ESS Zimbra Training – January 2010

New 4J Email: Zimbra Collaboration Suite

Information and Tips

Preferred Internet Brower: 
“Mozilla Firefox”  - Current: Version 3.5.7
* Currently using Eudora email on your computer: 

Eudora will not migrate to Zimbra. Eudora will become an “Archive” email account that will live on your computer. You will be able to view Eudora emails as read only. You can copy and paste emails or information you need into Zimbra.  You will need to make a copy your address book and re-enter into Zimbra.  

* Currently using 4J Webmail (Sun Java) or 4J Communication Express (Sun Java): 

These 4J webmail based email accounts will migrate into Zimbra. Sun email and calendaring system are going away by approximately July 1, 2010.  4J District is not updating their current Sun Java Licenses. 

If you are using 4J Webmail, your email and folders will migrate, but it will not migrate your address book. 

If you are using Communication Express all of your email and address book will be migrated into Zimbra. You will need to export your address and import it into Zimbra.

* I will need you to fill out a little form with your email address and your current email password for me to give to Troy Knabe in CIS to migrate your current 4J webmail based account. 

I have a box on front table by me that you can put it in before you leave this training today. It will remain confidential. 

There will be two 4J Zimbra Servers: Server 1- 4J Zimbra (Licensed full time staff). Server 2- 4J Open Source Zimbra (Unlicensed for part time, retired working, and temporary employees.)                   

Very Important Note: Don’t Use Password Change in Zimbra. Use 4J Password Change at https://password.lane.edu
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*  Currently using Mac Mail or Microsoft Office Out Look, etc.:
These email accounts will not migrate into Zimbra. 4J District is not supporting these email accounts. You can use as archive email on your computer. 
New 4J Email: Zimbra Collaboration Suite

New with Zimbra Collaboration Suite:

Zimbra Web based email accounts

Zimbra Web based Calendar

Zimbra Tasks & Documents

Zimbra Zimlets – Emotions – Dates - Highlighters

Zimbra Tips:

Zimbra email on a Mac Computer - Sizing: 
Hold Apple/Command key down with “+” or “-“ key to increase or decrease the window font size with in your browser

Web Address URL Links:
When composing an email – Look at the email tool bar you will see the following icon:
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   When you want to link words or an URL address, type in your words or the URL address. Now highlight them. Click on the icon shown above. A window will pop up with a place to title the link and a place to input the URL address. You can run a test to see if it works. Then click “ok” when done. Now your URL Address or words will be blue. This tells you it is now a link to the web. It will not work on your composed email. You have to send it out.

Printing in Zimbra:

Use the print icon on the email. 

Do not go to “file” and then “print”. Your email will not fully print.
4J Zimbra Support URL Address & Tutorial Video’s:
http:// www.4j.ane.edu/cis/zimbra
Question and Answer from 4J CIS Support Team. 

Email link to ask questions: zimbra@4j.lane.edu
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Zimbra Tutorial Demo on line Web site:

http://www.zimbra.com/demo/zimbra_tour/
Zimbra Tips:
Trash Default 31 days: Trash will be automatically removed from the server after 31 days from date received.

Zimbra Default 4J Staff Server Space: 1 GB 

View all emails with Attachments: Click on the paper clip icon when viewing mail. A list of emails with attachments will show in your current mail inbox window. The paper clip icon in just above your inbox emails list between “folder” and “from”. Paper Clip icon:[image: image2.png]



Export Address Book / Contract List from Sun Java Communication Express: Go to “Options”, “Export”, Select “Date Range, Select “format as iCal”. Import into Zimbra

Import Address Book from Communication Express: 

When selection is “Mail”. Click on “Preferences”, to down list and select

“Import/Export”, choose your import format for “contact”. Click on Import (auto detect list will show formats that will import into Zimbra).

Be sure to check destination calendar.
Right, Click for Windows  - Control, Click for Mac: This will give you drop down windows within Zimbra for options. Example: In Calendar, Mail, Compose, etc.
Email Vacation Settings: Selected on “Mail”, Click on “Preferences”

Click on “Mail” in the list on the left window. Scroll down to “Receiving Messages”. Under “When a message arrives”, look for the “send auto reply message”. Put a check mark in the box. Keyboard in your text message, set the start and end dates. Be sure to click the “Save” Icon at the top of your window. [image: image3.png]) save




Create Contact Group: Go to Zimbra “Help?” Search for “Creating Contact Group Lists” for instructions.
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