ZCS Advanced Web Client User Guide

Collaboration Suite
User Guide

Part 3



Z

Using the Web Client

When you log into thadvancedWeb Client you see a fullvindow view similar to
the one shown belowlhe view changes with the different application that you are
using. This viev is theMail view.
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Description of the Web Client page

Searcharea. You can enter a word in the search field to dQuack Search of the

Inbox, and you can clickhdvanced Searchto createaquery to search for specific

types of information such as dategypesof attachment, tags, etc. You can also save a
search query to quickly perform the same search again.

Your name andquota. The user namgou used to log irand yourmailboxquota are
displayed in this area.

Application tabs. The applications that yocan access are listed in the tabs at the top.
Click on the tab to open the applicatiddn the rightof the tabsareHelp andLog
Out links.

Toolbar. Shows actions available for the application you are currently using. In this
example, theMail application toolbaris displayed.

Contentpane. The content of this area changes dependinwbith application is in
use.All messages or conversations in younlboxare displayed in thenboxview.
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Overview pane.Displays folders necessary for the applicationysre using. When
you are in theMail application, theOverviewpanedisplayssystemfolders(Inbox,
Sent Drafts, lunk, andTrash), as well as any custom folders you creats#hrches
you savedtagsyou createdandZimlet links that may have been credtithin
your mailbox.

Mini-calendarcan be displayed below ti@verviewpane. Displaying the mini
calendar is optional and can be enabfiexin theOptions>Calendartab.

User interface features and shortcuts

Thewebclient interface includes mangonvenientfeatures.
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Down-arrow menus. { Some command buttons have a small dewn
arrow icon next to them. Clicking on the button performs one action, and clicking
on the downrarrow icon displays additional menu chkes.

Drag and drop. Click on and dragamessage or conversatiomto afolder to
quickly move it from one folder to anothddrag anddrop can also be used in
Address Book and Calendar.
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Right-click menus.Many sections of the interfadeavepop-up ™ .o

menuws that appear when you click your right mouse button. | ©1#arkas unread
The exact menu choices that appear depend on the type of | & sy »
item you choose. (5 Forward ’

. . (] Tag Conversation »
o Conversations.You can mark conversations as read or £ ouie

unread, apply tags to conversations, delete conversations, i tove
or move converations between folders. S

0 MessagesYou can reply to or forward the message, mark it as read or
unread, apply tags to the message, delete the message, move it to another
folder, print, show original header information, and create a new filter.

o Names in messge headersYou can perform searches on the name, begin
composing a nevemail message addressed to that person, or add the person
to your personatontacts list. If the name is an existing contact, you can edit
the contact entry.

o Folders.You can create aew folder, mark all items within the folder as read,
delete or rename the folder, move the folder, expand all folders, or search.

Paging. In thetoolbar, the left and right arrows show that there are additional
pages to view. Use the left and right am®to page back and forth.
The numbers represent the sequence of messages on that page.

Using email system folders

The system folders afdebox, Sent Drafts, Junk, andTrash. You cannot move,
rename, or delete these folders. System folders are alwaykyed at the top of
your folder list, followed by any folders you create.



