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Access and Login
1. Navigate to rumail.rutgers.edu

@ hittps: /frumail, rutgers . eduj|

2. Login with your NetID@ejb.rutgers.edu and your NetID password

a. Check Remember me on this computer for quick login
b. Use the Default version
c. Click the Log In button

vmware

RUTGERS

U=ername: tamaswediiejb .rutgers.edu|
B remember me

versor: |

Ga offline with Zimbra



mailto:NetID@ejb.rutgers.edu

Search Bar

RUMail Layout
& C M % htps:/rumal.rutgers.edu/zimbra)

|-| Save | Advanced

5 = B Tools

Reply Reply to All 5 Forward

E& Inbox
fa Chats
ES Sent ézl Tamara Swedberg Re: Mew mail system - Great! Il send you a meeting request nexk ki Inbox
@ Drafts Folders ézl Tamara Swedberg Mew mail system - Hi Polly, I'm so glad you like RU it's really won Inbox 3KB Mar 18
E’a Junk @i Martin O'Reilly & Update: Problems Sending Emails to @rutgers.edu address he p Inbox SKEB
ﬁ Trash Richard L. McCarmick. State Budget Proposal for Fiscal Year 2010-2011 - Members of the Messages
» [ Archive Mike: Edwards & Re: [RU_IT] Metbook Question - I'm already quite Fariliar with the At Inbox TKB
Articulate Support Complimentary Rapid E-Learning Ebook - <http: v, articulate, con Inbox 3KE b 26
Charles Hedrick nietid updates - I'm now doing netid updates in Sakai automatically, TIInbox KB Feb 25
ézl Stuart Meck & Center for Planning Practice YWebsite - Tamara, I'd like to set up a Ce Inbosx 27 KB Feb 17
Thea Berkhout & Donations to Bloustein School *Dear Members of the Bloustein Comm Inbosx 105KE  12/12f2008
k3
a, I'd like ko set up a Center For Planning Practice website, with links to the Mew Jersey Sustainable State Inskitute and to the Professional ... l
El Tasks\kgminder
[5] Holiday Calenda Zlm|etS
Dirty tWord Alert
© Dty Word Aler Re: New mail system March 18, 2010 L:oo M | ™ |
EZ Dictionary
[:1 Birthdary Reminder w From: &"Tamara Swedberg” <tamara@ejb.rutgers.edu> R d
eadin
@ Attachment Alert To: "Pally Planner" <pplanner@ejb.rutgers. edus= g
& attachmail Reply To: "Tamara Swedberg” <tamara@ejb.rukgers. edu= Pane
EZ Calendar Scheduler |
2 support Tool Great! I'll send you a meeting request next time we have a meetir
StickyMotes
{71 Email Reminder Mini !
¥ Colored Emails ]
<® Contact Clearer Ca Iendar
33 Contack Collestor ]
@ 4 mawchzom » w || Tamara ISwedberg o
Instructional Technology Specialist
22 1 2 3 4 5 & Edward J Bloustein School of Planning and Public Policy
7 8 9 w0 11 1z 13 || Rutgers, The State University of New Jersey
14 15 16 17 18 20 || 33 Livingston Avenue, Room 539
21 22 23 2¢ 25 2z 27 || MNew Brunswick, NI 08901 -
2 29030 3 1z 3 R e e .
e 5 6 7 8 9 0| | &b &R euddylist [1M beta]

Collapsing panels/folders
Use the arrow icons to collapse and expand folders and applications

i Imbox

E@ Chats
f;';. Sent

E} Drafts

Ea Junik,

ﬁ Trash

(9] Archive

Dividers
Click and drag any of the divider bars to move them around. TR

Theme Preference
Click on the Preferences Tab, then on one of the options on the left



3 Cancel

General
¥ [ Mail
|_7,J Zormposing
[&f Signatures Login Options
&) Accounts
R Filters
AL Address Book
] calendar
24 Sharing
9 Instank Messaging
B Mobile Devices
%2, Import | Export
€ Sharteuts
EZ Zimlets

1. Choose your Theme preference under Login Options
1. Setsearch options under Searches

Email

Email Layout View
Click on the View button to display your email in regular or conversation view. Also choose the location of the Reading

Pane.

1 of 1 Message

DJ By Conversation [we]
[E Carnpus Infarmation S Carpus Status Update - Beginning with kb period <hktpeffsche @ [0 By Message [wmn]

=] E Reading Pane At The Botkam
HI' Reading Pane ©n The Right
E Reading Pane QFf

Preferences (Fonts, Auto-Reply, Signatures)
Click on the Preferences Tab then on Mail to set options, including the following:

1. Mail
a. New message notification

**Auto-Reply for vacation Receiving Messages
messages
¢. Junk Mail Options
2. Composing
a. Default font, font size, and color
b. Spell Check
Firefox and Chrome will

automatically check as you type
c. Reply and Forward

3. Signatures

_— ; -
& but will return your email shorthy

d 3123/2010

4. Accounts (set From address)

d 3126/2010




5. Filters — set up filters automatically sort your mail

Composing New Mail
Click on the Mail tab, then click on New. OR type “c” on your keyboard (for compose)

Type the email addresses in the To, Cc or Bcc fields. Any addresses you have stored in your address book will auto-
complete.

Example of Auto-Completing an email

i address. Each letter you type narrows the
a "Jocelyn Elise Crowley" <jocelyno@rutgers,edus list.

& "Judy Shaw" <judy shaw@robgers. edu=

& "Joseph Delaney" <jpd@ctaar.rutgers.eduz

a "Micole 1 DelBuono® <ndelbucni@rutgers, edu >

a "fndrew 1, Besold" <ajbesold@eden. rutgers, edus

& "Skip Jonas" <sjonas@comcask.net >

& “izenick " <jsenick@rc.rutgers.eduz

Separate email addresses with a semi-colon or comma

Formatting and Links
Use the toolbar to change fonts, colors, add bullets, numbers or other formatting.

If you paste a URL (web link) other email clients will usually display that as a clickable link. However, you can also use the

link tool
B I U|sm-ar-|-(w)

L |
I

Link Properties

WAL COIM COm




Attach File(s)

Attachments = e

To send an attachment:

Attach: | Choose Files | No fils chosen
Attach: | Choose Files | No fils chosen
Attach: | Choose Files | No fils chosen

[ end % Cancel | E’E/ Save Draf{ £# add Attachment

1. Click on the paperclip icon

Click on Choose File freEE No fis chosan
Find the file on your computer — No fila chossn

Click Open
Keep adding files until finished

o U A WwWwN

**Check “Show images in message body” if you
want photo attachments to show up in the body of

the email message
7. To add an email as an attachment, click the Attach

Mail button at the top then choose the message.
8. Click Attach

Drag-n-Drop Tool
If enabled (contact Tamara if you don’t see this option), you can drag files to your compose window to attach them

1. Situate your windows so that you can see both the Zimbra window and the files you want to attach.
2. Dragand drop the file(s) into the area just below the subject line

€« C M 8 https//rumailrutgers.edu/zimbra/ & B =
R Account Query € Color Scheme Desig... [ Pinlt EIMylerary ¥ Free Home Design 5... @ Facebook emoticon... il Martucci i Colucci »

u ' I{“TCE > Paopls Search Q Tamara Swedberg Admin Console  Help v Log Out

v Folders

v %, Inbex (2)
6094977

5 - I 0 sena ~ [ Cancel | (2 Savs Drant ¢ Add Anachment 3, Spell Check [¥ Signanre + {3} Options + =

El BlendKit2012
B3 Home
Orders 4
» 3 web 101
£ chas
[ sent (21)
[# Drafts (5)
(@ <Junk (96) F drop files from your desktop to add attachments to this message.

& T = B I U | &M A~ — %@

= From: | Primary Account (Tamara Swedberg <tamara swedberg@nuigers edus) = |

Show BCC

o =]

kaye

Tamara Swedberg

Instructional Technology Specialist

Edward J Bloustein School of Planning and Public Policy
Rutgers, The State University of New Jersey

33 Livingston Avenue, Room 539

New Brunswick, NJ o8go1

848.932.2947

Blog

3 4 5 6 7 8 9|| Calendar

1offl] 12 13 14 15 18
2 17 18 19 20 21 22 23
24 25 26 27 28 29 50

dns

(& Echo 360 (4)
@ Events Inbox

9 24 2526 27 28 1 2




Drafts
Drafts are automatically saved if you have checked the option under Preferences > Mail > Composing Messages.

If you try to exit a message, you will get this warning:

Warning

E Inbo

Eﬁ Chats

E:.', Senk

ﬂ} Drafts (1)

You can also manually save drafts by clicking the Save Draft button on the toolbar. Lg Junk
'EI Trash
[ Send Cancel Save Draft )¢ add Atkachment
* w » [0 Archive

You can access draft messages in the Folders list on the left

Searching Email
Simple

1. Click on Inbox (or another folder)
2. Type your search term in the search bar and Hit ENTER or click Search
3. Your results will automatically filter

f2 tnbox
Ea Chats
E’s Sent Mike Edwards & Re: [RU_IT] Metbook Question - I'm already quite Familiar with the ¢

E} Drafts (1)
B2 1k

O




Advanced

1. Click the Advanced Button
2. Use the buttons to add filter options and hit ENTER after each option
3. Results will automatically filter

1 z2 3 3
& 9 10 13

15 16 17 20

22 24 27

#2930 31 3

10

2 nbox

Ea Chats

ES Sent = Pally Planner & <MNo Subject> Senk T9TKE  Mar 18
ﬂ} Drafts {1}
Ea Jurik.

ﬁ Trash

w2 Archive

m Martin

Saving

If you perform the same search frequently, you can save the search. Click the Saved Search button on the toolbar. Saved
searches will appear under the folder list on the left

Tags
Use tags to mark messages you can later filter. These can be used instead of folders.

1. Click on a message, and then click on the tag icon. Use an existing tag, or create a new one

e

|
[ gl Mew = ‘ 7 cet mai | [ Delete 4 = | ©qReply T3 Reply to Al = Forward | [ Junk | 0 - | 'm | [ Wiew

|i Call Back [t]
[ ] é:ﬂ Tamara Swedberg Re: Mew mail syskem - Great! Ill send wou a meeting request r [j Email Follow Up [t]
[} éﬁ Tamara Swedberg Mew mail system - Hi Pally, I'm so glad vou like RUMail - it's rea
[ Martin O'Reilly & Update: Problems Sending Emails to @rutgers.edu addresses - _
[ Richard L. McCormick State Budget Proposal for Fiscal Year 2010-2011 - Members of [\ﬁ Remove Tag
Create New Tag 2. Choose a tag name and color
3. Your tags are listed on the left.
= 4. Click a tag to filter your mail by that tag.
Zall Back. [ & y Y &




5. You can apply multiple tags to a message

Folders
You can create multiple folders within RUMail.

Click the New Folder icon

Name the folder

Choose where it should go (click on Inbox if you want the folder to be a subfolder of the Inbox)
Click OK

P wnNe

To move messages into a folder, simply drag and drop from the Inbox to the folder

Create New Folder

£ Inbaox

Ea Chats ¥ Folders
£ b

E Sent Tamara Swedberg Eg i

E} Drrafts [ éﬁ] Tamara Swedberg %?f:sth

Ea Junk, ] Martin C'Reilly &

[0 Trash ] Stephanie E. DiPetrilla

(£ Areff= érles Hedrick S TR e
| Fike Edwards 2
m Martin [ Martin O'Reilly
i i T [ e v

Printing

To print an email, either press the “P” key on your keyboard or click the printer icon on the toolbar. DO NOT GO TO FILE
> PRINT IN YOUR BROWSER from this page. A new window will open up where you can increase or decrease font sizes.
Print this window by using the pop-up print window or by going to FILE > PRINT in your browser.

a » O~ &~

pplanner@ejb.rutgers.edu

+ Fonk size -

10



Address Book

Preferences
Click on Preferences, then on Address Book. Choose Add new contacts to Emailed Contacts. UNSELECT the Global
Address List option. Do include the shared address books

Options

Autocomplete

Contacts
You can add contacts manually, by clicking on Address Book, then the New button.

oL, Address Book

dytew v )7 Edt | [foskte (4 =2 v | (]~

Add the information you want, then click Save

Emailed Contacts
If you checked the Address Book option to “Add new contacts in “Emailed Contacts” in Preferences, when you send
an email to a new address, the address is automatically added to your Emailed Contacts list.

If a wrong address persistently pops up for someone when you are composing a message, check the emailed contacts list
to see if they are in there twice, or with the wrong address. Double click to open and correct.

Contact Group

SyMew v | 7 Edt | [ Delete 8 0

[.g Message  [nm]
-?,., Contack [mc]

E: Appointment [na]

Create a new Contact Group by clicking New > Contact Group
Give the Group a Name

Double click to add to the list

Add any unlisted addresses at the bottom

Click Save

vk wN e

11



IT Commitkee

"D, Swedberg, Tamara" <tamaswed@rutgers.edu>
“donas” <donas@rutgers,edus=

"Berkhout, Thea" <berkhout@rutgers.edus= o, curenton curentan@rei.rutgers.edu
& Curkis, Anthory bony, curkisi@UMCE, EDU

& D. Swedberg, Tamar: tamaswed@rutgers. edu

& dadevon dadevon@eden.rutgers. edu
AL Delaney, Joseph jpd@ctaar, rubgers, edu

4L DelBuona, Nicols teckniki@grnail.com

a Delisfort, Michele Mdelis1374@aonl .com

a dellaros dellarosi@rei.rutgers, edu
& Dey, Ann anndey@rci.rutgers.edu
AL donaldss donaldss@rci rukgers.edu
AL donas donas@rutgers,edu

AL Douge, Renes douge@rci.rutgers. edu

& E. DiPetrilla, Stephani sed@rutgers.edu

& E. Schumann, Brooke bschumann@cbhs. rutgers.edu

AL Elise Crowley, Jocelyr jocelync@rutgers.edu

|y 85 Buddy List [1M beta]

You will see your group in the contact list you created it in. Double click to edit.

To send a mail, RIGHT click and choose “New Email”
[ &, IT Committee | Al

[ A JDelBuono, Mi p Search
[ & 1 Besold, And i

ed Search

[ A Jonas, Skip @ ]
[ L jsenick

L1 & ket 2 Edit Group

[ A karyno

[ A lastarga (7] Tag Group "
[ A Listokin, David [0 Delete [Del]
L] & Loeser, Fran ﬂ Marve

[ & Lubin, andrea L= Print Ir]

Bloustein Contacts
Email Tamara (tamara.swedberg@rutgers.edu) for an invitation to add the contact list for Bloustein

12
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Calendar

Preferences
Click on the Preferences Tab then on Calendar.

Choose Options then click Save

Change the Default appointment visibility to PRIVATE if you wish to share your calendar publically (add a link in your
signature so anyone can view your free/busy times)

General

Public
_ Private |

Quick Add
To add a new appointment, you can either click the New button OR double click the time slot you wish to add an
appointment to.

(I:I 1l 1( -, Address Book, N E Calendar |( Tasks 1( §=| Documents 1( | Briefrase 1( |_| Preferences 1( | Compos

E‘_ Mew + @ﬁl Refresh | Delete = | - | [=] view | = Today =/
Z010 Maon, Mar 22 Tue, Mar 23 | Wed, Mar 24 | Thu, Mar 25 | Fri, Mar
G AM
=l . Subject; | Meeting with Daniel
| double clicked on ‘
2PM, which created Location: | 261|
10 A .
an appointment from Shaw as:
2PMto3PM :
11 AM . Start Time: [3/23/2010
automatically
End Time: [3/23/2010
Moan
Repeat:
1PM Rerninder;
2 FM

13



Drag from Inbox
If you have received an email that you want to add to your calendar, simply drag it to the mini-calendar date.

—
March 2010
— [ Re: Instructional technology presentation - Great! Thanks so much Tamara, T definitely owe wou, Ar

5 3 4 5 B Ben Bakelaar Mar 2

11 7 & 9 10 11 12 13{|[] Pwd: MCAA Forecasting Exercise - Well Folks, the first bwo rounds are behind us, and it brings me ne

1Z 14 15 16 17 18 19 20 &5 Wil Irving Mar 2

13 21 22 23 24 — - - = = |

14 28 29 30 F @NME Webiniat TG Perspisttives on Digical Storyteling L s Hart of & niei NMC praiect] Bhe Edveare 7| ¢
ving 10 Buddy List 10:38 AM

You will be asked if you want to add the sender and other recipients to your appointment. If you hit YES, then they will
be added to your event and sent an invitation when you save.

Add Attendees

-

45

HIV: The Basic Facts E Course System Maintenance - November 26 - December 21

[ hivtraining@ib.rutgers.edu * |

hiviraining@ sjb.rutgers.edu i’j

Hello. [ hope this email finds vou well. You are receiving this email because vou are enrolled in the HIV: The Basic Facts .
I wanted to let you know that the HIV: The Basic Facts E Course will be taken off line for system maintenance beginning

course by November 25 This recommendation is so that yvou do not have a week in between vour learning. However, if s
the system will remember where vou left off so that vou can resume vour course on December 3.

14



Recurring Meetings
Open an existing event, or create a new one.

Next to Repeat, choose an option

Custom Repeat

3)23(2010 ° Click the
32312010 O Customize link

S 2= to pick further

Mone options then
Every Day ] click OK

| Every Week | .

Ewery Month
Ewvery Year
Cuskom

Composing a Meeting Request
1. Click the Calendar button
2. Click NEW

3. Add a subject
4. Add Attendees **MUST be @ejb address to show up in scheduler**

5. Find a time that everyone is free. You can click on the free time in the scheduler or manually add the start and
end times

6. Add any notes in the blank area below. You can also add attachments.

7. Click Send

15



Website Mesting

[Tamara Bwsdberg * || Amy Cobb * |

112013 3:00 PM

[l i

0
5 tamara@sjb.rutgsrs.sdu L
= obba@aib.rutgers sdu B
0

Need your input on the events page makeover.

Accepting a Request
When you are invited to a meeting, you will get a message with the details and you must choose “Accept, Tentative, or

Decline” for each request. You can also propose a new time.

Ed Close | &= Primt 3 Delete | € Reply | €] Reply to Al | .3 Forward | (g Spam |

o Accept » P Tentatve » [J Decine = 9 Propose New Time |Calendar: |51 Cate

Website Meeting March 11, 2013 7:54 PM Q ..............

Organizer: [pplan ner@e|b rutgers edu ]

Time: Monday, March 11, 2013 3:00 PM - 3:30 PM
GMT -05:00 US/Canada Eastern

Invitees: [Tamara Swedberg ]

Need vour input on the events page makeover.

e If you accept the meeting, it will automatically be added to your calendar.
e By default, the meeting request will be deleted after you have taken action. Meeting Laptops
e If you Decline a meeting, it will show up on your calendar very faintly

e If you Accept Tentatively it will show up half faded 3:30 PM
" website Meeting

¢

16



Changing a Request
Organizer

If the organizer changes the date or time of a meeting request, the participants will automatically get another email

requesting their acceptance. You can choose whether to add any additional notes:

CGonfirmation

Do you want to edit the appointment modification message?

Yes

Recipient

You will get a notification email when the organizer changes a meeting date or time that you will again need to Accept

or Decline.

B3 Close | @ rrimt 3¢ Dekete | ¥ Reply & Reply oAl | g Spam | <F ~

o Accept ¥ 9 Tentative v~ |[BJ Decline ~ ‘:j

Propose New Time Calendar:

Website Meeting

Organizer: |pplanner@elb.rutgers edu |
Time:

G TS
Invitees: | Tamara Swedberg |

When you accept the meeting, it will

the new time/date.

automatically change on your calendar to

Need vour input on the events page makeover.

If you change your mind about a meeting, simply RIGHT CLICK on it and change your reply. If you want to send a

message along with the change, Choose Edit Reply, then the Accept/Tentative/Decline

2:00 PM Lnl I ‘ - ‘ pplanner@edh . rutgers, edu
Meeting Laptops = |

E OI:IEI'I Subject: Accept: Meeting Laphops I
Verdana v 3zt v 5 = v |2 v & ~ |B F U | AW~ AT - | — 5

a Accepk My other meeting was canceled - I can comel|

[EREE Tamara Swedberg

% Decline Instructional Technology Specialist
Edward J Bloustein School of Planning and Public Policy

= Rutgers, The State University of New Jersey

ot L. 33 Livingston Avenue, Room 539
MNew Brunswick, N1 08501
Terfealive 732.932.5475 Ext. 716
I Calendar: https://rumail rutgers.edu/home/tamaswed@eib. rutgers. edu
. _/I:P Farward Yes, T will attend.
% peclire -~ | s Original Message -----
Delete [Del] Subject: Meeting Laptops

% Move
The following is a new meeting request:

D Tag Appointment  #

e

17



Who is coming?
To check who is coming to a meeting, simply hover on the meeting on the calendar.

|2:nn P

Meeting Laptops

: ‘ ‘
£ Meeting Laptops =]

Status: Accepted
When: Apr 9, 2010 from 2:00 PM ko 3:00 PM
Location: 370

Motes: The following is a new meeting
request; Subject: Meeting Laptops
Organizer; "Polly Planner"
<pplanner@eib, rukgers, edu s
Location: 370 Time: Friday

[ Attendees

Tentative: Tamara Swedberg

Tasks

Tasks are useful for making a to-do list

Click the Tasks tab. Simply click and type to add a quick task. Or, click the NEW button for more detailed task

Finew v | Ede | [Joelete (4=~ | ) < | B

[ Click here ko add a new Task ]

[] Zall Jobn Smith abouk grant funding

To add more details or edit a task, DOUBLE CLICK the Subject text. When you are done, click SAVE.

| i | | v [ | |t [ |

r Details Progress
Y Local * Subject: | Clean laptop desktops | O _ -
Y Maps )
88 comct Collc s | | S I
ontact Colleckor .
Contact Cleaner
“¥ cColored Emails

[:L Ernail Reminder
StickyMotes

G? Support Tool

EZ Calendar Scheduler

Y Emoticons

@ attachmail

@ Attachment Alert

[:_'l_ Birthday Reminder

EZ Dickionary

e Dirty wiord Blert

verdana » 4{l4pt) v § -

-

-

I

*IB I U |[AM~- & ~|— & E -
Clean off old PowerPoint presentations|

Task Reminder
Click on the Zimlet Task Reminder if you want a pop-up reminder of the tasks you have
coming up or past due.

EI Tasks Reminder 18




Task Reminder -Z2imlet Preferences

Show Reminders Aogain

Tasks show ONCE PER DAY

Tasks Reminder
Clean laptop desktops - rot Started, 0% complete
End Date: 3/24/2010 1 day left

Briefcase

The Briefcase application is made up of folders with individual pages that are organized in a table of contents. One
briefcase is created for you. You can create other folders and you can create sub folders to organize your

information. You create pages within a folder and develop the content using a rich-text editor or using HTML formatting.

Choose the Briefcase Folder (Or one that you created)
Click New to create a new page

Add a title and text

Save

P wnNhe
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Documents
[ save ) Close | 4 Spell Check

Course Dakabase Mokes

Al - AT

Make it like existing spreadsheet
Searchable

Full Page?

Links to syllabi

Links to course descriptions

* & &+ & @

Pages

http://policy.rutgers.edu/academics/courses/
http://policy.rutgers.edu/academics/pp/courses.php
http://policy.rutgers.edu/academics/phd/courses.php
http://policy.rutgers.edu/academics/uppd/courses.php
Undergrad Courses

Faculty Pages

A list of your documents will appear in the Table of Contents

Uploading Documents to Briefcase
You can upload files into the Briefcase so you can find them easier when you are away from your work computer. *The
files here count against your quota*

You can upload documents or create new ones

1. Choose the briefcase
2. Click Upload File

JNBw'lﬁUpluadHBJ _ | 'v|
L AN ) Bhame

Upload New Files to Briefcase

C\Users‘tamara‘\Desktoptntenest |

3. Browse for your file
4. Click OK
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Sharing
Just about everything in RUMail can be shared.

Mail
You can share an INBOX so that multiple people can read the messages and/or manage it.

1. RIGHT click on the folder you want to share
2. Click Share Folder

[ gl Mew
£} Inbox
Eﬁ Chats E"‘, Mew Folder  [nf]
m Jent w Mark all as Read
@ Drafts ﬁ Dielete [Cel]
| 2b| Rename Folder
Ea Jurik, _ Id

ﬁ Trash Iﬂ' Move

m Martin =5 Expand &l

Type the EJB email of the person you want to share with
Choose the Role

Choose the message (optional)

Click OK

o vk w

Share Properties

tamar a@ejb. rutgers, edu;
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Accept a mail share

When someone has shared something with you, you will get an email where you will need to ACCEPT or DECLINE the
share

% fccept Share % Decline share

Share Created: Inbox shared by Polly Planher
w From: E.."F'-:ully Plannet" =pplannen@ejb.ruktgers. edus=

To: tamaswed@ejb. rutgers. edu

The following share has been created:

Shared item: Inbox (Mlal Folder)

Owner: Polly Planner
Grantee: tarnara@esb rutgers. edu
Role: Ilanager

Allowed actions: View, Edit, Add, Eemowe, Accept, Declne

If you ACCEPT, then you can choose a name for the share and also a color

Accept Share

Folly Planner's Inbox

22



Calendar

You can share your calendars with individuals or make them public. You can create multiple calendars to share with
different individuals.

Y et |
- ﬁ Delete [Del]
m” Marti @ Edit Propetties
H f.EFJ]I Relnad [r]
Zall B

1 Email

h Launch in a separake window

1. RIGHT click on a calendar and choose Share Calendar

2. Choose who to share with. If you choose an individual — see the sharing a mail folder for more instructions.
3. If you choose External Guests, you can type in any email

Share Properties

23



4. If you choose Public, you will get a list of URLs you can use to share your calendar.

Share Properties

**|f your appointments are PRIVATE then they will only see you are busy. If your appointments are PUBLIC they

will see the details.

Tasks

You can create multiple task lists and share them with others. Click the New Task button to create a new list.

Create New Task List

Shared Tasks|

Create a new kask lisk

P:‘ Bl —kirm

RIGHT click on the list you want to share and choose Share Task List

#ir Choose the person or people you want to share
the tasks with then click OK

Ei Shared Tacke
i vese TR
ﬁ Delete [Del]
Rename Folder
@ Edit Properties

(7 Reload

@ calea

A a—

The recipients will get an email where they can Accept or Decline the task

% Accept Share 3% Decline Share Accept Share

Share Created: Shared Tasks shared by Polly Planner
w Fram: &"Polly Flanner" <pplanner@ejb.rutgers, edu=

To: tamaswed@ejb. rutgers, edu

The following share has been created:

Shaved item: Shared Tasks (Task Folder)

Cwner: Polly Planner
Grantee: tamnara@ejb.rutgers. edu
Role: Mlanager

Allowed actions: View, Edit, 4dd, Eemove, Accept, Decline

24
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Briefcases
Sharing Briefcases works the same way as sharing tasks. See above for more detailed instructions. You can create sub
folders, too.

Share Properties

w5 pccepk Share x Decline Share

tamara@ejb. rutgers edu;

Share Created: Shared Accounts shared by Polly Planner
w From: &"Polly Planner" <pplanner@ejb.rutgers, edus=

To: tamaswed@ejb. rukgers. edu

The following share has been created:

Shared item: Shared Accounts (Motebook)

Owner: Polly Planner
Grantee: tatnara@eb. mtgers. edu
Role: Wiewer

Allowed actions: View
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Checking Shares
It's easy to forget what we have shared with whom. It is easy to get a summary through Preferences > Sharing.

1. Click the Preferences Tab
2. Click Sharing on the Left

—— . : = —

[ Gereral
¥ [ Mail
g Composing
12 signatures
ﬂ-’ Accounts
R Fiers
by Acldress Book
| L |
Q Instant Messaging
S Tmport [ Export Mo results found.
© Shartcuts
EZ Zimlets
Folders shared with me that I have accepted
Martin O'Railby JCdardar Calendar  Viewsr  Martin O'Reilly's Calendar  tamaswed@eijb rutgers.edu
Micale DelBuano Jgimbra Installations Calendar  Viewer  Micole DelBuono's Zimbra Inst tamaswed@ejb rutgers.edu
Pally Flanner JInbox Mail Folder Manager Polly Plannet's Inbox tamaswed@ejb rutgers.edu
Pally Planner /Shared Tasks Tazk FolderManager Polly Planner's Shared Tasks tamaswed@ejb rutgers.edu
Folders shared by me
Public Calendar Calendar  Wiewer Revoke
Public Staff Holidays Calendar  Wiewer  Rewoke
moreilly@ejb rutgers.edu Calendar Calendar  Viewer  Edit Revoke Resend
moreilly@eib rutgers.edu Motebook Motebook Manager Edit Rewoke Resend
moreilly@ejb rutgers.edu testdesktop Calendar  Manager Edit Rewvoke Resend
ndelbuon@eib rutgers.edu MNatebaak Motebook  Manager Edit Revoke Resend
prlanner@eib rutgers.edu Contacts Address BouMiewer  Edit Rewoke Resend
pplanner@ejb rutgers edu Emnailed Contacts Address Bo Wiewer  Edit Rewvoke Resend
L. | March 2010 L3
o oz 1 2 3 4 5 &
11 7 8 9 10 11 12 13
13 44 4= 4C 17 10 13

3. Under the Actions column, choose one of the options if you need to make changes.
4. If you need to add a share, you can use the options under Share a Folder at the bottom.

Removing Accepted Shares
The person who initiated the share will have to delete the share from their end.

When you have been removed, the recipient will get a message like the following
Share Revoked: Inbox shared by Polly Planner
w From: &"Polly Plarner" <pplanner@ejb.rutgers. edu=

To: tamaswed@ejb.rukgers.edu

The following share has been revoked:

Shared itemn: Inbox (Iail Folder)
Orwner: Polly Planmer

Revokee: tamaswed(@eb.rutgers.edu
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Zimlets
Zimlets are add-ons that may help you use your RUMail more efficiently.

Holiday Calendars
Allows you to subscribe to various national calendars. Click Subscribe next to the ones you want to add

Subscribe to Holiday Calendars

= South African Holidays

webcal:ffical.mac. comjicalfSouth32Africa3zHolidays. ics Subscribe

South Korean Holidays

webcal:)fical. mac. comjicalfSouth3zkorean3zHolidays. ics Subscribe

swedish Holidays

wehbcal: ffical.mac. comficalfSwedish3ZHolidays.ics Subscribe

spain Holidays

wehbcal: ffical.mac. comyicalSpain3zHolidayvs.ics Subscribe

Taiwan Holidays

wehbcal: ffical.mac. comyical/ Taiwan32Holidays.ics Subscribe

UK Holidays

wehbcal: ffical.mac. comfical/ UK 32Holidays. ics Subscribe

Us Holidays

wehbcal: ffical.mac. comficalfUs32Holidays. ics Subscribe

You may want to edit the properties on these calendars to Exclude them from your Free/Busy time. Right click on the
holiday calendar and click Properties to see this dialogue box.

Folder Properties

S Holidays

Attachment Alert -
If you mention the word “attach, attached, or attachment” in the message it will automatically check to see if you forgot
to attach a document

'Attachment Alert in compose' Zimlet Preferences
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Instant Messaging
You can instant message with anyone who uses Zimbra or Yahoo! IM.

Activating
Click on the silver ball on the IM bar at the bottom of the email list or reading pane

Choose online or available for chat.

@ () offline
i) online
9 available for chat
) do not disturb

B away

= extended away

To automatically log in when Zimbra starts, go to Preferences > Instant
Messaging. Check the box next to “Automatically log in to instant messaging
services”

B Save X Cancel

General
¥ [ Mail
|_7.J Composing
[ signatures Options

G Mew Skatus Message. ..

l"J Accounts
v Filters
& Address Book
B Calendar

I& Sharing
< 9 Instank Messaging

o shorbeuts
EZ Zirlets

Adding a Buddy
Click on the Create New Buddy Icon

GS e !3, Buddsy List

Add the person with their EJB account then click OK

IM Service: [ERBIB LN
I =

Buddy Address: | kamara@ejb, rutgers, edu;

|
Buddy Mame: | Tamara |
|

Mar  Buddy Groups: ||

Tos:
- |= !g Buddy List

The recipient will see an invitation on their IM bar
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pplanner@ejb.rutgers.edu wants to add vou
as a buddy, Accept?

Using Instant Message
Click on the Buddy List to see your list of Buddies.

Click a name and start typing to chat

tamaswed

hi Pally! What's the [akesk on that big repark? 12:15 P

pplanner@ejb.rutgers.edu

Still working on it I should be done by 5:00  12:15 P

Edit or Delete a Buddy
RIGHT click on a Buddy to edit the entry or delete

Urban Revit a bit dif Q Mew Chat [rk]
Eﬁ Yiew Chat Archive
Filtar
¥ s& Buddies @ Edit Properties
v Jg 17
t:! The Boss
.9.. Add ko New Contact
m &* fidd ko Existing Contack
View Chat Logs

Right click on a name in your Buddy list and choose “View Chat Archive” to see chat logs with a particular person. To
view all chats, click on the Chats folder in the folder list. You can search chats, too.
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Keyboard Shortcuts
Type CTRL+Q at any time in Zimbra to see the keyboard shortcuts. A full list is located under Preferences > Shortcuts

All Applications

30

| Ctrl+NNN Go to tab [n] \

GM Go to Mail

GA Go to Contacts Enter Press the button

GC Go to Calendar ! Display menu

GT Go to Tasks
GP Go to Preferences ! Next item

GD Go to Documents 0 Previous item

GB Go to Briefcase Enter Select

N New item Esc Dismiss

NM or C Compose — Show sub-menu
Shift+C Compose in new window — Hide sub-menu

NC New contct
NA New appointment l Next item

NK New task 1 Previous item

NH New chat — Expand

NL New calendar — Collapse

NB New buddy ,or Ctrl+Enter  Show right-click menu
NP New n0ebock page
ND New document Enter or Space __ Save changes

NW New notebook Esc Cancel changes

NF New folder Y Respond "Yes"

NT New tag N Respond "No"
Ctrl+— Next page Toolbars

Ctrl+— Previous page
P Print

Del or Backspace Delete item(s)

Esc Close

) Zimbra Assistant

\ Go to (visit) folder

VvV Go to (visit) tag

M or MM Move item(s)

T Tag item(s)

U Remove tags

S Run a saved search

/ Focus search box

Ctrl+Shift+A Select all search results

Ctrl+Q or Shift+/ Show shortcuts

Ctrl+Y Focus toolbar

Alt+/ Focus web search box

Ctrl+/ Focus content pane

Tab Views

Ctrl+J Next tab

CtrlI+K Previous tab
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