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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.
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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.

© Zimbra: Inbox (3) - Mozilla Firefox =] d

fle Edt Vew Go PBookmarks JYooks Hep

L -P- § % &3 = [e2 hewwsyy Your address here_ B8 Your name
& Mailbox quota

| Customze Links || Windows Me Search area including Advanced Search
( Applicationtabs F""ii N [2 Emal Messages ¥ [ | Advanced Search ’ Quota: |

Dﬂal wu Address Book | Calendar| £ Tasks M| | || Documents [beta) Options @ Help <JLog Out
Toolbar ... () By Conversaton | Cjtiew ~ (iGetMal (TTag > O [¥ 5 CiReply v (FFoward » Colunk  1-3
= Folders AR 5] From | & Subject L) Recewed T
£S Inbox (3) Angad, Zimhes——_ Cantinetall 260k g ki Wik 2 cusone (2) Mar 07
€ \ Angad, blem: The 'Outiook (2) Feb 28
t Kevin, 2 Content Pane 201 - Good addn (2) Feb 08

£; Overview Pane
I
Ba-aruciessiomanded

2 Searches
E& Reports

o Tags b

< >

M4 March 2007 »
TWT

S M

o

25 26 27

,,,,,

a2 11:53 AM

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 applicaticdn 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 ofhis area changes dependingwhich application is in
use.All messages or conversations in younlboxare displayed in thenboxview.
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Overview pane.Displays folders necessary for the application you are using. When
you are in theMail application, tle Overviewpanedisplayssystemfolders(Inbox,

Sent Drafts, uink, andTrash), as well as any custom folders you creatsghrches

you savedtagsyou createdandZimlet links that may have been createdgthin
yourmailbox.

Mini-calendarcan be display@ below theOverviewpane. Displaying the mini
calendar is optional and can be enabfiexin theOptions>Calendartab.

User interface features and shortcuts

Thewebclient interface includes mangonvenientfeatures.

Down-arrow menus. ~2“% 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 choices.

Drag and drop. Click on and dragamessage or coversationonto afolder to
quickly move it from one folder to anothddrag anddrop can also be used in
Address Book and Calendar.

x4 | 14 Hin

SCCOUN eeting Scheduled Next Week
acoount Meeting Scheduled Next Week (oo meetng b

Right-click menus.Many sections of the interfadeavepop-up ™ . e

menus that appear when you click your right mouse button. . ek as unesd
The exact menu choices that appear depend on the type of | sy »
item you choose. 5 Forward ,

; : Tou Cinmatsat 1L
o Conversations.You can mark conversations as read or é[,;lt:"w !

unread, apply tags to conversations, delete conversations, c teve
or move conversations between folders. e

0 MessagesYou can reply to oforward 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 message headergou can perform searches on the name,iibeg
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 a new 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 arrows to page back and forth
The numbers represent tesequence of messages on that page. ﬂ

Using email system folders

The system folders afdebox, Sent Drafts, Junk, andTrash. You cannot move,
rename, or delete these folders. System folders are always displayed at the top of
your folder list, followed by apn folders you create.
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Inbox. New email arrives inyour Inbox. By default, youlnboxis displayed after
you log in.

Sent A copy of each message you send is saved irStrdfolder.

Drafts. Messages you have composed but have not sent can be saved in the
Draftsfolder. If you open a message in tBeaftsfolder, it opens in th€ompose
view.

Junk. Messages that the spam filterentifiesas possibly being jun&replaced in

your Junkfolder. You can review these messages and either move them or delete
them. If you don't delete them, they wille purged aftetheperiod of time

specified bythe Help Desk

Trash. Deleted items are placed in tiieashfolder and remain there until you
manually empty the trash or until the folder is purged automatically.

Saving your work

It is not always possible for th&¥eb Clientto detect when you have done something
that you might want to save.

Within Zimbra, the following rules apply:

If you are in the middle of composing an email message, andclick another
portion of he window, you are prompted to save your work. You can
subsequently find the message in y@urafts folder.

If you use the browserBack button (as opposed to tMéebCl i e @Gldsé s
button), or you use that same browser window to navigate to a diffeitenysu
will not be prompted to save your work.

Reloading thaVeb Clientfrom the same browser window wikkstartyour
sessiongcausing you to losany unsaved changes.

Keyboard shortcuts

Shortcut keygan be used to navigate in tieb Client. To see a list of shortcut
keys, @ tothe Options>Shortcut tab and selecShortcut List.

Using Zimbra Assistant for quick access

Zimbra Assistantis anadvancediser feature that provides a quick way to interact
with theWeb Clientusing the keyboard to do the limlving tasks:

Create new appointments
Go to a specific date in your calendar
Create new contacts

Send a nevemail message without switching context from what you are
currently doing
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You canopenZimbra Assistantusing a keyboard shortcut. This will work amy
Web Client view exceptOptions. The keyboard shortcut to op@&mbra Assistant is

Shift + ~ (tilde).
Zimbra Assistant
Timbhea Accistant Enter Command: Create New Appontment
appontment |
Enter Command:
Lppulmmen:
* Subject: - ¢
Tme: Tuesday, March 20, 2007
avalable commands: appointment, calendar, contact, mai, map, phy, Location: > ; -
salesforce, sms ocation: A
Notes: €
1 Agenda: No Appontment:
Heb Cancel 9 pp s
Enter Shift- and type a command, for example appointment Help| More Detas... | oK | | cancel|

TheZimbra Assistant dialog offers detailed help. Below are the general steps for
usingZimbra Assistant.

1. From within theWeb Client enteratilde (~). TheZimbra Assistant dialog
displays.
2. Enter one of the following commands

0 To create an appointment, typppointment. You can then enter a subjent
closad quotation marksandthe time day of weekand date of the
appointment. Optionally, tye the location in bracketnd any notes for the
appointmenin parentheseglf you do not use brackets or parentheses, the
location and notes will appear in the subject lir@ligk OK.

* |f you want more advanced appointment features, dicke Detailsto go to
the Calendar Appointment page.

0 To go to a specific date in your calendar, tygatendarand the date, or the
day of the week. CliclOK.

* After the date you can enter ticalendarview you preferDay, Work Week
Week or Monthview. TheCalendarthenopens in that view.

o0 To create a new contact, typgentactand enter theontactname, email
address, etc. ClicloK.

* |f you want to open th€ontactsdetail form, clickMore Details. On this form
you can specify which address book to add the contact name

0 To send an email without opening the compose windows, tyaie Enter
thesubject in quotegypeto:name@adidressand then type thbody of the
messageClick OK.

Setting your preferences

Your default user preferences are configured when your accewnéated. These
options define how youmailbox, address books, and calendar applications work.
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You change these settings from t@ptions tab. When you ope@ptions, a series of
subtabs are displayed. You can change any ofithas listed under the sutabs

anda | | Options|
[ save | % Cancel

General | Mal| Mail Identities| POP Accounts| Mal Fiters| Address Book| Calendar| Shortcuts|

Option Tabs Used to Change Your Mailbox Preferences

The Options tab is described isetting your Preferencessectionon paget7. The

following preferences are described here because these are frequently customized.

Setting up your Mail Identity

A Mail Identity is the name and email address used in your email correspondence.
Having multiple mail identities can help you manage different roles in your job and
personal lifefrom oneemailaccountIf you set up your email account to retrieve
email from your other POP accounts, you can set up mail identitiesate sure that
reply email is sent to the correct address

EachMail | dentity has aReply-to name and email addres&u can also set up your
Web Clientto use a specific identity when replying to a message sent to one of your
email addresses or when replying to a message in a named folder.

New mail notifications

You can configure youmailboxto notify you at another email address when you
receiveemail in yourInbox This feature may be useful if you do not receive a lot of
email to your account, but when you do receaneail it isimportant enough to
require a timely response.

To set notification:

1. Click Options and then lick Mail.

2. Scrolldown and checknable address for new mail notifications
3. Enter theaddressvhere the notification should be sent

4. Click Save The notificdaion feature is enabled immediately.

Setting a forwarding address

You can identify an email address to forward your messagms can therchoose to
retain themessage in youmailboxor automatically delete the message when
forwarded.

To set a forwarding address:

1. Click Options and thenMail .

2. Scrolldown and add the complete forwarding addieshe Address to forward
mail to field.

3. Ifyou do not want a copgfthe message left in younailbox, checkDon 6t keep

local copy of message

a



Address to forward mail to: |

Don't keep 2 local copy of messages: [

Creating an Away Message

This feature is als known as arOut-of-Office or Auto-Reply messageYou can set

an Away Messagdhat automatically replies to people who send you messages when
you are out of the office for an extended period of tifieemessage is sent to each
recipient only once, regalglss of how many messages that person sends you during
your designatechwayperiod.

To set a vacation message:
1. Click Options and then clickMail .
2. CheckAway message Enabled

3. In theAway messagdield, enter the away message to be sent, such asm
currently out of the office and am checking voice mail but not email. | will return
on August 1, 2006."

4. Click Save The away message feature is enabled immediately.
Remember to turn offour Away Messagevhen you return.

Customizing your initial view

By defaut, yourmailboxopens with thénboxview. All messages in youlnboxare
displayed in the&Contentpane. You can change the initial view to be any of the
folders, searches, or tagsyinur Overviewpane.You may want to open only your
unread messages, dif messages that are marked with a specific tag, spexific
folder. Youcancustomize youinitial view from theOptions>Mail>Initial mail
searchfield.

Examples ofvhat you might put in théitial mail search field:
e To see only unread messages, tygenread.

e Toseeemail with a specific tagtypetag: followed by a tag name, for example
tag:ToDo.

e To seeemail in a folder other than youmbox, enterin: followed bya folder
name for examplean:Work .

® Use quotes if the folder or tag is more than eroed. For example
in‘Unread Email."

Accessing Help

You can access théelp for information while working within th&veb Client Help
is located on the upper right side of tiéeb Client next toLog Out.
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Managing Your Malil

By default allnew email messges arglacedin yourInbox. You havetheoption to
groupyour messages if you do not want a long list of messages inpbox
Traditionally, you view your email messages agyée messages arranged by date
but you can choose to group your messagesdmywersations.

TheConversationview groups messagélat havethe same subjedine under one
heading in your InboxThe messagthread of the original message, repliasd
forwarded messages can easily be viewed.

To change how messages are groupadybur current session, click the arrow next
toview in the box above th®verviewpane. To change the default view
permanently, go to th@®ptions>Mail, and select the view you want in teoup

Mail by drop-down menu.

Message view

The traditionaMessayeview displays a list of messages with the most recent
message displayed first. Unread messages are shown in bold. The information
displayed on thenessagdine includesflags, tags, from, attachment presence,
subject, folder location, size of the megegaincluding attachments, and the time the
message was received.

Traditional wiew

'p-| | ».JI From £ subject | Folger | Size | Raceived T
o Dcountld spam fAltering Inbox 1B 15:16
 a=ountid Fud: spam fitering Inbax 1KkB 15:15
o Mal Delivery System 4 Undeliversd Mail Returned to Senter Inbax  SKB 15:14

. accountld Me BODOMmEnt Inbox  1HE S

To read a message in Message view

Doubleclick the message. The message body appears in the lower pane. If it does
not display, doublelick the message in the message list.

Conversation view

Conversationview displays your messages grouped by subiggeth conversation

consists of the original message and all repillesontext and ordered by dafehe

number of messages in the conversation is displayed in parentheses after the subject.
All messages related to the conversation are inGbeversatiorview, even if they

are stored in different folder§heFoldercolumn shows the folder where the

message is stored.

Doubleclick the conversation to display the messages within the convensatiick
on a message to display its conterfisnversations containing unread messages are
shown inbold.
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® Conversationslo not continue indefinitely. If the last message in the
conversation is 30 days old or older, messages sent with the same subject
begin a new conversation.

Conversation View

W O From |¢| Suimect | Recmived'
accountld spam filtering (2} 15:16
accountld spam fitterng (@ 1315
Ma=il Defwery Sysk=m &# Und=fvered Mal Returned io Sender 15:14

i

acoountid Mew appointment (2] 0208

You can transfer email messages or entire conversations from one folder to another.
Drag and drop the message onto the desired folder in thdeftl pane. It is added
to the folder.

Click and Drag

x(2) |
acoount

Categorizing email messages

In addition b email views, th&Veb Clientprovides several other methods for
categorizing email messages. You can use these alongSeitithto quickly locate
and retrieve messages.

e Folders.You can create folders to organize your messages and you can move
email fromone folder to another, for example taking an email out©d ®o
folder and moving it to ®onefolder.

e Tags.You can use tags as labels on email messages and th&earshto show
all email with a certain tag.

e Filters. In your Options>Mail Filters tab, you can create filter rules for classifying
inbound email according to items in the subject line, sender, recipient, or other
characteristics and having them sent to a folder you created or tagged with one
of your tags.

e Keyboard Shortcuts. To quick accesa tagSaved Searctor email folder, you can
create shortcut keys from yo@ptions>Shortcutstab.

Using your Junk folder

Most filtering of unsolicited automated email, also referred to as spam or junk mail,
is handled by a spam filter before those enmadlssages reach yolrbox Email that
might possibly be junk is placed in yodunkfolder. You can review these messages
and either move them out of tlenkfolder or delete them. If you don't move or
delete the messages, they are purged after the nuaflod@ys specified byhe Help
Desk
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* Ifyou find that you are receiving a large number of unwanted email
messages, contatiie Help DeskReportingemail as spam helps your email
administrator to fingune any spam filtering that may be in use at you.sit

If you find an email message in yolnrboxthat is spam, you can highlight it and
click Junkon thetoolbar. The email is moved to youlunkfolder and the spam
training filter is taught that the email is junk.

You can empty thdunkfolder by rightclicking the folder and choosingmpty Junk.

Checking for new messages

New messages are received whgu log on, at automatic intervals that you set, and
on-demand wherCheck Mail is clicked.

You can sehow often to poll for new messagesthne Options>Mail tab.The default
poll timeis every 5 minutes.

To receive new messages immediately, clBagt Mail on thetoolbar. You
automatically go tyour Inbox.

Reading email

If you havethe Readingpane enabled, when you click on an email message, the
message displays in a pane below the message header infornfaniom displayed,
the message is marked asad.

By default, viewing messages in tReadingpaneis on. You can turn it off from the
Options>Mail tabby uncheckng Always show the reading pane

You can also change thReadingpane option from th&iew drop-downmenuon
thetoolbar, but when you dd from here, the changwill only be in effectuntil you
log off. When you logn again, yourOptions>Mail>Always show the reading pane
setting determingwhether theReadingpane is enabled.

If theReadingpane is disabled, when you doudiick on a mesage, the message
opens in th&€ontentpane.

Displaying HTML in email messages

You can view email messages in two formats.

e Plain text. Plain text messages are messages that contain no HTML formatting
code. Messages sent in plaext can always be read by other email clients.

e« HTML.HTML messages can have text formatting, numbering, bullets, colored
background, and links which can make messages easier to read.

Plain text viewing is the defaulfo always view email messagtwat are sent as
HTML in HTML, check theView Mail as HTML (when possible)box on the
Options>Mail tab. Messages are displayed in formatted layout, if they were sent
in HTML.
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Printing an email message

To send a message to the printer, open the conversation, select the message, and
click Print. The selected message appears in a separate window, along with a
standard print dialog.

You can also select an entire conversation for pmigitiYyou cannot, however, select
multiple individual messages within a conversation for printing.

® Do not use the browserSle>Print feature. The page will not be well
formatted, and youmessagenay be difficult to read.

Managing attachments

Email messages can include attached files such as word processing documents,
spreadsheets, text files, ZIP files, images, executable applications, or any other type
of computer file that resides dhe sender's computer network. Messages that
contain attachments display a paper clip next to the subject.

In the emailattachments are listed in the header belowTibhéne. You may have
the feature to view attachments as

; Subject: Re: PDF Request
HTM L Thls allOWS you to Opemn wsent By: adami@dev.com On: Tuesday, March 20, 2007 7:43:52 AM
attachment even if the corresponding e

. i . X Attachments:| 7| EDU_CustomerRe ferenceshest.pdf (45, 1 KB, visw as hitml, dowriosd)
application is not installed.

You can open any file attachment

directly from theWeb Client provided your workstation has the right application
and the extension is not blocked by your system administrator. eon gbe, to open
a document created using Microsoft Word, you need to be able to run Microsoft
Word on your computer.

Eachattachment includeimformation describing the name of the attachment, the
attachment size, and links allowing you to download youactment or view it as
HTML. Click view as htmlto view the content of the file &4TML. This feature is set
by your system administrator.

Save attachments.

To save attachments to your computer, ciobwnload. In thedialogthatappears
selectSave to Dik. If you have your browser configured to always save to a specific
file, when you clickOK, the file issaved Otherwise, youmust clickBrowseto find

the folder you wanto store the attachment.iou can open the file at a later point
outside of youWeb Client
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Writing messages

You can quickly create an email message and address it to one or more persons
insertlinks, include attachments, and add your signature

You only need to enter an address to send a message,dsitof the time/ou will
compose a more detailed message, including the following steps

e Add recipient addresses tbaTo andCcfields. To addan address to thiBcc
field, click Options on theComposédoolbar.

e Enter atextindicating the topic of the message inStljectline.

e Type your message in the teidld. You can either compose your message in
HTML or in plain text.

e Check the spellingfthe message before sending.
e Add your signature.
e Add attatiments to the email message yane sending.

® You canquickly send a new ematib the sender of the message you are
reading Rightclick in theSent Bysectionof an email and sele®ew Email
toopen a blank composepageh e sender 6s automadtidallyad dr es s
placedin theTo field of the new message

Finding addresses

You can find addresses using either automatic address completion or by searching
your AddressBook.

The autecomplete featug suggests names as you type directly intoTi,eCc,and
Becfields for a new message. A list of possible addresses from your address books
thatstartwith the text you typed is displaydiklow the field.

* Auto-completewill only match addresssthat stat with thetext that you
type. I f you are |l ooking for David Brink
<dbrinks@acme.com> you will not be able to find it by typinbrinks. You
must typedb or dbrinks for a match.

As you continue to type into the address field, the list ofahimg addresses will
become smaller, as fewer matches are available. The list disappears if there are no
more matches.

® TheCommay(,), Semicolon(;), Retum/ Enter, andTab keys trigger special
autocomplete behavior. Entering one of these keys will autacaly replace
the text you typed with the currently selected matthou know a few
characters that will cause a certain contact to be the first match, you can type
those and then a semicolwdlappeanRod t hat c ol
example, if | krow thattyping db results in a first match of David Brinks, |
can typedb; and the full addresBavid Brinks <dbrinks@acme.com>will
appear in the addreéeld.
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You can look up the email address from either
your address boakor from your company E
directory (called theGlobal Address List (GAL)). :Cv-;._f’-"
To Il ook up a per s oTobns & fans
the compose windowA Select Addresseslialog
opens

1. Type the reci pbearahtfields

2. Select whether to search tkedobal Address
List, or yourAddressBook.

3. Click Search The results are shown in the left pane.

4. Select the name and cligitherTo, Cc, or Bcc. The name you selected will
appear in the right pane.

5. If you wish to search for any other contacts, type the name is¢hchfield and
reped the above steps.

Searn S v S Clobed Addremt Lat

Corence
Parmerwt ard Davnd Crancn
Gl Adrvem Lt

6. Once you have finished searching for all the addresses you want to include in
this email, ick OK. The names you selected are added to the appropriate field in
the compose window.

Composing your message with HTML

You can compose your message using either HTML or plain text formatting. The
defaulteditoris plain text

e HTML formatting . Thisis arich-text editor. Mesages created using HVIL can
have textformatting, numbering, bullets, colored background, tables, and,links
which canenhance the appearance of a mess#ge canset the default font
settings, including style, size and color from thgtions>Generaltab.

e Plain Text formatting. This produces text with no style or formatting. Any
computer can read this type of messalgleemail clients can read messages sent
in the plain text format.

In order to change your default editor, goGeneral>Mail and use th®efault
Editor drop-down menu to select the editor you prefer.

® To quicklychangethe format for this message only, cli€ptions on the
Composedoolbarand select eithed TML or Plain Text.

Using Spell Check

To check the spelling of your messe, click €#49% on thetoolbar. Misspelled
words and words that the spell checker does not recogmmezaighlightedn the
body of the message

Click on a highlighted word. Alrop-down menudisplays suggested corrections.
Select the correct word. To acdgour changes and close the spell checker, click on
Resume editing
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Adding your signature automatically

You can create signhaturesrfyour email messages. Your signature can contain text
along with your name. For example, if temail isbusiness related, you may want to
add additional contact information with your signatulfggou use mail identities,

you can have a different signat for each mail identity

When you create your signature, you can include your signatuak your
messages automatically.

If you create a signature, but do not always want to use it, you can select to manually
add the signature to your messages. Wheu compose a message,/td

Signature button @t appears in théoolbar. Clicking that button adds the

signature you createfdr theMail | dentity you are using

® You mustcreate a new mail identity for each additional signature you wish
to useTolearnmore about creating mail identities, referthe online Help

To create a signature:

1. Open Lostons| gnd select thail Identities tab.
General| Mal| Mail Identities | POP Accounts| Mal Fiters| Address Book] Calendar| Shortcuts|

2. In the left column, slect the mail identity that you want and click tBignature
tab.Select where to place the signa¢uand whether or not to have the signature
automaticallyappliedwhen you open a new compose window.

| Mdentity Options| signature | Advanced|

Place sgnature: Above ncuded messages =

Agply sqnature: | Manually via the “Add Signature” button ~|

Mail Signature:

Attaching files to your message

Email messages can include attachments. You can attach docusymesdsheets,
pictures, slide shows and other types of files.

1. Click @ s amament| An Attach field appears under | = |
the subiject line. |

. . S-\.J_J[‘lﬂ! . i — - —
2. Click Browseto locate the file. G (>
3. Select the file and cliclopen.

Repeat the steps aboveadtiach additional files.

Saving sent messages

The Sentfolder contains copies amail messages that you have sent. By default,
Save to Sents enabled. You can change this from tDgtions>Mail tab.You can
delete your copies at any time.
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Saving messages as drafts

You can save your message as a draft to be completed and sent at a later time.
Messages are saved in yobraft folder until you send them or delete them from the
folder.

Composing a new message

Ziick Hore
EXsend ¥ Cancel| £ Save Draft & Add Attachment € Spel Check Add Signature [-] Options
From: | Defaulk ldentity (“zimbra w. artickes™ <articlkes@zimbra.comz) v|

To: | | Enter recipient addresses here L

For Bee, chck Options

Cc
Subject: [_Formallmg tools for writing message—l
A g——
TmesMewRoman <3 (12pt) ~ §~ E ~|:i= = & a3 B I U &0~ A - — ~

[ Type message here

1. Click == on thetoolbar. TheComposepage is displayed.

If you are not using the default identity, in thmm drop-down list at the top of
the compose window select tiaentityto uself you have only onédentity, the
From field does not display.

Complete the addresSubjectline, and body text as needed.
To check the spelling in the message, clggell Check.
To add an attachment, cli( # add asachment|,

n

o gk w

If you have a signature defined, but not enabled, ¢ to addthe
signature.

7. Click Sendto send the message.

* |fyou donotwant to send the message immediately, cBake Draft The
message is saved in tibeafts folder.

Replying to messages

You can reply to the sender of a message or you can tephe sendeand all
recipients of the message.

e Reply. Clicking Reply opens a new email compose page and populatesahe
field with the name of the person who sent you the messiadees not include
any other addresses that might be in Teeor Ccfields of the original message

e Reply to All. Clicking Reply to All opens a new email compose page, and
includes all recipients from the previous messegee newTo field. You can
use this option if you want everyone who saw the previous message tsealso
your response.
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To reply to a message:

1.

With the message open, cliczf=hl-| or click the arrow to seled®eply to All. A
new message window is displayed with the addresses in the header and the
original message in the body.

Type your reply.

If you want to tlange which part of the original message should be included in
the reply, clickOptions on theComposetoolbar. Your default option is marked
but you can change it for this email only.

Click Send

* When replying to a message, if the message is in a conv@nsahanging the
Subjectline will cause your reply to appear in a new conversation.

* |fyou add your signature automatically to your messages, your signature is
automaticallyplaced in the message according to the preference you enabled,
either at the ed of all messages in the compose window or at the end of the
message you compose, above the quoted text.

Forwarding messages

You can forwardan email message on to someone else. Forwarding a message
includes all file attalkments, whereas usirReply preserves the body text and does
not include the attachments.

To forward a message:

1.

With the message open, clic®v¢l-| A new message window is displayed. The
text of the forwarded message appears in the body unless you have thosen
forward messages as attachments in@pdéons>Mail tab.

Enter addresses in tH®, Cc, or Becfields.

Optional, add a few lines of new text before the forwarded message so that the
recipient knows why you are forwarding the message

Click Send
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Managing Your Address Books

The Address Bookapplicationis where you can stongour contactinformationin
personal address books. By defau@@ntactsand anEmailed Contactsaddress
book are created iAddress Book You can create additional address bookd an
share them with others.

s Address Book | Task ts [bet i Help o Log Out
views D Cormctiar =| | iMew r | Tag - | Ede
o Address Bookes Tl
s alelc|o|ele|s|nl]a]lx|e]|n]n]o]e Rls|T]ulviw|x]|v]z
LS Emaded Contacts
O e Mo results found,
3 Tags

ey

Address Book View

The Emailed Contactsaddress bookets you keep a separate address bookithat
populated when you send an email to a new address that is not in one of your other
address books.

Your email administrator can set a maximum lifoit the number of entries you can
have in all of your address books. When you reach this maximum, you cannot add
any more contacts. However, you can delete unused contacts to free up space.

Adding new contacts

You can add contacts to any of your address books. Only a name is required to
create a contact, or you can create detailed contact cards that include full name,
multiple email addresses, work, home, and other addresses, phone rsyarxer
notes about that contact. You can also create group contact lists.

You can add new contacts from ttomlbarby clicking the arrowon the kel
button, or by righiclicking a name in a message header and choddorgacts. You
can select how you wano file the contact in your list

Contacts can be quickly added to your address books when you select an address on
an email message and rigtlick to add the email address to yoliddressBook.

Also, if you checked thA&ddress Bookoption toenableauto adding of contacts

when you send an email to a new address the address is automatically added to
your Emailed Contactslist.

If you right-click on the address, a menu appears with the optioxdtbto Contacts.
Click this optionto add the name to youontactslist. The contacts form displays
the name.

To add a new Contact:

1. From thetoolbar, click the arrowon LN, | and selecNew Contact TheNew
Contactform opens.
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2. Enter contact information, including first and last name, email address, job title,
company inbrmation,birthdayand notes.

3. In File As, select how you want to file the name. The default is to file the contact
by last name, first name.

4. In Address Bookselect one of your personal address books to save the name to
5. Click Save

To add a new Contact from an existing email message:

You can add email addresses from mhabhderdrom, To, Cc, or Bcclines. You can
do this from anymessag®r conversationview.

When you pass your mouse cursor over

an address, a tool tip displays the full Subject: Important Features to Learn

email address assiated with that ™ SentBy; acctiGinfodey On: Friday, March 16, 2007 11:3%:15 A4
name. If the name is already in an Tocech

address boola | | of t he C aemsies

. . . . . Full Name: Les Adams
information is displayed. If the name is JebTle axpart

not in one of your address books, only Emak scacofode
the email address is displayed.

1. Rightclick the name to add to your contact list and cbeddd to Contacts.

2. TheNew Contactform opens prgopulated with whatever information was
available from the email header. Add additional information and check the pre
populated fields for correctness as well.

3. In File As, select how you want to file theame. The default is to file the contact
by last name, first name.

4. In Address Bookselect one of your personal address books to save the name to
5. Click Save

Creating Group Contact Lists

The Group Contact feature allows you to creat®ntact lists that contaimultiple

mailing addresses. When you select a group contact name, everyone whose address
is included in the goup list is automatically added to the address field of the

message.

When creating &roup Contactlist, you can select addresses from your company
directory (GAL) and from your address books, amali can type in addresses.

1. On thetoolbar, click New andselectContact Group. TheNew Contact Group
form is displayed.  dalew -
2. In theGroup Namefield, type the name of this group list.

[ New Emad
g New Contact
3. To add members to this group, in thiad field, type a name and | <stescontactGrow
then select whether to search in the GAL or in your personaland
shared contacts. ClicRearch

4. Names that matchour entry are listed in the bo$elect the names to enter and
click Add, the names are added to tGmup Members list.
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5. You can also add email addresses directly inGneup Members list box. Typed
addressscan be separated byGomma(,), Semicolon(;) or Retum to start the
address on a new line.

6. Click Saveon thetoolbar. The new group contact is added to y@dutdressBook.

The icon shows that the contact name is a group contact.

Viewing your contact information

You can view the contact names in a list or as detailed cardsCdhiact List view is
a vertical list of all of your contact$heDetailed Cardsview
shows all the information you entered on the contact form.

You can change the viewoif one session from theddress Book
view drop-downmenu You can change the default view for
Address Bookfrom theOptions>Address Booktab,Default contact viewsetting.

Editing contact information

After you create a contact you can add additional information, change information,
and movehe contact to another address book.

To open a contact for editing:

1. In the Address Book right-click the contact to be modified and chodsdt
Contact.

2. In theEdit Contact form, make the changes and cliaveto commit your
changes.

To move a contact to another address book:
1. Select the contact and open the contact edit form.

2. In theAddress Bookpull-down menu, select the address book where you want
to move the contacClick Save

Finding a Contact

You can useearchto find a contact in youAddressBook.

1. In theSearchbox, enter search criteria such as a first or last namgroup
name.

® To search by email address, the complete address must be entered. First or

last name must be a wheleord match. For example, you could enter
something likeSmith or smith@acme.com

2. Select the address book or select GAL from the ddogvnlist on the right to
searchThe results are displayed in the Content pane



