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June 3, 2011
Zimbra Tutorial

Crocker Communications initiated an upgrade to the GPS Zimbra email system earlier this week. Here are some suggestions to help you make the most of the new graphical interface.
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Choose Your Zimbra Version
Before you login to view your email, be sure to select Advanced (Ajax) in the drop down box on the login screen.  
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Choosing Advanced (Ajax) will temporarily set your Browser to take advantage of the best features your Zimbra Webmail has to offer. 
To set Zimbra to Advanced (Ajax) as the default for every time you login to email, see Set Zimbra to Advanced (Ajax) Mode on p. 5 below. 

How to View messages? By Conversation or Message
By default Zimbra’s email View is set to By Conversation (i.e., grouped by subject). 

When viewed By Conversation, each conversation contains the original message and all its replies under one Subject. You can tell a message is a Conversation when an arrow displays at the left of the Zimbra Window [See #1] Click that arrow to reveal the contents of the Conversation, or double-click the Conversation Subject to see all the messages within that conversation.  
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Zimbra tells you how many messages are in that conversation under the Size column. The number of messages displays in parentheses [See #2 in the picture above].

To have each message display individually, choose By Message from the View menu.
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Messages will display with the most recent message at the top of the list. 

Zimbra Reading Pane: On the Right or at the Bottom of the screen?

To view the content of your message in a Reading Pane on the Right, click the arrow to the right of the View button and choose Reading Pane on the Right.
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To view the content of your message in a Reading Pane at the Bottom, click the arrow to the right of the View button and choose Reading Pane at the Bottom.
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A third option is to choose Reading Pane Off. If you select this viewing option, you must double-click an email message to have its contents display.

Working with Folders
When you work in Advanced (Ajax) mode, you can create new folders and move messages into them. 

To create a new folder, click the green plus on the folder icon to the right of the folders list in the Zimbra window.
The Create New Folder dialogue pops up.

Give your new folder a name, e.g., Important Stuff

Choose a color for that folder

Click OK.

[image: image6.png]Zimbra

Mal | g AddressBook || [ Caendar || [ Tasks | (3] Briefcase | &G Preferences

Folders =
3, Inbox (5433)
T Creats
B Coon Bl Croate New Folder a
2 sent 0
(3 Drans T tay
3 Junk (25) o ay:
e | 2,
£ superntencent 3
Find Shares. g G
Searches O Gro
Tags 4|0
Zimiets . e
Y vanoo Local -
Y Yahoo!aps . fou
Chel
-
Rept
sen





Once you create a new folder, simply drag messages from any window into that folder. To speed up operation of your email, move as many messages as possible from your Inbox folder to folders other than the Inbox folder. This minimizes the number of email messages Zimbra must read every time you want to work with a message in that folder.
Set Zimbra to Advanced (Ajax) Mode as Default 

This setting is strongly recommended if you use a newer Browser.

Once you login choosing Advanced (Ajax) from the login screen, you can choose to set this Mode as the Default so that you never have to choose again.

To set Advanced as the Default version, login to your email choosing Advanced (Ajax) from the Version drop down menu
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· Once logged in, click the Preferences [#1] button
· Click General [#2] in the Zimbra Table of Contents at the left

· Make sure Login Options are set to Login using: Advanced (AJAX) [#3]
· Click Save [#4] to save your settings. 
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Filter (Sort) by Attachment Size
You may want to Filter your messages by Attachment. Once you do that you can sort your Messages by Size and if necessary, delete the messages with the largest attachments.  

Follow these steps:

· Click the Paperclip column heading [#1], 
· Click the Size column heading [#2]. 
· Click the Size column heading again [#3] to sort Size from small to large or large to small. 

· When sorted from Large to Small, click the Paperclip column heading again [#4] to sort the Attachments from Small size to Large Size or vice versa.
· Right-Click any message in the Window and choose Delete from the popup menu.

· Right-Click on the Trash folder in the Table of Contents and Choose Empty Trash.
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