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Getting Started 

Zim braÊ Collaboration Suite is a fu ll-feature messaging and collaboration 

application offering reliable, high-performance email, address book, calendar, and 

web document authoring capabilities.  This Advanced Web Client User Guide 

provides in introduction to many of the Zimbra Web Client  features. Please refer to 

the Help in the Web Client 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 enabled for your account.  

 If you are using the standard Web Client, many of the advanced Web Client 

features, such as drag and drop, right-click and HTML editing are not 

supported. 

This guide describes the advanced Zimbra Web Client features. Many of the same 

features are available for the standard Zimbra Web Client but are not accessed as 

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

available on the Web Client.  

Navigating your Web Client mailbox 

Your Web Client mailbox combines email, calendar and address book tools under 

one easy log in.  

The Web Client is designed to work within an internet browser. Microsoft Internet 

Explorer, Mozilla Firefox, and Macintosh Safari are three of the most popular. Not all 

browsers are supported, so check with the Help Desk if you have questions. 

Some general gu idelines when using the Web Client within a browser: 

 Do not use the browser's Back button. This will take you out of the Web Client.  

 To log out, click  . If you browse to a d ifferent site without logging out first, 

your session may remain active.  

 Do not use the browser's Reload or Refresh buttons. Doing so will download the 

client and start your session over. 

Logging in and logging out 

Two versions of the web client are available: advanced and standard.  

Advanced Web Client offers the fu ll set of web collaboration features. This Web 

Client works best with newer browsers and the faster internet connections.  

Standard Web Client is a good option when internet connections are slow or users 

prefer HTML-based messaging for navigating within their mailbox.  

 Note: Many of the Web Client features described in this book do not apply to 

the basic Web Client.  

You must log in and be authenticated in order to use the Web Client  



 

 

 

Logging in 

Open a browser window and enter the URL provided by the Help Desk.  

When the log in d ialog appears, you can log in to the advanced Web Client or, before 

you enter your name and password, you can click on the Click here to switch to the 

basic web client link . 

 

If you check the Remember me on 

this computer checkbox, you do 

not have to log into the Web Client 

every time you restart the browser 

during a day. If you do not log out 

your session will remain active 

until the session expires or until your session times out. 

When the log in screen appears, type your user name and password. You may be 

required to type your fu ll email address as the user name.  

Logging out 

To prevent others from logging in to your email account, you should always use the 

Log Out link, located in the upper right of the Web Client page to close your session. 

Forget your password? 

If you forget your password, contact the Help Desk. 
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UUssiinngg  tthhee  WWeebb  CClliieenntt    

When you log into the advanced Web Client you see a fu ll window view similar to 

the one shown below. The view changes with the d ifferent application that you are 

using. This view is the Mail  view. 

 

Description of the Web Client page 

Search area. You can enter a word in the search field  to do a Quick Search of the 

Inbox, and you can click Advanced Search to create a query to search for specific 

types of information such as dates, types of attachment, tags, etc. You can also save a 

search query to quickly perform the same search again. 

Your name and quota. The user name you used to log in and your mailbox quota are 

d isp layed 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 application. On the right of the tabs are Help and Log 

Out links. 

Toolbar. Shows actions available for the application you are currently using. In this 

example, the Mail application toolbar is d isp layed.  

Content pane. The content of this area changes depending on which application is in 

use. All  messages or conversations in your Inbox are d isp layed in the Inbox view.  


