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Getting Started

ZimbraE Collaboration Suite is a fulHeature messaging and collaboration
application offering reliable, higiperformance email, address book, calendar, and
web document authoring capabilitie¥his AdvancedWeb Client User @ide
provides in introduction tonany of theZimbra Web Client featuresPlease refer to
theHelp in theWebClient for more information about these features.

® Your account may not include all the features mentioned. Check with your
system administrator to see which features are enablegloior account.

* |fyou are using thetandardWebClient, many of theadvancedNeb Client
features, such as drag and drop, rightk and HTML editing are not
supported.

This guide describes thedvancedZimbra Web Client features. Many of the same

features are available for thdandardZimbra Web Client but are not accessed as

described in this guide. If you use tBeandardVeb Client, refer to the Help that is
available on the Web Client.

Navigating your Web Client mailbox

Your Web Clientmailbox combines email, calendar and address book tools under
one easy log in.

TheWebClient is designed to work within amternet browser. Microsoft Internet
Explorer, Mozilla Firefox, and Macintosh Safari are three of the most popular. Not all
browsers are suppted, so check withhe Help Deskf you have questions.

Some general guidelines when using Web Client within a browser:
e Do notuse the browserBack button This will take you out of th&Veb Client

e Tologout, click desout |f you browse to a differarsite without loggingout first,
your session may remain active.

e Do notusethe browsemeloador Refreshbuttons. Doing so will download the
client and start your session over.

Logging in and logging out

Two versions of thevebclient are availableadvancedandstandard.

Advanced Web Client offers the full set ofveb collaboration features. This Web
Client worksbestwith newer browsers and the faster internet aections.

Standard Web Clientis a good option when internet connections are slow or users
prefer HTML-based messaging for navigating within thmiailbox

* Note: Many of theNeb Clientfeatures described in this book do not apply to
the basiaNeb Client.

You must login and be authenticated in order to use\ttheb Client
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Logging in
Open a browser window and enter the URL providedh®/Help Desk

When the log in dialog appears, you can log in toadgancedNeb dient or, before
you enter your namenal password, you can click dheClick hereto switch to the
basic web clientlink.

username: ||
If you checktheRemember me on Password: |
this computercheckboxyou do

not have to log into th&/eb Client
every time you restart the browser
during a day. If you do not logut opyright © 2005-2007 Zimbra, Inc. Zmbra’ and the Zimbra logos are trademarks of
your sessiowill remain active —
until the session expires until your session times out

O Remember me on this computer Log In

You are using the advanced chent. Chick hare to switch to the basic chent.

When the log in screen appears, type your user name and password. You may be
required to type your full email address as the user name.

Logging out

To prevent othex from logging m to your email account, you should always use the
Log Out link, located in the upper right of th&eb Clientpageto close your session.

Forget your password?

If you forget your password, contattte Help Dsk.



ZCS Advanced Web Client User Guide

Using the Web Client

When you log into thadvancedWeb Client you see a fullvindow view similar to
the one shown belowl.he view changes with the different application that you are
using. This view is thdail view.

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 clichdvanced Searchto createaquery to search for specific

types of information such as dates, typekattachment, 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 you can 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 applicationtoolbaris displayed.

Contentpane. The content othis area changes dependingwhich application is in
use.All messages or conversations in yduoloxare displayed in thenbox view.



