DOA Webmail User Guide

This manual will cover:

Logging In
Getting to Know the Layout

Using Zmail Efficiently
Viewing by Message or Conversation
Using Tags and Flags
Creating Folders and Organizing Mail
Searching and Saving Searches
Printing Messages
Hovering

Address Book
Creating New Address Books
Adding Contacts
Creating Mailing Lists

Calendar
New Appointments and Meetings
Calendar Sharing

Zimbra Features
Tasks
Documents
Briefcase
Mail Filter
Signature

Where to Go for More Information
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LOGGING IN

Open Web Browsers & open http://webmail.doa.gov.my

Select email server

Your username is the portion of your email address before the @
Enter your password.

' wWebmail@DOA

[ Remember me
versor: Y =

Go offline with Zimbra Desktop. Learn more
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GETTING TO KNOW THE LAYOUT

Each of the navigation tabs along the top of the screen will take you to a different area of

Zimbra: Mail, Address Book, Calendar, Tasks, Documents, Briefcase and Preferences.

Navigation
tabs
& toolbar

Organize
message
using folder

Label &
colour
code
message
using Tags

Check your
appointment
“ata
glance”

by hovering
your

mouse over
dates
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USING ZIMBRA EFFICIENTLY

Viewing by Message or Conversation

View by message gives you a traditional view of your inbox. A list of messages is
displayed in the top half of the reading pane, and the active message is displayed on the
bottom half.

1. Clik the view menu

& select By Message

_duel | gy AodressBock | ] Calendar | o Tasts [ Orwfcase | (G Prefecences
¥ Folders -l [= I Mal v| Search | Save | Advesced
3 oot nntnit
,_-_'71'3,., Cdhew v | O gt | X Owte o0 gel [l Trenste | ¥ meph ®iaspywas (8| Cisees | F » | T L Vew v | 9 messages
;ﬂ_&mlﬂ .,|J L 'I‘__,f 1) fFrom _J Subject S By Conversation fvei
_'_? -::h =] ¥ L) Timien Toam Ropad M Frar brpofiant Demd Accoust Risrmanen - ©oeet #glar @ ) By leasspe ey
' f =] Ang T HySOL Tk e -
L] Zimbres Biog (76 £ E[_j ’ . Zimbes Tasm Read Me Frat imporiang Demd ACcoust Riormanen - Crecings ViaTe ol -Ehmmumw
Find Shanes ED & Sam Sampm Foic. Pl Pady - Hi Doy, 1W B v o0 LUA ¥ of Bk S05 o the monsng (e memummm
¥ Saurihes =] & | Crave Caendar UFse WebOAY & CaD N W vour sccount - Tt ¢ [l Readeg Pane O
[ Fagged 'D & ) SanhSom ZF  Searching wittes Tisten - HUNG 10w
¥ Tags N Nim| ] s Mobie Veeh Based Mobde Clent for fho eciimbon KB BOAZ008
& Emals win Sociyhioies| | ([] P L] Tack Zestew £ Twrs i e Wl Sireet Jsummal - 52 e bex 1T0KE  EO009
o Exproses e e — B - S AT
F Patnen | Re: Flight Plan May 26, Z007 459 AN -
o Zmbn |+ From g "SamSemple” <Sam Samples 4
¥ Dimiets & | To “Zimbra Hested Demn User <Zrmien Mosted Demo User
m ] 151
e | Hi Dan,
# 4 Ocioeer2011 # w |
5 M T W T || 1M be amhang on r BA 285 n the morming (armving 11:00am PST on Sept:
35 26 17 M @ W 4 || 28t
.3 4 & & T B I
| I'm Bying homa on UAL 8212 or A& 135 cday {arrving 1:30pm PST on Saptembaor
oo o213 N 1) 25Eh).
w w[mw 2 on n||
23 2 2 2% 7w @ || The planis to retun next year on UA 7 in the moming (amwn 3
a0 AN 1 28th], Il be on BA 2B5 in med-day [armang 1:30pm PST on Juné 29thT;

2. You will see a list of messages display on the top half of the reading pane, with the active
message on the bottom half.
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View by conversation automatically organizes messages into “conversations.” Imagine that you and a
coworker exchange a series of emails while planning a business trip. Through several messages, you
settle on the flight, hotel and airport shuttle. Later, when you want to go back and review the details of
those messages, you’ll find you have to search through your mail to piece the “conversation” back
together. Don’t forget you’ll have to look in your Inbox and Sent folders! Conversation mode makes it

easier by grouping the messages for you. Zimbra knows which messages are related by your use of the
“Reply” button.

1. Clik the view menu
& select By Conversation

Ml || g Address Bosk | 7] Camedar | F Tests | [S) Grebess | G0 Praferesces

¥ Folders ! - T ms w| Search || Save | Advesced
&, reax ¢
B Sesi Cghew v | (¥ ostum | 0 oeete o ge [ Transmte | Fimepy F ¥ | Lgseem | O B view v B £anversatons
) Drafes (1) O = =t oF 2y Frem &P Subect o 53 By Comverates el *
@ Jenk m Sam, celestra Foe: Fight Plan - eat J By Measage Il
T Trash
1 T | LT 84l
7] Zimbra Blog (25) O R ot @ [ Resding Pane At The Botine
Find Sha : |
' Shares. m| Sam Sumpis B1i D, 10 B deiving o UA 7 or BA 285 i th g"'””‘“a"mw'
¥ Searches O Tovkes Toem Poand Mg Firet imgoriard Do Accoust hdermatien ] Fioedng Pane OfF
T Flagged 1 T e
Ll g To ySOL folow-up @ Expand Conaeraalond 20 nev o i
¥ Tags - =] Zyrisra Team Feead Me First mportart Ceme ACCOUTE IPMBSEN Eopnd sorsrssiinny Wom o 15 S
4F Ematy wih Shciylintes O Alan Erten Forums, Blog. and Wore . Fe € r
o Expeosss P = 'm s
# Pamnen Ra: Flight Plan Detaper 15, 2010 105TPM =
 zmon w From g | celestraadi pev
¥ Zimlets u o (o

# 14 posserzoir e || T

2 3 4 6 & 7 & || From:"SamSample” <Sam Sample>

8 1 1 o2 13w 6| To: "Zimbra Hosted Demo User” <ZimbraNJosted Demo User>
L L) [i] w e N on Sant: Saturday, May 26, 2007 4:59.30 AM
3 M % ® B M| gubject: Re: Flight Plan

30- 3 -4 ] i

2. The messages with numbers next to them are
Conversations. The number

indicates how many messages are in the
conversation.
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Using Tags and Flags

Tags enable you to attach color coded labels to messages. Later, you can click on the tagvfrom the
navigation pane and quickly see a list of all the messages corresponding to that tag.

2. Click the Tag menu; either select a
pre-existing tag, or create a new one by
clicking New Tag

1. Select the
message you want
to tag

b New ~ | 3 GetMai

Gl
O m»

Delete Hlj @ Translate &) Reply &] =5 @ Spam Cj 7 ﬁ @ view ~ 9 conversatic

rom | é’)‘ Subject 7 Enfails wit_kyNotes [t] [Bize Received
Sam, celestra Re: Flight Plan - test @ pENSES [t (3) 10:57 P

[ ] @ Zimbra Team Read Me First! Important Demo Account Ir @ artners fl M2KB Octi1?

| Jing Te MySQL follow-up - From: "Andy Pflaum 4 KB Mar 18

| @ Zimbra Team Read Me First! Important Demo Account Ir LB [nt] 2ZKB Feb19

] 1 Alan Ajax Zimbra Forums, Blog, and More. - Hey Da <% Remove Tag KB B/26/2009
| P’ Zach Zimbra (/ﬁ? Zimbra in the Wall Street Journal - Hey Dan, Did you ever ch Inbox 170 KB 8/26/2009
| Matt Mobile Web Based Mobile Client for Phones - In Zimbra 5.0, we've t Inbox 2KB  &/26/2009
| @’ Sarah Socap é?) Searching within Zimbra - Hi, Te search within Zimbra: 1. Cli Inbox 168 KB 8/265/2009
— g — - . —— T . — - e P R
Read Me First! Important Demo Account Information October 17, 2011 9:52 P

w From: g |Zimbra Team

To! | zm101 Tscgzn@demo2. zimbra.com

Tags: @’Zimbra

& External images are not digplayed. Display Images - Always dizplay images =ent frem zimbra.com or feedbacki@zimbra.com m

Zimbra: the leader in next generation messaging and collaboration

3. Click on any tag listed under the Tags area of the navigation
pane to display all the messages you’ve labeled with that tag.

‘§ Trash . | Search o) Wail = | Search Save | Advanced

| Zimbra Blog (26)

Find Sh L New e Get Mail Delete = (| Translate Rephy Spam - Q) View 2 conversations
in ares...
¥ Searches O | o | t| 0| _|| From | @| Subject | Folder | Size | Received %
[T] Flagged @ Zimbra Team Read Me First! Important Demo Account Information - Greetings, Inbox 12KB Oct17
v T 42 | @ Zimbra Team Read Me First! Important Demo Account Information - ¢ gz, Inbox 12KB Feb19
ags
&7 Emails with StickyNo
@, Expenses
@ Partners
@ Zimbra =
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Flags allow you to mark messages in order to distinguish them as being important or

requiring follow-up action. Alternatively, you might flag messages you want to reply to, but not until
later. For example, if you’re on vacation and checking your email from off-office you might flag

the messages you need to reply to as soon as you return to work.

1. Click the

flag icon
|:|| b| e ‘ f| ) ;“ From | @| Subject ‘ Folder ‘ Size | Received
O w» Sam, celestra Re: Flight Plan - test (3) 10:57 P
[ z @ Zimbra Team Read Me First! Important Demo Account Infermation - Gr 12KB  Oct17
| Jing To MySQL follow-up - From: "Andy Pflaum” <andy.pfl 4KB Mar13
| @ Zimbra Team Read Me First! Important Demo Account Information - 12KB Feb 19
il 1 Alan Ajax Zimbra Forums, Blog, and More. - Hey Dan, | have been revi IKB  &/26/2009
[ P' Zach Zimbra 6/?3 Zimbra in the Wall Street Journal - Hey Dan, Did yvou ever ch Inbox 170 KB &/26/2009
[ Matt Mobile Web Based Mobile Client for Phones - In Zimbra 5.0, we've b Inbox 2KB  8/268/2008
o

Sarah Soap ﬁ Searching within Zimbra - Hi, To search within Zimbra: 1. Cli Inbox 168 KB 2/26/2009

Note: To remove a flag,
simply click on it
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Creating Folders and Organizing Mail

Creating additional folders is an easy way to organize mail you want to keep separate from your Inbox.
Imagine having a physical inbox sitting on your desk. It fills with miscellaneous notes and documents
until you sort it all out and file everything into separate folders. Email folders work similarly, providing
an electronic method of filing.

1. Right click on the Folders 2. Give the folder a name
header, and select New Folder

Note: To create a sub-folder, right

click on the folder you want the

sub-folder to appear under.

Create New Fo!der

Mame: |tesﬂ
v F;Iders | .:.| |? Color: || Mone «
Inbox
=
i Fold
£, sent )l Fokiex [ [7] Subscribe to RSSIATOM feed
@_ Drafts Mark All as Read
E=| Junk Delete [Del] Select where to place the new folder:
) Delets
E§ Trash Rename Folder ¥ Folders
| Zimbr Move &, Inbox
Find 5t [5 Share Folder £ Sent
¥ Searche: Edit Properties @ Trasn
5 Flagge Expand Al /.| Zimbra Blog
T Empty Folder
¥ Tags
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¥ Folders

i, Inbox

I_:j Sent
(3 Drafts (1)

3. You’ll see the new
folder
appear in the Folders

E'=' Junk
-g? Trﬂ5|/ panel
£ test

|| Zimbra Blog (26)

Find Shares...
4. To move a message
into the folder, drag and
drop it
¥ Folders @ Ind |Seer‘c-’: o Mail - Search | Save | Advanced
& Inbox
£ sent LﬁNewvleG Maillxnebete &= GTranslﬁtelﬂlRepry &j §|¢55p3m|(} v|'1‘_'-—l'_||g\-'iewv
(8 Drafts (1) D| r| P'|1|&| | From |ﬁ| Subject | Folder | Size |
% .JTunkh > Sam, celestra Re: Flight Plan - test (3} 1
ras|
™ @' imbra Team Read Me First Important Deme Account Information - Greetin Inbox 12KB 1
E test ( """ E o et el L oTo Sl follows yn Erorn "Ande Dfgum® cgndhe nflgy i Inhox AKE |
] Zimbra B| (26) dingTo = WySEHL follow-tp = From:-Andy Piatm f 4KB Marts -
Find Shares... —
d 4 Alan Ajax Zimbra Forums, Blog, and More. - Hey Dan, | have been revi Inbox 3KB
¥ Searches [l B Farh Fimhra 4D Zimbra in tha Wall Straat Innrnal - Hav Dan Did van svar ch inbns ATOKR |
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Searching and Saving Searches

To conduct a simple search based on text in the subject or body of the message:
1. Type a word or

phrase into
the Search bar at 2. Click
the top of the Search
|_‘~'f§.rc-"? A\ [ Email = | Search | Save Advanced

For more specific searches, Zimbra offers a powerful search building tool that allows you
to look for messages based on one or more of the following:

Sender Attachment Content Status (flagged or not)
Recipient Date Sent Tag

Subject Domain Time Range

Textual Content Folder

Attachment Type Size

To build a search based on one or more of these attributes:

Click Advanced

l

Search [ Email "| Search | Save Advanced

2. Choose options from the Search toolbar. (See an example on the next page.)
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Printing Messages

When you want to print a message, it’s best to use the Print button on the toolbar rather
than going to File > Print. Using the print button will open your message in a separate

window and allow you to print straight from there.

(using File > Print will cause the whole Web page to print instead of just your message.)

To print a message, highlight it and click the Print button

| Search

=] Mail v| Search || Save | Advanced

il New - | eGetl'u'Iail ‘ M Delete % @ Translate | ] Reply &J o ‘ =@ Spam | ()' - | 'ﬁ | 2 view -

' Z Zimbra: Inbox * ‘ Z Zimbra

x} #=1 Print - Zimbra

C N @ chromey//print

Print

Total: 2 sheets of paper

| Print || Cancel |

Destination | KONICA MINOLTA 722 + |

Pages (= Al

Cnnies |4 o

Fead Me First! Important Demo Account Information

From : Zimbra Team <fesdback@zimbra.com=

I:|| I-| P"t|(/| &]‘ From \ | /f)| Subject | Folder ‘ Size
O = Sam, celes Print selected item(s) I Re: Flight Plan - test (3)
| @ Zimbra Teal Read Me First! Important Demo Account Information - Greetin Inbox 12 KB
[ Jing To MySQL follow-up - From: "Andy Pflaum™ <andy.pflaumi@zim Inbox 4 KB
[ @ Zimbra Team Read Me First Important Demo Account Infermation - Greetin Inbox 12 KB
[ 4 Alan Ajax Zimbra Forums, Blog, and More. - Hey Dan, | have been revi Inbox 3 KB
[ P Zach Zimbra ,g’;? Zimbra in the Wall Street Journal - Hev Dan, Did vou ever ch Inbox 170 KB
[ Matt Mobile Web Based Mobile Client for Phones - In Zimbra 5.0, we've [ Inbox 2 KB
~ B @ Sarah Soap ,_/4?? Searching within Zimbra - Hi, To search within Zimbra: 1. Cli Inbox 168 KB
g = - [
Searching within Zimbra January 4,

Zimbra celestra@adk.gov.my

Mon, Gt 17, 2011 09:52 FM

‘We'Te glad you've taken this chance to ry out

Buv Zimbra Now!

Sender : Zimbra Team <fezdback@zimbra.coma & Zimbra
Subject : Read Me First! Impartant Demo Account Information
To : zm1017scgzn@demol.zimbra.com
To access Zimbra connectors direct|y,dick here,
Zimbra
e testzimbracom
Grestings, Quick Links:

Department of Agriculture
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Hovering

Zimbra has a number of “hover over” features designed to eliminate excess clicking. For
example, by hovering your mouse over an image attachment, you can see a large
thumbnail of the picture without having to download and open it.

When you hover your mouse over an address, you’ll see a small map of the location.
When hovering over a date, Zimbra will automatically consult your calendar and tell you
if you have any appointments that day. It even recognizes the phrases “today,”
“tomorrow” and “next Friday!”

Hover mouse over an image attachment to see a thumbnail

| - Mail || & Address Book || ] calendar || [ Tasks || = Briefcase h
/

¥ Folders @ Il | Search
i Inbox
7 Sent 2 New ~ | & Get Mail | ¥ Delete #= |G Transiate | ¥ Reply ¥
Eﬁinmﬂuﬂ (T [ | P o |r@| —
& Ju Zimbra o= ot x| B | e ] | R A —
g Tr i i o it o Gt i i Wi (130 0 — q"‘ Re: Flight Plan - te
il it Q__l;.--w- ﬁl--s— ]

Read Me First! Imp

[ N (=g

1 It M s
3 te o] s MySQL follow-up
Zi FE s
& F'I = f ij Read Me First! Imp
" v e brw = Oy B
I Zimbra Forums, B
¥ Sean w e | ot | | ] | 4 0 T || p— | T— - .
—F| = et el Eed i &2 Zimbra in the Wall
3 Fx v ooz Web Based Mobil
¥ Tags :-'_-::- #7 Searching within ;
<:,j En ! mke 1111
& Ex
@ Pa
& zi
bra Hosted Demo User=
1| ] F

H oA October 2011 3 |eas| 2earch.fng (120.2 KB) Download | Briefcase | Remove

S I L) F

M
3
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Hover over a date to see your calendar appointments

pm—m————op——u

d Shares...

hes

gged

&

gilz with StickyNotes

JENSES
tners
bra

. L1} |

F

October 2011 4
T W T F
2F 28 29 30

6 7
13 14
1819 20 2
7 8

BRE w03

L] & Read Me First! Important
[l 4 Zimbra Forums, Blog, ant
[ o £ Zimbra in the Wall Street
[l Web Based Mobile Client
|1 @ Sdrah Soap & Searching within Zimbra
E —/ "“
- / 1
If vt hava anv nifectinne nleaca rall me on my Cell Phone at: 5

Monday, September 24, 2007
= Office Meeting / =

Organizer: demuseﬂp@demnz.zimhra.cum
When: Sep 24, 2007 from 5:30 AM to 6:00 AN

Display: || Busy

Sent: Wednesday, September 24 2007 12:49:31 PM GMT-0800
Subject: Flight Plan

Sam-
Which flight will yvou be on tomorrow? NW 221 or UA 885 for the return?

If vou need me to pick you up, take a taxi to Oracle's campus:

Hover over a name to see address book information

3 (1)

ra Blog (26)

hares...

4

«with StickyMotes

SE32

HE

m

I e e

i New | @ Get Mai | ¥ opiete % = [C] Transiate | & Reply & F |

0/ » | P[] 2] Fom &) s
O = Sam, celestra Re: Flight Plan - te=t

| \@ Eimbrad;am Read Me First Important Den
| Jing To MySQL follow-up - From: "4
| @ Zimr \Team Read Me First Important Den
[ Zimbra Forums, Blog, and Mi
[ Jing To Zimbra in the Wall Street Jou
i Ino@future. zimbra.com VWeb Based Mobile Client for
[ Right click for more options Searching within Zimbra - Hi

L

my Cell Phone at: 55&
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ADDRESS BOOK

. ) Mail | i Address Book H E Calendar H [+ Tasks || E Briefcase || ﬁ Preferences || Eahppnht'mnt |

¥ Address Books

[ contacts
[ Emailed Contacts

‘g Trash

Find Shares...

Create as
many
Address
Books as

¥ Searches

it | Search

@ New v | JEdt | W Deete 7B v | -

All | 123 |A|B‘C|D|E|F‘G|H|I|J‘K|L|M|N|O‘

{5 Contacts -

=% Forward

(1 & Ajax, Alan

you like

¥ Tags

@ Flagged

[] g Linux, Laura
O @ Zimbra, Zack

m

@

¥ Emails with StickyNotes

@ Expenses
@ Partners

@ Zimbra

¥ Zimlets

|
’ ﬁ Alan Ajax

Email:

Address:

alan@zcsdemo.com En

1500 Pennstate ave Ste 1230 Hc
Springfield, IL

To create a new Address Book, right click on the Address Books header and select

New Address Book
¥ Address Boo E = Search
[l contacts 1
1 Emailed Conl Ea New Address Book
gg Trash E Share Address Book
Find Shares. Delete [Del
¥ Searches || Rename Folder
FT) Flagged Edit Properties
— o Expand All
<7 Emails with S
@ Expenzes
& Partners

[ T ey

] Mail | @ Address Book || ] Calendar || [+ Ta:

¥ Address Books

2

| Contacts
[[¥ Emailed Contacts

g Trash

Find Shares...

¥ Searches

FS

@ Flagged

/
/

“ahoo! Local
Ematicons
& webEx

L |

To add a contact to an Address Book, click New

and select New Contact

| Search

/ﬁ? New v || /7 Edi |
o Message [nm]
i Contact [nc]

A

ﬂ Contact Group
Iﬂ, Appointment [na]

[ Task [nK]
_'Z Document  [nd]
a Folder [nf]
<4 Tag [nt]

E Address Book
(=3 Calendar il
[_ﬁ! Task Folder

@ Briefcase

Department of Agriculture
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To create a mailing list for a group of people you will email often, such as coworkers
in your department or fellow committee members:

1. Click New and select New Contact Group
| g ey
2= Mail i Address Book || [ falehdar | [+ Ta:
¥ Address Books A - Sedrch
[ contacts
[ Emailed Contacts @ New ~ |\ /7 Edit |
g Trash i Messag [nm]
Find Shares... ih Contact [nc]
¥ Searches ﬁ, Contact Group
[T Flagged [ Appointment [na]
v Tags 73 £ [ Task [nk]
&7 Emails with StickyNotes =4 Document  [nd]
@ Expenses
@ Partners a Folder [nf]
@ Zimbra @ 1= [ni]
E— E E Address Book
¥ Zimlets
& ¥ahoo! Local g g :EIT:EL =
% Emoticons (2] Task Folder
@ webEx [ Briefcase
s =

2. Type in a name for the group, and then type the e-mail address under Group
Members. Note: You can also search for users under Add Members to this Group

Department of Agriculture



CALENDAR

Proposing a New Appointment or Meeting
1. To schedule a new appointment or meeting, click the Calendar tab

2. Click the New menu, and select New Appointment

[ New ~ eRefres.h| @]l : v||ﬂTu-day|@Viewv

i Message  [nm] October 2011
@ Contact  [ng] Tuesday Wednesday Thursday
fizh Contact Group 26 27 28 29
[ Appointment [na] 5:00 AM Weekly 1:00 AM Staff 12:00 AM Weekly
[ Task [nkl Marketing Meeting Meeting Team Meeting
_'1 Document  [nd] I:ann{;;emi?dﬂlft;t
2 Foider [nfl 3 4 g B
<g Tag Int] 500 AM Weekhy 1:00 AM Staff 12:00 AN Weekly
- Marketing Meeting Meeting Team Meeting
| [P Address Book
5:00 AM Product
[ Calendar [nl] Management Mtg.
DI 10 11 12 13
[ Briefcase 5:00 AM Weekly 1:00 AM Staff 12:00 AM Weeky
Marketing Meeting Meeting Team Meeting
5:00 AM Product
Management Mtg.

3. You’ll see the following window appear. The Appointment Details tab is where to
fill in the details of your meeting, including the subject, location, date and time, and
attendees.

= save & Close Cancel Add Attachment = Print ¥ Spell Check | =4 Format - Options - J WebEx
Abc L

Subject: | |

Attendees: | Show Optional
Location: | Show Resources

101972011 j| Widnight j GMT +08:00 Kuala Lumpur, Singa... v| T day Repeat: MNaone -
10EF2011 j| 12:30 AM j GMT +08:00 Kuala Lumpur, Singa... * | Reminder: | 5 minutes bef j Configure

Niznlav- | | Busv '| —1 calendar Vl [ I S
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4. On Shceduler section can
view attendee availability.
The start and end times of
your proposed meeting are
delineated by green and

red vertical lines

- 1
Atftendees: | || Alan Ajax |
Location:

Note: The All Attendees bar that
runs along the top of the grid

is designed to show you conflicts
between attendee schedules.

See example below (circled) -

Show Optional

Show Resources

|1n b1 j| 12:30 Al

j GMT +02:00 Kuala Lumpur, Singa... * |

= || Midnig - +08: uala Lumpur, Singa... ~ Allda Repeat: MNone hd
10M9/201 Widnigh GMT +08:00 Kuala L S y p N

Reminder: | 5 minutes bef j Configure

fsplay: | Busy v| || calendar v| [P private
Scheduler Hide & \\"4
12 1 2 3 4
All Attendees I
@ celestra@adk. gov.my I
i vl alan@zcsdemo.com ﬁ I
& I

9 10 1121 2 3 4 S5 &6 7 & 85 10 11 12

5. The meeting will appear in your calendar, and an email notification will be sent to
each attendee’s Inbox giving them the option to Accept or Decline the proposal.
You will be notified via email as soon as they reply.
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CALENDAR SHARING

Inviting Someone to Share Your Calendar

From time to time you may find it useful to allow certain colleagues to view or edit your calendar.
Perhaps you have an assistant in charge of scheduling your appointments, or you’re filling in for a co-
worker and you need to see their meeting schedule. In order to allow someone else to access your

calendar, you have to “share” it.

¥ Calendars

|7:| Calendar
|_ {g Trash E Share Calendar

Find Shares... Delste [De]
; -
¥ Searches Edit Properties
@ Flagged Reload 0

ﬁ Launch in a separate window

¥ Tags

Share Properties

Name: Calendar
Type: Calendar

Share with: i@ Internal users or groups

™ External guests (view onhy}

™ Public (view only, no password reguired}

Email:

Role

() Hone None

@ Viewer View

() Manager \iew, Edit, Add, Remove

() Admin  View, Edit, Add, Remove, Administer

|:| Allow user(z)to see my private appointments.

Message

Send standard mes=sage -

Note: The standard mes=sage displays your name, the name of the

ghared item, permizsions granted to the recipients, and login
information, if necessary.
URL

To allow others to access this tem, direct them to this URL:
ICS:  hitps:/mailbox1.adk. gov....estra@adk.gov.my/Calendar

View: hitps:imailbox1.adk gov....estrai@adk gov.my/Calendar.htm

Cancel

1. Right click on one of
your

calendars, and select
Share

2. Awindow will appear asking you
to provide more detail about the
share, including who you want to
share with, what level of access they
should have, and whether you want
to send a custom notification.

3. When finished, click OK. An email
notification will be sent to the Inbox
of the person you’re sharing with,
asking if they want to accept the
share. If they accept, they’ll have a
link to your calendar underneath
theirs.

The Flip Side: When Someone Invites You to Share Their Calendar
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Note: As soon as you click on
accept

or decline, the notification will be
removed from your Inbox.

1. When someone shares their calendar
with you, you’ll see a notification
message in your Inbox prompting you to
accept or decline.

o Accept Share m Decling Share

Share Created: Calendar shared by celestra

« From: @@ | celestra@adk.gov.my

To: | admin1@adk.gov.my

The following share has been created:

Shared item: Calendar (Calendar)
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2. If you accept the share,the next step is to choose acolor for the calendar. This is to differentiate
your coworker’s calendar events from your own when viewing both in overlay mode.

3. At this stage, you’ll be brought back to the main calendar. Each share is
displayed in a different color based on what you’ve chosen. To show or hide a
share, click the check box next to it.

| -] Mail || @ Address Book || E Calendar || [+ Tasks || éﬂriefcase || @Pr&f&l’&l‘lc&s |
|

hd talendars o ] |SEET:" (1 Appointments v| Search “ Save | Adve

ggg :raalz:dar New ~ | (3 Refresh | Delete @J | 7w | [ Today | = view -

v|[gs celestra's Calendar Mon, Oct 17 Tue, Oct 18 Wed, Oct 19

Find Shares...

Searches 2 AM

Tags )
T A 900 Al 200 AN - testes.. |

test |
10 AM

10:00 AN
test test test

11 AN

12:00 PM

MNoon

1PM
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Tasks and Briefcase

Tasks allows you to create “to do” lists. You can set a start and end date for each task, and mark

your progress as a percentage of work completed. See below for an example.

] calendar [ Tasks | [=] Briefcase @ Preferences | [ Appointment || [7] Appointment

Search [+ Tasks v‘ Search ‘ Save Advanced

MHew » | FEdit | ¥ oelete & & ~ | <7 + | [2] Fiterby v | 4 Mark As Completed | [ View ~
I:|| {/| 1 | é?)| Subject | Status ‘ % Complete

Click here to add a new Task

1-30f3

Due Date

[ ] @ 4 Performance reviews In Progress 30%
[l ‘@ Finish expense report In Progress 50%
] @ t 47 Complete TPS Report Mot Started 0%

Performance reviews
Priority: Low
Status; In Progress

Completed: 30%

Briefcase is a document repository - a holding area where you can upload and store
documents, spreadsheets, .pdf files, etc. By default, anything you put in your
briefcase is private, though files can be shared with other Zimbra users if you grant
them access.

2 Mail @ Address Book | [ Calendar | [ Tasks | [ Briefcase | iGp Preferences | [] Appointment

¥ Folders [ &

E Briefcase
E Notebook j Mew - {} Upload File Download " Edit Delete

Ci

[t

= Files

-

BT school Notes D| p.| {;f| @| j| Name Type | Size | Mc

{g Trash |:|

. UniviWisc-Milwaukee-ZimbraCas: Adobe PDF

114 KB

125

Find Shares. . ! |5 ZCS Datasheet v 2009.pdf  Adobe PDF

¥ Tags : [ || zimbra_logo.gif GIF Image
< Emails with StickyNotes| _
@ Expenses [

@ Partners
@ Zimbra

¥ Zimlets
% “vahoo! Local

1MB
2 KB

120
32
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Malil Filters

Incoming Message Fiters Outgoing Message Fiters

b Mew Fitter | " Edit Fiter | 3¢ Delste Fiter ;L: Run Fitter Move Lp Move Diovwn

Active Fitter Mame
¥  Staff Mestings

Use the Mail Filters tab to define incoming and outgoing email filtering rules.
Refer to Chapter 5 for further information on creating and using filters.

Email Signatures

An email signature is closing text included at the end of an email. A signature can include your name
and any additional text. If you format your signature with HTML, you can format your signature, add a
link to a URL and add graphics to your signature.

You can create more than one signature. For example you may want a formal signature for emails sent
to customers and an informal signature for emails sent to friends. When you compose your message,
you can pick the signature to use.

If you create multiple email identities (also known as personas), you can create different signatures and
assign them to specific addresses. More information on email identities and personas is provided in the
Managing Email chapter.

To create a signature
1.Use the Preferences > Signatures page.
In the Signature Name field, type a descriptive name to identify the signature. You can create
multiple signatures so using an identifiable name here is important. When you compose an email, you
2.can select the signature name to use.
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G Save ﬂ Cancel

Undo Changes
Signatures
Mame: ‘ Formal Format Az HThL -
Formal TimesMewRaman « 3(izet) » §» = ~ | B f U | A0~ Al -~ — 'g‘% (i L._‘g'
Sam Sample
Director of Marketing
Mewv Signature Delete Attach Cortact as vCarch Browese Clesr
Using Signatures
Mew Messages Replies & Forwards

Primary Account: | Mo signature = Mo signature -

Place signatures: (& Above included messages = Below included messages

3.Type the signature text exactly as you want it to appear in the text box.
4.Specify where you want your signature displayed in the Using Signatures section.
Select Above included messages to add your signature at the end of the your composed, replied to, or
forwarded text.
Select Below included messages to add your signature at the end of the message.

5.Click = save
To apply this signature as the default signature for your account name
1.Use the Preferences > Accounts page.

Primary Account Settings

Email address: zzimbra@example com

Account Hame: | Primary Account

Messages sent from this it have the ing setting:

From: Choose the name that appears in the "From" field of email messages

| Fak Zimbra zzimbra@example.com

Reply-to: [~ Set the "Reply-to” field of email messages to:

e.g. Bob Smith -

Signature: Manage your signatures ...

2.Select the signature name from the Signature drop down menu at the bottom of the screen.
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WHERE TO GO FOR MORE INFORMATION

Zimbra’s help Documentation

Use “Help” to quickly find answers to your questions

celestra Admin Console Help | = Log Out
i Product Help

R Help Central Online

Mew Features
Search Save Advanced

About

Send - E Wiew -

| | Author | Folder “ersion

it demosamplei@ie: Briefcaze 1

15 demosample@te: Briefcase 1

demosetup@test Briefcaze 1
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