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Installing and Configuring ZCO

The Zimbra™ Connector for Outlook (ZCO) provides real time two-way
synchronization of email messages, folders including the Chats folder, tags,
contacts, personal distribution lists, personal calendars, appointment

reminders, and tasks between Microsoft® Outlook® 2003 and 2007 and the
Zimbra Collaboration Suite server.

This guide covers installation, configuration, syncing, and Zimbra-specific
features for ZCO.

Installing ZCO on Your Computer

Installing ZCO creates a Zimbra ZDB profile named Zimbra and designates
this profile as the default for the current user’s profile.

Note: This Zimbra ZDB profile is only available for the current user’s profile.
To use ZCO with another user’s profile, you must install ZCO while logged in
as that user.

Your system administrator will tell you how to access the ZCO .msi installation
file to get started.
Preparing for ZCO Installation

Before you begin the installation process, make sure that you have the
following information. Your system administrator will provide you with any
information that you do not have.

e Server Name. Ask your system administrator for the Zimbra server
domain name (DNS).

e Use Secure Connection. Ask your system administrator if your server
requires a secure connection.

e Email address. This is your Zimbra email address.

e Password. This is your Zimbra account password.

To install ZCO

Once you have the above information and the ZCO .msi installation file, use
the following instructions to install ZCO.

1. Open the ZCO .msi Installation file.

2. The Welcome dialog displays. Click Next.
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|~;l £CS Connector for Outlook

Welcome to the ZCS Connector for Outlook Setup 7
Wizard

The instalier wall guades wou through the steps requined bo nstall ZCS Connector for Outlook. on yow
compLber.

WARMING: This computes program is probected by copsright law and ntematonal baaties.
Unathoeized dupbeation o destebution of this peogeaen. of ary porbion of i, may iesdl in sevene cinl
of cominal penalbes, and will be prosecubed bo the masimum extent possble under the law.

o>

3. The End-User License Agreement displays. Read the license agreement
and click | accept the terms in the License Agreement. Click Next.

ii¥ ZCS Connector for Outlook |

End-User License Agreement 7

Fleaze read the following licenze agreement carefully

LICENSE AGREEMENT (LA), Version 2.2

][>

GRANT OF LICENSE. The Zimbra client-side and server-side software of the
M etwork Edition of the Zimbra Collaboration Buite and atey other Zimbra
products licenised in the applicable Zimbra Purchasze Agreement (Putchaze

A greetient™) shall be referred to collectively as the “Products™ and
% itdividually as a “Product” Subject to the terms hereof and the terms of any
other applicable agreement and payment of all fees, Zimbra grants to the end
user customer (“Licensee™) a personal lhnated, nonsublicensable,
nonexclusive ght to use the Products to service the agorezate number and

(%) | accept the terms in the License Agreement

()1 do not accept the terms in the Licenze Agreement

[ Cancel ] [ < Back ] I et > ]

4. The Confirm Installation dialog displays. Click Next to begin the
installation.

Network Edition 6.0
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& ZCS Connector for Outlook

Confirm Installation 7
Confirmation befone the Installation

The installes i ready to install ZC5 Connector for Dutlook. on your compuber Click: “Head" to stad the:
atala

[ coea | [ <Back | [ News |

5. When the Installation Complete dialog displays, click Close.

& ZCS Connector for Outlook

Installation Complete 7
Thee Imztallation of ZC5 Connector for Dutlook: iz Complated,

Installabion 12 comphete. vou may now stad Dutlook. “ou wall be prompled bo enber wour useinade
[e.g user(Zdomain com| and pazsword the hrst bre pou start Dutiook. “riou may alzo be promphed o
ented 5 server name and por.

ZCO is now successfully installed. Continue to the next section to configure
ZCO.

Network Edition 6.0
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Setting up the Server Configuration

Before you can see your account in Outlook, you must configure the Server
configuration tab as follows.

1. Open Outlook. The Zimbra Server Configuration Settings dialog
displays. If it does not open go to the File>Data File Management
Account Settings page. On this page, select your Zimbra account and
click Settings. The Server Configuration page displays.

Zimbra Server Configuration Settings

Server Canfiguration | Connection Settings | Download settings | ZDE Configuration

Type the name of vour Zimbra Collaboration Server. For information contact your
syskem adminiskrator,

Server Mame: ecarnple. com
Use Secure Conneckion

Type the name of vaur email address set up Far waou by yaur syskem
adrministrator,

Email &ddress: jamesj@esxample. com|
Type the password associaked with the email address specified above,

Password: ITTTTITTIYIY]

[ Ok, l [ Cancel ] [ Apply ]

Complete the following for the Server Configuration page:
e Server Name. Type the Zimbra server domain name (DNS).

* Use Secure Connection. Check this box only if your administrator
instructs you to.

e Email address. Type your email address. The address should be
entered as name@domain.com.

e Password. Type your Zimbra account password.

Network Edition 6.0
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2. Now you can either click OK to complete the installation of ZCO and create

the Zimbra profile. If you want to change how mail is downloaded to your
account, make those changes in the Download Settings tab before clicking
OK.

You can now use Outlook to access your Zimbra account.

Managing ZCO Configuration Settings

After ZCO is installed you can configure how the Zimbra server works with
your Outlook mailbox. This information is accessed through the File>Data File
Management Account Settings page. On this page, select your Zimbra
account and click Settings.

Account Settings 3]
Data Files
Cublook Dista Files
E-mad | Data Rl eech | Sharefoant Lists | Intermet Calendars | Pubdeteed Colsndars | fuddness Books
g P %) et s Dl K Ramove (2 Open Folder,
Mame Filename Comement
Zimkra - Chis Smith Jimbea-2.odb in S Documents and Settings|cfremon 0S1Local 5., Cefauk

Sedact 4 data fils in the I, then chck Settings for more detals o clck Open Folder bo dplay the

E T
Fakte thet cenkaie the Geka e, To mte o Cops Base et you st et st domry ok, LIS Me Mare J

[ Oose |

The Zimbra Server Configuration Settings page displays with the following
tabs:

Server Configuration. You configure ZCO to communicate with the
Zimbra server to access your account. This information is usually
configured the first time you open Outlook.

Connection Settings. The default is to have no proxy settings. If the ZCS
server uses proxy you may need to configure this.

Download settings. You can configure ZCO to download only the
message header informaiton.This is a faster sync and the messages are
not stored on your computer.

ZCB Configuration. Here you can configure the ZCO zdb roaming profile
settings and configure settings to compact your zdb file.

Network Edition 6.0
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Configure Proxy Connection Settings

If your computer connects through a proxy server, configure the Connection
Settings page with the proxy server information. The default is not to use a
proxy.

Zimbra Server Configuration Settings >

Sarver Configuration | Connection Settings | Download settings | 208 Configuration
Configure Proxes
(%) No proxy
() Use IE proxy ssttings
(O Manwsal proscy configuration:

HTTP proxy: Port: 80

o J[ conca |

1. Go to the File>Data File Management Account Settings page. On this
page, select your Zimbra account and click Settings. The Server
Configuration page displays.

2. Open the Connection Settings page and set up either of the following:

e Use IE proxy settings. Select this to automatically use the default IE
proxy settings.

e Manual proxy configuration. Select this to manually enter the HTTP
proxy information for your proxy server.

Contact your email system administrator if you do not know this
information.

3. Click OK.

Network Edition 6.0
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Configure Settings to Download Message Headers Only

You can change how messages are downloaded to your computer when you
sync Outlook to the ZCS server. The default is to download the complete
message, including attachments, to your computer. For a faster sync and to
save storage space on your computer, you can configure ZCO to download
only the message header information.

1. Go to the File>Data File Management Account Settings page. On this
page, select your Zimbra account and click Settings. The Server
Configuration page displays.

2. Open the Download Settings page check Download headers only. Only
the From and Subject header information is downloaded.

AER|

Server Configuration | Connection Settings | Download settings | ZDB Configuration

Message setkings

If checked, the connector will download headers only, To download the
message content on the next sync, right click on the message and choose
Mark to Download,

[ Jpownload headers only

If checked, the headers will be preserved. This is necessary for local
Dutlook rules that use transport headers, This option uses more storage.

[]prreserve downloaded headers

[ (a4 ][ Zancel ][ apply ]

If your organization has set up Outlook rules that use transport headers,
check Preserve downloaded headers. This option uses more storage
space on your computer.

3. Click OK.

Note: If you dowload headers only, when you work offline in Outlook, you can
access only the messages that you have downloaded.

Network Edition 6.0 9
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To read a message, you right click the message header and select Mark to
Download Message.

Qpen
4R I
F.:.!I-:..._'kl_p [
<3 0 Categorize e A5

d  Mark as Read
% Lreate Rule...
& A Junk E-mail kLS
X Delate

[y Moveto Fgb

Mark {o Download Message(sh

A message that is marked for download are downloaded on the next sync. You
can also click Send/Receive to immediately download the message. The
message is then saved to your computer and available when you work in the
off-line mode.

Configure Roaming Profile and File Compaction Settings

The ZDB configuration settings you can manage are set up a roaming profile
and compact you ZDB files.

m Roaming profile. Setting up a roaming profile, lets you move between
computers and be able to access your Outlook mail. You store your Outlook
profile information and settings on a remote machine.

m ZDB file compaction. This allows you to save disk space by compressing
your profile information and settings.

Setting up a roaming profile
Use the following steps to set up a roaming profile.

1. Go to File>Data File Management. The Account Settings dialog displays,
showing the Data Files tab.

2. Select your Zimbra profile and click Settings, or double-click on the profile
to be edited. The Zimbra Server Configuration Settings window opens.

3. Go to the ZDB Configuration tab.

10 Network Edition 6.0
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Zimbra Server Configuration Settings

Server Configuration | Connection Settings | Download settings | 2DE Configuration

Foaming profile settings
(%) Store ZDE in the profile

(") Store ZDB in the external Folder

Path ta skare ZDE file

Move Z0E | | compactzos...

\Warning

Maoving ZDE files can take a ok of time when number of shared mailboxes
is big or mailboxes themselves are huge, 5o it can kake some time after
wou press Ok button,

[ O, H Cancel H Apply

4. Select Store ZDB in the external folder. Click Browse, and select the
directory in which you want to store your profile.

5. Click OK.

You are now finished setting up your roaming profile.

Compacting your Zimbra ZDB profile
Use the following steps to compact your ZDB file.

1. Goto File>Data File Management. The Account Settings window displays,
showing the Data Files tab.

2. Select the Zimbra profile you want to edit and click Settings, or double-
click on the profile to be edited. The Zimbra Server Configuration Settings
window opens.

3. Go to the ZDB Configuration tab.

4. Click Compact ZDB. A progress window opens. When the window closes,
the ZDB compaction is finished.

Network Edition 6.0 11
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5. Click OK.

You are now finished compacting your Zimbra ZDB profile.

Synchronizing with the Zimbra Server

Email messages, folders, tags, contacts, personal distribution lists, personal
calendars, appointment reminders, and tasks are synchronized. Depending on
whether you are syncing complete messages or only the message header,
see page 9, synchronization of an existing ZCS mailbox to Outlook can take
some time.

Preparing to sync

Before you open Outlook and begin your first sync, there are a few things that
you can do to protect your existing Outlook files and to help speed the first
sync.

m |f you created Notes and Journal in Outlook, these items will be lost when
an initial sync is performed. Before you perform the initial sync, save these
Outlook items in PST format and then import the .pst file after the initial
sync is performed. See the Outlook Help for information about how to
create a new data file (.pst) and how to reload the data files with the notes
and journal entries.

m |f you previously accessed your Zimbra account using another client, we
recommend emptying your Junk and Trash folders and deleting or
archiving any older mail items. Accounts with larger mail folders will take
longer to sync.

= If you are running McAfee® Security On-Delivery E-mail Scanner, the initial
sync is very slow. We recommend that this option be turned off for the initial
sync with the Zimbra server.

Your first sync

The first time you open Outlook after ZCO is configured, your Outlook mailbox
must synchronize with your account on the Zimbra server. This should happen
automatically the first time you open Outlook. If the sync does not
automatically start, click Send/Receive on the Outlook toolbar.

The initial sync can take some time as all your email messages, folders
including the Chats folder, tags, contacts, personal distribution lists, personal
calendars, appointment reminders, and tasks must be synchronized.
Subsequent synchronizations are fast.

After your first sync

After your first sync, you can access your Zimbra account using Outlook.

12
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Your Zimbra Mail Folders display in the Navigation pane. You can view your
Calendar, Contacts, and Tasks by clicking the application bar below your mail
folders.

The most recent email received displays in the Content pane. The Content
pane also displays the details of appointments, contacts, and tasks,
depending on what application bar is active.

Your upcoming appointments and tasks display in the To-Do Bar.
Getting your messages

When you are working in Outlook and are connected to the Internet, your
email is automatically synchronized with Outlook as data changes. The
progress of your sync is displayed in the Zimbra Send/Receive Progress
dialog.

Network Edition 6.0
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&  Zimbra Send/Receive Progress

1 of 1 basks have completed successiuly

<« Detals
[ ] Don't sheow this dislog boi during SendfRieces
Tasks
Mame Progress
v (Chris Smith - Synchronizing Completed

Chirts Semth - Synichsonizing
Compheted successiully

3

To manually sync your Outlook client with the Zimbra Server, click Send/
Receive. You can also go to Tools>Send/Receive>Zimbra Only>Inbox to
only sync your Zimbra Inbox.

Note: If you previously used the Zimbra Web Client and set up a POP
account, note that ZCO synchronizes mail in any POP account folders that are
set up on the Zimbra server. However, it does not automatically retrieve new
POP mail. You can manually get POP mail using the Zimbra Web Client. To
automatically retrieve POP mail, configure your POP account in Outlook.

Working offline

When you are working offline, only the files on your computer are available.
Thus, if you configured the settings to download headers only, only the
messages that you have downloaded are available.

New mail will not be synced to your computer until you connect to the Zimbra
server. Email that you create while working offline is saved to your Outbox and
is automatically sent when you connect to the Zimbra server.

Note: When you archive items either manually or using Outlook auto archive,
the items are removed from the Zimbra server. Your archive PST file has the
only copies of these archived items.

Working with Mail in Outlook

This section covers the differences between the Zimbra Web Client and using
ZCO, including ZCS mail quota, Zimbra tags and Outlook categories,
personas, and filter rules.

14 Network Edition 6.0
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ZCS mail quota

Zimbra users can store email messages on the Zimbra server up to the quota
set for their mailbox. Email messages, attachments to messages, address
books, calendars, tasks, including those items that are in your Trash folder
contribute to your used quota. When your quota is reached, email messages
sent to you are rejected.

You can check your ZCS Mailbox Quota from Outlook. Go to Tools>Mailbox
Quota to see your total quota and your used quota.

E " Mailbox Quota

EZ Taktal Quata; 200,00 ME
Ilsed Quota: 28.15 MB

[ Refresh l [ (84 ]

To regain storage space, you can delete email messages, and old calendar
appointments, and archive messages in Outlook. Remember to empty you
trash after you delete items to update your storage space..

You can also detach email attachments and save them to your computer to
free up storage space. The attachment file is deleted from your account on the
server.

You can check for the most recent total quota and used quota by clicking
Refresh.

Zimbra tags and Outlook categories

Tags are your personal classification system for email messages, contacts,
tasks, and appointments. Using tags is an aid for finding items. Some of the
advantages of tags include:

m You can sort email using tags.

m You can search for a tag and all messages with that tag will be displayed,
no matter what folder they are in.

= You can apply multiple tags to the same email message and contacts.
Zimbra tags are synchronized with Outlook categories.

To browse your email, contacts, tasks, and appointments by category, go to
your Zimbra mail folder in the Navigation pane, and select Search
Folders>Categorized Mail. The mail is displayed grouped by category in the
Content pane.

Network Edition 6.0
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A Zimbra persona allows you to create a separate email identity to manage
different types of email. For example, you can create a business persona for
your business email and a personal persona for your personal email. By using
a persona, you can specify a From address and/or a Reply To address for
emails sent using that persona.

You can view, add, edit, and delete your Zimbra Personas from Outlook. If you
previously created personas using the Zimbra Web Client (ZWC), the
personas will also exist in Outlook. The Personas dialog is located under
Tools>Options. In the Options dialog, select the Personas tab.

16
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Preferences | Mail Setup | Mail Format | Speling | Other | Personas

Fersonas i i i ;
I1ze perzonas to quickly change many zettings when zending email

9:_% meszages. For example, if vou sometimes send email in a particular role
at work, create a perzona for that rale.

Aocount Mame Email Address

DEFAULT Tsmith@example. a0

Training training@example.co
Delste | | add.

Perzona Settingz - Training
Choose what appearz in the "From' field of email

messages
Frarm: Traininig trainino@example. o om W
Reply-to: Set the "Reply-to" field of email messages to:

Joe Smith training(@ex ample. com w

K H Zancel H Apply

Your personas are listed in the Account Name/Email Address field. Selecting a
persona displays the details of the persona in the Persona Settings area. You
can quickly and easily edit your persona details in this area.

In this example, there are two personas for this Zimbra ZDB profile. The first is
the DEFAULT persona, which cannot be modified except for the name in the
From field. This persona uses the email address configured for the account.
The second persona is a Training persona. All outgoing mail sent using this
persona appears to be sent from the training address that Joe Smith
manages. Replies to emails sent from the Training persona are sent from the
sales email address in the Reply-to field. Using these two personas, Joe Smith
can manage two email addresses from a single Zimbra account.

To add a persona

1. In Tools>Options, click Add. An Add New Persona dialog displays.

17
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Add Hew Persona

x]

Q Please enter the name For the new persona:

[ ok ] [ Cancel

2. Enter the name for your new persona. Click OK.

3. Edit the details of the new persona in the Personas Settings area.

 From. The name and email you provide are displayed in the From field
of outgoing emails sent using this persona. For example, emails sent
from a business persona might be sent by Christopher Smith, while
emails sent from a personal persona might be sent by Chris.

e Reply-to. The name and email you provide are displayed in the Reply-
to field of outgoing emails sent using this persona. Replies sent to these
emails will be automatically directed to the Reply-to address. For
example, emails sent from a business persona might have a Reply-to
address of csmith@work.com, while emails sent from a personal
persona might have a Reply-to email address of
chris9978@yahoo.com.

4. Click Apply to save your changes.

To set a persona as a default

If you want to use this persona as your default Outlook identity, go to
Tools>Account Settings. The personas are listed. Select the address and
click Set as Default. You can only have one default Outlook identity.

To delete a persona
1. Select the persona you want to delete.

2. Click Delete.

The persona is deleted.

Note: Personas cannot be recovered or restored once your changes are
applied. To recover a deleted persona before changes are applied, click
Cancel.

18
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Filter rules

Zimbra Mail Filters allow you to define rules to manage incoming email.
Filtering applies a set of rules to incoming email and then executes a specified
action. You can filter your incoming email messages to:

m Sort them into folders
m Automatically tag them
m Forward them

m Discard them

You can create, edit, and view your Zimbra Mail Filters in Outlook, using the
Zimbra Server Rules tool. This tool is located under Tools>Zimbra Server

Rules.

DEF@X ¢ &

Fule
Active Rula Name

) Engadets
.d

VT Kayaks

Rule Description (v condition)

'Appl',r this rule after the MESSA0E AlTives
with Feeds.engadget. com in the body
move to the Engadgets Folder

Additional fier rules not processed | ooy | [ conce |

If your account already has Filter Rules set up, they are displayed.

Below are descriptions of the Rules buttons and fields.

m New Rule N . This creates a new rule that you can edit in the Rules
Wizard dialog.

'}

m Change Rule = . This opens the highlighted rule for editing in the Rules
Wizard dialog.

Network Edition 6.0 19
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Bz
Copy Rule . This creates a copy of the highlighted rule. This is useful if
you want to create several rules and then change some in each rule. When
you copy a rule, you delegate a new name for the copied rule.

Delete Rule x . This deletes a highlighted rule.

)

Move Up . This moves the highlighted rule up in the rule list.

Move Down £ . This moves the highlighted rule down in the rule list.

Note: The filters are applied in the order they are listed on the Mail Filter
Rules list. Within each filter, the conditions are used to test each mail
message. If the message meets the conditions collectively (using the Any
or All designation as specified in the filter rule), it is considered a match.
The order of the conditions within each filter is not important. If the
message matches the conditions, all actions associated with that filter rule
are applied, in the order in which they appear in the filter.

Rule field. This area displays all rules in order, and whether they are
active. Unchecking the box will deactivate the rule.

Rule Description field. This area displays the details of the highlighted
rule. When a message arrives, the conditions listed after Apply this rule
after the message arrives are tested for. If the conditions match the
actions listed after Apply this rule after the message arrives are then
applied.

Apply. This saves changes to your rule.

Cancel. This exits Zimbra Server Rules without saving your changes.

To create a new filter rule

1.

Click New Rule O . The Rule Wizard dialog displays.

20
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Rules Wizard

Which condition{s} do you want to check?
Step 1: Select condition(s)

[ from people or distribution list

[] to peophe or distribution list

[] cc peophe or distribution list

[] with specic wards in the subject

[] with specfic words in the bady

[] with speciic words in the message header

[[] with & size in & specific range i
< >

Shep 2: Edit the Rule Description
.ﬁpﬁfy thiz rle after the rr-é's'sage BTES

Next > Firi

2. Select the conditions for your new rule from those listed in the Step 1:
Select Condition field. As you select the conditions, they display in the
Step 2: Edit the Rule Description field.

Network Edition 6.0
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Rules Wizard

Which condition{s} do you want to check?
Step 1: Select condition(s)

[¥] from people or destribution list
[] to people or distribution list
[ ¢ people or distribution list

[ with specific words in the subject
[lagwith speciic werds in the bady
[ with specific words in the message header

[[] with & size in & specific range i
s >

Shep 2: Edit the Rule Description

.ﬁ.pﬁfy thiz e after the n-éisage BTES
from people or distribution lisk
with specific words in the subject

Next > Firi

3. Click on the description of a condition in the Step: 2 Edit the Rule
Description field. When you click a description, a new dialog displays
allowing you to create more specific conditions.

For example, clicking with specific words in the subject displays a
Search Text dialog. You specify the words for which to search.

Search Text @

Specify words or phrases

Project Status]

Search lisk:

(%) Contains  (_)Mabches Exactly () Matches Pattern

Edit each condition you add. When you finish editing your rule descriptions,
click Next in the Rules Wizard dialog.

22
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4. Select the actions you want to apply to the messages matching your rule
from the actions listed in the Step 1: Select action(s) field. As you select
the actions, they display in the Step 2: Edit the Rule Description field.

Rules Wizard

hat do you want bo do with the message?
Step 1: Select action(s)

4| move to the specified folder
Clagielete it

[] Forward it o people or distribution list
[ ] assign it to the category category
[ flag message

] markit as read

Step 2: Edit the Rule Description
n.p'ﬁ{y this rule after the rr-o-:s;sage ATIVES
from sample@roadshow, 2imbra, com
with Project Status in the subject
maowe ko the spacified Folder

T T

5. Click on the description of the action in the Step: 2 Edit the Rule
Description field. Edit each action you add. When you finish editing your
actions, click Next.

6. Select exceptions you want to apply. As you select the exceptions, they
display in the Step 2: Edit the Rule Description field.
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Rules Wizard

Are there any exceptions?
Step 1: Select exception(s) (if necassary)

[[] except with specific words in the subject

[] except with specific words in the body

[[] except with specific words in the message header
[] except with a size in a speciic range

[] #xcept # received in a specfic date span

[ except i & has an attachment

[[] except § address is in specified address baok:

<

Shep 2: Edit the Rule Description

Apply this rule after the message arrives
from sample@roadshow, zimbra, com

with Project Status in the subject

move to the Project Status Reports Folder

[ <Back || mext> | |

Firitsh

| [ concet |

7. Click on the description of the exception in the Step: 2 Edit the Rule
Description field. When you click a description, a new dialog displays
allowing you to create more specific conditions. Edit each exception you
add. When you finish editing your exceptions, click Next.

8. Type the name of your new rule in the Step 1: Specify a name for this

rule field.
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Rules Wizard

Finish rule setup.

Shep 1: Specify a name For this e
Project Status Reports

Step 2: Setup rule options
) &ny condition (%) &ll conditions
Do not process additional Filter rules

Step 3: Review rubs description

Apply this rule after the message arrives
from sample@roadshow, zimbra.com

with Project Stabus in the subject

move ko the Project Status Reports Folder

< Back [ Firish | [ cancat |

9. Select whether to apply the rule to messages that meet Any condition or
All conditions. If you want to check messages that match this rule against
your other rules, unselect Do not process additional filter rules.

10.Review your rule description. To make changes, click Back. If your rule
description is correct, click Finish.

Your new rule displays in the Rule list.
To edit a filter rule

T

1. Click Change Rule * . The Rules Wizard dialog displays.

2. Use Next to find the condition, action, exception, or other detail you want to
edit.

3. When you finish editing the rule, click Finish to exit the Rules Wizard and
save your changes.
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Using Zimbra Out of Office Assistant

You can set up a Zimbra’'s Out of Office Assistant to send an automatic
response to people who send you messages when you are out of the office.
That message is sent to each recipient only once, regardless of how many
messages that person sends you during this period of time.

To set up an out of office message
1. Click Tools>Out of Office Assistant.
2. In the dialog that opens, select | am currently Out of the Office.

3. In the text box, type the message to be sent, such as “l am on vacation
from June 1 to June 6 and will not be checking for messages.”

4. Set the start and end dates for using this message.

5. Click OK. The away message starts on the date you specified.

Sharing your Folders

You can share your mail folders, calendars, contacts, and tasks. Sharing your
Zimbra items lets you collaborate with others, letting them make changes to or
just view the item details.

In order to share these items, you must have the Zimbra sharing add-in
enabled. Zimbra automatically checks if this add-in is enabled when you first
start Outlook. If it is not enabled, an alert message asks if you want to enable
it. To enable this add-in at a later date, go to Help>Disabled Items. Select the
Zimbra sharing add-in and click Enable.

Internal, external, and public shares

When you share your folder, you identify whether to share your folder
internally, externally, or to create a public share.

m Internal share. Creating an internal share allows Zimbra users or groups
listed in the Global Address List (GAL) to view your folder. You select the
types of privileges to grant to internal users.

m External share. Creating an external share allows you to specify a user to
view your folder using their email address and a password that you assign.
They cannot make any changes to the information they view.

m Public shares. Creating a public share allows anyone to view your folder
using the URL of the folder. They cannot make any changes to the
information they view.

Note: Mail folders are only available to share internally. You cannot create an
external or public share for a mail folder.
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Selecting roles and access privileges

Roles are preset combinations of access privileges. The access privileges are
defined as follows:

m Read. View items in the folder.

m Edit. Edit the content of the folder.

m Create. Add items to the folder.

m Delete. Delete items from the folder.

m Act on workflow. Respond to requests.

m Administer folder. Modify the permissions of the folder.
The following are the roles that can be granted to a user:

m Administrator (Read, Edit, Create, Delete, Act on workflow, Administer
folder). The grantee has the same access to the folder as the owner. They
can create new items in the folder, read and edit the content of the folder,
administer the folder, act on workflow items, and delete items from the
folder.

m Delegate (Read, Edit, Create, Delete, Act on workflow). The grantee can
create new items in the folder, read and edit the contents in the folder, act
on workflow items, and delete items from the folder.

m Reviewer (Read). The grantee can read the content of the folder. This is
the default.

Note: All external and public shares are assigned the role of Reviewer. This
cannot be changed.

Sharing multiple folders using parent permissions

The grantees and access privileges assigned to a folder only apply to that
folder, and not to any folders stored inside of it. The Inherit permissions from
parent option in the Sharing tab allows you to apply the same grantees and
access privileges as the folder it is stored in. This option allows you to quickly
assign grantees and access privileges to multiple folders without setting up
individual shares for each one.

To share a folder with another Zimbra user
Follow these steps to share a folder with another Zimbra user:

1. Right-click on the folder to share and select Properties and go to the
Sharing tab.
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Project Status Reports Properties

| General || Home Page || Autodrchive |
| Administration | Farms | Sharing
M amne: Permizzion Level:

[areq Armanini Adrniniztratar
Amy Johhzon Delegate

[ &dd.. ] [ Remaove ]

Permizziong
Permizsion Lewvel: |.-'l'-.dministrat-:|r b |
Create items Adrninizter falder
Fead items Act an workflow items
Edit itemns Delete items
Inherit permissions from parent
[ Ik l [ Cancel Apply

2. On the Sharing tab, click Add.

Sharing Settings

Share With

Share this folder with other Zimbra users or groups

[cuc I[ancel

(%) Inkernal () External ) Public

3. Select Internal. Click OK.
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Z

Select users

Search: (S1Meme only () More colmns  Address Book:
Gobal Address List ¥ |  Advanced Find
ame Desplay Name E-mad Address
[ g rmsrace bestacct restore_testascidne A
g testconferencerooma bestoorfer sncarooma tesheonfaranceroom
i testem beskmeem beskrrasriDr cacshow,
g test-ropk test-ropk bt -rophifiroudshos
@ testroom beskroom testroomiiroadshow
@ trend-satich trerd-satish trend-satichiProadsh
4 ussrDi_1 16400651 3504 user] _1 IB400551 3504 ureerl 1164006515
8 userl | 164006513319 userilZ 1 I84005513319 usarDZ 1 15400651%
i usenl3_1 164006513835 user3_1 184005513535 user(E_11B400651 3
B userlH_1 18400851 3035 user el _1 18005 1 35035 userlH_1 184008513
B us0S_118400851 335 userS_1 1B-H00E5 13535 userlf_11B400851 %
8 uesrd_|1E40085]1 3835 usarDE_1 18400551 3535 wperl 1164008515
8 ussrD7_1 16400651 3635 userd7_1 184003513535 kD7 _1 164006515
§ userls_L1B400851 3535 wseri5_| 184005513535 users_1 1400851 3
8§ userl_1 154008513035 userT9_1 184003513535 user(r_1 184008513
B userl0_11B40085] 335 wser D011 B-4000G 1 3035 user L0_11BS008513F
E s i 2i ; ..._._...m_._d.?
Lo [ cones |

4. Search for and select the name to whom you want to delegate access.

Click OK or double click the name to add it. The name displays in the
Properties dialog.

Note: Shares are only created for one person at a time. To share with
more than one person, repeat steps 3 through 8.
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Project Status Reports Properties

General Home Page Autodrchive
&dministration Faorms Sharing
M amne: Permizzion Level:
[Greq Armmnanini Adrninistratar
Arny Johizon Delegate

Demo User Reviewer

[ Add... l [ Remove ]

Permizziong

Permizsion Lewvel: | Reviewer b |

[ Inkerit permissions from parent

Ik ][ Cancel ][ Apply ]

5. Select the role that defines the access privileges, using the Permission
Level drop-down menu.

6. Click Apply. A Send/Receive dialog displays, synchronizing your new
Sharing list and access privileges to the Zimbra server. If you wish to add
other users to the Sharing list, repeat steps 3 through 8.

You have now finished sharing a folder with another Zimbra user. It is
recommended that you notify the person who now has access to your folder.
(For example, “I have just shared one of my folders with you. To access this
folder, go to File>Open>Other User’s Mailbox, and select my name from the
address book. My folder will be added to your folders list.”)

To share a folder with an external user
Follow these steps to share a folder with an external user:

1. Right-click on the folder to share and select Properties. The folder
properties displays.
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test Properties

[ Activities Administration || Forms || Sharing |

General | Home Page | Outlock Address Book |

8= | kest |

Twpe: Folder containing Contact Ikems

Location: W Zimbra - Chris Smith

Descripkion:

(%) Show number of unread ikems
) Show bokal number of items

“When posting to this folder, use: | IPM. Conbact w

Automatically generate Microsoft Exchange views

Faolder Size. ..

[ Ik l [ Cancel Apply

2. Go to the Sharing tab.
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test Properties

[areq Armanini

| General || Home Page || Cutlook gddress Book,
| Activities | Administration | Forms | Sharing
M ame: Fermizzion Level:

Adrniniztratar

Amy Johhzon Delegate
[ Add... ] [ Femove ]
Permizziong
Permizsion Lewvel: |.-'l'-.dministrat-:|r b |
Create items Adrninizter falder
Fead items Act an workflow items
Edit itemns Delete items
Inherit permissions from parent
[ Ik l [ Cancel ] Apply

3. On the Sharing tab, click Add. The Sharing Settings dialog displays.

Sharing Settings

Share With
(=) Internal

Share this folder with other Zimbra users or groups

() External (O Public

| J |

oK [ Cancel

4. Select External. Email Address and Password fields displays.
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Sharing Settings

Share With

(O Inkernal (®) External ) Public
Provide password protected read access to external users

Email Address E]

Password

I ok | [ canca |

5. Type the email address of the external user to share the folder with in the
Email Address field. Type a password in the Password field. This is the
password they must use to access the folder you are sharing with them.
Click OK when done. The email address of the external user is listed in the
Sharing tab. The permission level is set to Reviewer. This cannot be
changed.
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test Properties E| E|

General Home Page Cutlook gddress Book,
Activities &dministration Farms Sharing
M amne: Permizzion Level:
[Greq Armmnanini Adrninistratar
Amy Johhzon Delegate

examplet@yahon. com Reviewer

Add... ] [ Remove

Permizziong

Permizsion Lewvel:

[ Inkerit permissions from parent

[ Ik H Cancel ][ Apply ]

6. Click Apply. A Send/Receive dialog displays, synchronizing your new
Sharing list and access privileges to the Zimbra server. If you wish to add
other users to the Sharing list, repeat steps 3 through 8.

You have now finished sharing a folder with an external user. It is
recommended that you notify the person who now has access to your folder,
letting them know the URL of the folder and their login information.

In order to access this folder, the external user must go to the folder’s URL
using a Web browser. The URL is your mail server’s address, followed by /
home/username/folder. For example, if your mail server is https://
mail.example.com/, your username is Joe, and you have just shared your
Tasks folder, the URL for your shared folder would be https://
mail.example.com/home/Joe/Tasks. The external user must access this
folder using a Web browser. When they follow the URL to your shared folder,
they will be prompted for their email address and the password that you
assigned to them.
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To create a public share
Follow these steps to create a public share:

1. Right-click on the folder to share and select Properties. The folder
properties displays.

test Properties

Activities Administration Forms Sharing
General | Home Page Cutlook gddress Book,
8= | kest
Type: Folder containing Contack Tkems

Location: 1 Zimbra - Chris Smith

Descripkion:

{#) Show number of unread items
) Show kotal number of ibems

WWhen posting to this folder, use: | IPM.Contack w

Automatically generate Microsoft Exchange views

Folder size. ..

[ Ik l [ Cancel Apply

2. Go to the Sharing tab.
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test Properties

[areq Armanini

| General || Home Page || Cutlook gddress Book,
| Activities | Administration | Forms | Sharing
M ame: Fermizzion Level:

Adrniniztratar

Amy Johhzon Delegate
[ Add... ] [ Femove ]
Permizziong
Permizsion Lewvel: |.-'l'-.dministrat-:|r b |
Create items Adrninizter falder
Fead items Act an workflow items
Edit itemns Delete items
Inherit permissions from parent
[ Ik l [ Cancel ] Apply

3. On the Sharing tab, click Add. The Sharing Settings dialog displays.

Sharing Settings

Share With
(=) Internal

(O Extarnal

Share this folder with other Zimbra users or groups

O Public

[ Cancel

4. Select Public.
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Z

Sharing Settings

Share With

CiInternal () External
Prowvide unauthenticated read access bo everyone

(%) Public

[ox I[ancel

|

5. Click OK. Public is listed in the Sharing tab. The permission level is set to

Reviewer. This cannot be changed.
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test Properties

General Home Page Cutlook gddress Book,
Activities &dministration Farms | Sharing
M amne: Permizzion Level:
[Greq Armmnanini Adrninistratar
Amy Johhzon Delegate

Public: Reviewer

Add... ] [ Remove

Permizziong

Permizsion Lewvel:

[ Inkerit permissions from parent

Ik H Cancel ][ Apply

6. Click OK.

You have now finished creating a public share. In order to access this public
share, users must go to the folder’s URL using a Web browser. The URL is
your mail server’s address, followed by /home/username/folder. For
example, if your mail server is https://mail.example.com/, your username is
Joe, and you have just publicly shared your Tasks folder, the URL for your
shared folder would be https://mail.example.com/home/Joe/Tasks.

Changing or revoking access

You can view access privileges for folders, and you can change roles and
delete access.

1. Right-click on the folder that is shared and select Properties.

2. Click the Sharing tab to see who has been given permission to access the
folder.
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3. To edit the permissions, select the name and change the permission levels.
To cancel the access, select the name and click Remove.

The next time the grantee syncs with the Zimbra server, the shared folder
information is updated. If you deleted access, the folder is removed when the
grantee syncs. If you deleted an external or public share, the grantee cannot
access the folder.

Mounting shared folders

When someone tells you that you have been granted access to someone’s
folder, you access the folder as follows:

1. On the Outlook menu bar, go to File>Open>Other User’s Mailbox. The
address book dialog opens with the Global Address List displayed.

2. Browse for and select the name of the person who has given you access,
or enter their email address. Click OK. The shared folders are added to the
bottom of your Folders list. To see all folders in the mailbox that are shared,
view the Folder List in the Navigation pane.

Depending on the permission granted, you may be able to move files to other
folders, delete files, and add new files. When you synchronize, the changes
are forwarded to the Zimbra server. The next time grantors sync with the
Zimbra server, their Outlook folders are updated to reflect changes you made
to their folders.

Features Differences when Using Outlook

ZCO synchronizes email messages, folders including the Chats folder, tags,
contacts, personal distribution lists, personal calendars, appointment
reminders, and tasks with Outlook. If you previously used the Zimbra Web
Client, note that the following does not work in Outlook.

m Outlook Notes and Journal are not synchronized with the Zimbra server.

m Out-of-office alerts created in Outlook do not work. You can log on to the
Zimbra Web Client to set up and turn off your Out-of-Office alerts.

m Search Folders created in the Zimbra Web Client do not synchronize with
Outlook.

m Zimbra Collaboration Suite created Zimlets™ as a mechanism to integrate
ZCS with different third-party applications to enhance the user experience
from the Zimbra Web Client. Zimlets are only available from the Zimbra
Web Client.

m |M (Beta) is only available from the Zimbra Web Client. The chat logs of IM
Beta are stored in the Chats folder. The Chats folder is synchronized with
Outlook.
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