 226

Reference
page 21

page 25
page 28

page 278

Reference
page 11

page 16
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No. Section/subsection

3. Tags

4. Registration Using E-
mail address, Logging in
Using E-mail Address

5. Actions with Files and
Links — Viewing
Documents

6. Actions with Contacts

7. Ending and Leaving a
Group Call

8. Creating a Scheduled
Conference

9. Leaving and Ending a
Conference

10. Changing the Phone
Number

11.  Description of Chatbots

12.  Confidential Mode

Build 3.25

No. Section/subsection

1. Entire document

2. Setting, Changing the
Interface Language

3. Managing Chats,
Managing Channels,
Administering a Group
Chat, Administering a
Channel

4. Actions with Contacts

5. Receiving an Incoming
Call

6. Rating of Call Quality,
About

7. Creating a Scheduled

Conference, Creating an
Unlimited Conference

Change
The section structure has been changed

A note about contacting technical support if you
have problems logging in to the app using e-mail
address has been added

The section structure has been changed

The section structure has been changed

The section structure has been changed

Information about the availability of the “Add to
calendar” option only for scheduled conferences
has been added

The section structure has been changed

Information about sending an SMS message to
the user when changing the phone number has
been added

Information about the possibility of generating a
QR code for the card or bot action has been
added

The section structure has been changed

Change

The section structure and the location of figures
have been changed

Malay added to the list of supported languages,
the figures have been updated throughout the
document

A description of the procedure for leaving and
deleting a chat and channel has been updated

The “Creating a QR Code or a Link to the Contact
Card” section has been added
The subsection has been added

Log file format has been changed

Description and figures have been updated

Reference
page 39

page 62,
page 76

page 154

page 157
page 214

page 219

page 233

page 240,
page 243

page 264

page 279

Reference

page 55,
page 246

page 116,
page 132,
page 133

page 160

page 188,
page 206
page 202,
page 261
page 219,
page 221
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Build 3.26

No. Section/subsection

1. Entire document

2. Entire document

3. Contacts — Types of
Contacts, Settings —
Profile

4. Contacts — Contact
Card, Settings — Profile

Build 3.27

No. Section/subsection

1. Entire document

2. Installing the App

3. Creating a Group Chat

4. Managing Messages —
Voice Messages

5. Starting a Call,
Videoconferencing

6. Adding Users to the Call

7. Creating a Scheduled
Conference

8. SIP Calls

9. Managing Tabs

10. Role Model

Build 3.28

No. Section/subsection

1. Supported Languages,
Main Settings —
Changing the Interface
Language

2. Login by phone number,

Simplified app login for
a corporate user

Change

The section structure and the location of figures
have been changed, figures have been updated
Links to tables have been added

The figures have been updated with regard to
duplication of external user name

The figures have been replaced (the manager's
name is shown as a link)

Change
The figures have been updated

A note about choosing a region when registering
and logging in to the app has been added

A note about the maximum number of characters
in the chat description has been added

A note about playing voice message during the
call has been added

A note about disabling the automatic monitor
power off function and app block with a PIN code
function during an active call/conference has
been added

Added information about adding chatbots to a call

Added information about adding chatbots to a
conference

The section structure has been changed

The section has been moved to “Settings” —
“Tagsll

New rules have been added to the role model

Change
Support for Turkish language has been added

A note about entering the code from the SMS
when logging in to the app has been added

Reference

page 14,
page 237

page 14,
page 237

Reference

page 63,
page 77
page 102

page 175
page 187,
page 205,
page 217

page 192
page 219

page 216
page 253

page 284

Reference

page 13,
page 246

page 72,
page 80
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Build 3.29

No. Section/subsection

1. Call Log

2. Sending a File to Chat

3. Stickers

4. Notifications

5. Videoconferencing

Build 3.30

No. Section/subsection

1. Starting a Call

2. Actions with Files and
Links in the Message

3. Administering a Channel

4. Tags

5. Screen Sharing

6. Polls

7. Switching to SmartApp
from the Chat Card

8. Forwarding a Message
to a SmartApp

9. Viewing Documents

Build 3.31

No. Section/subsection

1. Description of the App
Interface

2. Appearance

3. Recording a Personal
Call

4. Joining a Closed Chat,
Inviting a Participant,
Inviting a Subscriber,
Inviting Users to the
Call, Joining the Call
Using a Link

5. Message Status

Change

The “Call Log” sections for individual and group
calls have been updated, figures have been
added and replaced

Information about combining images into an
album has been added

The section has been updated, the figure has
been added

Information about notification on the minimized
desktop app icon and the button image have
been added

The figures have been updated, references to
upcoming conferences have been replaced with
references to scheduled conferences

Change

Information about terminating a call which was
started by mistake has been added

Information about the pop-up window confirming
following the link has been added, figure has
been added

A note about posting to a major channel has been
added

The section has been updated and rewritten, the
figures have been replaced

Information about screen sharing in the speaker
mode (description, figure) has been added

New section has been added

The section has been removed
The section has been removed

The list of supported formats that open directly in
eXpress has been added

Change

Description of specifics of setting up the Desktop
App has been added

Description of zooming in the Desktop App has
been added, the figure has been updated

A figure and description of the notification if the
user is prohibited from recording have been
added

A link in the form of a QR code to create a link to
a chat, channel or call/conference chat has been
added. The figures have been updated

Information about checking the message for
confidentiality of transmitted information has
been added. The figures in the table in “Message
Statuses” have been updated

Reference
page 45,
page 52,
page 202
page 216
page 144
page 172

page 259

page 217

Reference
page 187

page 151

page 133
page 39

page 253
page 190

page 34,
page 176

page 154

Reference
page 11

page 260
page 196
page 104,
page 114,
page 130,
page 194,
page 195

page 28
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No. Section/subsection

6. Checking Messages
when Sending

Build 3.32
No. Section/subsection
1. Entire document

2. Files and Links in the
Message

3. Checking Messages
4. Joining a Closed Chat

5. Inviting a Participant

Searching in Chat

O ® N o

(theoretical section)

10.  Administering a Channel

(theoretical section)
11. Setting Up Chat

12.  Enabling/Disabling Mentions

in Threads, Posting
Messages to a Channel

13. Threads, Joining a Thread

Build 3.33

No. Section/subsection
1. Entire document

2. Creating a Group Chat

3. SIP Calls

4. Administering a Group
Chat; Administering a
Channel

5. Updating the Web App
Version, Updating the
Desktop App Version

6. Adding a Participant;
Adding a Subscriber

7. Sending an Album

8. Editing a Corporate User
Profile, Adding, Changing

and Deleting an Avatar

9. Restrictions for Working

with Files

“Saved Messages” Chat

Chat and Channel Settings
Administering a Group Chat

Change

A section on checking the message for
confidentiality of transmitted information and
antivirus protection has been added

Change
The figures have been updated

The table of attachment types has been
supplemented

The section has been reworked

A part of information has been moved from
the “Inviting a Participant” subsection

A part of information has been moved to the
“Joining a Closed Chat” subsection

Information and figure updated
Information has been updated
New subsection in the “Settings” section

The figure has been replaced

The sections have been updated, the figures
have been replaced

The section has been updated

New subsection in the “Administering a
Channel” section (practical section) has been
added, description of a new setting has been
added

Information about subscribing to threads has
been updated

Change
The figures have been updated

A paragraph about tags has been added, one
figure has been updated and one figure
removed

The figure has been updated and a note has
been added

The figures have been updated, notes about
deleting information about chat/channel
creator when they leave the corporate server
have been added

The sections have been updated, a note has
been added

The figure and description of the process of
adding a group chat participant and channel
subscriber have been updated

The subsection has been added

Information about editing the avatar by a
corporate user has been added

The subsection has been added

Reference
page 28

Reference

page 29

page 28
page 104

page 114

page 19
page 119
page 249
page 21

page 25

page 106

page 128,
page 133

page 34,
page 139

Reference

page 102

page 216
page 21,
page 25
page 88,
page 89

page 113,
page 130

page 144

page 239,
page 241

page 144

314



Build 3.34

No. Section/subsection

1. Entire document

2. Call Screen Layout

3. Functional elements (Group
call)

4. Call screen layout (Group
call)

5. Reactions in the Call

6. Using the “Raise your hand”
Action in the Call

7. Videoconferencing

8. Creating a Personal Chat

9. Searching for text

10.  Setting Up Call Parameters
during the Call

11. Adding Users to the Call

12. Recording a Personal Call

13.  Stopping Call Recording

14. Downloading Call Recording

15. Sending Messages and Files

16. Reactions in the Call

17.  Using the “Raise your hand”
Action in the Call

18. Making a Repeat Call to the
Call Participant

19.  Possibilities of Group Call
Administrator

20. Joining a Conference

21.  Conference Administrator
Capabilities

22. Keyboard shortcuts for Web
and Desktop App

Build 3.35

No. Section/subsection

1. Chapter 1

2. Screen Sharing

3. SIP Calls

Build 3.36

No. Section/subsection

1. Entire text

2. Chats - General information

3. “Saved Messages” Chat

Change
The figures have been updated
Figures updated

Button descriptions have been added to the
table

Figures updated
Figures updated
Figures updated

Description of the active conference has been
added to the table

Figure updated
Figure and description updated

Section revised, figures updated

Figure updated

Figures updated

Figures updated

Description and figure updated
Figure updated

Figures updated

Figure updated

Figure updated

Figures updated;
Subsection on appointment by administrator
has been removed

Figure updated
Figure updated

F11 key added

Change
Figures corrected

Figure updated

Description has been added

Change
Figures updated

Figure removed, lock icon description
corrected

Description has been updated

Reference

page 44
page 47

page 49

page 50
page 51

page 53

page 100
page 156
page 182

page 192
page 196
page 198
page 201
page 207
page 208
page 209

page 211

page 212

page 229
page 231

page 294

Reference

page 190
page 216

Reference

page 16

page 19
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4, Updating the Web App
Version

5. Managing Tabs

6. Sending an Album

7. Adding a Tag to the
Message

8. Sending a Reaction

9. Sending Reactions in the
Call

10. Creating a Scheduled
Conference

11. Deleting an Account

12. Reminders

Build 3.37

No. Section/subsection

1. Searching for a Chat

2. Opening the Channel Card

3. Inviting a Subscriber
(“Channel Administration”
section)

4. Actions with Files and Links
in the Chat Card

5. Screen Sharing

6. Clearing the Call Log

7. Creating a Scheduled
Conference

8. Creating an Unscheduled
Conference

9. Joining a Conference

10. Inviting Participants to an
Active Conference

11.  Actions with Conferences

12.  Notifications

13.  Appearance

Build 3.38

No. Section/subsection

1. Description of the App
Interface

2. Keyboard shortcuts for Web
and Desktop App

3. Installing the Desktop App

4. Registering an External
User

5. Adding a Participant

Information and figure updated
Information has been updated

Information corrected

Information corrected

The drawing has been updated in accordance
with new reactions

The drawing has been updated in accordance
with new reactions

Information corrected
Figure updated

Note deleted

Change
Figure updated

Figure updated
Figure updated

Figure updated

A note has been added

The drawings featuring the menu of the “Calls
and Conferences” section have been updated

Figure updated

The drawing has been replaced, the note has
been removed

The drawing has been updated and a
description of the new setting for icon
animation in the Desktop App has been added

Information about autostart in minimized
mode has been added

Change

The description of alternative hotkeys to icons
has been added

The images have been replaced and
information about installing the Desktop App
only for a corporate account has been added

Description of the exact match search has

page 88
page 124,

page 257
page 144

page 169
page 170
page 208
page 219

page 243
page 250

Reference
page 118

page 125
page 131

page 152

page 190
page 204

page 219
page 223

page 230
page 224

page 226

page 259

page 260

Reference
page 12
page 294
page 55
page 67

page 113
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No. Section/subsection

6. Adding a Subscriber

7. Adding Users to the Call

8. Viewing the List of Call
Participants

9. Viewing the List of
Conference Participants

10. Saving Restrictions,
Forwarding Restrictions

Build 3.39

No. Section/subsection

1. General Information (Chats)

2. Logging in Using E-mail
Address

3. Simplified Procedure for
Logging a Corporate User in
to the App

4. Screen Sharing (Personal
Call)

Build 3.40

No. Section/subsection

1. Entire document

2. Main Menu of eXpress

3. Contact Card

4, Statuses (General
Information)

5. Simplified Procedure for
Logging a Corporate User in
to the App

6. Managing Statuses
(Operation)

7. Inviting a User to the Call
Joining the Call Using a Link
Creating a Scheduled
Conference
Inviting Participants to the
Conference

8. Starting a Personal Call

Adding Users to the Call
Starting a Call

Making a Repeat Call to the
Call Participant

Inviting Participants to the
Conference

Change
been corrected

Information about navigation to the
participant card from the list has been added

Information about print restrictions has been
added

Change

Information about scrolling the message
history by double-clicking on the title has
been added

The note about limitation of the number of
attempts of e-mail code entry has been
added

The description of the process of logging in to
the app has been updated

Information about notifications when sharing
a screen during a call with external users has
been added

Change

Figures have been updated to include main
menu with statuses

Information about the user status, which is
displayed in the main menu, has been added
Information about user status has been
added

New section has been added

The description of the process of logging in to
the app has been updated

New section has been added

The note regarding guest joining
call/conference from mobile devices has been
updated

The notes about rejecting calls when call
restrictions are enabled in the user status
have been added

Reference
page 130

page 192
page 210

page 226

page 287

Reference
page 16

page 76

page 80

page 190

Reference

page 12
page 15
page 37

page 80

page 91

page 194
page 195
page 219

page 224

page 187
page 192
page 205
page 211

page 224
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