Carleton College  ZImbra Web Client
Zimbra Quick Start Guide

Zimbra combines email, calendar and address book toolsiiregmatedsystem. For the Web Client, this
is all found at one address and under one login.

The web address for Zimbrah#ps://mail.carleton.edu

TheWeb Client is designed to work within an internet browser. Mo#tligefox is the recommended
browser on both Macés and PCOs.

Some general guidelines when using the Web Client within a browser:

¢ Do not use the browseBack button. This will take you out of the Web Client.

e Tolog out, clickdresout] |f you browse to a differd site without logging out firsgjour session
may remain active.

¢ Do not use the browseReloador Refreshbuttons. Doing so will start your session over.

Composing a new message

& New I'

Click [===44 on the toolbar. The Compose page is displayed.

Complete the addresSubjectline, and body text as needed

To check the spelling in the message, cgell Check.

To add an attachment, clid # Ad assachmant| |

If you have a signature defined, but not enabled, click to add the signature.
Click Sendto send the message.
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Attaching files to your message

Email messages can include attachments. You can attach documents, spreadsheets, pictures, slide shows

and other types of files.

1. Click _# Add smchmant|  An Attach field appears under
the subject line.

2. Click Browseto locate the file. -

3. Select the file and clidkpen. Sobject. = =

~Adch: [ Bewes | Bamgin

Repeat the steps above to attach additional files = .

To add a new Contact:

1. From the toolbar, click the arrow Q#‘ﬁv—'l—ﬁ)and selecNew Contact TheNew Contact
form opens.

2. Enter contact information, including first and last name, email address, jobditipany
information, birthday and notes.

3. InFile As, select how yowant to file the name. The default is to file the conlgcast name,
first name.

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

5. Click Save
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Scheduling a single meeting
You can schedule an appointment for yourself, or you can schedule a meeting and invite attendees.
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Fromthe toolbar click the arrow on and sel@gpointment.

Enter theSubject The subject is required. The subject becomes the description in the calendar.
Enter a location.

Set the meeting date and time. EnterSktert date or click the down arrow thsplay a calendar
and pick a date. Select tead date.

If you have multiple calendars, use thalendar drop-down menu to select which calendar is
setting up the event.

Add resources. If you know the name of the resource, enter it Retbaurcefield. If you do not,
go to theFind Resourcedab to search for available resources.

Enter the names of the attendees.

Use theText field to add additional information to include in the email. To aifdchments, click
Add Attachments on the toolbar.

Click Sawe. An email invitation is sent to all attendees and the appointmdispiayed in their
calendars.

If you are adding an appointment to a shared calendar, you may need to refresh the screen to see the
appointment.

Viewing free/busy times

When you schedule meetings, you cawvattendees, locations, and resource schedules as you set up the
meeting in thescheduletab. The free/busy information shows whether the attendee is busy, out of office,
tentative, or free.

Responding to a meeting invitation
When you receive ammail notification for a meeting, the meeting is added to your calendar and marked
New. You can quickly respond to the invitation either from the email Inbox or from the Calendar pane.

1.

2.

3.

Open the message that contains the meeting request ecligghthe apointment in the Calendar
list.

To respond to the meeting invitation, click the appropriate action. If the meeting is a recurring
meeting, you have the option to selewdtanceor Seriesto respond to.

Click Accept, Tentative, or Decline A reply is autoratically sent.

Using Quick Search

1.

2.
3.

Make sure that you have selected the type of item you want to search for.
a. The dropdown arrow on théeft of the search box allows you to select messages,
personal contacts, personal and shared contactS)abal Address Listcontacts, or for
all types. When you search for more than one type, the icon displayed in the list lets you
know which type of #ms is included.
Simply type in a name or word
Click Search

For further assistance, please see the complete Zimbra Web Client User Guide or call ITS for assistance.
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