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Concepts & Terminology 

 Zimbra Web Client (ZWC)  

     https://zimbra.jlab.org 

 

 Zimbra Desktop Client (ZDC) 

 

 Unified Inbox 

 

 Global Address List (GAL) 

 

https://zimbra.jlab.org/
https://zimbra.jlab.org/
https://zimbra.jlab.org/


Navigating the Zimbra Web Client 

1. Header. This area includes People Search to 
search your company directory, your name, the 
Help and Log Out links. 

2. Application Tabs. The applications that you can 
access are listed in the tabs on this row. 



Navigating the Zimbra Web Client 

3. Search Bar. Search & Advanced search are displayed in 
this area. You can also save searches from here. 

4. Toolbar. Shows actions available for the application you 
are currently using. In this example, the Mail application 
toolbar is displayed. 



Navigating the Zimbra Web Client 

5. Overview Pane. Displays your Folders, Saved 
Searches, Tags, Zimlets, and more. The 
contents of the overview pane change with 
each application. 



Navigating the Zimbra Web Client 

6. Content Pane. The content of this area changes 
depending on what application is in use.  

7. Reading Pane. The Reading Pane is used to 
preview messages.  

8. Mini-Calendar 



Viewing Your Email 

 You can view your email 
messages independently or as 
conversations  

 The Reading Pane can be 
displayed at the bottom, 
displayed on the right, or turned 
off. 



Composing Email 



Address Book 

 

Address Book is where 
you can store contact 
details. By default a 
Contacts and an 
Emailed Contacts 
address book are 
created in Address Book. 
You can create 
additional address books 
and share them with 
others. 

 

 Create multiple 
address books 

 Add contacts to any of 
your address books 

 Share contact lists 

 Apply tags to contacts 

 Import/Export address 
books 



Address Books 

 Your personal address books 

• Contacts (sync’d to your phone) 

• Emailed Contacts 

 

 Global Address List (GAL) 

• Controlled by your Administrator 



Creating Contacts 



Viewing Contacts 



Company Address Book 

Within your 
organization, you may 
not always know the 
correct mail address to 
use. For example Joe 
Smith at Acme could 
variously be 
joe@jlab.gov, or 
jsmith@jlab.gov, or 
even 
js123@erl.jlab.gov 

 

 Open a new message by clicking 
from the menu. 

 Click To:. An address selection 
dialog appears. 

 From the Show names from list 
on the right, select either 
Contacts,  Personal and 
Shared Contacts or Global 
Address List to search. 

 Enter a name or portion of a 
name in the Search box on the 
left, and then click Search. A list 
of names and email addresses 
appears on the left. 

 Double-click a name to add it to 
the recipients list on the right.  



Calendar 

 

The Zimbra Calendar 
lets you track and 
schedule and share 
your appointments, 
meetings and events 

 Create and manage 
multiple calendars 

 Create appointments, 
meetings, and events 

 Delegate permission 
to view or manage 
your calendars 

 See attendee's 
free/busy schedules, 
show our free/busy 
schedule 

 

 



Calendar: Create A New Event 

To create a new Calendar appointment click New. This will 
open a new event for you to populate and review resource 
availability. 

 



Creating Calendars 

 Select the Calendar tab. 

 In the Calendar Overview pane click        or on 
the toolbar              click the arrow and select 
Calendar. 

 



Calendar: Sharing 

To share your 
Calendar: 

1.Right-click on the 
calendar to share and 
select Share Calendar. 

2.On the Share 
Properties dialog 
select whom to share 
with 



Importing your iCal calendar 

You can import your iCal calendar to an existing 
calendar ,or create a new calendar and import the 
.ics file to it. 

 Go to Preferences>Import/Export. 

 In the Import section File field, browse to locate 
the calendar .ics file to import. 

 Select the destination for this file. Select an 
existing calendar or create a calendar to import 
the file. Click OK. 

 Click Import. 

 Click OK. 

 



Briefcase 

         

Securely upload, share 
and manage important 
files from any computer. 

 

 upload documents, 
spreadsheets, 
presentations, images, 
pdf files from your 
computer or network  

 save attachments 
received/sent to a 
Briefcase folder 

 create different 
briefcase folders to 
organize files 

 share the briefcase 
folder with others 



Creating Briefcase folders 

 Click the Briefcase tab. 

 Select Briefcase from the New list on the toolbar. 

 The Create New Briefcase dialog displays. Type a 
unique name for the new Briefcase folder. 

 Select the folder hierarchy. You can create a new 
top-level briefcase, or you can place it under an 
existing briefcase. 

 Click OK. The new briefcase displays in the 
Overview pane. 

 

 



WHAT CAN I SHARE? 

Mail 

Calendars 

Address Books 

Documents 

Briefcase  

 

Sharing in Zimbra 



Preferences 

 

The preferences 
section allows you to 
set and configure 
many different 
aspects of your 
Zimbra web client to 
optimize your 
experience.  

 General 

 Mail 

 Composing 

 Signatures 

 Address Book 

 Accounts 

 Mail Filters 

 Sharing 

 Notifications 

 Mobile Devices 

 Shortcuts 

 Zimlets 

 



Preferences: Signatures 

Preferences tab from the Primary application 
menu>signatures sub-tab 

 



Preferences: Auto-reply 



Preferences: Filters 



Preferences: Personas 



Preferences: External Mail 



Preferences: Mobile 

 The Mobile Device folder is available from the 
Preferences tab. This folder shows mobile 
devices you configured to sync with your ZWC 
account. 

 From this folder, you can 

 Initiate a sync from ZWC to your device 

 Suspend a sync 

 Delete mobile devices you no longer use 

 In addition, if your device is lost or stolen, you 
can wipe your device clean. 

 



Preferences: Zimlets 

Zimlets are small programs 
created as a mechanism to 
integrate third-party 
information and content with 
the Zimbra Web Client 
features. Zimlets let you 
interact with different content 
types in your email 
messages.   

You can manage which 
Zimlets are displayed in your 
account from Preferences> 
Zimlets 

 

 Click on the URL in a message to 
launch a browser window to go to 
that URL. Hover of the URL to see 
a preview of the site. 

 Right-click on a phone number to 
make a call from your computer 
softphone, such as Skype or a 
Cisco VOIP phone. 

 Right-click on a date within a 
message to see your calendar 
and to schedule a meeting 
without leaving the message. 

 Right-click on a name, address, 
or phone number to update your 
address book. 

 Other Zimlets may be available in 
your Overview pane.. 

 



Configuring Mobile Devices 



Q & A 


