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Chapter 1  Introduction

Zimbra Connector for Microsoft Outlook (ZCO) configures Outlook to interact
with the Zimbra Collaboration Server (ZCS). This provides real time two-way
synchronization of email messages, folders, tags, contacts, personal
distribution lists, tasks, and calendar between Outlook and ZCS.

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

Note: Examples in this guide refer to ZCO features using Outlook 2007. In
Outlook 2010, equivalent ZCO features are accessed from the Zimbra
tab on the ribbon.

Overview of ZCO Features

m Email, contacts, calendar, and tasks natively sync using MAPI
m Native integration to Outlook's user interface
m Delegate access to others to folders, email, contacts, and schedule

m Supports both online and offline mode, including access to shared content
offline

m Full support of the Global Address List (GAL)

m Simple auto-installation, with tools provided to pre-configure the installer
with your server settings

Supported Versions of Microsoft Outlook
m Supports Outlook 2003, 2007, and 2010 (32-bit and 64-bit)

* For Outlook 2003 users: Client computers must have Microsoft Office
Outlook 2003 SP3 or later installed

* For Outlook 2007 users: Client computers must have Microsoft Office
Outlook 2007 SP2 or later installed

¢ For Outlook 2010 users: 32-bit and 64-bit editions of Microsoft Office are
supported

Zimbra Collaboration Server ZCS7.1 5
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Chapter 2  Installing ZCO

This chapter explains how to prepare and install ZCO.
Topics in this chapter include:

€ Preparing to Install ZCO

€ Installing ZCO

€ Configuring Your Account

€ Understanding and Managing Profiles when Installing ZCO

You install ZCO and configure some general settings for how you want to use
ZCO in Outlook.

You install the ZCO .msi file. This creates a Zimbra database (ZDB) and profile
named Zimbra. The Zimbra profile is automatically designated as the default
profile for the current user.

After installing ZCO and configuring your settings, you are ready for your initial
synchronization of Outlook and your account on the Zimbra server as
described in Chapter 3, Synchronizing with the Zimbra Server.

Preparing to Install ZCO

Before you begin the ZCO installation process, contact your system
administrator for the following information needed to complete the installation
process.

Obtain Administrative Privileges

You must have administrative privileges on your computer to install ZCO. You
can obtain administrative privileges on your computer, at least temporarily,
from your system administrator.

Download the ZCO Installation Program

Download he ZCO .msi installation file which is used to install ZCO. The ZCO
installation program is in the Windows Installer .msi format for easy
deployment.

Zimbra Collaboration Server ZCs71 7
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Gather Server Configuration Information

¢ Server Name. This is the Zimbra server host name.

* Use Secure Connection. Verify if your server requires a secure
connection.

e Email address. This is your Zimbra email address.

* Password. This is your Zimbra account password.

Installing ZCO

1. Close Outlook.

Important: You must have Outlook closed before you begin installing ZCO. If
Outlook is open, the ZCO installation stops during the installation process and
you are asked to close Outlook. You must then re-start the ZCO installation
process from the beginning.

2. Double-click the ZCO .msi Installation file to run the file.

3. Click Next.

i ¥Mware Zimbra Connector for Microsoft Dutlook -10] =l
Welcome to the Zimbra Connector Setup Wizard

The inztaller will guide you through the steps required ta install Zimbra Connector on your conpter.

WSRMIMNG: This computer program is pratected by copyright law and international treaties.
Unauthorized duplication or distibution of this program, or any portion of it, may result in severe civil
aor criminal penalties, and will be prosecuted to the marimum extent possible under the law.

Cancel | < Back | Mewt » I

4. Read the end-user license agreement and click | accept the terms in the
License Agreement. Click Next.

8 ZCS 7.1 Zimbra Collaboration Server
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X
End-User License Agreement 3
Fleaze read the follmwing licenze agreement carefully EZ
VMWARE END USER LICENSE AGREEMENT il

IMPORTANT-READ CAREFULLY: BY DOWNLOADING,
IMSTALLING, OR USING THE SOFTWARE, YOU (THE
INDIVIDUAL OR LEGAL ENTITY, AGREE TO BE BOUND BY
THE TERMS OF THIZ END USER LICENSE AGREEMENT
(“EULA™). IF YOU DO NOT AGREE TO THE TERMS OF THIS
EULA, YOU MUST MOT DOWNLOAD, INSTALL, OR USE THE
SOFTWARE, AND YOU MURT DELETE OR RETUREN THE x|

' | accept the terms in the License &greement

™ | do not accept the terms in the License Agreement

Cancel < Back | et = I

5. Click Next to begin the installation.

i ¥Mware Zimbra Connector for Microsoft Dutlook -10] =l

Confirm Installation B

The inztaller iz ready to install Zimbra Connector on wour computer, Click "Mest” to start the
inztallation.

Cancel | < Back | et = I

6. When finished installing, the Installation Complete dialog displays. Click
Close.

Zimbra Collaboration Server ZCS7.1 9



Zimbra Connector for Outlook User Guide

i'é'u ¥Mware Zimbra Connector for Microsoft Dutlook o ] |
Installation Complete "x
The Installation of Zimbra Connector iz complete. EZ

Ingtallation iz complete, ou mag now start Jutlook, If there are no exigting Zimbra profiles, you wil
be prampted for your uzername and passwaord [and pozsibly a server name] the first time o start
Outlook. An emply profile will be created,

[Larzel < Back | Cloze I

Configuring Your Account

After ZCO is installed, but before you can synchronize ZCO with Outlook, you
must configure the Zimbra Collaboration Server. You are required to configure
basic server settings and can also configure advanced server settings, as
described in this section.

Basic Server Configuration

Before you can see your account in Outlook, you must configure the following
server configuration settings.

1. Open Outlook and go to File>Data File Management. The Account
Settings dialog displays. Click the E-mail tab.
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2. Double click your Zimbra account to display the Server Configuration

L-rivail Accounts
You can add or remove an accour, You can seledl an sccount sl changs s ssblinegs,

mrmlmrm]mmmlnmcwlwwlwmm[
U B firnper., i Change... 3 SetasDefnds W Remove & @

N | Type

Twshra MaP] {send From this account by defauk)

e |

dialog.

Zimbra Server Configuration Settings

Server Configuration |Wonnection Settings | Download Settings I ZDB Configuration I

Type the name of your Zimbra Collaboration Server. For information contack your
system administrator.

Server Name: Iexample.com

¥ Use Secure Connection

Tvpe the name of vour email address set up for you by yaur swstem
administrator,

Ernail Address: Isam@example.com

Tvpe the password assaciated with the email address specified abave.

Password: I [TITYTTITYTIY )

OF I Cancel Apply

Zimbra Collaboration Server
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3.

Complete the Server Configuration dialog. This is the information you
obtained from your system administrator, as described in Gather Server
Configuration Information on page 8:

* Server Name. Type the Zimbra server domain name (DNS).

« Use Secure Connection. Check this box only if your administrator
instructs you to do so.

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

e Password. Type your Zimbra account password.

* Click OK to complete the ZCO installation and create the Zimbra profile.

Configuring Advanced ZCO Settings

After you have performed your initial basic configuration, you can configure
advanced ZCO settings, including:

Download Settings. You can configure ZCO to download only the
message header information when receiving an email, instead of the
complete message, to save space on your computer. For more details, see
Configure Settings to Download Messages on page 13.

ZDB Configuration. You can configure the ZCO ZDB roaming profile
settings and configure settings to compact your ZDB file. See Configure
Roaming Profile and File Compaction Settings on page 15 for more
information.

Connection Settings. The default is to use Windows Internet Explorer (IE)
proxy settings. If the ZCS server uses no proxy, or you want to manually
add a proxy server, you can configure this. See Configure Proxy
Connection Settings on page 12 for more information.

Migrating Your Zimbra Profile. You can also migrate your Zimbra profile
from one system to another. Contact your system administrator to complete
this function.

Configure Proxy Connection Settings

If your computer connects through a proxy server, configure the Connection
Settings dialog with the proxy server information.

1.

Go to File>Data File Management. The Account Settings dialog
displays. Double-click your Zimbra account to display the Server
Configuration Settings dialog.

Click the Connection Settings tab and set up one of the following:
* No proxy. No proxy server is used.

* Use IE proxy settings. This setting automatically uses the default
Internet Explorer proxy settings.

12
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* 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.

Zimbra Server Configuration Settings 5'

Server Configuratifén  “onnection Sethings | Bawnload Settings I ZDB Configuration

— Configure Proxies

& Mo proxy
" Use IE proxy settings

~ Manual proxy configuration:

HTTP procey: Pork: (30

QK I Cancel apply

3. Click OK.

Configure Settings to Download Messages

You can change how messages are downloaded to your computer when you
synchronize Outlook to the ZCS server. The default is to download the
complete message, including attachments to your computer. You can
download the message header only which saves storage space on your
computer.

1. Go to File>Data File Management. The Account Settings dialog
displays. Double-click your Zimbra account to display the Server
Configuration Settings dialog.

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

Zimbra Collaboration Server ZCS7.1 13
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Zimbra Server Configuration Settings
Server Configuration I Connection Setting&, Download Settings_P7DE Configuration

—When Fetching messages Fram the server

¥ Download headers anly

Minimizes the data downloaded For each message. Improves performance
and reduces cosk on expensive netbworks, Remaining data downloaded
when message opened, o by right-click- ="Mark Ta Download”

[ Preserve transport headers

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

Ok I Cancel | Apply |

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

* If you download headers only, when you work offline in Outlook you can
access only the messages that you have previously downloaded.

* To read a message, you can double-click the message or you can right
click the message header and select Mark to Download Message.

« When right-clicking the message, a menu displays and you can
select Mark to Download Message, as shown below. If you mark to
download the message, and no longer want to do so, you can
Unmark Selected Headers and they are longer downloaded.

14 ZCSs7.1 Zimbra Collaboration Server
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LX)
28

Open

Fallow Up 3

i

[ L

[ 7 T B 1y I Y |
= 2 g

J

-

Categorize »

=1 Mark as Read

D

[ Create Rule..
Junk E-mail v Icon changes when

% Delete Mark to D_ownload

SO Message is selected.

[

E
TG
= m

'—% ga) +
e '—°|4 Mark to Download Message(s) >
= ) . )
Te =
= B3 Appendto Adobe PDF

-’.’P"__l‘ GM 303 P
FW: download header only

5 Gd
B
= Qpen  EAS
,_.'\? Gd Fallow Up »
F Categorize 3
i Ga
= . f=l Mark as Read
(=W Li‘} Create Rule...
Loj -mai
L | kel g Icon changes when
P 1K Delete Unmark Selected
G od T Mouelakalde | Headers is selected.
g ¥ Unmark Selzected Headers >
~y A8y Append to Adobe POF

-’?‘__4‘ GM 303
FW: download header anly @

* A message that is marked for download is downloaded in the next sync.
You can also click Send/Receive to download a 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 ZCO roaming profile is configured in the ZDB Configuration tab. You can
also configure settings to compact your ZDB (Zimbra database) files.

Zimbra Collaboration Server ZCS7.1 15
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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

1. Go to File>Data File Management. The Account Settings dialog
displays. Click 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.

Zimbra Server Configuration Settings x|

Server Configuration I Connection Settings I Download Settins  ZDB Configuration | )

—Roaming profile settings

" Store ZDE in the profile
' Store Z0B in the external Folder

Path ko skore ZDE file

Browse. .. |

Mowe ZDB Compack ZDE. .. |

\Warning
Click O to move the ZDE. Profiles with large mailboxes ar many shared
folders may take some time ko move,

[al'4 I Zancel | apphy |

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

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

16 ZCSs7.1 Zimbra Collaboration Server
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2. Select the Zimbra profile for which you want to compact the ZDB and click
Settings, or double-click on the profile to compact. The Zimbra Server
Configuration Settings dialog 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.

5. Click OK.

You are now finished compacting your Zimbra ZDB profile.

Understanding and Managing Profiles when Installing ZCO

A Profile contains email account and data file information. You can have one
profile to manage your email account, or you can have multiple profiles to
manage different email accounts. For example, you might have a profile for
your work-related email account and another for your personal email account.

Creating the Zimbra Profile

When you initially install and run the ZCO software, a new profile is created in
Outlook named Zimbra. Outlook automatically uses this new Zimbra profile as
its default profile when you launch Outlook. You can view this profile by
navigating to Start > Settings > Control Panel > Mail.

Mail x|

General |

@ The Following profiles are sek up on this computer:

FY

|

Add... Remove Properties | Copy... |

WWhen starting Microsoft Office Outlook, use this profile:
= Prompt For a profile ko be used
% Always use this profile

IZimbra j
Ok I Cancel | Apply |

Using Previous Mail Profiles

The new Zimbra profile does not remove any previous profiles or email
accounts. Previous profiles can be viewed by navigating to

Zimbra Collaboration Server ZCS7.1 17
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Start > Settings > Control Panel > Mail. You can combine your Zimbra profile
with other (non-Zimbra) email accounts, as described in the next section,
Combining Mail Profile Accounts.

Combining Mail Profile Accounts

Mail profiles can be combined with the Zimbra profile account with an IMAP,
Exchange, or POP account. Go to Start > Settings > Control Panel > Mail >
Add, and follow the prompts to add a new email account. Note you cannot add
more than one Zimbra account to a profile.

Mail x|

General |

@ The Follmwing profiles are set up on this computer:

[

Add. . Remove | Properties | Copy, ., |

Mew Profile s

&' plways use this profile =
. - OK

|Z|mbra @ Create Mew Profile 4|

Cancel
Prafile Name:

18 ZCSs7.1 Zimbra Collaboration Server



Chapter 3  Synchronizing with the Zimbra Server

The first time you open Outlook after ZCO is installed and configured, your
Outlook mailbox must synchronize with your account on the Zimbra server.
This should happen automatically when you open Outlook. Email messages,
folders, tags, signatures, contacts, appointment reminders, personal
distribution lists, personal calendars and tasks are synchronized.

Topics in this chapter include:

Before You Perform Your Initial Synchronization
Performing Your Initial Synchronization

After Your Initial Synchronization

Working Offline

€ Archiving Files

L R 2R R 4

Before You Perform Your Initial Synchronization

Before you open Outlook and perform your initial synchronization between
Outlook and the Zimbra server, review the following.

Saving Your Outlook Notes and Journal Files in PST Format

If you are an existing Outlook user, and you have created Notes and Journal in
Outlook, these items are not accessible when using ZCO. Before you perform
your initial synchronization, save these Outlook items in PST format and then
import the .pst file after the initial sync is performed.

Making Your Initial Synchronization Faster
To make your initial synchronization faster, you can:

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

m If you previously accessed your Zimbra account using another client, you
may want to empty the Junk and Trash folders and delete or archive any
older mail items. Accounts with larger mail folders take longer to sync.

Zimbra Collaboration Server ZCs7.1 19
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Performing Your Initial Synchronization

This initial synchronization can take a few minutes or longer depending on the
size of the mailbox being synchronized.

You can use Outlook as normal during the synchronization, as ZCO syncs in
the background. Any new mail received during the synchronization is
delivered immediately, displaying at the top of the inbox. Subsequent
synchronizations are fast.

The progress of your synchronization is displayed in the Zimbra Send/Receive
Progress dialog, as shown below. You can check the Don’t show this dialog
box during Send/Receive box if you don’t want to see the progress dialog.

EZ Zimbra Send/Rece o ] |
3 of 10 kasks have completed successfully
] <= Details |

[ Don't show this dialog bos during Send/Receive

Tasks |

Tare | Progress ﬂ
¥ Zimbra - Synchronizing Processing J
" Zimbra - Synchranizing Campleted

v Zimbra - Downloading GAL Completed

" Zimbra - Synchronizing Campleted -
1| | B

Zimbra - Synchronizing
Completed successfully

Bl

If the synchronization does not automatically start, select Tools > Send/
Receive > Send/Receive All (or shortcut F9) to perform the synchronization
manually. You can also refer to the following section, Manually Synchronizing
Your Messages.

Manually Synchronizing Your Messages

If you want to manually synchronize your Outlook client with the Zimbra
server, or the automatic synchronization did not work:

1. Click Send/Receive located on the toolbar (or click F9).

2. Go to Tools>Send/Receive>"your account” Only>Inbox to manually
synchronize your Zimbra Inbox.

After Your Initial Synchronization

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

20
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m 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, located at the lower left of the pane.

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

m Your upcoming appointments and tasks display in the To-Do Bar on the
right side of the view.

m Synchronized data is saved in the Zimbra database (ZDB). To view the
Zimbra database, go to Documents and Settings > username > Local
Settings > Application Data > Microsoft > Outlook folder.

Working Offline

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

New mail is not synchronized 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.

Archiving Files

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.

Zimbra Collaboration Server ZCS7.1 21
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Chapter4  Working with ZCO

Topics in this chapter include:

Using Zimbra Tags and Outlook Categories
Using Filters to Manage Email Messages
Sharing Folders

Using Zimbra Out of Office Assistant

Using Personas to Create Email Identities

L R R K 2R BN 2

Viewing Mail Quota
€ Upgrading ZCO

Using Zimbra Tags and Outlook Categories

Zimbra tags are your personal classification system for email messages,
contacts, tasks, and appointments. Zimbra tags are synchronized with Outlook
categories and your Zimbra account.

Using tag categories is an aid for finding items. Some of the advantages of
tags include:

m Sorting email messages using tags.

m Searching for a tag and all email messages with that tag are displayed, no
matter what folder the tag is located in.

m Applying multiple tags to the same email message and contacts.

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.

Zimbra Collaboration Server ZCS7.1 23
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Using Filters to Manage Email Messages

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

Sort them into folders

Automatically tag them

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 (in Outlook 2010, go to Zimbra>Zimbra Server Rules).
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Rules x|
[ Mew g@-Edit B2y Copy X Delete | u g

Rule

Active | Rule Marme |

Rule Description

Applhy I Zancel |

If your account already has Filter Rules set up, the rules are displayed. Below
are descriptions of the rules buttons and fields.

Icon Rule Description

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

e Change This opens the highlighted rule for editing in the

Rule Rules Wizard dialog.

Copy Rule | This creates a copy of the highlighted rule. This is
useful if you want to create several rules. When
you copy a rule, you assign a new name for the
copied rule.

% Delete Rule | This deletes a highlighted rule

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

g Move Down | This moves the highlighted rule down in the rule

list.

Note: The filters are applied to mail in the order which 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.

Zimbra Collaboration Server
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m Rule area. This area displays all rules in order, and whether the rules are
active. Unchecking the box deactivates the rule.

m Rule Description. 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, the rule is applied.

m Apply. This saves changes to your rule.

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

Creating a New Filter Rule

1. Click New Rule to open the Rules Wizard.

Rules Wizard x|

w'hich conditiongs) do vou wank to checky

Step 1: Select condition(s)

I e

O from people or distribution lisk

O to people or distribution lisk

O «c people or distribution lisk

O with specific words in the subject

O with specific words in the body

O with specific words in the message header

O with a size in a specific range -
< | »

Step 2 Edit the Rule Description

Apply this rule after the message arrives

= Back I Mext = I Fimist | Zancel |

2. Select which conditions for your new rule from those listed in the Step 1:
Select condition(s) field. As you select the conditions, they display in the
Step 2: Edit the Rule Description field.
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Rules Wizard x|

which condition(s) do wou want to check?

Step 1: Select condition(s)

I Y
from people or diskribution list
O to people or distribution lisk
O «c people or distribution lisk
with specific words in the subject
O with specific words in the body
O with specific words in the message header

O with a size in a specific range -
< | »

Step 2 Edit the Rule Description

Apply this rule after the message arrives
from people or diskribukion lisk

with Project Status in the subject

= Back I Mext = I Fimist | Zancel |

3. Click on the description of a condition in the Step 2 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 x|

Specify words or phrases

I Project Status| Add

Search list:

Remove |

' Conkains " Makches Exactly ¢ Matches Pattern

oK | Zancel |

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

4. Select what you want to apply to messages matching your rules from the
actions listed in the Step 1: Select action(s) field. As you select the action,
the action displays in the Step 2: Edit the Rule Description field.
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Skep 1 Select actionis)

Rules Wizard

‘What do vou want ko do with the message?

O delete it

O flag message
O markit as read

. move to the specified Folder

O forward it ko people or distribution list
D assign it ko the category cateqary

Skep Z; Edit the Rule Descripkion

move ko the specified Folder

Apply this rule after the message arrives
fram JoeJohnson@sample .canm
with Project Skatus in the subject

< Back. I Mext = I

| Zancel |

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 x|

Are there any exceptions? %

Skep 1 Select exceptionis) (f necessary)
I Y
O except if from people or distribution list
O except if to people or distribution lisk
O except if cc people or distribution list
O except with specific wards in the subject
O except with specific words in the body
O except with specific waords in the message header

O except with a size in a specific range -
al | »

Skep Z; Edit the Rule Descripkion

Apply this rule after the message arrives
fram JoeJohnson@sample .canm
with Project Skatus in the subject

< Back. I Mext = I Firish | Zancel |

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,

Step 1: Specify a name For this rule

Project Status Reporks

Skep Z; Sebup rule options
 Any condition % all conditions

¥ Do not process additional filker rules

Skep 3; Review rule descripkion

Apply this rule after the message arrives
from JoeJohnson@sample .com
with Project Skatus in the subject

< Back, | Mext = | Finish I

Cancel |

9. Setup rule options in Step 2. Select whether to apply the rule to messages
that meet Any condition or All conditions. Select Do not process
additional filter rules if you do not want to apply 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.

Editing a Filter Rule
1. Click Change Rule.

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

edit.

When you finish editing the rule, click Finish to exit the Rules Wizard and

save your changes.
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Sharing 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.

This section includes:

m Enabling Sharing Folders on page 31

m Creating Internal, External, and Public Shares on page 31

m Selecting Roles and Access Privileges on page 32

m Sharing Multiple Folders using Parent Permissions on page 32
m Sharing a Folder with Another Zimbra User on page 32

m Sharing a Folder with an External User on page 35

m Creating a Public Share on page 39

m Changing or Revoking Access on page 42

m Mounting Shared Folders on page 42

Enabling Sharing Folders

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.

Creating 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 an
external user to view your folder using his/her email address and a
password that you assign. External users 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. These viewers cannot make any changes to
the information they view. Also see Creating a Public Share on page 39.

Note: Mail folders can only be shared 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. The
administrator 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

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

Sharing 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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Example Share Folder Properties x|

General I Home Page | Autoarchive  Sharing I

Mame: Permizzsion Lewvel:

Joel ohnzon A dministrator

Add... | Remove |
= Permissions
Permizzion Level: I.-'-‘-.clministrator j
¥ | Create items ¥ | fddmirister folder
¥ Fieaditems ¥ st on workfow items
v Edit items ¥ Delete items
[~ Inherit permissions from parent

o] I Cancel Amply

2. On the Sharing tab, click Add.

Sharing Settings 5[

Share With

& Internal £ External € Public

Share this Folder with other Zimbra users or groups

(a4 I Cancel

3. Select Internal. Click OK.
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N x|
Search: ™ MNameonly ¢ More columns — Address Book
Itest| &0 | |Glnbal Address List ;I Advanced Find
I Marne | Display Marme | E-mail Address
4§ Test (Iomega) Test (Iomega) testimiomega.co
4§ Test (Iomega) Test (Iomega) testimiomega.co
4§ Test (Test), Rob (Test) Test (Test), Rob (Test) Rob, TestTest@il
g Test ACZIM Test ACZIM TestACZIMEy
4 test aria test aria testariaimvar
4§ Test FP User, Eng (DataDomain) Test FP User, Eng (Dataliomain) Eng. TestFPIUsern
4§ Test Groupl Test Groupl TeskGroup @
4§ Test Group2 Test Group2 TeskGroup2@wr
4§ Test Group3 Test Group3 Teskaroup3@wr
4 test maom test mom Lestmomi@nmima
G Test Mew Test New Testnew 11l
g Test Octel Test Octel testoctel@vmwe
4 Test Siebel Technical — Support Test Siebel Technical — Support eresponsetesti@ |
g TEST 5TUE TEST STUE TEST_STUB@m
4 testtd kest bd testbd2@vrmaan
ke AT kb AT Fom kAT T S e hat
[l r »
To-= I
oK | Cancel |
P

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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Example Share Folder Properties d |
General | Home Page | aukoarchive  Sharing |
M arne: Permizszion Lewvel:
Joelohnzon Adrminiztrator
RonReynalds Delegate

SamSmith R evigwer

Add.. Remowve

- Pemizsions

Pemmizzion Lewvel:

[T Create items ™ Administer falder
¥ | Eead items ™| At ornwoorkflow items
[T Edititems ™ Delete items

[ Inkerit permissions from parent

Ok I 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. A notification
email is sent to the person who now has access to your folder. This email
states “The following share has been created:” and includes information about
the Shared items, Owner, Grantee, Role, and Allowed Actions.

Sharing 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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Contacts Properties e

eneral IHu:ume Page | Cutlook Address Bu:u:ukl Ackivities I Sharing I

8= ICDntacts

Type: Folder containing Conkack Ikems
Locatian: Y\ Zimbra

Descripkion:

% Show number of unread items

™ Show total number of items

When posting ko this Folder, use; | IPM.Conkact ﬂ

Iv aukomatically generake Microsoft Exchange views

Folder Size... |

(0.4 I Cancel Apply

2. Go to the Sharing tab.
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Contacts Properties 21 x|

General I Hame Page I Outlook Address BDDkl Activities  Sharing |

ENTE Permizgion Level:
Joelohnzon Adminiztrator
FRaonReynalds Delegate
Add... Femove

- PErmizzions

Permizgion Level: Adrministrator

¥ Create items ¥ | sdminister falder

¥ Feaditems ¥ | &t on workdow items

¥ Edit items ¥ | Delete items

[ Inherit permissions from parent

o4 I Cancel | Apply |

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

Sharing Settings x|

Share With

" Internal " External " Public

Share this Folder with ather Zimbra users or groups

(a4 I Cancel |

4. Select External. Email Address and Password fields displays.
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Sharing Settings x|
Share 'With
" Internal % External " Public

Provide password protected read access to external users

Email Address I samsrith@sarmple, com |

Password I sesnsnny

(0] 4 I Cancel |

5. Type the email address of the external user to share the folder within the
Email Address field. Type a password in the Password field. This is the
password used to access the folder being shared. 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.

Contacts Properties e |
meneral | Home Page | Outlook &ddress Buukl Activities  Sharing |
M arme: Permiszion Lewvel:
Joelohnzon Adriniztrator
RonA eynalds D elegate

S arnS itk R evigwer

Add... Remove |
= Fermizsions
Permnizgion Lewel: IHeviewer ﬂ
[T Create items ™ Sdminister falder
¥ Feaditems ™ At an waorkfow items
[T Edititems [T Delete items
™ Inherit permissions from parent

[n] 4 | 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.
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You have now finished sharing a folder with an external user. A notification
email is sent to 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 users must access this
folder using a Web browser. When the external user follows the URL to your
shared folder, they are prompted for their email address and the password that
you assigned to them.

Creating 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.

Contacts Properties e

eneral IHu:ume Page | Cutlook Address Bu:u:ukl Ackivities I Sharing I

&)  [coness

Type: Folder containing Conkack Ikems
Locatian: Y\ Zimbra
Descripkion:

Contacks Comrment

% Show number of unread items

™ Show total number of items

When posting ko this Folder, use; | IPM.Conkact ﬂ

Iv aukomatically generake Microsoft Exchange views

Folder Size... |

ok I Cancel Amply

2. Go to the Sharing tab.
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Contacts Properties 2=

Genetal I Home Page I Outlook Address Bu:uukl Activities  Sharing I

Marmne: Permiszion Level:

Adrniniztrator

Joelohnzon
Delegate

Fi onB epnolds

Add... | Remove |
= Fermizsions
Permission Lewvel: IDeIegatE j
¥ Create items [T sdminister faldsr
¥ Beaditems ¥ At on workfow items
¥ Edititems ¥ Delete items
[~ Inherit permissions from parent

(o] I Cancel | Al |

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

Sharing Settings x|

Share With

& Internal " External " public

Share this folder with ather Zimbra users or groups

QK I Cancel

4. Select Public.
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Sharing Settings
Share With
" Internal " External &% public

Provide unauthenticated read access to everyone

[0]4 I Cancel |

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

Reviewer. This cannot be changed.

6. Click OK.

Contacts Properties

General I Home Page | Outlook Address Buukl Activities  Sharing I

2%

Marne: Permisgion Lewvel:
Joelohnzon Adrniriztrator
FanF eynolds Delegate

Public R eviewer

Add... Remove |
= Fermizsions
Permission Lewvel: IHeviewer j
" Create items I~ asdmirister falder
V¥ Fieaditems [T At on workflow items
I~ Edit items [T Delete items
[~ Inherit permissions from parent

{04 Cancel Apply

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
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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.

3. To edit the permissions, select the name and change the permission levels.
To cancel the access, select the name and click Remove, and then OK.

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 (for
Outlook 2010 go to Zimbra>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 folder is 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
you make 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.
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Using Zimbra Out of Office Assistant

You can set up Zimbra’s Out of Office Assistant to send an automatic
response to people who send you messages when you are out of the office.
The 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>0Out of Office Assistant (for Outlook 2010, click Zimbra>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 “I 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.

Using Personas to Create Email Identities

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. The
Personas dialog is located under Tools>Options. In the Options dialog, select
the Personas tab (for Outlook 2010, go to Zimbra>Personas).

Note: If you previously created personas using the Zimbra Web Client, the
personas also exist in Outlook.
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options 21|
Preferences I Mail Setup I IMail Format I Spelling I Other Personas |
Personas - - - ;
= Uze perzonas to quickly change many settings when sending enail
ﬁ'&g messages. For example, if you sometimes send email in a particular role
at work, create a persona far that rale.
Account Mame | Email dddress |
DEFAULT Sam@examnple.cam
Sam Sam@exarnple. com
Sam Sample S ample Szimbra. com
Delete Add...
r Perzona Settingz - Sam Sample
Choogze what appears in the "From' field of email
messages
Fram: ISam Sample I j
Reply-to: ¥ Setthe "Feply-to" figld of email messages bo:
ISam Sample ISam@example.com j
a4 I Cancel | 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 edit your persona details in this area.

In this example, there are two personas for this Zimbra profile, “Sam” and
“Sam Sample”. The first, “Sam”, 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, which is “Sam@example.com”. The
second persona is named “Sam Sample”. All outgoing mail sent using this
persona appears to be sent from the “Sample@zimbra.com”.

Adding a Persona

1. In Tools>Options, select the Personas tab and click Add. An Add New
Persona dialog displays.
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Add New Persona x|

9 Flzase enter the name For the new persona:

oK I Cancel |

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

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

* From. The name and email you enter is displayed in the From field of
outgoing emails sent using this persona. For example, emails sent from
a business persona might be sent by Sam Sample, while emails sent
from a personal persona might be sent by Sam.

* 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 are automatically directed to the Reply-to address.

4. Click Apply to save your changes.

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.

Deleting 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.

Viewing Mail Quota

You can store email messages on the Zimbra server up to the quota set for
your 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 (for Outlook 2010, go to Zimbra>Mailbox Quota) to view your total
quota and your used quota.
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To regain storage space, you can delete email messages, old calendar
appointments from your account, and you can archive messages in Outlook.

Remember to empty your 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.

Use the Refresh feature to check for the most recent total quota and used
quota.

Upgrading ZCO

If you already have a version of ZCO installed on your system, you are asked
if you want to upgrade ZCO if your system administrator has installed a newer
version on the server.

¥YMware Zimbra Connector for Microsoft Outlook il

A new versionis avalable on the server

Upgrade I SMpthisVarsinnl NeverUpgradel

You can select to upgrade, skip the version, or never upgrade. Once you
select upgrade, the latest version downloads to your computer and the
upgrade begins.
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Chapter5  Zimbra Features in Outlook

The chapter contains a list of Zimbra features available when using Outlook
with ZCO installed, and where these features are implemented in Outlook.

Note: Examples in this chapter refer to ZCO features using Outlook 2007. In
Outlook 2010, equivalent ZCO features are accessed from the Zimbra
tab on the ribbon.

m Zimbra Personas are available in Outlook under Tools > Options >
Personas.

m Zimbra Mail Filters are available in Outlook under Tools > Zimbra Server
Rules.

m Out-of-Office Reply can be created from Tools > Zimbra Out of Office
Assistant.

m 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.

m Zimbra mailbox quota can be checked using Tools >Mailbox Quota.

m Enable/disable and update the GAL using Tools > Send/Receive > Global
Address List.

m For ZCO information, select Help > About Zimbra Connector for
Outlook.

m Personal Email Certificates (S/MIME) synchronize in the GAL from ZCS,
which allows users to send and receive signed and encrypted email
messages. Certificates are stored in two places, including the GAL
(synchronized to ZCO during GAL sync), and in Personal Contacts
(synchronized bi-directionally with ZCS).

m Sharing: In Outlook, you can access Zimbra mail folders, calendars,
contacts, and tasks shared with you by another Zimbra user. See Sharing
Folders on page 31.
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Note: Outlook Notes and Journal are not synchronized with the Zimbra
server.
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