ZIMBRA.

TIPS & TRICKS

This guide brings you the top 15 Zimbra Tips & Tricks to help
you save time while working in Zimbra.

If you find these Tips & Tricks helpful, you may also like our
tutorial demos: {5

The top 15 Zimbra Tips & Tricks (based on clicks on Zimbra’s

“Did You Know?” blog) are:
Throughout this guide,
look for pop-up boxes
IEIE Al e Gl Email Tips and Tricks

and facts. Searching in Zimbra

Importing Into and Exporting From Zimbra

TIP: Skip ahead to any
section of the 15 Tips &
Tricks by clicking on the
titles to the right.

Changing Your Zimbra Preferences

Changing Your Zimbra Theme

Setting Zimbra Email and SMS (text) Reminders
Enabling Zimbra’s Mandatory Spellcheck

Sorting Email

Creating an Appointment with the Mini Calendar
Creating an Email Distribution List or Contact Group
Opening an Email in a Separate Window

Turning on Zimbra’s Activity Stream

Switching from Conversation View to Message View
Sharing Your Zimbra Calendar Outside Your Organization
Sharing in Zimbra

Enabling Zimbra Two-Factor Authentication
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How much time do
you spend searching
for a specific email?
Searches are easy and
fast in Zimbra. Search
your entire Zimbra
account, including
attachments, in
seconds.

@ searching in Zimbra

There are many great and easy ways to search in Zimbra:
¢ Quick keyword search
e Complex search
* Right-click search

Quick Keyword Search
You can do a quick search using keywords like from, to, in, etc. Click here to
see all search keywords.

To search by keyword:
keyword: search word(s)

Examples:
e Find all email received from Mark (all email with “Mark” in the From
field):

1 ~ [from: mark 1 Q

e Find all email in the Sent folder:

=3 ~ |in: sent Q

Search for words in an email by typing the words into the search field. For
example, to search for email including “overview document":

] « "overview document" | Q

This shows all email with “overview document” in the:

e Content

* Subject line

e Attachments

e Etc.
Use quotes to search for multiple words combined. Without the quotes, the
search results will include all emails with “overview” and all emails with
“document”.

(4 » Search Q
Complex Searches : : ’
. @] Mail |
You can also build a complex search & l
@ Contacts

using the Search menu. Global Address List q

1 Appointments

Click the magnifying glass in the ™ Tasks lssages  Read I
search field to open the Search tab. Flles E
T @ Include Shared Items | | https://rma 23
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This is a great feature
of Zimbra’s search ...
your search results
don’t disappear! They
open in a separate tab
that you can refer to
as needed.

Found 7 results for: | "overview document" * |
The Search tab has multiple 24 Mew Message ) R
menus and options that you Basic Filters af ™4
can use to refine a search. For = "ﬂg“g:"“ E
example, you can: ~is unread ow
Advanced Filters g y
e Click “has attachment” rcalved fromes Y g
to see only emails that e - or
include attachments Attachments ... -
e Set a date range Size .. -
e Show email only from or = z
to a specific sender FT,:g -
 Show only email with a __
specific tag CraNore: A s e e st
e Etc. Ler S
|ﬂ)'\({lﬂllnﬂ'\lg'ﬂ'?l

Right-Click Search

Contacts  Calendar  Tasks  Briefcase  Preferences
There ]S a qulck Way to Search EIZETE) <= | Reovw Al | Forward | | Archive || Delete | Spam | g
. ¥ Mail Folders Sorted by Date © 1 tion selected B §
for all email you have sent to or R ., .. e
= ® ... urvi, supriya, Meredith - ug
received from a Speciﬁc user: B sem [Request] Tips & Tricks ebook - Here is 2 [ site full & P
3 Drafts % -
£3 Junk ® Meredith Q, Find Emails... ’\ Q4 Received From Sender [
i i W Tk Status Re iNew Email [nm; 4, sent To sender |
Add To Contact: -
1. Right-click a user name N i s
. . . Offsite C hotel is everyone P A
(in your inbox, in an Tags " o ey ol "k
l . . » Zimlets ® »...Mer & Reply to All [al Augla
HEOE o g P o k
emall, 1In an appomtment, B e s e
6 27 29 3 2 Create Appointment
etc) bt )
“J [ Create Task
. . . 9 10 11 [12]13 14 15
2. Clle Flnd Emall. 16 17 18 19 20 21 22 {3 0pen in a separate window
23 24 25 26 27 28 29 £ Show Original
30 1 2 3 4 5 Clear Search Highlights

Pin Your Search Tab
Pin the Search tab to alternate
between the search results and

Mail Contacts Calendar Tasks Briefcase  Preferences JESNEUSIX]

Found 5 results for: | from: meredith *|

m Reply || ReplytoAll || Forward Archive Deé(e Spam - ad

your mail ... the search results sasic Fiters Sorted by Date = 5 conversations
don’t disappear'! S j i it PR,

Save Your Search
Save any search you perform often. To save a search, click the Save button.

—

Mail  Contacts Calendar Tasks Briefcase Drive  Preferences [ReR{EUdIX] U

Found no results for: ( is:unread *) | search || save |

ISR (o oo on | [rorvard | [Archve |[ e | [spam | (@77 <] [Aeaoms = Reawm’mw.

Sorted by Date ‘

Basic Filters
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Saved searches are in the overview pane.

Click the search whenever you need it. &nzimbrar
Contacts G
Do you want to learn more about AN S
g 0 0 # Inbox -
searching in Zimbra? .
B semt
£Z Drafts
Zimbra Blog posts: B3 Junk
e Searching with Keywords & Trash
e Searching using the Search Menus v Searches
o Creating a Search B gl
e Using Common Searches Taes
» Zimlets
e Save a Search

Zimbra tutorial:
e Searching in Zimbra [

©) Importing Into and Exporting From
Zimbra

You can easily move content into and out of your Zimbra account with
the Import and Export features.

Things you can import and export include:
 Mail folders (in tar-gzipped .tgz format)
e Calendars (in iCalendar .ics format)
 Contacts (in.csv format)

You can easily add
files (like address
book contacts) from
another account
(like Google) to
Zimbra using Import.
Likewise, if you want
to move your Zimbra
contacts into another
account, you can
export an address
book from Zimbra.

To import or export:
1. Click the Preferences tab.
2. Click Import/Export.

@ zimbra

Mail Contacts Calendar Tasks  Briefcase Preferences

Save Cancel Undo Changes
¥ Preferences s

8 General

% Accounts File: = Choose File No file chosen

59 Mail Destination: | Al folders |
R Filters

L Signatures

@ Out of Office

¥ Trusted Addresses

@ Contacts

9 Calendar

ﬁ Sharing

1 Notifications
& Import / Export
[&] Shortcuts

B zimlets

Type: @ Account ) Calendar () Col
All account data can be expor]

Souru-.:l Inbox |

@ Advanced settings

Data types: Include all folders from the fo
@ IMail @ Contacts

[MTasks @@ E3Briefcase
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https://blog.zimbra.com/2015/03/know-searching-zimbra-part-3-creating-search/
https://blog.zimbra.com/2015/03/know-searching-zimbra-part-4-common-searches/
https://blog.zimbra.com/2014/06/know-save-search/
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https://www.youtube.com/watch?v=lf0fIIJRHaQ&index=24&list=PL-n95mpBtP2aTuaC9_j9KJown6KxgMy-g

To import, choose a file and click Import. Zimbra automatically detects the
type of file being imported and displays appropriate import options

& zimbrar testi Gualk-t.imbra.com +

Mail  Contacts Calendar Tasks  Briefcase GG 19}

Save Cancel Unde Changes

v Preferences K
@ General
i+ Accounts File:  Choose File  No file chosen
= Mail Destination: | a)| qmdm‘ ﬁ
A" Filters \W\
[ signatures

£ Out of Office
& Trusted Addresses

@ Contacts Type: @ Account( ) Calendar () Contacts
] Calendar All account data can be exported to a "Tar-GZIpped" (gz) format which can be imported back into the system.
& Sharing Souru:l Inbox ‘

£ Notifications

& Advanced settings
% Import / Export ‘. 9

Data types: Include all folders from the following applications:
@ EMail @& Contacts @ FCalendar
B zimlets @ FTasks @ EBriefease

[A] Shortcuts

Date: Start On E\ End On:

J

Search filter: | ¢ 5 has:artachment

‘Other: " Only export content files, exclude meta data

| Export |

To export:
1. Select the type of item: Account (mail folder), Calendar or Contacts.
2. Select the item from the Source menu.
3. Click “Advanced settings” to specify:
e What data types are included in the export
e What date range to export
e What filters to use, if any
4. Click Export.

[ testiGulk-t.imbracom -

Calendar Tasks Briefcase Preferences

Undo Changes

File: | Choose File | No file chosen

Destination: [ Al[ folders

import
Contact
e exported to a "Tar-GZipped" (.tgz) format which can be imported back into the system.
llowing applications:
ai ontacts @ Calendar
o s @
ate: start on, [~] endon: [
search fiter: [ .o has-atiachment
Other: (7] Only export content files, exclude meta data

[ Export

View a demonstration: {3
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© changing Your Zimbra Preferences

In Zimbra, you can change many preferences to fit your work style and
needs. Here are some Preferences highlights. For more information, view a
demonstration: (3§

To change your preferences:

1. Click the Preferences tab. Your Preferences are listed in the overview
panel.

2. Click General. On the General page, you can change:
e Appearance, such as the theme (colors of your Zimbra interface), font,

etc.

e Time zone and language displayed
e Search folders included in your searches

Have you ever wanted
to customize your
email or calendar? For
example, maybe you

want to: s
e Read emails || macts Calsks PR Freferences
below the inbox " reterences s ﬂ
instead of on the
right?
DI EVAI ’ e
calendarina iy
month view °w
instead of a work 8o
week view? R
Change the -
language of your TEIE L g e
display or your e s e

29 30 31 2 3 Search Language: () Show advanced search language in search toolbar

timezone?

On the Mail page are options to customize how Zimbra displays messages
and how Zimbra responds to received messages, such as:
e Specify an action to occur when you receive a message (flash the
browser title, show a pop up notification, etc.)
e Forward a copy of the message to another address (helpful if someone
else manages your calendar invitations and/or inbox)
¢ Send a notification message to another address (helpful if you do not
check your Zimbra mailbox often)

&zimbrar

Mail  Contacts  Calendar  Tasks  Briefcase  Drive [NZERZUSIIN

save || cancel Undo Changes
v Preferences [RaceniiMassa
ccounts

Message Arrival: Forward a copy to:

Display notficau

Read Receipt: When | re

(A) shorteuts

B Zimlets
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There is another great
customization you can

make in Zimbra — the
theme. Your Zimbra
web client probably
shows the colors
and logos of your
company or email
service provider. You
can change the colors
by changing your
Zimbra “theme” in
Preferences.

Other Preferences pages include:

¢ Accounts: Link your other email accounts to Zimbra, so you can see all of

your email in your Zimbra Inbox
Filters: Set up mail rules or filters

Signatures: Create as many signatures as you need

hours, etc.

e Sharing: Create and manage your shared Zimbra items

Out of Office: Set up your vacation or out of office messages

Calendar: Specify your own calendar settings, such as view, working

e Shortcuts: View or print the keyboard shortcuts available in Zimbra

View a demonstration: {3

O cChanging Your Zimbra Theme

To change your theme:
1. Click the Preferences tab.
2. Click General.
3. Select an option from the Theme menu.
4. Click Save.

Briefcase  Drive Preferences

Calendar  Tasks

Undo Changes

v Preferences ﬂ
g% General
ﬁ‘ Accounts Password: ‘Change PaSSWOfﬂl

4 Mail R
R Filters

[ Signatures

Default Client: @ advanced (Ajax)
~Standard (HTML)

@ Out of Office

¥ Trusted Addresses

@ Contacts

B Calendar

@ Sharing

£1 Notifications
4 Import / Export
|4] Shortcuts

B zimlets

4 July 2018 o
§ M T W T F 5§
1 2 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 28
29 30 31 1 2 3 4

6 7 8 9 10 1

Theme: | Harmony v‘
Font:
Display Font Size:

Print Font Size:

Time Zone:
Language:

Compose Direction:

Search Folders:

| Lake
| Lavender I

] Steel

Bare
Beach
Bones
Carbon
Harmony

Lemongrass
Qasis inated Universal Time +
Pebble —
sand tates) v‘
Serenity
Sky

smoke

| | Show direction buttons

Tree

Twilight
Waves Folder in Searches

[TTREIIge Traeh Folder in Searches

“lInclude Shared Items in Searches

Search Language:

— Show advanced search language in searc

Note: If you do not have a Theme menu, or if you do not have the Theme options
displayed here, your organization has not enabled them. Please contact your
System Administrator or email service provider for more information.
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Have you ever
forgotten an
appointment and
wished you had a
reminder in email or
on your phone? With
Zimbra, you can!

You are prompted to reload Zimbra.

Warning

.«! ». Would you like to reload the application now to show the
new theme? (Otherwise, the new theme will appear the next
time you sign in.)

The new theme is displayed.

@zmbra‘ G ~ search [ Mark Nichols ~

Contacts  Calendar ~ Tasks  Briefcase  Drive  Preferences 9]

(] New Message |v| Reply | ReplytoAll | Forward = Archive = Delete | Spam - ~ | Actions ~ Read More | @ View ~

v Mail Folders |[ sorted by Date =
& Inbox
2 sent
B2 Drafts
B3 Junk
T Trash

No results found.

© Setting Zimbra Email and SMS (text)
Reminders

When you create an appointment in Zimbra, you can specify a pop up
reminder. This is a window that pops up in your browser like this:

Appointment Reminder(s)

Staff Meeting
Aug B, 2018 from 2:15 PM to 2:45 PM
Location: Break Room

In 10 minutes.

Snooze for: | 5 minutes before | v| | Snooze | | Dismiss |

You can set up email and/or SMS (text) reminders in Zimbra Preferences.

To set up email and/or text reminders:
1. Click the Preferences tab.
2. Click Notifications.
3. Complete the fields.
4. Save your changes.

&2 ~ Search

Contacts

save || Cancel
v Preferences

& General

% Accounts

&g Mail

R Filters

[F Signatures

@ Out of Office

@& Contacts
B9 Calendar
@ Sharing
[ Notifications

Calendar  Tasks  Briefcase Preferences

Undo Changes R

¥ Trusted Addresses i

24

3 Connected Devices & Ape

i

Notify: gayle.billat@synacor.com

Region: ‘E United States v|

Carrier: | AT&T Wireless = |
Phone Number: (555) 555-1234 | send Verification Code |
Verification code will be sent to 5555551234@txt.att.net.

Verification Code: t7sfgs7 ‘ Validate Code

Status: Confirmed (6504213872@vtext.com) |Remove Device |

Back to Table of Contents
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Note: If you do not have a Notifications option, your organization has not
enabled this Zimbra feature. Please contact your System Administrator or
email service provider for more information.

@azimbror vate -

Mail  Contacts Calendar  Tasks  Briefcase Preferences Staff Meeting B3 [9]

Send || Save | Close 23| % Options v = WebEx v

Subject: | staff Meeting

| Attendees: | (Meredith ) (urvi %) supriya * Show Optional

Suggest a time

| Location: | ‘Break Room ‘ Show Equipment

Suggest a location

Star, 9/12/2018 z] 3:30PM z] ) All day Repeat: | EveTY Week -]
Customize
End: 941272018 E] 430 PM E] Reminder: |10 minutes before E] Configure
Display: || Busy ~+| [ B calendar ~| O private 7 Email (gayle.billat@synacor.com)
' 7 SMS (6504213872@vtext.com)

When you next create a calendar appointment or task, you will see new
options in the Reminder area, as shown below.

e Click the Email box to send a reminder to your email address.

* Click the SMS box to send a text reminder to your phone.

View a demonstration: {3

@ Enabling Zimbra’s Mandatory Spellicheck

To set up mandatory spellcheck:

1. Click the Preferences tab.
Have you ever 2. Click Mail.
sent an email with 3. Scroll down to the Composing Messages area, and select Mandatory spell-

embarrassing spelling check before sending a message, as shown below.
errors? In Zimbra, 4. Click Save.

you can enable
mandatory spellcheck
to automatically
spellcheck every email

CEEZ N Vo« Nichols -

Calendar  Tasks  Briefcase  Drive [EGEAEINEH 9]

before it is sent.

i Accounts

) Mail

AP Filters

|¥ signatures

& Out of Office
@ Trusted Addresses
& Contacts

[ Calendar

& Sharing

2 Notifications.
% Import / Export
|A] Shorteuts

B3 Zimlets

Save | Cancel Undo Changes.
v Preferences
& General

Settings: (@ Automatically save drafts of messages while you are composing
@ Reply/Forward using format of the original message

CoMBOse: @ a5 uTmL Font: | sans serif =] Size: [ 12pt ~| Color: | o4 = |

TIAs Text

"l Always compose in new window
[ 5ave a copy to Sent folder

(I Always request read receipt

[ Mandatory spelicheck before sending a message.
{8 Use keyboard shortcut Ctrl+Enter to send message
“IPressing the Tab key enters a tab in the editor (rather than moving focus)

Email Reply: | Include original message |7 Use prefix & Include headers

Back to Table of Contents Zlm br(]o
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When you open
Zimbra, your email is
listed chronologically
by date received. Have
you ever wanted to
change that sorting
order? Maybe you
want to see email
listed:

By sender

With flagged
messages on top
In reverse chrono-
logical order

By size

@ sorting Email

When your reading pane is on the right:
1. Open the View menu.

2. Open the Sort by menu.
3. Select the category for sorting.

ECEEr - -

Contacts  Calendar  Tasks  Briefcase  Preferences 1 (9]

Reply | Replyw All | Forward | Archive | Delete | Spam | ghv 4~ | Actions v Read More || @ View v

¥ Mail Folders Sorted by Date T 7 conversations [Request] Tips & Tricks ebook o By Conversation  [ve] fs
9 By Message wen]
% Inbox (1) T o b ..uni, suprlya, Meredith - | Augla @ From: (Meredith
B sent [Request] Tips & Tricks ebook - Here s a whole site full of greate: @@ To: (supriva) Reading Pane »
£3 Drafts S Expand Conversations »
. i o Meredith Aug 14 Co () G = ém Sort by ,
jun| 11,
Status Report Template - Hi Cayle, Attached is the new formwe w @ P subject Group By 4
@ Trash Here is a whole site full of great examples: https://www. Size
@ » supriya, Gayle Billat - (7] Aug 14
Searches  Date
Offsite October 3-41 - That s exciting! W eny ngi P AR
Tags N
; - . supriya Flag August 14, 2018 4:03 PM
» Zimlets ® b ... Meredith, Gayle, urvi - Aug 14 é R s
September Newsletters - And here s the latest patch info ... Patch Info P .
. urvi All / Unreal August 14, 2018 3:41 PM
i i y Gayle, Check out the arrows attached. Do any of thesSWORRPRRIIFIE rom: *gayle’ <gayle@mail zims
o » Gayle Billar, Meredith - Aug 14 @ Check out the arrows attac! 0 a1 nesEEPRPTHR TR 9 gayle@mail.zim
[Action] Lauch Video - Thanks, Cayle. Il take & look and aive you fee: P = @ () Gayle Billat August 14, 2018 10:47 AM

When your reading pane is on the bottom, click any column header to sort by
that category. For example, click the:

 Subject column header to sort alphabetically by Subject

 Flag column header to display all flagged messages first

e From column header to sort all messages alphabetically by sender. Click
again to sort them in reverse alphabetical order.

» Received column header to sort all messages chronologically by date
received. Click again to sort them in reverse chronological order.

Contacts  Calendar  Tasks  Briefcase  Preferences

M Reply |[ Reply to Al |[ Forward | [ Archive || Delete |[ spam < |[@ <] [Actions ~

7 conversations | Read More || G View v

v Mail Folders » Pt & e Fom & Subject T Size Received Folder
& inbox (1) T - U, supriya, Meredm (€QUest T1Ds & TTICKs €DOOK T2 & o2 e e O TR
B semt . Meredith 2 Status Report Template - Hi Cayle, At i 0 KB Aug 14 Inbox
3 Drafts . ©  ..Meredith, Gayle, urvi September Newsletters - Anc Aug 14
5 Junk > ®  ..umi, Meredith, supriya ¢ Product Launch Schedule - FY1 - I'v Aug 14
Trash
g » . supriya, Gayle Billat Offsite October 3-4! - That s d let's share (2) Aug 14
Searches s & Gayle Billat, Meredith [Action] Lauch Video T " E@) Aug 14
Tags o uni Lauch Checklist - 1 - her i, zimbra.com/re3 KB Aug 14 Inbox
> Zimlets

To view a conversation, click on it.

View a demonstration: {3
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O cCreating an Appointment with the Mini
Calendar

Note: If you don’t see a mini calendar, either your organization has not
enabled the mini calendar or that preference is turned off in Preferences >
Calendar > Always show the mini calendar. Please check your Preferences

and, if needed, contact your System Administrator or email service provider
for more information.

Do you use your
Zimbra mini calendar?

—
It can save you a IOt Of Mail  Contacts Calendar Tasks Briefcase Drive RGN 9]
time when you create save || Cancel Undo Changes
. v Preferences
appointments! & Gonra
{5 Accounts Default View: ‘wcrk Week View v|
9 Mail Start week on: | Sunday ~ |
R Filters Default appointment visibility: | Public » |

| Signatures

9 Always show the mini-calendar «
& Outof Office

) Show Calendars with week numbers
@ Trusted Addresses

a ally add received to calendar
Contacts
) CONECH @ show declined meetings
[ Calendar
& Sharing Invitation Response: [ Delete invite on reply

There are two ways to use the Zimbra mini calendar as a shortcut to create a
meeting:

1. From an email: This is an excellent shortcut because it opens an appoint-
ment tab that automatically includes everyone in the email to/from/cc
lists, the content of the email and any attachments from the email! View a
demonstration: {3

2. From any Zimbra tab: As shown below, right-click any date on the mini
calendar and select New Appointment. You do not need to be in the Zim-
bra Calendar tab to create a new appointment.

Contacts Calendar  Tasks Briefcase Preferences

Reply Reply to All Forward Archive Delete

v Mail Folders Sorted by Subject ©
& Inbox (1) T © P ... urvi, supriya, Meredith -
E Sent [Request] Tips & Tricks ebook - Here is a whole site full
(@ Drafts
® Meredith
2 Junk
Status Report Template - Hi Gayle, Attached is the new f
1 Trash
® p ... Meredith, Gayle, urvi -
Searches o
September Newsletters - And here is the latest patch inf
Tags
» Zimlets ® » .. urvi, Meredith, supriya -

Product Launch Schedule - FY| - I've contact the design

W 4 September 2018 » W
S M T WT F §
26 27 28 29 30 31 1

2 3 4 85 & T &

9 10 11 |1 New Appointment w_]
16 18 =1 New All Day Appointment
23 24 25

30 1 2 Search Mail
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@) Creating an Email Distribution List or
Contact Group

You can create as many contact groups as you need. You might have a contact
group for your work team, your larger department, friends, family, etc. As you
type an address into Zimbra, your contact groups autocomplete, too, adding all
of the addresses in the group automatically.

To create the contact group:

Zimbra'’s 1. Open the New menu on any tab and select Contact Group.
autocomplete feature s
is great when you L
are a d dressin Contacts Calendar Tasks Briefcase Drive Preferences
. g m Edit Delete | @4~ || @F~| &~  Actions ~
emails or creating ———
appointments — as Stama =W W = [+[s]c]ole]r]e]x
gl
you type, addresses Eé:w:mtmem l[k]] v & accounting
pOp Up fOF yOU. BUt |t % New Document Anggraini, Eitria
. I f I New Spreadsheet ' Email: accounting@zimbra.
IS also very usetul to 2] New Presentation & Aug 26 - 28 System Adminis
have your own email e & Autie, Eve
. . 9 & Tag [n1] arnes, Cinnamon
sending list, which e i R, & Bames, C
is sometimes called 53 Calendar  [nl] R
. . . . (] Task Folder @ Certified Training Partners
a distribution list. In £5 riefcase =
Zimbra, this is called a

contact group.
2. The Contact Group tab opens.

3. Name the group.

4. Search for contacts to add to the group. Zimbra searches for addresses in
the Global Address List, but you can change this to search your Contacts.

5. Select contacts.

6. Click Add to add a contact.

7. Click Save to save the group.

&zimbre:
Mall | 7 otacts Calendar Tasks Briefcase Drive  Preferences LI T]
save || Cancel | 5[ pelete
% Sample Comact Growp Location: B Conacts|
Members: R
John Eastman x
jeastman@zimbra.com
( Cinnamon Barnes x
Coarmes@zimora.com cole@zimbra.com
Fitria Anggraini %
fanggraini@zimbra.com
; dio
P & Dunkel, Axel  ad@Dunkel
...... x
amason@zimbra.com [ @ Eastman, john com
& Esau, Eput eesau@zimbra.com
2
ads
riaos
Or enter addresses below (comma separated)
[4a add |

Note: Global Address List is a technical name for your company directory.
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The new contact group is displayed. Notice that the icon for a contact group is
a multiple head-and-shoulders icon.

When entering an address in an email or appointment, just type the name of
the contact group, and all addresses from the group will auto-complete for
you.

Drive  Preferences

| (e | (-] @) (@) [ Acios - P
[ 5 [A]s e o e ¥l a1 x [t m[n]o 7 [alr]s [T v[v]w]x]v]z
& frreauest “Sample Contact Group” B contacts
& Kunz, Matthias. %

7 Tash

Seaches P ‘i% Jp— ﬁ — o fos e
Tags

& Lee,wy

& mason, Ann

» Zimlets
& Mathur, Piyush
& Maswoka,shima \J amason
amason@zimbra.com
& Nauyen, Yuppia
& Nichols, Mark
“ July 2018
s wTOF s

5 9 101 1203 1
15 16 17 15 19 20 21
2 23 24 25 26 [ 28
2 30 3

8 9 1011

View a demonstration: {3

 Opening an Email in a Separate Window

You can open an email in a separate window when:

Reading email:
1. Open the Actions menu.
2. Select “Open in a separate window”.

Have you ever been
frustrated by having to

click back and forth to
. Contacts  Calendar  Tasks  Briefcase  Preferences %]
different tabs to copy IR |- | oot oA | Foward | [ Acve || Do || spam | (g || v | Acions + Read More || @ View =
v Mail Folders Sorted by Subject T 7 conversations [I SPrint (ol book 6 messages
an d paSte fro m one & Inbox (1) © B .. unvi, supriya, Meredith - Augla  © Mark as Read [mr] August 14, 2018 4:11 PM

e ma | I tO a n Oth e r") I n B sent [Request] Tips & Tricks ebook - Here is a whole site full of greate: @@ ﬁ :::;k as Unread [m

(@ Drafts (1)

H 3 Junk ® Meredith Aug 14 Unflag tmA
b Status Report Template - Hi Gayle, Attached is the new formwe w @ P
ZI mbra Z yo ucano p en i Trash : He £ Redirect t examples: https:/fwww. hubspot.com/resources/ebook
1 H ® b ... Meredith, Gayle, urvi - € Aug 14 # Editas New
emails in separate searches e et e s o Aot canannen

Tags p

- . Create Filte August 14, 2018 4:03 PM

Wlndowsl » Zimlets ® b ... Urvi, Meredith, supriva - ©) Aug 14 | reate Filter L 9l
H [ Create Appointment ple: (

Product Launch Schedule - FY| - |'ve ¢ gnteam,and & P

» [ Create Task

|
# » supriya, Gayle Billat - € Al [£10pen in a separate window |
E Offsite October 3-41 - That is exciting! What hotel is everyone staying | P= .
|

[ show Original
@ Quick Start a New Meeting
® » Gayle Billat, Meredith - €) Aug 14 -
[Action] Lauch Video - Thanks, Gayle. |'l take a lcok and give you feer P

August 14, 2018 3:41 PM

a August 14, 2018 10:46 AM
| like how they did the graphics ... clear, informative and not gratuitous. Let's find the row style for
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Composing email: Click the icon in the top right corner of the compose tab.

@zimbror wate -

Mail  Contacts Calendar Tasks Briefcase  Preferences [EEULIIQTN{ELEX] 9]

send v || Cancel | | saveDraft | x| | Options v o

| 7o || Meredith <)

[Lee ]

Subject: | Artwork Is ready!

[Attach | (‘ActivB_Dallas_TwitterCreative jpg (91.6 KB) |

WP O Q — @ 4 <

sans Serif 12pt Paragraph B 7 U S L A-&A

Hi Meredith,
Here is the artwork for your review.

Thanks,
Gayle

Gayle Billat

Marieting Manager

Zimbra | A Synacor Product

'ONE SYNACOR - INTEGRITY -~ FIERCE RESOLVE - DELIVER EXCELLENCE

@ Turning on Zimbra’s Activity Stream

To turn on the activity stream:

1. Click the gear icon in the Folders area of the navigation pane, and select
Activity Stream.

&nzimbror

Contacts Calendar  Tasks Briefcase Preferences

Reply Reply to All Forward Archive Delete

v Mail Folders

[ New Folder [nf] |-
2, Inbox (1) - fva, Meredith -

Do you get frustrated ~—
when your inbox is & oras () 4 Expand Al

a Find Shares

ricks ebook - Here is a whole site full

cluttered with email E’T“:’S‘h SPPTWETBR crvplate - Hi Gayle, Attached is the new
like newsletters, cearches ® > .. Meredith, Gayle, urvi - @

updates from social Tags S R,
sites, etc? In Zimbra, e Bl e ol
you can easily filter | s =

these emails into the i Offsite October 3-41 - That Is exclting! Wnat hotel Is e

Activity Stream folder
instead of your inbox.

2. Select Enable moving messages into Activity Stream.
3. Select the type of messages to move:
e Messages where your address is not in the To or in the To or Cc field
e Messages from people not in your address book
e Messages sent to a distribution list that you are a member of
e Commercial mass marketing and bulk mail messages
4. Click Save.

Activity Stream

Rules may be set so when you receive less important messages, they are moved
out of your Inhox and into an Activity Stream folder that you can check at your
convenience.

Enable moving messages into Activity Stream

[ Messages sent through distribution lists to which I'm subscribed
@ Commercial mass marketing and bulk mail messages
I Messages where my address is not in the | 1o - | field

" |Messages from people not in my Contacts

Advanced Controls

| Save || Cancel ‘
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Zimbra automatically

shows all of your
emails in conversation
view. Do you know
what conversation
view is? Do you know
how to change your
view?

The Activity Stream folder is now in the folders list, and all email meeting the
filter criteria will be delivered into this folder instead of your inbox.

Contacts  Calendar T

v Mail Folders Sorted by Subj
2 Inbox (1) v b .oun,
B sent [Request]
E3 Drafts (1)

@ Meredith
EZ Junk
G_’ Status Ref]
W Trash
B Activity Stream B gl
Septembe;
Searches
Tags ® Bo..oumrvi,
» Zimlets Product L
® » supriya
Offsite O

& Switching from Conversation View to
Message View

A quick summary of conversation view:

¢ All email with the same subject is grouped into a conversation.
¢ You can easily see when you are in conversation view from:

e The expand/collapse arrows
e The number indicating how many messages are in the conversation
e Multiple names in the From column

acts  Calendar  Tasks  Briefcase  Preferences

m Reply || Replyto All || Forward | | Archive || Delete || Spam | gy~ || 4« | | Actions v

Read More | @ View v

v Mail Folders Sorted by Subject © 7 conversations [Request] Tips & Tricks ebook 6 messages
2, Inbox (1) " | & »..uri supriya, Meredith - Augia| * () From: (Meredith) August 14, 2018 4:11 PM
B sent [Request] Tips & Tricks ebook - Here is awhole site full of greate: 2 - To: (supriya)

[ Drafts (1) —
oo Aug 14 Cc: (gayle) (urvi)
E3 Junk

staty rt Template - Hi Gayle, Attached s the new form we wi g P

Here is a whole site full of great examples: https://www.hubspot.com/resources/ebook
* Aug 14
latest patc

@ Trash
[ — *; Meredith, Gayle, urvi - €
September Newsletters - An

Searches

g . rugtd || ® August 14, 2018 4:03 PM
Tags ® ... urvi, Meredith, supriva - € ug
" Product Launch Schedule - FY| - I've contact the design team, and £ ™ =
> Zimlets . August 14, 2018 3:41 PM
T e Rigiia work? Thx, urvi From: *gayle’ <gayle@mail.zim
Offsite October 3-4! - That s exciting! What hotel is everyone stayingi P 3 @ August 14, 2018 10:47 AM
tve
© > Gayle Billat, Me Augla
[Action] Lauch Video - Thanks, Gayle. Il take a look and give you fae, P>
® urvi Augla ®

Lauch Checklist - Hi - here is a link to the launch checklist: [ https://wn P

« < September2018 » »

9 10 11 12 13 14 15
16 17 18[19]20 21 22
23 24 25 26 27 28 29
301 2 3 4 5 6

You can easily switch from conversation to message view. Message view is a
more traditional display where every email is shown in a separate row.

zimbrar

A SYNACOR PRODUCT
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To switch from conversation view to message view, select View > By Message.

&&zimbra & - Search
Contacts  Calendar  Tasks  Briefcase  Preferences
Reply || ReplytoAll || Forward | | Archive || Delete | Spam | |ghv || @ | | Actions v Read More || @ View =
v Mail Folders Sorted by Subject T 7 conversations [Request] Tips & Tricks ebook © By Conversation _ [vc] fs
) ] By Message "ﬂ
2 nbox (1) T & b ..uri, supriya, Meredith - Augla o From: (Meredith | —
2 sent [Request] Tips & Tricks ebook - Here s a whole site full of great e: @@ | To: (supriya) , Reading Pane "
5 Drafts (1) S Expand Conversations »
i © Meredith Aug 14 Ce: (gayle) (urvi) Sort by ,
un!
L Status Report Template - Hi Gay'e, Attached is the new form we w @ P~ Group By »
W Trash Here is a whole site full of great https:/fwww.hubspot.co
B3 Activity stream © » ... Meredith, Gayle, urvi - Aug 14
September Newsletters - And 1 Patch Info P
Searches ) Al 14, 2018 4:03 PM
. supriya ugust 14, :
Tags ® B ... unvi, Meredith, supriya - ) @ j;y a great ebook example i
" Product Launch Schedule - FYI - 1'v =
> Zimlets . urvi August 14, 2018 3:41 PM

You can easily see when you are in message view by the mail icons.

@ zimbra B - Search B cave -
ontacts alendar asks riefcase references
Contact! Calend: Taske Briefi Prefé O
Reply || Replyto All || Forward | | Archive || Delete | Spam | b || @+ | [ Actions « Read More || (1 View
v Mail Folders Sorted by Subject T 15 messages. () Re:[Request] Tips & Tricks ebook August 14, 2018 3:41 PM
& inbox (1) T, e Meredith Aug 14 From: (urv)
2 sent * (L) Re: [Request] Tips & Tricks ebook - Here i awhole site full of gr P To: (gayle )
3 Drafts (1 Ce: (Meredith) (supriva)
£ Junk © supriya Aug 14 uRfyE
2 Jun ) Re: [Request] Tips & Tricks ebook - Here s 2 grear ebook examp B T trianglearrow_z...rablue_100x100.png (529 B) Download | Briefcase | Remove
@ Trash dianarrow_zimbrablue_] 00x100.png (649 B) Download | Briefcase | Remove
- g 14 ousearrow_zimbrablue_1 00x100.png (466 B) Download | Briefcase | Remove
B3 Activity Stream o < few all images
__J Re: [Request] Tips & Tricks ebook - Hey Gayle, Check out thi @ & Download all artachments
Searches 4 Remove all attachments
Tags © Meredith Aug 14
Re: [Request] Tips & Tricks ebook - | Iike now they did the grah [~ Hey Gayle,
» Zimlets £ Re: [Request] Tips & Tricks ebook - | like how they did the graph |
?
Py TP Aug 14 Check out the arrows attached. Do any of these work?
(4 Status Report Template - Hi Gayle, Attached is the new form @ P || = Thy,
urvi
o unvi Aug 14
(4 Re: September Newsletters - And here Is the latest patch info .. P~ »
From: "gayle" <gayle@mail.zimbrasupportlab.com>
® Meredith Aug 14 To: "Meredith" <meredith@mail.zimbrasupportlab.com=, "urvi"
2 e i <urvi@mail.zimbrasupportiab.com>
4 Re: September Newsletters - Hi Supriya, News included below. Pl P~ Ce: "supriya” <supriya@mail zimbrasupportiab.com>
4 September2018 » » e Sent: Tuesday, August 14, 2018 10:47:57 AM
S WTCWET S W supriya: 9 Subject: Re: [Request] Tips & Tricks ebook
S i a5 (4 Seprember Newsletters - Hi Team, It's that time again. Please ser P~ -
2 3 4 5 6 7 8 oy
9 10 11 12 13 14 15 © P A
Will you work your design magic and create 2-3 arrow styles for me? | want something fresh
Re: Product Launch Schedule - FY| - I've contact the desion team P 2 At 5 - !
161 17 g 20 21 g2 - ol but very functional. This is an instructional ebook, so no frills.
23 24 25 26 27 28 29 P
00 2 3 45 s | SNt 9 Thanks!

&® Sharing Your Zimbra Calendar Outside
Your Organization

You can share your Zimbra Calendar information with anyone via a link. They

Have you ever can click the link to see when you are free or busy.

wanted to share your
Zimbra calendar with
someone outside of
your organization?
Perhaps family

or friends who

To share your calendar via a link:
1. Click the gear icon in the Calendars navigation pane.
2. Select the Send Free & Busy Link As option.
3. Select the link for-
mat. In this exam- @zimbrar
ple, [ will send an Mail  Contacts N&INGEIMN Tasks  Briefcase  Preferences

want to see your HTML link &
work schedule. Or n
¥ Calendars 23

rh wanh = New Calendar [nl)
pe aps you ant to 3 cale [=1 Add External Calendar  [ne)
share the calendar [ Trash + Check Al
with people who — B Clear Al

frequently schedule Tags [ Send Free & Busy Link As » y

. . . & Find Shares
appointments with PEDER s
@ WebEx s
yOU. (] Archive 1AM

Y Yahoo! Emoticons
Noon
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Did you know that you
can share any of your
Zimbra items? You can
share:

Email folders
Address books
Calendars

Task lists
Briefcase folders

A compose window opens with the link. Send this link, and when the user
clicks the HTML link, this is displayed:

[ Day [ Work Week [ Week [ Month | [ Today 4aluly 20185

July 2018
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
mn

21
28

22

29

@ sharing in Zimbra

Why is this helpful? Here are some examples.

e If you are collaborating on documents with others, you can all work on
the same documents from a shared briefcase folder.

e If someone else administers your calendar for you, you can share the
calendar with him or her.

e If you have a working team that needs access to a set of emails, you can
share the mail folder, and everyone included in the share can read the
emails, respond to them, etc.

There are two ways to create shares in Zimbra:
e Right-click the item you want to share, and select Share Folder.

Mail Contacts Calendar Tasks Briefcase Preferences

e | tb- - @] Tosm

¥ Calendars 2018 Mon, Sep 17 Tue,
[¥] B calendar

71 B Markpsinn Fatamsns
'@ Trash [ New Calendar [nl) |
Reload [r]
Searches [ Share Calendar N
Tags @ Move
¥ Delete
Edit Properties
‘E| Open in a separate window

» Zimlets

Noon

1PM [ 1:00 PM - Landing Page Review |

2PM 200 PM - Brains

3PM

e Click the Preferences tab, and click Sharing.
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Using either method, you will see the Share Properties dialog box.

Share Properties
Name: Marketing Calendar
Type: Calendar
Share with: @y Internal users or groups
~) External guests (view only)

~) Public (view only, no password required)

Email: “

Role
None  None
© Viewer  View
~ Manager View, Edit, Add, Remove
Admin  View, Edit, Add, Remove, Administer

Allow user(s) to see my private appointments.

Message

Send standard message N

Note: The standard message displays your name, the name
of the shared item, permissions granted to the recipients,
and sign in information, if necessary.

URL
To allow others to access this item, direct them to this URL:

ICS:  htps://mail. om/Mark Calendar.ics
View: https://mail.zimbrasuppor....com/Marketing%20Calendar.htm|
Qutlook: webcals://mail.zimbrasupp....com/Marketing520Calendar

[ ok | cancel |

To create the share:
1. Select a “Share with” option:
* “Internal users or groups” are those within your organization.
» “External guests” are those outside your organization, and they must
have a password to access the shared item.
» “Public” is also for those outside your organization; however, they do not
need a password.
2. Enter the email address(es) for the share.
3. Select the role:
e None is not commonly used.
» Viewer is view-only access.
e Manager allows the user to view, edit, add, and remove from the shared
item.
e Admin allows the user to do all of the above and add/remove/change

shares to the shared item.
4. Click OK.

The recipient receives an email as shown here. Ann can click either Accept
Share, and she will be prompted to name the folder and choose a color, or

Decline Share.

The email also contains a description of the share.

= Share Created: Calendar shared by urvi 1 message

e From: (urvi)
To: | gayle@mail.zimbrasupportlab.com |

Accept Share | Decline Share

urvi has shared "Calendar" with gayle

November 6, 2018 2:30 PM

Shared item: Calendar (Calendar Folder)
Owner: urvi
Grantee: gayle
Role: Manager
Allowed actions: View, Edit, Add, Remove

View a demonstration: {39
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(b Enabling Zimbra Two-Factor
Authentication

Enabling 2FA is easy, but there are a few steps. You will need access to both
your Zimbra account and your smartphone to complete the 2FA setup.

1. Click the Preferences tab.

2. Click Accounts.

3. Click Setup two-step authentication

Has your email
account ever been
hacked? Have your
contacts received
email "from" you
that you didn't send?
In Zimbra, you can
set-up two-factor
authentication (2FA),
an extra layer of
security for your
Zimbra account. With
2FA enabled, to log
into your Zimbra
account, you need
your password and a
code generator on you
smartphone. Note: If you do not see this option in your Account Preferences, your
organization has not enabled the two-factor authentication feature.
Please contact your System Administrator or email service provider for
more information.

Set up Two-step authentication

Two-step authentication adds additional security to your account by requiring
. ) not only your username and password, but also a code from your smart phone,
4-_ Clle Begln This added level of security makes it much more difficult for your account to be
compromised by an intruder.

Setup.
Choose "Begin Setup” to configure your smart phone to generate a secure code.
Once your phone is configured, you may choose to be prompted for a code each
tirme you sign in, or you may choose to remember a device you trust.

Begin Setup | Cancel |
Set up Two-step authentication
Confirm Password
Before setting up two-step authentication, you must provide the password for the
5' Enter your account “gayle@mail.zimbrasupportlab.com”.
Zimbra
password. Password:

|Pre\.rious|| Next || Cancel |
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6. Click Next.

Set up Two-step authentication

Install an authentication app for your smartphone

Download and install an authentication app on your smartphone. Information
regarding supported authentication applications can be found at:

https://wiki.zimbra.com/wiki/TOTPApps
Once it has been installed, you will need to configure the application using your

mobile phone’s number, and then add a new account for this email service.
When that is complete, click the Next button to continue,

|P{evious|| Next || Cancel |

The next steps require your smartphone.

7. Click the URL to see which authentication applications are available for
your smartphone.
e Download the authentication application and install it on your smart-

phone.

e Click Set up account in the application.
« Follow the steps to set up the account using a key.

8. Click Next.

9. Using the app on your smartphone, enter your email address and the key
provided in Zimbra, as shown.

10. Click Next.

il VZW Wi-Fi 5 3:01PM

( Manual entry Set up Two-step authentication

Connect your email account
Account

When prompted, enter the following key:

gayle@zimbra.con

MQLFMVAFPYAEAFTE

Key

ZBHFSBUNVDAFJ | Previous || Next | cancel |

Time based .

Your smartphone will provide a code to complete the 2FA setup.

11. Enter the code provided on your smartphone.

Set up Two-step authentication

Enter code to confirm setup

Once you have entered the key, enter the 6-digit verification code generated by
the authentication app.

Code : 075179

|F(EV\DUS|| Next H Cancel |
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12. Click Next.
13. Success! You have enabled 2FA for your Zimbra account!

Set up Two-step authentication

Success!

You have successfully configured your authentication app to provide security
codes for this email service. You will be prompted for a code each time you sign
in. In the event you don't have access to your phone, you may also print out a set
of one-time codes that can be used to sign in.

Click "Finish" to complete setup and activate two-step authentication for your
account.

| Finish |

What now? Every time you log into your Zimbra account, you will be
prompted for a new code from the application on your phone.

What if you don’t have your phone, or what if your phone runs out of
batteries? You have 10 one-time codes to use if you do not have your phone
available. Simply click the “View” link and print the 10 codes (or copy them

to an app on your phone). Keep these codes handy, so they are available when
you need them.

View a demonstration: {39
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