TOP

ZIMBRA
MEO SU’ DUNG

Tai liéu hwéng dan nay cung cap cho ban top 15 meo st
dung Zimbra hay nhat nham giup ban tiét kiém th&i gian khi
lam viéc trong Zimbra.

Néu ban thy nhirng meo nay hiru ich, ban ciing cé thé thich
nhirng ban demo hwéng dan sir dung cda ching toi: (58

Top 15 meo s dung Zimbra hay nhat (dwa trén sé lan nhap
chudt vao bai blog “Ban da biét hay chwa?” clia Zimbra)
bao gém:

Xuyén sudt tai liéu nay,
hay tim nhirng pop-up
dé xem cac meo st Cac meo str dung email

dung nhanh va di¥ kién

Tim kiém trong Zimbra
hay.

Nhap va xuat t&» Zimbra
Thay ddi tiy chon trong Zimbra
Thay dbi cha dé trong Zimbra

MEO: Chuyén nhanh
dén bét ky phan nao
cua 15 meo str dung
bang cach nhap vao
céc tiéu dé nam bén
phai.

Daét trinh nh&c email va SMS (dang van ban) trong Zimbra

Bat tinh nang kiém tra chinh ta bat budc cla Zimbra

Sap xép email

Tao mot cude hen voi lich mini

Tao mét danh sach gtri thw hoac nhém lién hé

M& mot email trong clra sb riéng

Bat lubng hoat déng trong Zimbra

Chuyén tir Ché d6 xem dam thoai sang Ché dé xem thw

Chia sé Lich Zimbra v&i nhirng ngudi khéng thudce t6 chirc ctia ban
Chia sé trong Zimbra

EEERECSEEREEDBRNE

Bat xac thwc bang hai nhan td trong Zimbra

Zimbraor
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https://www.youtube.com/playlist?list=PL-n95mpBtP2aTuaC9_j9KJown6KxgMy-g

Ban méat bao nhiéu
thoi gian dé tim
kiém mot email cu
thé? Ban c6 thé tim
kiém nhanh chong
va dé dang trong
Zimbra. Tim toan bd
tai khoan Zimbra cla
ban, bao gébm cac
tap tin dinh kém, chi
trong vai giay.

@ Tim kiém trong Zimbra

C6 nhiéu cach dé dang dé tim kiém trong Zimbra:
+ Tim nhanh bang tw khoa
+ Tim kiém phtrc hop
+ Tim kiém bang cach nhap chudt phai

Tim nhanh bang tir khéa

Ban c6 thé tim nhanh bang cach st dung céc tir khoa nhu ttr, dén, trong,
v.v. Nh&p vao day dé xem tt ca cac tr khda tim kiém.

Dé tim kiém bang tir khoa:
twr khoa: ttr tim kiém

Vi du:
« Tim t4t ca cac email gvi tir Mark (tat ca cac email cé tir khéa “Mark”
trong trwong Tw):

L] « |from: mark 'Q

» Tim t4t ca cac email trong thw muc Thw da guvi:

[ ] « |in: sent Q

Tim céc tlr cé trong email bang cach gé cac tr nay vao trwedng tim kiém.

Vi du, dé tim kiém email cé tir “tdng quan tai liéu”:

[ ] = "overview document" Q

o ”

Két qua sé& hién thij tat ca cac email cé cum tir “tdng quan tai liéu” trong:
* N6i dung
» Dong cha dé
» Tap tin dinh kém
TRVAY,
S dung dau ngodc kép dé tim kiém cac cum tir két hop. Néu khdng cd
dau ngoac kép, két qua tim kiém sé tra vé cac email co tr “tbng quan”
Tim kiém phirc hop

va tr “tai liéu’riéng lé.
B4 « Search Q
Ban ciing c6 thé st dung menu Tim |°‘:' "c"a"t : |! J |
- K R ~ N - X ’ . ontacts
kiem dé tao ra mét tim kiém phirc hop. [ Global Address List ;
= Appointments

[ Tasks ssages  Read M

[ T Files

Nhép vao biéu twgng kinh IUp trong
tredng tim kiém dé mé thé Tim kiém.

K

T g Include Shared ltems | https://rma 23

Zimbra

A SYNACOR PRODUCT
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http://www.zimbra.com
https://blog.zimbra.com/2015/03/know-searching-zimbra-part-1-keywords/

Day la mét tinh nang
tuyét voi cla tim
kiém trong Zimbra...
cac két qua cla ban
sé khong bi bién
méat! Chang sé dwoc
mé& trong moét thé
riéng dé ban cé thé
tham khao khi can.

Found 7 results for: Il“overview document” x\

Thé Tim kiém c6 nhiéu menu
va tiy chon ma ban co thé st

-] New Message ¥ | | Reply

ar N e - a|mt
dung d& loc ndi dung tim kiém. “f’h" F"‘“‘h Dl il
, , as attachment
Vi dy, ban cé thé: s flagged o
~lis unread 0 P

r . . D t
o Nhap vao “CO tap tln Advanced Fll';ers. = o
dinh kém” dé chi xem o m

cac email cé chwra tap tin Date sent .. -
dllnh kém Attachments ... -

» Dat khoang ngay sft :
« Chi hién thj email dwgc e .

gUri tr hoac gtvi dén mot Folder . -
ngudi cu thé Conditionals

> « R . . P ~ Click to add before the selected bubble, or at the
° Chl hlen th! emall cO mQt end. Note: AND is implied between adjacent

terms.

> R
thé cu the 4ND) (0R) (WOT ()
° V.V

Tim kiém bang cach nhip [SEEE
Contacts  Calendar Tasks  Briefcase  Preferences

Ch u@t phéi Reply || Replyto All || Forward Archive Delete Spam (i
7 - A > 7 . <
Ban cO the tlm nhanh tat ca cac ¥ Mail Folders Sorted by Date T 1 conversation selected 5 §

£, Inbox (1) -

email ma ban da g&vi hoac nhan | = s«

[Request] Tips & Tricks ebook - Here s 2 site full ¢ @ P
< PN ] < 2 rafts
tlr mot nguwoi dung cu thé: oo n [ pe—— : I-.

@ » ... urvi, supriya, Meredith - Aug 14 .

£3 Junk 4 Received From Sender 5]
Status Rt (g New Email [nm Q sent To Sender
T Trash &, Add To Contacts - H
® » supriy 5 Forward Contact Aug 14
X A > \ a Searches
1. Nhap Chuot phal vao ten Tags Offsite € S » hotel Is everyone P p
1 N A i @ » .. Mar & Reply 10 Al [al Aug 14
ngudi dung (trong hdp > zmies Sl b Mo
Ve ~ . s M T W T F S 4k Create Filter
thuJ den trong mot ema” 26 27 28 29 30 31 1 = Create Appointment
L N d ’ 2 3 4 5 6 7 8 [ Create Task
9 10 M 13 14 15
trong mot CUQC hen V'V') 16 17 lsI%lzn 2 2 3 Open in a separate window
A Y H 23 24 25 26 27 28 29 = Show Original
2. Nhap Tim email. S e earch ghiighe

Ghim thé Tim kiéem Ezimbra

H A Y : X X A Mail Contacts Calendar Tasks Briefcase Preferences # Search @
Ghl,\m th? TII’TA’] klerp qe |U.a/\n Found 5 resuls for: (rom: meredtn ) ’
phién giva két qua tim ‘f'em’ Raniy | ey ol |[Forward | [eciwe ) [ oe | om ] [@7][ @~
va thw cua ban... cac két qua Sorted by e =
t‘lm kiém Sé khéng bi bién mét! (] has attachment ® B ... urvi, supriya, Meredith - Aug 14

(Tis flagged [Request] Tips & Tricks ebook - Here 15 awhole site full ¢ & =

Lwu Iénh tim kiém
Lwu bat ky’lénh ti[n kiém nao ma ban thuc hién thwong xuyén. D& lwu mot
I€énh tim kiém, nhap vao nut Lwu.

Mail Contacts  Calendar  Tasks Briefcase  Drive  Preferences [RaitEUd x| v |

Found no results for: | isiunread * |

| search || save |

m Reply || Replyto All || Forward Archive || Delete || Spam - - Actions ~ Read More ’IEW -

Sorted by Date T

Basic Filters.

Quay lai Bang muc luc ZlmbrCI
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Cac lénh tim kiém da lwu dwoc hién thi

trong phan Téng quan. Nhap vao Iénh tim @zimbrar
kiém nay bét cr khi ndo ban can. Contacts G
v Mail Folders
Ban c6 mudn tim hiéu thém vé tim kiém ; Isb: v
trong Zimbra khéng? . -
£3 Junk
Cac bai blog trong Zimbra: & Trash
« Tim bang tw khoa v Searches
+ S dung menu Tim kiém dé tim kiém =2 Unread Emal
+ Tao mét Iénh tim kiém Tags
« Str dung céac 1&nh tim kiém phd bién - Zimiets
* Lwu lénh tim kiém

Tai liéu hwéng dan sir dung Zimbra:
« Tim kiém trong Zimbra ({53

€ Nhap va xuat tir Zimbra

Ban co thé dé dang chuyén néi dung vao va ra khoi tai khoan Zimbra
cta minh vé&i cac tinh nang Nhap va Xuat.

Nhirng ndi dung ban c6 thé nhap va xuéat bao gébm:
* Thw muc thw (& dinh dang tar-gzipped .tgz)

Ban c6 thé dé dang * Lich (& dinh dang iCalendar .ics)

thém cac tap tin (nhw « Danh ba (¢ dinh dang .csv)

cac sb lién hé trong

s6 dia chi) ttr mot tai DPé nhap hoac xuét:

khoan khac (chang 1. Nhép vao thé Tuy chon.

han nhw Google) vao 2. Nhap Nhap/Xuét.

Zimbra bang cach st

dung tinh nang nhap.

Twong tw, néu ban

muén chuyén cac s6

lién hé trong Zimbra

&zimbrar

Mail

Contacts Calendar  Tasks Briefcase Preferences

Save Cancel Undo Changes

vao mét tai khoan v Preferences
7 7 2 X i General
kbaC, ban CO the Xuat & Accounts File: | Choose File No file chosen
sO dia chi tlr Zimbra. = i Destination: A oiders
R Filters
[ Signatures

g Out of Office

¥ Trusted Addresses

@ Contacts Type: @ Account () Calendar () Cor

9 Calendar All account data can be expor|

& Sharing Snlll’ﬂi| Inbox |

2 Notifications e ——————
@ Advanced sertings

5 Import / Export

Data types: Include all folders from the fo
@ EIMail @ Contacts

B Zimlets @ A Tasks @ EBriefcase

(4] Shortcuts

Quay lai Bang muc luc Zlmbl’(]
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http://www.zimbra.com
https://blog.zimbra.com/2015/03/know-searching-zimbra-part-1-keywords/
https://blog.zimbra.com/2015/03/know-searching-zimbra-part-2-search-menu/
https://blog.zimbra.com/2015/03/know-searching-zimbra-part-3-creating-search/
https://blog.zimbra.com/2015/03/know-searching-zimbra-part-4-common-searches/
https://blog.zimbra.com/2014/06/know-save-search/
https://www.youtube.com/watch?v=lf0fIIJRHaQ&index=24&list=PL-n95mpBtP2aTuaC9_j9KJown6KxgMy-g
https://www.youtube.com/watch?v=lf0fIIJRHaQ&index=24&list=PL-n95mpBtP2aTuaC9_j9KJown6KxgMy-g

DPé nhap, chon mét tap tin va nhdp Nhap. Zimbra sé tw dong do tim loai
tap tin dang nhap va hién thj cac tuy chon nhap phu hop

bra v Search 5] testi@talict.imbracom +

Mail Contacts Calendar Tasks Briefcase [Nl O

save | Cancel Undo Changes

et Iﬂ_
% General
4 Accounts File: | Choose File | No file chosen
= Mail Destination: [ Al foiders | n

" Filters
| Signatures

& Out of Office

POV Exco |

| import |

@ Contacts Type: @ Account ) Calendar ) Contacts
B3 calendar All account data can be exported to a “Tar-GZipped" (.tgz) format which can be imported back into the system.
& Sharing Source: ‘ Inbox |

1 Notifications.

4, Import / Export |
“ : Data types: Include al folders from the following applications;

. ;

L2J Shorteuts O@EMal @ & Contacts @ Calendar

B zimlets 0 [FTasks @ EBriefcase

Date: Start On: |T| End On:

Advanced settings

[«]

Search filter: ¢ g hasattachment

Other: [ Only export content files, exclude meta data

| Expon |

Dé xuét:
1. Chon loai muc can xuét: Tai khoan (thw muc thw), Lich hay Danh ba.
2. Chon muc nay tr menu Ngudn.
3. Nhép vao “Thiét 1ap nang cao” dé chon:
« Loai dir liéu sé& dwa vao trong két qua xuét
« Khodng ngay mudn xuét
+ B6 loc dinh st dung, néu cé
4. Nhap Xuét.

@z =~ search L ———

Mail Contacts Calendar Tasks Briefcase Preferences 9]
save || Cancel Undo Changes

v Preferences

& General
&) Accounts File: Choose File No file chosen
= ma Destination: [l foders |
7 Filters [import |
[ Signatures
& Out of Office
& Trusted Addresses
& Contacts Type: @ Account ) Calendar () Contacts
[ Calendar All account data can be exported to a “Tar-GZipped" (.tgz) format which can be imported back into the system.
& sharng Source: [ inbox |
i Notifications
£ Advanced settings
5 Import / Export E] o
H ata types: Include all folders from the following applications:
[2) Shortcuts i
@ =mail & Contacts @ FCalendar
8 zimlets @ HTasks € @Briefcase
Date! Start On: |~ end on: [-]
search filter: e g. has.attachment
Other: (71 Only export content files, exclude meta data
[ expont

Xem ban demo: (2

Quay lai Bang muc luc Zlmbr(]
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http://www.zimbra.com
https://www.youtube.com/watch?v=zvBMtJoB0Ng&amp;feature=youtu.be

€© Thay déi tuy chon trong Zimbra

Trong Zimbra, ban c6 thé thay ddi nhiéu tuy chon dé phu hop véi phong
cach lam viéc va nhu cau cta ban. Dudi day 1a mot so diém nébi bat trong
phan Tuy chon. Dé biét thém thong tin, hay xem ban demo: (3

Dé thay dbi tuy chon:

1. Nhép vao thé Tuy chon. Cac tuy chon cla ban duoc liét ké trong phan
tbng quan.

2. Nhap Téng quat. Trén trang Téng quat, ban c6 thé thay dbi:
« Hinh thre hién thj, chadng han nhw chii d& (mau séc cla giao dién

Zimbra), phdng chir, v.v.

« MUi gi®& va ngdén ng hién thi
« Cac thu muc tim kiém cd trong cac két qua tim kiém cta ban

Ban da bao gi¢
mubn tly chinh email
hodc lich biéu clia
minh? Chang han,
ban cé thé mudn:

&zimbra test@ulkimbracom -
o DOC email bén Contacts  Calendar  Tasks  Briefcase iy 9}
= ” Save || Cancel Undo Changes
2R [ £
duoi hOp thw dén ;fm _
. [(Gomea ]
1 A At £ Account Password: | Change Password |
thay vi bén phai? S k st g
3 T > AP Filters Standard (HTML)
Hién thi lich cua 3 spors

ban & ché do
xem theo thang
thay vi ché do
xem theo tuan
lam viéc?

se toolbar

Thay dbi ngén - -
ngl hién thi hoac ) |

8 9 10 11 12 13 14

mui gio'” N

29 30 31

3 Search Language: () show advanced search language in search toolbar
8 9 10

Trén trang Thw 1a cac tly chon dé thy chinh cach Zimbra hién thj thw
va cach Zimbra phan héi véi nhirng thw nhan dwoc, chang han nhuw:
* Chon mét hanh ddng sé xay ra khi ban nhan dwoc thw méi
(nh&p nhay tiéu dé trinh duyét, hién thj théng bao bat Ién, v.v..0
« Chuyén tiép ban sao thu dén mét dia chi khac (rat hivu ich néu

ngwoi khac quan 1y lich méi va/hodc hdp thw dén cla ban)
« GUi thédng bao dén mét dia chi khac (rat hiru ich néu ban khéng
kiém tra hop thw Zimbra thuwéng xuyén)

ntacts Calendar  Tasks Briefcase Drive Preferences

: 7 Show a popup
Notification Folders: @ Display

Quay lai Bang muc luc Zlmbl’CI@
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http://www.zimbra.com
https://www.youtube.com/watch?v=nyCTB6-RkTE&amp;feature=youtu.be&amp;list=PL-n95mpBtP2aTuaC9_j9KJown6KxgMy-g

Céc trang Tuy chon khac gébm co:

« Tai khodn: Lién két cac tai khoan email khac cta ban véi Zimbra,
dé ban cé thé xem tat ca cac email cia minh ngay trong hop thw
Zimbra

« B6 loc: Thiét 1ap cac quy téc hodc bd loc thw

« Vang mét: Tao thdng bao nghi hodc vang mat cta ban

« Chi¥ ky: Tao nhiéu chir ky néu can

« Lich: Chon céc cai dét lich riéng nhu ché dd xem, gi® lam viéc, v.v.

* Chia sé: Tao va quan ly cac muc dwoc chia sé trong Zimbra

« Phim tat: Xem hoéc in cac phim tat hién c6 trong Zimbra

Xem ban demo: (2)

O Thay d6i chu dé trong Zimbra

Dé thay déi chi dé cua ban:
1. Nhép vao thé Tuy chon.
2. Nhap Téng quat.
3. Chon mét tuy chon tr menu Cha dé.
4. Nhap Luu.

Cd6 mét tuy chinh
thu vi khac ban co

_atacts  Calendar  Tasks Briefcase Drive Preferences

2 A Save || Cancel Undo Changes
thé thye hién trong v Preferences _
Zimbra — dé la chu r— v
2 , £ Accounts Password: |Change Password‘
de Ung dung Web 3 Mail R Default Client: @ Advanced (Ajax)
. 7 2 R R Filters (istandard (HTML)
Zimbra c6 thé hién b sgnenres

thi mau sac va logo & ouerame
> ~ % ¥ Trusted Addresses
cua cbng ty ban hoac

& Contacts Theme: | Harmony v‘

clia nha cung cap B Coencar .

dich vu email. Ban = oo il

c6 thé thay déi mau § mo /o o

sac bang cach thay = oo

doi “chu ‘d‘é” Zimbra T:me:::e Ea:.; —T::iniwem‘ e
trong phan Tuy chon. Compose Direton: 5 | show directon suns

Steel
W vaos e EEEE e
S M T W T F 5 Twilight
1 2 3 4 5 6 7 Search Folders:  yyeg older in Searches
8 9 10 11 12 13 14 ~TIRCIude Trash Folder in Searches

15 16 17 18 19 20 21
22 23 24 25 26 28
29 30 31 1 2 3 4
s 6 7 8 9 10 1 Search Language: | Show advanced search language in searc

(JInclude Shared Items in Searches

Lwu y: Néu ban khéng cé menu Chu d&, hodc néu ban khéng thay céac tuy
chon Chu dé hién thi & day, cé thé td chirc ctia ban da khoéng bat chung.
Vui Idng lién hé véi Quan tri vién hé thdng ctia ban hodc nha cung cép dich
vy email & c6 thém théng tin.

Quay lai Bang muc luc Zlmbr(]
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http://www.zimbra.com
https://www.youtube.com/watch?v=nyCTB6-RkTE&amp;feature=youtu.be&amp;list=PL-n95mpBtP2aTuaC9_j9KJown6KxgMy-g

Ban dwoc nhac tai lai Zimbra.

Warning

"l Would you like to reload the application now to show the
new theme? (Otherwise, the new theme will appear the next
time you sign in.)

Cha dé mdi sé dwoc hién thi.

Contacts Calendar Tasks Briefcase Drive Preferences 9]

(=] New Message |*| Reply | Replytoall | Forward Archive = Delete ~ Spam v '~  Actions ¥ Read More | @ View ~

v Mail Folders [ sorted by pate ©

2 sent
(3 Drafts
B3 Junk

T Trash

No results found.

@ Dit trinh nhac email va SMS (dang van ban)
trong Zimbra

Khi ban tao mdt cuéc hen trong Zimbra, ban co thé chi dinh mot tr,‘lnh nhac
bat 1&n. Day 1a mot clra s sé bat |én trong trinh duyét ctia ban gidng

nhw sau:
Appointment Reminder(s)
staff Meeting In 10 minutes.
31 A Aug 8, 2018 f 2:15 PM 2:45 PM
Bal\n dantu’ng qu‘en ) L:Eaticn: Brea:)::::om °
moét cudc hen va wéc Bl
Y \ , a Si for: i hd S Dismi

rang m|nh Co mot nooze for: 5 minutes before nl | nooze | | |5m|55|
trinh nhac trong email
hoac dién thoai? V&i Ban c6 thé thiét 1ap trinh nhac email va/hodc SMS (dang van ban) trong
Zimbra, ban hoan Tuay chon Zimbra.

toan cod thé!

Dé thiét 1ap trinh nhac email va/hoac tin nhén dang van ban:
1. Nhép vao thé Tuy chon.
2. Nhé&p Théng bao
3. bBién vao cac trwong.
4. Lwu cac thay déi ctia ban.

@zimbroar wave -

Mail Contacts  Calendar  Tasks Briefcase Preferences 9]
Save | Cancel Undo Changes 1
T Preferences
{6 General
i Accounts ﬂ Notify: | gayle.billat@synacor.com
= Mail

' Filters Notifications By SMS

[& signatures

g Out of Office Region: |E United States v‘

@ Trusted Addresses Carrier: |§ ATET Wireless. v‘

& Contacts Phone Number: |(555) 555-1234 | send verification Cade |
B Calendar Verification code will be sent to 5555551234@txt.att.net.

& Sharing y Verification Code: |175fg57 | validate Code |

1 Notifications Status: Confirmed (6504213872@vtext.com) |Ilemnve Dew:el

g Connected Devices & Apt

i

Quay lai Bang muc luc Zlmbl’(]
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Lwu y: Néu ban khdng cé tly chon Théng bao, cé thé td chirc clia ban
khong bat tinh nang Zimbra nay. Vui Iong lién hé voi Quan trj vién hé
thdng cta ban hodc nha cung cép dich vu email dé c6 thém thong tin.

B3 - Search

& zimbrar

Mail  Contacts Calendar Tasks

2|8 X

Briefcase Preferences Staff Meeting B

Send || Save | Close Options ~ || WebEx -

Subject:  Staff Meeting

| Attendees: | (Meredith * ) urvi %) supriya *) Show Optional

Suggest a time

[ Location HBreak Room ‘ Show Equipment

Suggest a location

Start: | 9/12/2018

£ng: | 9/12/2018

z] 3:30PM
Z] 430 PM

z] ) Allday
B

Display: || Busy

~| [ calendar

~| [ Private

Repeat; £/ Week - |
Customi

Reminder: 10 minutes before E] Configure

[ Email (gayle.billat@synacor.com)
' (TISMS (650421387 2@vtext.com)

Vé sau khi ban tao mét lich hen hay mét cdng viéc, ban sé& nhin thay
céac tly chon mai trong khu vwe Théng bao nhac, nhw hinh bén dwdi.
+ Nhap vao hop Email dé gtvi thong bao nhac dén dia chi email cia
ban.
+ Nhap vao hop SMS dé givi thong bao nhac dang van ban téi dién
thoai cla ban.

Xem ban demo: {33

@ Bat tinh nang kiém tra chinh ta bat budc
cua Zimbra

Dé thiét |ap tinh nang kiém tra chinh ta bat budc:

Ban da tirng gri email
¢6 mac nhirng I6i
chinh ta rat ngé ngan?
Trong Zimbra, ban

c6 thé bat tinh ndng
kiém tra chinh ta bat
budc dé tw dong kiém
tra chinh ta tat ca cac

1. Nhép vao thé Tuy chon.

2. Nhép Thuw.

3. Cudn xudng khu virc Soan thw réi chon Kiém tra chinh ta bat budc
trwwdc khi gtri thw, nhw hinh bén dwéi.

4. Nhap Luu.

()  Mark Nichols ~

4 nracts

Calendar  Tasks  Briefcase  Drive [EGSEINEH 9]
Save || Cancel Undo Changes.
. s . > . . 1
email trwde khi g di. + preferences
& General ‘Composing Messages
A s . M e | M amm _|
s Accounts Compose: @ as HTML Font: | Sans Serif + | Size: [ 120t + | Color: [ AdM ~|
- Mail . o
As Text
R Filters
Settings: (@ Automatically save drafts of messages while you are composing
[ Signatres
@ Reply/Forward using format of the original message

& Out of Office
@ Trusted Addresses

compose in new window
& Contacts
9 Calendar

& Sharing
A Notifications

[ Use keyboard shortcut Ctrl+Enter to send message
[7JPressing the Tab key enters a tab in the editor (rather than moving focus
S Import / Export - o il ¢ g focus)

Email Reply: | Include original message ~

|4] Shorteuts

[7Use prefix @ Include headers
Zimlets

zimbrar

A SYNACOR PRODUCT
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https://youtu.be/uOOchDvjN8A

Khi ban m& Zimbra,
email ctia ban dwoc
liét ké theo trinh tw
thoi gian dwa trén
ngay nhan duorc.
Ban da tirng muén
thay ddi trat tw sap
xép d6? Cé thé ban
mudn xem email
duoc liét ké:

Theo nguwoi gl
Trong d6 cac

thw dwoc gan co
nam & trén dau
Theo trinh tw thoi
gian nguoc lai

Theo kich c&

@ sip xép email

Khi khung doc ciia ban ndm & bén phai:

1. M& menu Xem.
2. M& menu Sap xép theo.
3. Chon hang muc dé sép xép.

Contacts  Calendar  Tasks  Briefcase  Preferences
IR v+ | oo || Fovara | | acve || Deiete | span | |ghe | 4+ | Actons - Read vore | @ vew +
v Mail Folders Sorted by Date T 7 conversa tions [Request] Tips & Tricks ebook o By Conversation ] s
9 By Message fvm]
L Inbox 1y T b ..urvi,supriya, Meredith - Augie o From: (WErSdi®)
3 sent [Request] Tips & Tricks ebook - Here s awhole site full of greate: @@ To: (SURTE) Reading Pane '
3 Drafts . Expand Conversa tions »
© Meredith Aug 14 e (gayle ) (urvi) ot
3 Junk From i g
Status Report Template - Hi Gay'e, Attached Is the new form we w @ = Subject Group By
1 Trash Here is a whale site full of great examples: https://www. Sz
© b supriya, Gayle Billat - Aug 14
Searches ) Q . . N © Date
Tags Offsite October 3-41 - That is exciting! What hotel is everyone staying | F Attachment
X e () supriva Flag August 14, 2018 4:03 PM
» Zimlets ® b ... Meredith, Gayle, urvi - £} Aug 14 Here is 2 great ebook example srorty
September Newsletters - And here is the latest patch info .. Patch Info P Al Unread
. urvi / Unrea August 14, 2018 3:41 PM
; fey Gayle, Check out s attached. Do any of thesEWORRTREMIRIFrom: "gayle’ <gayle@ma zimt
o » Gayle Billat, Meredith - €) Aug 14 Hey Gayle, Check out the arrows attached. Do any of thesZUGTRITHRIURIErom: "gayle’ <gayle@mail.zim
[Action] Lauch Video - Thanks, Gayle. I/ take 2 look and give you fee P= = @ () Gayle Billat August 14, 2018 10:47 AM

Khi khung doc nam & bén dudi, nhap vao bat ky tiéu dé cot nao dé sap
xép theo hang muc dé. Vi du, nhap vao:

» Tiéu dé cot Chu dé dé sép xép theo trat tw chir cai dwa trén Cha dé

« Tiéu dé cot Gan cd dé hién thj tat ca cac thu dwoc gan co truwdce tién

« Tiéu dé cot Tl dé sap xép tat ca cac thu theo trat tw chir cai dwa trén
nguwoi glri. Nhap lai dé sap xép thw theo trat tw chiv cai nguoc lai.

» Tiéu dé cot Thuw nhan dwoc dé sap xép tat ca cac thw theo trinh tw
thdi gian dwa trén ngay nhan dwoc. Nhap lai dé sép xép thw theo
trinh tw th&i gian nguwoc lai.

& zimbrer

Contacts  Calendar  Tasks  Briefcase  Preferences

M Reply || Reply to All |[ Forward | [ Archive |[ Delete || Spam ~|[#~] [ Actions ~ 7 conversations | Read More || G View =
ize

¥ Mail Folders » Pt & o3 From

& inbox (1) ut

B sem & Meredith 2 Status Report Template - i Gay SOKE  Aug 14 Inby

3 Drafts » ® . Meredith, Gayle, urvi September Newsletters - And he Aug 14

£ Junk » ®  ..uni Meredith, supriya ¢ Product Launch Schedule - FI @ Aug 14

@ Trash . o supriya, Gayle Billat Offsite October 3-41 - That @ Aug 14

Searches » ©  Gayle Billat, Meredith [Action] Lauch Video - Th ack ASAP, m- Fi(3) Aug 14

TagS L] urvi Lauch Checklist - Hi - here is a link to the launch checklist: [ https://www.zimbra.com/re3 KB Aug 14 Inbox
> Zimlets

To view a conversation, click on it.

Xem ban demo: ({2

Zimbra
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@ Tao mot cude hen vei lich mini

Lwu y: Néu ban khéng nhin thay lich mini, cé thé té chirc clia ban da khéng
bat tinh nang lich mini hodc tuy chon dé da bi tat trong Tuy chon > Lich >
Ludn hién thij lich mini. Vui ldng kiém tra phan Ty chon clia ban va néu can,
hay lién hé v&i Quan tri viéen hé thdng hodc nha cung cép dich vu email dé cé
thém théng tin.

Ban cé st dung lich
mini Zimbra hay — e

khong? N6 c6 thé T T —

Preferences 9]

« X “n X & General
tiét kiém cho ban rat o A etat View:[Work Wesk Vi <]
nhl‘éu thc‘yl glan khl 4 Mail Start week on: | Sunday v |
" ' Filters Default appointment visibility: | Puolic |

tao CUQC hen ! L signatures @ Always show the mini-calendar «
& Outof Office 7] Show Calendars with week numbers
@ Trusted Addresses £ Automatically add received appointments to calendar
& Contacts Show declined meetings
& Sharing Invitation Response: { Delete invite on reply

C6 2 cach dé str dung lich mini Zimbra lam 16i tat d& tao mot cudc hop:

1. T email: Day 1a mot 16i tat rat hiru ich vi nd mé& ra mét thé cudc hen,
thé nay sé tw dong bao gbm tat ca nhirng ngudi cé tén trong danh
séach t@i/tr/cc ctia email, ndi dung cla email va bét ky tap tin dinh
kém nao trong email d6! Xem ban demo: {53

2. Tlr thé Zimbra bat ky: Gibng nhuw hinh bén dwdi, nhap chuét phai vao
bat ky ngay nao trén lich mini rdi chon Cudc hen méi. Ban khéng can
phai m& thé Lich Zimbra dé tao mét cudc hen mai.

Contacts Calendar  Tasks Briefcase Preferences

Reply Reply to All Forward Archive Delete

¥ Mail Folders Sorted by Subject T
2, Inbox (1) T @ W ... urvi, supriya, Meredith -
E sent [Request] Tips & Tricks ebook - Here is a whole site full
(@ Drafts
® Meredith
3 Junk
Status Report Template - Hi Gayle, Attached Is the new
1 Trash
& b ... Meredith, Gayle, urvi - £
Searches
September Newsletters - And nere (s the latest patcn inf]
Tags
» Zimlets ® ... urvi, Meredith, supriya - £}

Product Launch Schedule - FY| - |'ve contact the design

« 4 September 2018 » »
S M T W T F S
26 27 28 29 30 31 1

2 3 4 5 6 7 B

5 10 11 FINEHARBRRERTR 1l

16 El 18 =4 New All Day Appointment
23 24 25
30 1 2 Search Mail

Quay lai Bang muc luc Zlmbr(]

A SYNACOR PRODUCT



http://www.zimbra.com
https://youtu.be/R8SYDMPRnDg

Tinh nang tw dong
hoan thanh cua

@) Tao mét danh sach gwri thw hodc nhém

lién hé

Ban cdé thé tao nhiéu nhom lién hé néu can. Ban co thé tao nhom lién hé
cho nhém lam viéc, cho ca phong, cho ban bé, gia dinh, v.v. Khi ban go

mot dia chi vao Zimbra, cac nhém lién hé ctia ban cling sé tw dong thém
tat ca cac dia chi co trong nhém dé vao.

DPé tao mot nhom lién hé:

1. M& menu M&i trén thé b4t ky rdi chon Nhém lién hé.

&nzimbra

Z|mbra rét hl’],u I'Ch Contacts Calendar  Tasks Briefcase Drive Preferences
. Y . o Edit Delete v F~| &~ | Acions ¥
khi ban dién dia chi =r——
[wr 123 alsfc|o e[f a[H

cho email hoac tao
cac cudc hen — khi
ban g0, cac dia chi
sé tw déng bat I1én
cho ban Nhung
cling rat hivu ich néu
ban cé mét danh
sach gwi thw riéng,
doi khi dworc goi la
danh sach phat thw.
Trong Zimbra, danh
sach nay dwoc goi la
nhom lién hé.

a, Contact [nc]
& Cantact Gz S )
Ea Appointment [na)]
[ Task [nk]
[} New Document

New Spreadsheet
@ New Presentation

[ Folder nf
" Tay it

I Contacts Folder

Ea Calendar [nl)

[&] Task Folder

[ Briefcase

& accounting
& amason

accounting

& Anggraini, Fitria

Email: accounting@zimbra.

N Aug 26 - 28 System Adminic
& Autie, Eve

& Barnes, Cinnamon

& Barnes, Tara

ﬁ Certified Training Partners

& Chvala, Mally

. bat tén cho nhém.

A~ WON

. Thé Nhém lién hé sé mé ra.

. Tim cac sb lién hé dé& thém vao nhém. Zimbra thwdng tim kiém cac dia

chi trong Danh séach dia chi chung, nhwng ban cé thé thay déi tuy chon
nay dé tim kiém trong Danh ba.

5. Chon céac sb lién hé
6. NhAp Thém dé thém mot sb lién hé
7. Nh&p Lwu dé lvu nhém
@zimbre:
Mail 7 stacts Calendar Tasks Briefcase Drive Preferences LIt
@sammecnmancmun Location: | Co ]
hi
&::;.; o x
Conamons
&4:7:"@ b x
X
‘m‘ & Certified Tr ; dior
= & Chvala,Molly  mchvala@synacor.com
& Dunkel, Axel  ad@Dunkel.de
x [ Eastman, john
& Esau, Ep eesau@zimbra.com
.
EIE]
Or enter addresses below (comma separated)
[4m Acd |

Lwu y: Danh sach dia chi chung 1a mét thuat ngir dung dé chi danh ba cong

ty ctia ban.

Zimbra
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Ban da tirng cam
thay rat buc boi

khi c& phai nhap

di nhap lai vao céac
thé khac nhau dé
sao chép va dan
tr email nay sang
email khac? Trong
Zimbra, ban c6 thé
mé& cac email trong
nhirng ctra sb riéng!

Nhom lién hé méi dwoc hién thi. Xin lwu y biéu twong cia mdt nhém lién
hé Ia hinh c6 nhieu nguoi.

Khi nhap mét dia chi vao mét email hodc cuéc hen, chi cAn nhap tén cla
nhém lién hé do, va tat ca cac dia chi trong nhém do sé dwoc dién tw dong
cho ban.

—

[ IS Calendar  Tasks  Briefcase  Drive  Preferences 9]

o || osee | ghe | =) e | Acions - 37 comacs

v Contact Lists

[TA] vz [afs[cl[ofe[r[a[n[ 1 [s[x[c[m[n[o]r [alr]s[r[u]v][w][x[¥]z
I3 contacts
[ oistribution Lists & itrequest “ N
'Sample Contact Group’ [ contacts
[ Emailed Contacts & Kunz, Mathias
0 Trash & Lee, vy
Searches & wartn, vceron, o & Ginamon sames & Fita Angorain
Tags
29 & wason, Amn
> Zimlets

& Mathur, Pyush

& Matsuoka, Shinya amason
amason@zimbra.com

& Nauyen, Yuppie
& Nichols, Mark
© & pearl, Phil

& Peruski, Brad

& Ramachandran, Gautam
& Roth, Meredith
& Sample Contact Group

& support management
COONIE 0 e vars

S MTWTEF S

1 2 3 4 5 6 7 @& Tewar, Shashank
8 9 10111213 14
1516 17 18 19 20 21
22 23 24 25 6[F 28 webster, o
2303 0 2 5 4

s 6.7 89 100

& vinson, Patti

& Willams, LaToya

Xem ban demo: {33

@ M& mot email trong cilra so riéng
Ban c6 thé mé& moét email trong clra sb riéng khi:
Dang doc email:

1. M& menu Thao tac.
2. Chon “Mé& trong moét ctra sé riéng’.

(= v Search

Contacts  Calendar Tasks Briefcase  Preferences

Reply || Reply to All || Forward | | Archive || Delete || Spam | [ghv| @+ | | Actions v | <] Read More || @ View

v Mail Folders Sorted by Subject 7 conversations @ [1 & Print ol book 6 messages
& inbox (1) © » ...unvi, supriya, Meredith - Augla o Mark as Read [mr] August 14, 2018 4:11 PM
2 Semt [Request] Tips & Tricks ebook - Here is a whole site full of greate: @ - (3 Mark as Unread [mu]

3 Drats (1) P riag mfl
® Meredith Aug 14 uUnflag [mf]
2 Junk
Status Report Template - Hi Gayle, Attached is the new formwew @@ P
o Trash He 23 Redirect t  https:/Awww.hubspot.
Search ® » ... Meredith, Gayle, urvi - ) Aug 14 & Editas New
earches
September Newsletters - And here is the latest parch info .. Patch Infa P 3 Forward conversation
Tags August 14, 2018 4:03 PM
. ugust 14, H
» Zimlets © > ...urvi, Meredith, supriya - €) Aug 14 & Create Filter 9
[ Create Appointment ple: (
Product Launch Schedule - FYI - I've contact the design team, and @ P
o [ Create Task August 14, 2018 3:41 PM

Qs attached. Do any of these work? Thx, urvi From: “gayle’ <gayle@mail.zim!

.
_® »supriya, Gayle gillat - @ Au» £ Open in a separate window
E 3

Offsite October 3-4! - That is exciting! What hotel Is everyone staying | ® 3 show Original
'

@ Quick start a New Meeting

August 14, 2018 10:47 AM
Blesign magic and create 23 arraw styles for me? | want something fresh but ve
® » Gayle Billat, Meredith - €) Aug 14

August 14, 2018 10:46 AM
[Action] Lauch Video - Thanks, Gayle. Il take a ook and give you feer P~

| like how they did the graphics ... clear, informative and not gratuitous. Let's find the right arrow style for

zimbrar

A SYNACOR PRODUCT
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Ban da tirng cam
thay rat buc bdi khi
hép thw ctia ban day
ap nhirng email kiéu
nhw thw théng bao
hay nhirng cap nhat
tr cac mang xa hdi,
v.v,? Trong Zimbra,
ban cé thé dé dang
loc nhirng email nay
vao thw muc Lubng
hoat déng thay vi
hép thw dén.

DPang soan email: Nhap vao biéu twong & goc trén bén phai ctia thé Soan thu.

@zimbrar
Mail  Contacts Calendar Tasks Briefcase  Preferences [EEVUVCIIQENEETNx]
Send v || Cancel Save Draft | | | | Options ~ i
To: | (Meredith *)

2

Subject: Artwork is ready!
[atcach ~ | (Activ8_Dallas_TwitterCreative jpg (91.6 KB) %)

Sans Serif 1201 Paragraph B J USL A-B-==:=-E-6« ===

KPS OQ— B 9 o

Hi Meredith,

Here is the artwork for your review.

Marketing Manager
Zimbra | A Synacor Product

‘ONE SYNACOR - INTEGRITY - FIERCE RESOLVE - DELIVER EXCELLENCE

@ Bat ludng hoat dong trong Zimbra

Dé bat lubng hoat déng:

1. Nhap vao biéu twong banh réng trong viing Thw muc clia khung diéu
hwéng roi chon Ludng hoat déng.

@&nzimbrar

Contacts Calendar  Tasks Briefcase Preferences

Reply Reply to All Forward Archive Delete

v Mail Folders

New Folder [nf]
o - [ New Folder [n

-3
) Sent | Activity Strea ILfTricks ebook - Here is a whole site full
£ Drafts (1) <k Expand All
ﬂ Find Shares
£ Junk
Status Report Template - Hi Gayle, Attached is the new
17 Trash
® » ... Meredith, Gayle, urvi - £
Searches ' '
September Newsletters - And nere [s the latest patch in
Tags
» Zimlets ® » ... urvi, Meredith, supriya - £}

Product Launch Schedule - FY| - 've contact the design

® » supriya, Gayle Billat - €3
Offsite October 3-4! - That is exciting! What hotel s evt

2. Chon Cho phép chuyén thw vao Ludng hoat déng.
3. Chon loai thw dinh chuyén:
« Nhirng thw ma dia chi ctia ban khéng nam trong trwdng Téi hay
Téi hoac Ce
« Thw tr nhirng ngudi khéng nam trong sb dia chi ctia ban
* Thuw duwoc giri t&i moét danh sach giri thw ma ban la thanh vién
« Thw quang cdo tiép thi va thw gri véi sb lvong lon
4.Nhép Luu.

Activity Stream

Rules may be set so when you receive less important messages, they are moved
out of your Inbox and into an Activity Stream folder that you can check at your
convenience.

Enable moving messages into Activity Stream

@ Messages sent through distribution lists to which I'm subscribed
@ Commercial mass marketing and bulk mail messages
"I Messages where my address is not in the | o - | field

"I Messages from people not in my Contacts

Advanced Controls

| Save || Cancel|

Zimbra

Quay lai Bang muc luc

A SYNACOR PRODUCT


http://www.zimbra.com

Zimbra tw dong hién
thi tt ca cac email
clia ban trong ché

ddé xem dam thoai.
Ban c6 biét ché do
xem dam thoai la gi
khéng? Ban c6 biét
lam cach nao dé thay
doi ché dd xem clia
minh hay khéng?

Thw muc Lubng hoat déng gi& nam trong danh sach thw muc, va tat cac
cac email dap trng cac tiéu chi ctia bd loc sé dwoc chuyén vao thw muc
nay thay vi hop thw dén cua ban.

Contacts  Calendar T

¥ Mail Folders Sorted by Subj
2, Inbox (1) - & > ..uri,
2 sent [Request]

E; Drafts (1)

® Meredith
@ Junk
Status Ref]
1 Trash
B Activity Stream ® ... Mere
Septembe;
Searches
Tags ® P o..ourvi,
» Zimlets Product L3

& » supriya)
Offsite Oc|

@ Chuyén tir Ché dd xem dam thoai sang Ché

dé xem thw

So lwoc nhanh vé ché dd xem dam thoai:

« T4t ca cac email co cling chu dé dwoc nhdm thanh mét cudc dam thoai.
« Ban c6 thé dé dang biét dwoc minh dang & trong ché do xem dam
thoai dwa trén:

- Cac mii tén mé rong/thu gon
. ChUj s0 cho biéet sO lwgng thw hién co trong cuéc dam thoai
* Nhiéu tén trong cot Tw

Contacts  Calendar  Tasks  Briefcase  Preferences

m Reply || Reply to All || Forward e || Spam | &+ | &~ | Actions ~ Read More || @ View ~
v Mail Folders Sorted by Subject T 7 conversations [Request] Tips & Tricks ebook 6 messages
&, nbox (1) S o T 6 Aug 14 I August 14, 2018 411 PM

2 Sent [Request] Tips & Tricks ebook - Here is a whole site full of greate: @
(2 Drafts (1) —
o Me Aug 14 cc: (gayle) (urvi)
3 Junk
Statu rt Template - Hi Gayle, Attached s the new formwe wi @@ P
1 Trash Here is a whole site full of great https://iwww.hubspot.
[Ep— *» e Meredith, Ca, * hug 16
Septerber Newsletters - And here is e latest patch info .. Patch Info P
Searches 0 August 14, 2016 4:03 PM
supriya ugust 14,
Tags ® b ... urvi, Meredith, supriya - €) Aug 14 et oo o g
. Product Launch Schedule - FY1 - 've contact the design team, and @ P
» Zimlets August 14, 2018 3:41 PM
® » supriya, Gayle Billat - € Aug 14 le@mail.zim|
Offsite October 3-41 - That s exciting! What hotel is everyone staying | P
@ » Gayle Billat, Meredith - €) Aug 14

[Action] Lauch Video - Thanks, Gayle. Il take a look and give you feer P

o ) Gaylesilat

August 14, 2018 10:41 AM
Hi, Please take a look at these links to ebook ideas ... let's brainstorm the best

®uni Aug 14
approach for the Zimbra Tig

Lauch Checklist - Hi - here is a link to the launch checklist: [ https://wv P

# 4 September 2018 » »
S M T WTF s
26 27 28 29 30 31 1
23 45 6 7 8
9 10 11 12 13 14 15
16 17 18[18]20 21 22
23 24 25 26 27 28 29
30 1 2 3 4 5 6

Ban co t’hé dé dang chuyén tir ché do xem dam thoai sang ché do xem
thw. Ché dd xem thw cé giao dién truyén thong hon trong dé6 moi email
dwoc hién thi trén mot hang riéng biét.

zimbrar

A SYNACOR PRODUCT
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Dé& chuyén tlr ché dd xem dam thoai sang ché dd xem thw, chon Xem >
Theo thw.

= ~ Search [} ocayle -
Calendar  Tasks  Briefcase  Preferences 9]
Reply || Replyto Al || Forward | | Archive || Delete || Spam | [ghv | v | | Actions v Read More | @ View +
v Mail Folders Sorted by Subject © 7 conversations [Request] Tips & Tricks ebook o sy Conversation _ [ve] fs
s
2, Inbox (1) © © B ... urvi, supriya, Meredith - Augls From: (Meredith ) —
B sent [Request] Tips & Tricks ebook - Here is awhole site full of greate: @ To: (supriya) , Reading Pane 4
£ Drafts (1) - Expand Conversations »
. ® Meredith Aug 14 Ce: (gayle) (urvi) Sort by »
Junl
& Status Report Template - Hi Gayle, Attached is the new form we wi @ P Group 8y >
o Trash Here is a whole site full of great https://w Ir
B3 Activity Stream ® » ... Meredith, Gayle, urvi - @) Aug 14
September Newsletters - And here is the latest patch info . Patch Info P
Searches e O August 14, 2018 4:03 PM
supriya ugust 14,
- Aug 14
Tags @ » .. urvi, Meredith, supriva - ) g Here Is a great ebook example: [
" Product Launch Schedule - FY| - I've contact the design team, and @ P .
> Zimlets . unvi August 14, 2018 3:41 PM

Ban c6 thé dé dang biét dwoc minh dang & trong ché dd xem thw dwa trén
cac biéu twong thu.

& v search [() gayle -
Contacts  Calendar  Tasks Briefcase  Preferences 9]
M Reply || Replyto All || Forward | | Archive || Delete || Spam | | gh~ [~ | [ Actions ~ Read More || (] View ~
¥ Mail Folders Sorted by Subject + 15 messages Re: [Request] Tips & Tricks ebook August 14, 2018 3:41 PM
2 nbox (1) b ® Meredith Aug 14 From: (unvi)
B Sent * () Re: [Request] Tips & Tricks ebook - Here s awhole site ful of gr [~ To: (gayle |
(3 Drafts (1) Ce: (Meredith) (su
priva |
® supriya Aug 14
3 Junk £ Re: [Request] Tins & Tricks eboak - Here s 2 great ebook examp - = trianglearrow._z...rablue_100x100.png (529 B) Download | Briefcase | Remove
o Trash - . ‘= indianarrow_zimbrablue_100x100.png (649 B) Download | Briefcase | Remove

T housearrow_zimbrablue_100x100.png (466 B) Download | Briefcase | Remove

o uni Aug 14

[ View all images
__J Re: [Request] Tips & Tricks ebook - Hey Gayle, Check out thi )

ED Activity Stream
= Download all attachments

Searches Remove all
Tags ® Meredith Aug 14
» Zimlets &) Re: [Request] Tips & Tricks ebook - | ik how they did the graph P Hey Gayle,
2
» Meredith Aug 14 Check out the arrows attached. Do any of these work?
(2 Status Report Template - Hi Cayle, Attached is the new form @ P || ¥ Thy
urvi
®uni Aug 14

(. Re: September Newsletters - And here Is the latest patch info .. P
From: "gayle" <gayle@mail.zimbrasupportlab.com>

® Meredith Aug 14 To: ”‘Mereqim." <meredith@mail.zimbrasupportlab.com>, "urvi"
- N <urvi@mail.zimbrasupportiab.com>
{4 Re: September Newsletters - Hi Supriva, News included below. PI P> Ce: "supriya® <supriya@mail.zimbrasupportiab.com>
Sent: Tuesday, August 14, 2018 10:47:57 AM
« < September2018 » »
eem @ suprya Aug 14 Subject: Re: [Request] Tips & Tricks ebook

S M T WTF S

e () September Newsletters - H Team, It that time again. Please se! B

Hi Urvi
2 3 456 7 8 !
5 10 11 12 13 1e 15 Supva Aug 14

‘Will you work your design magic and create 2-3 arrow styles for me? | want something fresh

Re: Product Launch Schedule - F¥| - I've contact the desion team P . gl N ;
1% 17 '520 21 22 o : but very functional. This is an instructional ebook, so no frills.
23 24 25 26 27 28 29
Aug 14

0 1 2 3 4 5 g ®Meredh ° Thanks!

@ Chia sé Lich Zimbra v&i nhirng ngwei
khéng thudc té chirc ciia ban

B{;\n c6 thé chia s§ thong tin Liph Zimbra v&i bat ky ai théng qua mét lién
két. Ho cé thé nhap vao lién két nay dé xem ban ranh hay ban.

Ban da trng mudn
chia sé lich Zimbra
clia minh v&i mot

nguwoi khéng thudc
td chlrc ctia ban?

Co thé la gia dinh
va ban bé ban mudn 2. Chon tly chon Gui B £ New Calendar fni]

Dé chia sé lich théng qua mét lién két:
&nzimbra

1. Nhap vao biéu
twong banh rang
trong khung diéu
hwéng Lich.

Mail (o iI-Ta 3 Calendar EREHH Briefcase Preferences

ew Appointme Delete - - @ Today

v Calendars

F_',?, Add External Calendar [ne]

lién két ranh va ban Trash + Check All
: 0w
dudi dang Searches & Clear Al

Ié ban mUén Chla 3 Chon dlnh dang Tags (] Send Free & Busy Link As » HTML !
sé lich v&i nhirng lien két. Tror{g Vidy |razmes & Find shares -‘CS

ngU’b’I thU’O’ng Xuyén N e ay @ WebEx ICS Event
lén lich hen véi ban. I’I‘:z;g; o ou mot | 1 aene .

Y Yahoo! Emoticons

xem lich lam viéc
ctia ban. Hoac cé

Noon

Quay lai Bang muc luc Zlmbl’(]
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Ban c6 biét ban

c6 thé chia sé bat
Ky muc nao trong
Zimbra hay khong?
Ban cé thé chia sé:

Cac thw muc
email

S6 dia chi

Lich

Danh sach céng
viéc

Thw muc cap tai
liéu

Clra s soan thu mé ra cling voi lién két do. Gui lién két nay, va khi nguo
dung nhép vao lién két HTML, ndi dung sau sé dwoc hién thi:

[ Day [ Work Week 5 Week [ Mouth | [ Today aruly 2018s)
July 2018
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
71 2 3 4 5 6 7
- 100AM-11:30 AM Busy | = 6:00 AM-7:30 AM Tentative |+ 12:00 AM- 12:00 AM Busy |+ M - 7:00 AM Busy - §:25 AM- 10:10 AM Busy

= 12:00 PM - 1:30 PM Busy
- 5:30 PM - 6:00 PM Busy

= 6:00 PM - 8:00 PM Busy

* 7:00 AM - 8:00 AM Busy
» 10:30 AM - 12:30 PM Busy
+ 1:50 PM - 2:50 PM Busy

* 5:30 AM - 6:30 AM Tentative | = 6:00 AM - 7:30 AM Tentative
* 12:00 PM - 1:00 PM Busy .7 M Bi

. 10 s
+ 12:30 PM - 1:30 PM Busy

M - 6:00 AM Busy * 6:30 AM - 7:00 AM Busy

i)
* 6:00 AM - 7:30 AM Tentative |* 12:00 AM - 2:30 AM Busy .5
« 10:00 AM - 10:30 AM + 7:30 AM - 8:00 AM Busy

« 5:30 PM - 12:00 AM Busy * 5:30 PM - 9:00 PM Busy

* 12:00 PM - 1:00 PM Busy
= 5:00 PM - 6:00 PM Busy

25 26 27 28
* 7:00 AM - 8:00 AM Busy
« 10:00 AM - 10:30 AM
Tentative

* 11:00 AM - 11:30 AM Busy
= 12:00 PM - 1:00 PM Busy

= 7:00 AM - 7:30 AM By
* 10:20 AM - 11:20 AM Busy

29 30
* 12:00 PM - 1:00 PM Busy * 6:00 AM - 7:30 AM Tentative
« 1:30 PM - 2:30 PM Busy

00 AM - 7:00 AM Busy

5 6 7
* 6:00 AM - 7:30 AM Tentative

@ Chia sé trong Zimbra

Tai sao tinh nang nay lai htru ich? Dwéi day 1a mot sb vi du.

« Néu ban dang cong tac trén tai liéu v&i nhirtng nguoi khac, tat ca cac
ban d&u cé thé l1am viéc trén cung mat tai liéu tr thw muc Cap tai liéu
dung chung.

« Néu nguoi khac quan Iy lich cho ban, ban cé thé chia sé lich nay véi
anh 4y ho&c cb Ay.

« Néu ban cé mét nhém lam viéc can truy cap vao mot sé email, ban cé
thé chia sé thw muc thw, va moi ngudi cé tén trong lwot chia sé nay
déu cé thé doc email va tra I&i ching v.v.

Co hai cach dé tao cac lwot chia sé trong Zimbra:
« Nhap chudt phai vao muc ma ban mudn chia sé réi chon Chia sé
thw muc.

Calendar Tasks Briefcase Preferences

New Appointment Al | Delete v | Fv| S| | Today

¥ Calendars 2018 Mon, Sep 17 Tue,
[v] E] calendar
[“1 1 Markpsinn matnnsian
[ 47 Trash New Calendar [l
Reload [rl
Searches [[Z] Share Calendar dh *
Tags & Move
. ¥ Delete
» Zimlets

Edit Properties
£ Open in a separate window |

Noen

1 PM [ 1:00 PM - Landing Page Review |

2PM 2:00 PM - Brainst|

3 PM

« Nhép vao thé Tuy chon réi nhap Chia sé.
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S dung mét trong hai cach nay, ban sé& nhin thay hop thoai Thudc tinh
Chia sé.

Share Properties
Name: Marketing Calendar
Type: Calendar
Share with: @ Internal users or groups
~ External guests (view only)

") Public (view only, no password required)

Email: “

Role
") None  None
O Viewer View
") Manager View, Edit, Add, Remove
") Admin  View, Edit, Add, Remove, Administer

() Allow user(s) to see my private appointments.

Message
Send standard message -
Note: The standard message displays your name, the name
of the shared item, permissions grante ipients,
and sign in information, if necessary.

URL

To allow others to access this item, direct them 1o this URL:

ICS:  hitps://mail. om 20Calendar.ics

View: https://mail ppor....c lendar html

Outlook: webeals://mail.zimbrasupp....com/Marketing%20Calendar

| ox | cancel |

Pé tao mot lwot chia sé:
1. Chon moét tuy chon “Chia sé voi™:
« “Nguoi dung hodc nhém néi bd” 1a nhivng ngudi thudc té chire clia ban.
« “Khach bén ngoai” 1a nhirng ngwdi ndm ngoai té chirc ctia ban va ho
phai cé mat khdu méi co thé truy cap vao muc dworc chia sé.
« “Cong khai” cling danh cho nhirng dbi twong ndm ngoai td chirc clia
ban; tuy nhién, ho khéng can mat khau.
2. Nhap céc dia chi email ma ban muén chia sé.
3. Chon vai tro:
» Khéng cé thwong khdong dwoc str dung.
* Ngwoi xem chi dwoc phép xem.
* Ngwoi quan ly cho phép ngwéi dung xem, stra, thém va xdéa khéi muc
dwoc chia sé.
* Quan tri vién cho phép nguwoi dung thirc hién moi thao tac bén trén
cung v&i thém/xda/thay ddi lwot chia sé dbéi véi muc duwgc chia sé.
4. Nhép OK.

Ngw&i nhan sé& nhan dwoc email nhw hinh bén dwdi. Ann cé thé nhap vao
Chap nhan chia sé va cb ay sé dwgc nhac dat tén cho thw muc va chon
mau, hodc T chdi chia sé.

Email trén ciing bao gdm mét doan mé ta vé lwot chia sé nay

© Share Created: Calendar shared by urvi 1 message
. From: (unvD) November 6, 2018 2:30 PM
To: (gayle@mail. zimbrasupportlab.com |

Accept Share | Decline Share

urvi has shared "Calendar" with gayle

Shared item: Calendar (Calendar Folder)
Owner: urvi
Grantee: gayle
Role: Manager
Allowed actions: View, Edit, Add, Remove

Xem ban demo: (2
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Tai khoan email 'cﬁa
ban da trng bi tan

céng? Céc sb lién hé

cua ban tirng nhan
duwoc email “tw”

ban nhwng thyc sy
khéng phai do ban
glri? Trong Zimbra,
ban c6 thé thiét lap
quy trinh xac thyc
bang hai nhan t6
(2FA), mét Iep bao
mat bd sung cho tai
khoan Zimbra cla
ban. Khi 2FA duwoc
kich hoat, dé dang
nhap vao tai khoan
Zimbra ctia ban,
ban can phai c6 mat
khau va trinh tao ma
trén dién thoai thong
minh.

i

@ Bat xac thwc bang hai nhan t6 trong Zimbra

Bat 2FA rat dé nhwng ban can thwc hién mét sd buwédc. Ban sé can truy
cap vao ca tai khoan Zimbra va dién thoai théng minh clia minh dé& hoan
thanh quy trinh thiét lap 2FA.

1. Nhép vao thé Tuy chon.

2. Nhép Tai khoan.

3. Nhép Thiét 1ap quy trinh xac thuec bang hai buéc

3

Deswoploeb U UE Oy

Lwu y: Néu ban khéng nhin thay tuy chon nay trong phan Tuy chon

tai khodn, co thé t6 chirc clia ban da khong bat tinh nang xac thwc bang
hai nhan té. Vui Idng lién hé véi Quan tri vién hé thdng cha ban hoac nha
cung cép dich vu email d& cé thém théng tin.

4. Nhép Bat dau
thiét lap.

5. Nhap mat khau

Zimbra cta ban.

Quay lai Bang muc luc

Set up Two-step authentication

Two-step authentication adds additional security to your account by reguiring
not only your username and password, but also a code from your smart phone,
This added level of security makes it much more difficult for your account to be
compromised by an intruder.

Choose "Begin Setup” to configure your smart phone to generate a secure code.
Once your phone is configured, you may choose to be prompted for a code each
time you sign in, or you may choose to remember a device you trust.

| Cancel |

Set up Two-step authentication

Confirm Password

Before setting up two-step authentication, you must provide the password for the
account "gayle@mail.zimbrasupportiab.com”.

Password:

|Pre\.rious|| Next || Cancel |

zimbrar
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6. Nhap Tiép theo.
Set up Two-step authentication

Install an authentication app for your smartphone

Download and install an authentication app on your smartphone. Information
regarding supported authentication applications can be found at:

https://wiki.zimbra.com/wiki/TOTPApps

Once it has been installed, you will need to configure the application using your
mobile phone’s number, and then add a new account for this email service.
When that is complete, click the Next button to continue.

|Previous|| Next || Cancel |

Dé thuc hién cac budc tiép theo, ban can cé dién thoai théng minh.

7. Nhép vao URL dé& xem (rng dung xac thuc nao hién kha dung cho dién
thoai théng minh cua ban.
« Tai vé (rng dung xac thwc nay va cai né trén dién thoai théng minh

cla ban.

« Nhép Thiét 1ap tai khoan trong (rng dung.
- Lam theo cac budc dé thiét 1ap tai khoan bang cach s dung khéa.

8. Nhép Tiép theo.

9. S dung rng dung nay trén dién thoai thdng minh cua ban, nhap dia
chi email va khéa dwoc cung cp trong Zimbra, gidng nhw hinh.

10. Nhap Tiép theo.

ol VZW Wi-Fi & 3:01PM

Set up Two-step authentication

< Manual entry

Connect your email account

Account
‘When prompted, enter the following key:

gayle@zimbra.con MQLFMVAFPYAEAFTE

Key

ZBHFSBUNVDAFJ [Previous | Next || cCancel |

Time based .

Dién thoai théng minh cla ban sé& cung cdp ma dé hoan thanh quy trinh
thiét 1ap 2FA.

11. Nh&p ma dwoc cung cép trén dién thoai théng minh cua ban

Set up Two-step authentication

Enter code to confirm setup

Once you have entered the key, enter the 6-digit verification code generated by
the authentication app.

Code : 075179

|PI’EV\DUS” Next H Cancel |
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12. Nhép Tiép theo.
13. Thanh céng! Ban da bat quy trinh 2FA cho tai khoan Zimbra ctia minh!

Set up Two-step authentication

Success!

You have successfully configured your authentication app to provide security
codes for this email service. You will be prompted for a code each time you sign
in. In the event you don’t have access to your phone, you may also print out a set
of one-time codes that can be used to sign in.

Click "Finish" to complete setup and activate two-step authentication for your
account.

| Finish |

Gi® ban can lam gi? Méi Ian ban dang nhap vao tai khoan Zimbra, ban sé
dwoc nhac dien ma maoi tr (’ng dung trén dién thoai ctia ban.

&nzimbra

Code: e

@ Trust this computer

Néu ban khéng c6 dién thoai, hodc néu dién thoai ctia ban hét pin thi sao?
Ban c6 thé s& dung 10 ma dung mét 1an néu dién thoai ctia ban khong
dung dugc. Chi cAn nhap lién két “Xem” va in 10 ma (hodc sao chép chung
vao mot (rng dung trén dién thoai ctia ban). Hay lwu nhirng ma nay & chd
dé tim dé ban c6 thé st dung chung khi can.

Xem ban demo: (E)
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(£) (@) (in) &) ()

www.zimbra.com

Bén quyén © Synacor, Inc. Bao Iwu moi quyén. San pham nay duoc bdo vé bdi luat ban quyén va s& hiu tri tué
cta My va qudc té.‘ ZIMBRA la thwong hiéu clia Synacor, Inc. tai Hoa Ky va/hodc cac nwéc khac. Tat ca cac nhan
hiéu va tén khac dé& cap & day co thé Ia thwong hiéu clia cac cong ty twong &ng.
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