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Zarafa is a workgroup sharing solution based on the look-and-feel of Microsoft Outlook, which
enables the sharing of mail and appointments from Outlook and a web-based interface.

This manual describes the basic features of Zarafa from a user's point of view. You can use this manual
for Zarafa 6.30.0 and later.

Table of contents

1 Zarafad WeEDACCESS. ... ... e e e e e e e an e e e e eee 3
O = - T 0P 3
1.2 Create/rename/move/copy/delete fOlder..........oooiiiiiiiiiiiiiiieeeee e 4

0t R 1 1 o PSPPI 5
1.2.2 RESIZING PANES....cetiiieeiiiiitite ittt e e e e e ettt e e e e e s e et b ettt e e e e e s s s bbb tareeeeeeeeeeeeennnnnes 5
1.2.3 Empty deleted items fOlN..........uuiiiii e 5
O LT (o ] (= (T 0 PR 5
1.2.5 Marking all messages in a folder as read...........cccooeeeeiiiiiiiiiiiiic e, 5
1.2.6 PrOPEITIES. ..ottt ettt e et e e e e e e s a e e e e e e e e e eeeees 5
1.3 Access to folders and calendars for Other USErS.........ccoooiiiiiiiiiiiiiiiiieie e 5
1.3.1 Add @ PEISON. ..ttt e e e e e e e e e e aeaeees 6
1.3.2 Change PerMUSSIONS. ......cciiiiiiiiiiie e e e ettt e e e e e e e e e e e e e e e e e et e et eaeeaeeeaaaran s 6
1.3.3 REMOVE @ PEISON. ...t e 6
1.3.4 Open shared fOlders....... ..o e 6
1.4 EMAIL...c e 7
1.4.1 SN NEW EM@IL...uuuiiiiiiiiiiiiiiiiiiii e eeanns 7
1.4.1.1 Automatic email address SUgQESTION..........uuuiiiiiieeiiiiiiiiieeee e 8
1.4.1.2 Set the sender address ('from' field)............cccceeveiiiiiiiiiiii e, 8
1.4.1.3 Saving an email t0 draftS............ceeiiiiiiiiiiii s 9
1.4.2 INHNE IMAGES. ...ciiiiiuiiie ettt e e et e e e e e e e e et e e e e e e et e e e eaa e e e eaaeeaeaan s 9
1.4.3 Delete/move/CoPY EMAIL........cuiii et 11
O A D T 1= (=T o 0 - | PP RUPPPPP 11

R T /0 Y =T o - | PP 11
1.4.3.3 COPY EMAIL....ouuiiiie i 12
1.4.3.4 Change email VIEW..........cooiiiiiiiiiiiie et 12
A Y C Y= 1 od 1] o RSP 12
1.5 CaAlENUAI USAQE. ... uuueeiiiiieeeeiiiitte ettt e e e et et e e e e e e e e e e e e e eeeesaab bbb es 13
1.5.1 Create new appointment with invitations and free/busy status......................... 13
1.5.2 Accept a meeting INVItAtION. ........ooiiuiiiiiiieee e 15
1.6 Multiple CaleNTar VIEWS...........uuuiiiii i e e e 16
1.6.1 Move/delete appPOINTMENT.........coiieiiiiiiiiiiiiie et e e eeeeeaeeeanaes 16
1.6.1.1 MOVE aPPOINIMENT......outiiiiiiii e e e e e e e e e e e eaaaaaaas 16
1.6.1.2 Delete apPOiNtMENT.........uuiiiiiieiiiiiiiie e s e e e e e eeeeeeenes 16

1.7 MultiUser Calendar...........ooo o 16
1.7.1 Adding a user to the time liNE...........uuiiiiiiie e 17
1.7.2 Deleting a user from the time liNe...........ooouiiiiii e 17
1.7.3 Loading a group of users to the time liNe............ccoooiiiiiiii e 18
1.7.4 Load group ialog.......ccooiiiiiiiiiiiei e 18
1.7.5 NO ACCESS MESSAGE.....cceeerrunuuiiieeeeieerrria e e e e e eerenar e e e e e e eenrnnaa e e e e e eeennnnna s 18
1.7.6 All attendees/Free DUSY Dar..........cooooiiiiiiiii i 18



1.7.7 Create or delete an appoiNtMENT...........uueiiiiiiiiiiiiiiiiiiee e 19

1.7.8 Dragging appPOiNtMENTS.......cccoiiiiiiiiiiiie e e e e 19
1.7.9 Changing ZOOMIBVEL........coo it eeanaes 19
1.7.10 Changing number of displayed days...........cccoeeeiiiiiiiiiiiiiiii e 19
1.7.11 Browse timMe PEIIOU.......uuuiiiiiiiiieeiiiiiitte ettt e e e e e st e e e e e e e e s aennnaaes 20

L 8 T ASKS. et a et b e 20
S 0] | = Tod £ O 20
1.9.1 Create NEW CONTACT. ... ...ttt e e e et e e e e e e e e e ean e e eeennaas 21
1.9.2 Detailed CONtACES........cccoiiii e 21
1.10 DIiStribUtION lISTS....ccooiiiieeeee e 23
1.10.1 Creating new diStribution liStS..........cccoiiiiiiiiiiiiie e 23
1.11 Public Folder FAVOUIIES..........ccuviiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeee ettt 24
R 5 1= 24
I G T S = 11 T 3PP 26
L1.13.1 SIQNAIUIES...cciiieiiiiiitie ettt e e e et e e e e e e e e bbb e e e e e e e e e e e aeeeeeees 27
1.14 FIrefOX EXIENSIONS. .....cviiiiiiiiiiiiiiiiieiiieeee ettt eeeee et e et et e e et e e e e e e e eeeesan e e e e eeenanaaens 28
1.14.1 Zarafa Attachment Drag and Drop EXtENSION ..........cccoviiiiiiiiiiiiiiniiiiiiiieiiinns 28
1.14.2 Zarafa New Mail Notification EXtENSION.........cccuvviiiiiiiiiiiiiiiiiiiii e 28
Ot R Y= 11 o [ PP P U PP PPPPPPPPPPRRIN 28

1.15 Advanced WebhacCCeSS OPLIONS........uuuiiiiie it s e e e e e e eaaas 29
1.15.1 Webaccess as default mail Client............cccoooiiiiiiiiiieeeee 29
1.15.2 EXamMPIeS WINAOWS........cooiiiiiiiiiiee ettt e e et e e et e e 29
1.15.2.1 Installing the.reg file: ... 31
R TC N e T 0] o] L= 1T U PR 31

2 Zarafa OULIOOK CHENL..........uuiiiiiiiiiiiiieii e aeeaaeseesaesssanssnnrsnneeeeeenes 32
2.1 Installation of the OULIOOK CHENL......... .. 32
2.2 OULIOOK CONNECTION TYPE.....eeeiiiieeiiiiiitee ettt e e e e r e e e e e e e e e e eeeeeeesannnnes 33
2.2. 0 ONINE. ..t e e e aan s 33
2.2.2 DEteCT Al SEAIUP.....ciiiiiieiiiee et 34
2.2.3 Cached Zarafa MOGE...........uuuuuuiiiiiiiiiiiiiiii bbb 34
2.2.4 What is the best connection type to Cho0Se?...........vviiiiiiiiiiiiiiin 34
2.3 Using the Zarafa OUtlOOK CHENt...........cooiiiiiiic e 34
2.3.1 WOrKing OffliNe......ccooiiiii e 34
2.3.2 Sending email during offline USe............ouiiiiiiiiiiii 35
2.3.3 Important things about Offline OPtioNS:........ccuiiiiiiiiiii 35
2.3.4 The creation of a public folder...........cccoiiiiiiiiiii e, 35
2.3.5 Sharing of folders (Setting PErmMiSSIONS).........coiiiuiiiiiiiiiee e 36
2.3.6 Adding or opening folders shared by other users...........ccccoeviiiiiiiiiiiiieecein, 37
2.3.7 Adding and removing stores of other Zarafa USers.........cccccvvvveevevvveiieeeieennnnnnn. 37
2.3.8 Restoring deleted IteMIS......cooi i 38
2.3.9 Free/BUSY UPUALES. ....ccoiiiiiiiiiiiet ettt e e e e e e e e e e e e e eb bbb s 39
2.3.10 RESOUICES. ...cceeituiii ettt e e e ettt e e e e e e et e eeeb e e e e e e e eea s e aean e e aeanaeennnnans 39
2.3.10.1 TIPS @NA TFCKS. ...eeiiiieiiiiiiieeeee e 40
2.3.11 Out Of OFfiCE ASSISTANL.......uuiiiii s 40
2.3.12 RUIES. . 40
FC TR R Y [ | F= 1L [ PP 41
2.4 Digital signatures and eNCIYPLION.........c.uuiiiiiiiee et e e e e eeeeaeeane 41
2.4.1 Retrieving a CertifiCate.........cooviiiiiii i e 41
2.4.1.1 CertifiCateS VIa AD......cccoiee ittt 41
2.4.1.2 Certificates via an independent CA..........oooiiiiieiiiiiii e 42



2.4.2 Check encrypted email SETHNGS. ....ccuuieiiiiiiiiiiieiie e 42

2.4.3 USING the CEIIfICALE. .. ...t 43

2.5 FAX FRAIUI. ... e e ettt e e e e e et e e et e e e e e e eeaaae 43
A I B 11 [=To T= 1 1o o PRSP 44

P A 0% 1(=To (o] £ 1S- 110 o FOR PP PP PPPPPPROPRTN 45
2.7.1 Create a custom category in OUtlook 2007.............uiiiiiiiiiiiiiiicie e, 45
2.7.2 Create a custom category in Outlook 2000/2003............ccceeeeeeeeeiiiiiiiiiiiieeeeeeennn 45
2.7.3 Categorise items and Sort by Category...........uuuiiiiiiiiiiiiieiiiin e 46

2.8 Malil eXPIration aAtE........ccceiiiiiiiiiiiie e e r e e e e e e e aannes 46
2.9 Advanced CONfIQUIAtION...........cuuuiuiiiee e e e e e e e e e e e aaaeeeee 47
2.9.1 PrOXY SEUINGS. .. .uuttiiiiiiieee i ittt e e st e e e e e s s r e e e e e e e e bbb as 47
2.9.2 Other CONNECLION SELHNGS. .....coiiiiiiiiiiei e e 47

P2 O I U o] T o] (o [ g o Y0 T 1 | (S 47

3 Zarafa IMAP @nd POP3..... . iiiiiiiiiiiiiiiiiiiiiieeiiiieeeeeeieeeseeeaseesssesssesesssssesssssan e eeseessnnnaaaeeees 48
3.1 Client CONTIQUIATION. ......coiiiiiiiie ettt e e e e e s e e e e e e e eeeeeaennnes 48
3.1.1 Mozilla Thunderbird...........ooor 48

I 00 I VL T o [0 TS 1Y = 1SR 49

4 Zarafa CALDAYV @Nd ICAL......uuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieaieeeeeeeeseeeseeeeeseeeeseseesaeesssesa e e eeeasann s 49
R Y Y O @ 1 o= | od 1= o | U 50
4.2 SUNbird CHENt GUIAE.........coooi e 51
4.3 Evolution Client CoNfIQUIAtION..........ueiiiiiieiiiiiiieiee e e e e e e e e e e eeeeeeenes 52

5 MODIlE CHENES..... 52
5.1 Z-pUSH INTTOAUCTION. ......eiiiiiiiiii et e e e e e s e e e e e e e eeenennnanes 52
5.2 Setting up your Mobile deVICE........coii i 53
5.2.1 Activesync based configuration............cc.uuuiiiiiieiiiiiiiiiiie e 53
5.2.2 Iphone based configuration...............uciiiiiiiiiiiiiiice e 55

1 Zarafa Webaccess

1.1 Basics
The Zarafa webaccess is by default accessible via http://<ip-address>/webaccess.

Webaccess is available in several languages which you can select on the login screen.
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Pleaze logon

hame: |

Password. |

Langusge:

Logn.n.. ~anguage.

Screenshot 1: Login screen

After you log in, you have access to all your Outlook folders and the Public folders. The most basic
functions are available in the top bar of the Webaccess. See screenshot 2.

Via the right mouse button you can access some extra functionalities of the various folders.

& Zarafa webaccess

cfew < | ¥ % & | GdReply lReply 21 glForward |

“ Folder |Fram

~
@ Appointment Test

[ Mestingrequest
@ Contact ms
% Distributionlist
@ Task
25 Mate

Screenshot 2: Menu "New"

1.2 Create/rename/move/copy/delete folder

¢ Zarafa

Outlook sharing & Webaccess

:: WebAccess ::

To create, move, rename, copy or delete a subfolder you can use the right mouse menu in the folderlist.

Folder list m

Al folders |From

= &{/ Inbax - Lucas Test Lo
@ Calendar
@ Contacts
@ Deleted tems
2 Dratts
2 ol
=
3 oy 11" CopyMove Folder

i Jun

@ Mot I 1Rename Folder

) Open

3 Out| 3 Mew Folder
~ RS
53 Ser]
A Tas ¥4 Delete Folder

Open |

7 Mark Al Messages Read

Properties

Screenshot 3: Context menu from a folder

It is not possible to delete, move, or rename default Outlook folders such as Inbox, Calendar or

Contacts.
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1.2.1 Printing

In the Webaccess you can print your email, appointments, and contacts with the print button: =

After opening a calendar in the day, week or month view, it is also possible to print these as an
overview.

1.2.2 Resizing panes

Just like in Outlook it is possible to resize the panes in Webaccess so you can setup the width and
height of the workspace in each pane manually. To do this: place the mouse between two panes en
drag the pane border to the location you wish.

1.2.3 Empty deleted items folder

You can empty the Deleted Items folder via the right mouse button menu option “Empty folder”. This
option is only available in the right mouse button menu of the “Deleted Items” folder and the Junk Email
folder (if it exists).

1.2.4 Restore items

When deleting an item in the Deleted Items folder or Junk folder, the item is still temporarily
recoverable. Select the Deleted Items folder or Junk folder, and use the button “Restore Item” in the bar
at the top. In this new window you can restore all or a selection of the deleted items. The restored items
will be placed in the old location. If you delete the items from this window, the items are gone
permanently.

Restore deleted ltems

"\ Restore " Restore All| 3¢ Permanent Delete 3¢ Delete All| @)Close |

| |From | Subject | Deleted on | size
= junk1 11-08-2008 2k
| junk2 11-09-2008 2k
| good mail 11-09-2008 2k

Screenshot 4: Softdelete folder

1.2.5 Marking all messages in a folder as read

You can mark all the messages in a folder as read via the right mouse button menu option “Mark All
Messages Read”. Please note that when you choose this option, no read receipts will be sent when
requested by a sender, even if you have selected that option in your settings.

1.2.6 Properties

Via the right mouse button menu option “Properties” additional information about a folder can be seen.
The data usage and the number of items in this folder are shown in this new window. For more details
about the data size, use the button “Folder size...”. Here you can see a list containing all subfolders in
the folder with the data size used per subfolder.

1.3 Access to folders and calendars for other users

Just like in Outlook, in Webaccess permissions can be set on folders that allows them to be shared with
colleagues and others.

The permissions can be found by right clicking on a folder and choosing the “Properties” option, and
then selecting the “Permissions” tab on the window that appears.
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@zarafa wevaccess

crew - WO & |l Reply G

Properties
Al folders
=1 3 inkox - Michael Erkens It van ons
(D Calondar - Pemissions | —
© contacts Eweryone | )
2 @ peeted tems hichael Erkens
2 Dratts
= L_“n b D soft - Linux
L3 Open - Linux
K " Add. | Pemove | bovepei
i —Permissions ot - Linux
() Mark &l Messages Read Profile IOnI read vI = bericht
Etalus bericht
o Praperties -
) r Creste tems l_ Folder permissions Linux
] &‘, Public foldar IV Resd iems IV Folder visible 1= bericht
I treste subiolders - Lirx
Edit tems ———————————— —Delete tems is hericht
 Hone & None
© own “ own I
o o
——
Ok Cancsl
[ [S» Done Apachef2.059 @
JORE,
Veel dank, perfecte afhandeling. Tk kom hier wel uit.

Screenshot 5: Permissions

1.3.1 Add a person
«Click on the “Add” button under the Permissions tab.

*When the Address Book pops up, select the person you want to give permissions to and click “Ok”.
The name will then be added to the permissions list.

Please note that you must change this persons’ permissions below or else he has no extra rights.

«Click “Ok” to save and close the permissions window.

1.3.2 Change permissions
+Click on the person whose permission you want to change.

«Now you can either manually set the permissions in the bottom part of the permissions window, or you
can select one of the preset profiles from the Profile drop-down menu.

«Click “Ok” to save and close the permissions window.

1.3.3 Remove a person
«Click on the person you wish to remove from the list.
«Click on the “Remove” button

+Click “Ok” to save and close the permissions window.

1.3.4 Open shared folders

It's possible to open shared folders via Webaccess. By clicking the “Open shared folder” button in the
folder list, you will get a window that looks like screenshot 6.

Open Shared Folders

Marme...

O all folders
® | Inbox v

[ Ok ] [ Cancel
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Screenshot 6: Open shared folders

You can open a single folder, (for example the calendar folder), or you can open the complete folder list
of a specific user.

The opened folders are stored in your Webaccess profile, so the next time you login to Webaccess the
opened folders are still available.

To close an opened folder, you can use the “Close store” option in the right mouse button menu.

1.4 Email

1.4.1 Send new email
1.Select the button “New” in the left corner. You will the see the new email window

serna | B) & &[ 8] ! § | ] options |

piet{Szarafa. com
klazs@zarafa.com

BCC...

Subject: canceling appointment

Attachments:
B 7 Uaix xfiZi=|=#E)gc|BolEl=E=sisa
Fomat | Normal - | Fant - | Size - A- e

Dear Fiet,

Screenshot 7: Create email

2.You can add attachments to the email by selecting the “Attachment” button or the “Paperclip” icon

3.You can save the email by selecting the “Floppy disk” icon. After you have saved the email, it is stored
in the “Drafts” folder.

4.To set a flag that marks the email as important or high priority, click on the “exclamation mark” (!)
icon.

5.To add a recipient you can either add their email address in the TO, CC, or BCC field manually, or you
can select a person from the Address Book. To access the Address Book, click on the TO, CC or BCC
button.

Note: When more than one recipient is added, you need to separate the email addresses with a
semicolon.

6.In the Address Book you will see the internal users by default (unless you have selected otherwise in
Settings). By using the “Show names from the:” drop-down menu, you can choose to view contacts from
one of your personal contacts folders or a Public contact folder. You can also quick search a folder by
using the search field in the top left of the window.
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Address Book

Type Name: Show names from the:
I 38
| |Fi|e az |Display Mame
@ Alejandro Alejandro Test Alejandrogunit! ztestnl |
@ Alex Alex Test Alex@unit! ztest.nl
@ Alexander Alexander Test Alexanderg@unit! ztest.nl
@ Angel Angel Test Angel@unit! ztest.nl
@ Blake Blake Test Blake@unit! ztest.nl
@ Caleb Caleh Test Caleb@unit! ztest.nl
@ Carlos Carlos Test Carlos@unit! ztest.nl 2
BCLC...
[ Ok ] [ Cancel

Screenshot 8: Address Book

Note: Since 6.30.0 it is possible to add company-wide defined addresslists in the Address Book. Read
the Server manual for more details regarding addresslists.

1.4.1.1 Automatic email address suggestion

When typing an email address or contact information in the TO, CC or BCC fields the system
automatically gives you suggestions based on your input. These suggestions are listed below and you
can select a suggestion by using the mouse or keyboard. The suggestions are based on email
addresses and contact information that have been used recently.

It is possible to delete an address from this list by moving the selection to the address in question (by
either using the keyboard arrows or by placing the mouse over it without clicking) and then pressing the
'Delete’ key. The address is removed, but when it is used again it will show up in the list once more.

end |8 & | (8] 1 8

=] Options |
To.. | |johr
CC... | johndoe@connectu:.com =johndoe@oonnectu:s.coms=
BLCC johrwhof@zarata com sjohmwhoi@zarafa coms=
John Zarafa sjohn_zarafa@zarafa.com=

Subject:

]
Screenshot 9: Automatic suggestions

1.4.1.2 Set the sender address ( 'from’ field)

It is possible to set the FROM address of an email you are sending. This field can be found above the
TO field. When no address has been selected the default address is used.

Create E-Mail

cdsend| B & | 28] 1 8 [ options |
From: F|

LI Jane Doe <janedoei@zarafa.com:
CC... | John Do <johndoe@connectus. com>

ROT |
Screenshot 10: Selecting a from address

Please note that the FROM field is only displayed when FROM addresses have been set in the settings
dialog, which is located at the bottom right of the screen. (After opening Settings, click on the Compose
Mail tab).

p.8



~From Email Addresses
Set FROM email addresses

Jane Doe <janedoei@zarafa.com> ﬂ +
John Doe <johndoe@connactux com? —_

Screenshot 11: Adding From addresses

Important note: If the following (bounce) message is returned when sending an email not as yourself,
please contact your administrator:

“You are not allowed to send as the given user.”
Since Zarafa 6.20 two kinds of delegation are available:

-Send on Behalf permissions: if a user grants the appropriate permission to another
user, the latter can send items 'on behalf of' the other user. In this case an email or
meeting request will be sent with the following From: field: <delegate> on behalf of
<user>.

-Send As permissions: if the system administrator gives the rights to user B to 'send
as' user A, the receiver of an email will not see that user B sent an email. The receiver
will only see user A in the From: field

Before version 6.20, a user could enable send on behalf of permissions. This meant
letting a user send an email 'on behalf of another user from inside the inbox of the
other user. You could always see who sent the email. For example: Pete enters the
inbox of 'info' and sends an email as the non-active user 'info', you would see:
“pete@example.com on behalf of info@example.com”.

Since 6.20 it is possible to send emails as other users without the ‘on behalf of part.
Due to security reasons the new 'send as' permission is only configurable by the
administrator on the server side. This setting can always be overruled by the user
itself and the old 'on behalf of' permission can still be set by the user. See chapter 2.6
how to set the user based 'on behalf of' delegation and/or overruling of the admin
based 'send as' delegation.

Keep in mind that delegation always overrules impersonation. A user can always
choose not to let another user impersonate as himself.

1.4.1.3 Saving an email to drafts

Saving an email is possible by selecting the “Floppy disk” icon; After saving the email, it is stored in the
“Drafts” folder. Another option is to automatically save an unsent email. This option is available under
the ‘compose mail' tab in the settings window. To do this, check the option “Autosave unsent every: X
minutes”. The number of minutes that Webaccess will routinely automatically save the email in the
“drafts” folder can be entered too. This is only applicable when the email isn't sent yet.

1.4.2 Inline images

Zarafa 6.30 has the ability to add inline images in mail messages. To add an inline image, click on
‘Attachments' and select an image. If the 'HTML' format is being used (see 'Compose mail in this format'
in 'Settings', 'Compose mail' tab), the inline image functionality is enabled. A light blue cross icon will
appear beside the attachment (Screenshot 12). Click on the icon to insert the image in the body mail
(Screenshot 13). The inline image will be positioned in the last cursor position.
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mailto:pete@example.com
mailto:info@example.com

Create E-Mail

_jsend | B & | 4[8,] 1 8] ontions |
webdev@zarafa com

Irline image

7| wister lilies jog 32k

iB I U e % x| i= S

: Format | Marmal + | Font ~| Size

. b i ) ‘

Screenshot 12: Light blue cross icon to insert the image as a inline image
Create E-Mail

send |B) & | 28] 8 8| ) options |
wellljciev@zaralfla.com

(w]
o

BCC...
Subject: Inline image

Aftachments:

iB I U e x x| iZ i

: Format | Marmal - Fant

Screenshot 13: Inline image

To change the image size, right click on the image and select 'Image properties'. A popup will appear
(Screenshot 14) that enables the user to customize width and height of the image and options such as

border and alignment.

Image Properiies X
Image Info | Link

URL
|/anand/inlineimg/php-webclient-sjan/index. php Aoad=download_attachmentédialo|

Alternative Test

Preview

Width (403

Height|302

ag

Border
HSpace

YSpace

Align

Screenshot 14: Image properties editor

It is possible to delete the inline image directly from the main body, as if it were text.
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1.4.3 Delete/movelcopy email

@ Zarafa wenaccess

sl New - | ¥ 0% & | gl Reply (3 Reply All g Forward |

Folder list Inbox
Al folders * B |# [From |Subject
= €3} inbox - Alexander Test ) # Demo 7 X-mas jpe
@ Calendar [4 Miood = Open Test afep
3 Contacts | # DPIFA] & Frint Attachec
(@ Deleted tems (2) L y Belangrij
Z Dratts ) Remc: &l Rep RE: RE: w
= L_'qm = # MNormd i Reply All Partnert
- Support | Club N d o Sterk sc
Journal = EuroC| Voordeli
# Junk E-mail 2 Mark Unread
C? Notes Categories
=% Outbox
3 Sent tems ¥ RedFlag
@ Tasks Flag C: let
+ Flag Complete
= &5} Public folder
, Delete Flag
~ Favorites
& 3 Public Folders Attached 3¢ Delete
D \erwidards #=me DPIFAX <DFI

Screenshot 15: Context menu from a mail message

1.4.3.1 Delete email

There are several ways to delete email. They are:
+Via the delete button on your keyboard

+Via the delete button in right mouse button menu

+Via the red cross button in the top bar of the webaccess

1.4.3.2 Move email

To move a single item, use the Drag&Drop feature. Place the mouse cursor over the item to be moved,
click and hold the left mouse button. Continue to hold the button down while moving the mouse cursor
until it is over the folder the message needs to be placed.

" Zarafa webaccess

new | # 0% & | lReply Gl Reply Al gl Forward |
Folder list

Al folders t B # [From | Subject
= &‘/ Inbox - M. Erkens & Speurders.nl winnen hij speurders.nl
@ Calendar =] Luca Gibelli [Clamay-announce] announcing Clamasy
4 @ Cortacts ) 5 urder;\-'ﬁl & . Erkens winnen bij neurélFe%qﬂlLoan reminder .|
Deleted tems —k =) Jarr Schreider [announce] Turbea H3 (243 (finalT
2 Dratt =] info@interexpo.nl aanmelding mailing Interexpo
% ) wincmd-list-delete@ohisler.co Total Commander 7 beta and 6.55a relea:
Journal ) Slackware Security Team [slackware-security] screen (S5A:2006-
8 Jurk E-mail (68) =) Slackware Security Team [slackware-security] php (SS4A:2006-307
@ Mates 3 Jan Schneider [announce] Mag H3 (2.1.2) (final)
2% Outhox =] Jan Schneider [announce] Mnemao H3 (2.1.1] Cfinal)
_,;; Sernt tems ) Movell Patch Motification 03 MOY 2006 Movell Customer Center (6
@ Tasks Ty marketin incdennis com DT kit men_nis te nEam en_sen nis

Screenshot 16: Moving email

Notice that the folder names under the mouse cursor are highlighted while moving. This highlighting
marks the folder where the message will be placed when releasing the button.

To move multiple items, first select all the items (you can only move items that are currently visible). To
select a range of items click on the first item and then press and hold the shift button on the keyboard.
Before releasing the shift button, use the mouse to click on the last item in the range that needs to be
moved. All items between the two items clicked on will become highlighted.

With items that are not consecutive, hold down the control (<Ctrl>) button on the keyboard while clicking
on each item. To drag and drop these items, release the control button, place the mouse cursor on one
of the selected messages, and Drag&Drop them into the designated folder.
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Items can also be moved by clicking on the copy/move button as displayed in screenshot 17.

1.4.3.3 Copy email

To copy an item, the Drag&Drop feature can not be used, it does not duplicate them. Use the
copy/move button (See the section above about moving multiple items for an explanation concerning
how to select multiple items).

& Zarafa Webaccess

o Mew T | ¥ ;_‘,l wdReply odReply & glForward

All falders |me

Screenshot 17: Copy/Move button

1.4.3.4 Change email view

2] New v| x M & | &l Reply 33l Reply Al gl Fnrwardl

Folder list Inbox
All folders L] 5 j
- !B # |From 4 | Sort Ascending Jjec_‘t
= &/ Inbox - Alexander Test (o) & Demo } as jpegs
@ calendar [4  MioOostd 4| SortDescending | afspraak
> Contacts ] # DPIFAX % Delete this column ached Image
] @ Deleted ttems  (2) = info@eu ngrijk bericht van
2 Drafis ) Remco H| 5 Field Chooser IRE: webmail
= LT ] # Norman mailing Partner nieuwsbrief 0

Screenshot 18: Context menu from a mail view column

In Webaccess, the email view has a default layout. However, like in Outlook, change the view by adding
or removing columns.

To do this, click on From with the right mouse button and select the Field Chooser.

Field Chooser

Available figlds: Selected fields:

Categories Add ¥ | | Priority

In Falder lcon

Modification 4  Delete | Aftachments

Sent From

Ta Subject
Received
Size
Flag Status

[ Ok ] [ Cancel ]

Screenshot 19: Field Chooser

Additionally, sort your email by selecting a specific column. By default the email is sorted by date.

1.4.4 Searching

When you need to find a message you can click on the “Search” button in the top menu bar. A search
bar will then be added to the WebAccess view (To remove the search bar, click the Search button
again).
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tew - | R U & |l Repty Gl Reply Al gl Forward |3 Search|

5.
Folder list Inbox [1ors |- J4]]
Al folders: Search | Subject or Sender =] for Search | Clear |
o e
= €57 Inbiosc - M. Erkens (ErkMet ni) EEYEREE | Subject |Received ¥ |sSize %
g Calendar T al oot Thanks for joining Firefos: Add-ons Fri 05/04/07 08:52:02 Skl 7 B
Contacts =) v I Schrif uin voor Techiet Live op 18 juni Thu 050307 16:08:25 118k v
@ Deleted tems I Subjector Sender
2 2 |Tooros TechMet Flash: Windows Server "Longhorn” Beta 3 s Here 322th v
o Drafts - Bet e v
£y The Whiware Team “Whiworld: Save the Date, September 11 - 13 wied 0502007 10:15:05 24k v
Jaurnal (3  STARTREK.COM TG at 20, Star Trek convention news, Doohan memorial and man Tue 050107 20:04:17 53k 5
2 Junk E-mail £y service@bigdenniz.com Kaninginnedag, en BigDennis.com viert mee! Set D4/28/07 14:10.04 Tho v
> Motes £y 4 Michael Erkens Login Fri 04627707 08:31:25 Sk v
2% Outhox Cy  Speurdersnl Dt il toch ook? Thu 04/26/07 11:46:33 18k v
22 Sert tems o mmac Hiewiw TOMTOM s XL Vied D4/25/07 134351 13K v
D Tasks o) Microsoft Wicrosoft MEDN nisLwshrel Viied D425107 12:53:34 S5k 4
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Screenshot 20: Searching options

Here you can type your search query and choose where you want to search. For example if you

remember part of the subject of the message you are looking for, you can select “Subject” from the pull
down menu. You can then click on the “Search button” (binoculars icon) or press the enter button on the
keyboard, and the mail list will be updated so that it only shows messages with your search words in the
subject. (screenshot 20)

# Zarafa wevaccess A
tew - | R U & |l Repty Gl Reply Al gl Forward |3 Search|

Folder list Inbox

Al folders: search | Subjector Sender x| for |startrek ﬂl M

= €5} Inkuosc - M. Erkens (Erkhet ri) ' @ & From | Subject |Received ¥ |size | ¥
@ Calenctar ("  STARTREK.COM THG at 20, Star Trek convertion news, Dookan memorial and mon Tue 05/01/07 20:04:17 55kk e
© cortacts ) STARTREK.COM Wovie news, new: column and iTunes all on STARTREK COM Tus 0327/07 17:17:05 4Tkb v
f? Deleted tems ) STARTREK.COM STAR TREK ¥I: The Latest News Fri 03i02007 17:05:16 [E) 4

5 Lﬂ _ ) STARTREK.COM Star Trek Recommends: Save 10% on Everything in the Stors Tus 02020/07 16:31:22 Skt v

=) STARTREK COM Star Trak on iTunes, Remastered news and mors! Tue 02006/07 15:18:31 B0k 4
Journal )  STARTREK.COM Star Trek Recommends: Savs 10% Tue 01023107 22:12:20 91k v
8 Junk E-mail
2 Notes
3 Outhox
3, Sert fems
D Tasks

Screenshot 21: Search results

When you are finished searching you can press the “Clear” button (red circle icon) to return to the
normal view with all your messages. When you want to remove the search bar, you can click on the
“Search” button in the top menu bar.

1.5 Calendar usage

1.5.1 Create new appointment with invitations and free/busy status
1.Select the folder Calendar.

2.Select the button “New” to create a new appointment. You will see a new appointment window

Appointment

BEsave | & | & | (% iRecurrence | [dinvete sttencees | T 0| 3¢ |

Appeintment ]Schedu\ing I

Subject: zales meeting

Location: Delif Label: lNone—v
Start time: 06-10-2008 T 140 ﬁ [ i Day Event

Enal time: 06-10-2008 o o0 A

[] Remincer: W Busy Status: IElusy—v

Aftachments:

Screenshot 22: New appointment

Private D
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3.Insert a subject for the appointment, and if necessary a location.

4.Select a start and end time for the appointment.

5.0ptional: enable the reminder option, you'll get a reminder pop-up before the appointment starts. The
time interval before the reminder and the appointment is adjustable in the field next to the reminder
option. When it is time for the reminder to pop-up, Webaccess should show a list of these reminders
with an option to open the item, dismiss the item, dismiss all items and to “snooze” the reminder event

by a given time.
Note: You need to enable pop-ups in your browser to get the reminder pop-up.

0 reminders are selected

| | Subject |Due in
@ work meeting 17 minutes overdue -

Open ltem ] [ Dismiss I

Click Snooze to be reminded again in:

5 minutes A Snooze

Screenshot 23: Reminder dialog

1.Via the button “Invite Attendees” you can send a meeting request to a colleague (screenshot 24). You
can add other attendees by adding their email addresses. The email addresses need to be separated
by a semicolon. Via the “To” button you can select contacts from your Address Book. The attendee will

receive a meeting request which the attendee can accept, tentative, decline, or propose a new time for
the meeting.

_f=end BSavel .;:'.,| & | (:)Rec:urrenc:e || 1 3 ||

Appointment ]Scheduling I

Lucas Test <Lucas@unit] . ztest.nl:;

Subject: zales meeting

Location: Delit Label: I Mone v
Start time: 06-10-2008 7o) 1430 |2 [ aipayEvent

End time: 06-10-2008 To) 100 |

|:| Reminder: I 15 minutes Busy Status: I Blusy .

Screenshot 24: Meeting request

1.By selecting the tab “Scheduling”, you see the free/busy times for multiple people. In this view you can
easily schedule a meeting for several colleagues and see exactly when a specific person is busy, out of
the office, or available. If attendees are invited for this appointment, and the attendee has proposed a
new date or time for the meeting, a list of proposals will be shown.
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_isend [E)save | = | & | (:)Recurrenoe | [Acancel Invitation | i 8 ||

Appointment | Scheduling ]
| Proposed start date and time | Proposed end date and time Duration Proposed by
11-09-2008 15:00 11-09-2008 15: 30 minutes <Current Meeting Time= -

T hours Hilde Test

Zoom 1day Thu 11 Sep 2008 -
w07 08 09 10 11 11 13 14 15 16 17 18 19 20 21 22 23 00 01 02 03 04 05 |
All Attendees ]
Inge Test . =
[@ >| ¢ Hilde Test ]
[& x| Hilde Test ]
< 1 ¢
AutDPick Start time: 11-08-2008 o s |2
R - . =l
End time: 11-09-2008 0 o |

] Busy B Tentative Il Out of office No Information

Screenshot 25: Scheduling/FreeBusy

All Attendees
Milo Costergo

€. Brian Joseph

+ Required Attendes
0 Optional Attendes
{3 Resource (Room or Equipment

< |Au1DF‘ick b I Start time:

Screenshot 26: Attendee or resource option

2.Colleagues can be added via the “Add a name” field.

3.If a user has been added as an attendee, you can mark that user as either required to attend that
meeting or as an optional attendee. It is also possible to schedule the user as a resource - like a room
or a piece of equipment - needed for that meeting.

4.In the Tracking tab a list with all attendees for this appointment with the status of the responses can
be found.

_jsend [B)save | & | & | (:)Recurrenne | (A cancel invitation | § 4 |/

Appointment Im.g l Tracking ]

The following responses to this meeting have been received:

| Iname | attendance |Response
james Organizer No Response -
Luis Test Required Tentative

Screenshot 27: Tracking tab

1.5.2 Accept a meeting invitation
If someone invites you for a meeting, you will receive meeting invitation. At the top of the invitation a bar

containing the buttons “accept”, “tentative”, “decline” and “Propose New Time” are displayed for sending
a response to the owner of the appointment.

OAccept /s Tentative 1. Decline =] Propose New Time

Screenshot 28: Meeting invitation buttons

Choosing “Propose a new time” will propose a new date or time to the owner. The owner receives the
proposal and will decide whether he is going to agree or not.
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1.6 Multiple calendar views
The webaccess calendar has five different views:
-Day view
*Workweek view
*Week view
«7 day view (like the Workweek view, but with 7 days)
*Month view

Views can be switched via the four buttons in the top bar of the webaccess.

DNew | ¥ [ & | £ Today | (] Day [5] Workweek [7] Week 31] Month |

Date picker Calendar
¢ December2o06 b

Mon Tue Wed Thu Fri Sat Sun

Developers meeting (The Hague)

Folder list % MT meeting (Delft)

All folders

= €3} Inbox - Alex Test = 00
86 Coicrar | 12
@ Contacts
D Deleted tems (5) 130
.] Draftz
= [ Inbox (2) _—

Screenshot 29: Calendar view

Lunch with CEQ

To switch the view to another day/week/month you can use the date picker, which is at the top right of
the screen with arrows on both sides.

1.6.1 Moveldelete appointment

1.6.1.1 Move appointment

You can move an appointment to another time/date by selecting the item and moving it to the correct
date via Drag&Drop. If the new date is not in your view, you can open the appointment (either by double
clicking on it or by right clicking on it and choosing the Open option) and then select a new date.

1.6.1.2 Delete appointment

You can delete an appointment via the delete button in the right mouse button menu or via the “Delete”
button in the top bar of the webaccess.

1.7 Multi User Calendar

With the Multi User Calendar you can open the calendar from another user. It's also possible to see
multiple calendars from different users in one overview. Click on “Open Multi User calendar” to go to this
view.

Note: This feature is not available in the community version of Zarafa.
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Screenshot 30: Multi User Calendar

1.7.1 Adding a user to the time line
1.Click on the button “Add User” in the bar at the top.

The Address Book window will open.

|

you are logged on as Siman Koster  gettings +jog oul

M Mext Period | 7 Load Group ¢ Add User )gRemove user |

Mon 1 St 2007 |
M2 185 8 =1 | g

Tue 2 Oct 2007 |

M2 M5 M8 =1 | 9

I
Screenshot 31: Timeline

2.Click on a user to select that person and click on the button “OK”

3.The user is added to the time line and the appointments are loaded.

1.7.2 Deleting a user from the time line

Select the user by clicking on the check box in front of their name. Click on the button “Remove User” in

the bar at the top.

=10l

Groups Users

Jane Doe
Executives - John Doe
PR

[
ok Cancel

[S= | pore

Screenshot 32: User groups
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1.7.3 Loading a group of users to the time line
1.Click on the button “Load Group...” in the bar at the top. A Group Window will open.

2.Select a group in the left list and click on the button “OK”.

3.The group of users is added to the time line and the appointments are loaded per user.

1.7.4 Load group dialog

The “Load Group” dialog can be opened by clicking on the button “Load Group” in the bar at at the top.

The dialog consists of two lists. The list to the left shows the different groups that have been created.
The list to the right displays all the users that are members of a particular group when that group has

been selected from the left list.

To add or delete a group or user use respectively the plus or minus buttons on the right side of the list.
Remember that you must select a group prior to adding or removing a user.

1.7.5 No Access message

When you have added a user to the time line it is possible that you do not have the permissions

necessary to create appointments in their calendar or you might not even be allowed to see the content
of their folder all together. When you are not permitted to create an appointment an icon is placed after
the name as an indicator. When you have no access to the calendar at all, the entire time line for that

user is marked in red and a warning message appears.
L

—

Conference
{La Place Hote
05:30 - 06:00 1T:00 - 13:00

Meeting sadfzfzidfds
{Amsterdam)

I e Blow @ 12:00 - 13:00 21:00 | 21:30

Business excursion
{Maastricht)
00:00 - 00:00

m John Smmith (Mew) @ \i You don't have permission to view this folder.

Screenshot 33: No Access message

1.7.6 All attendees/Free busy bar

The bar above the time lines contains the cumulative free/busy information of the users loaded in the

Multi User Calendar. The bar also shows whether the appointments are set as “Tentative”, Busy” or

“Out of Office”.

Previous Dey P Nexi Dey bb Mext Period | €8 Load Group € Add User )@Remuve user

bon 1 St 2007 [ Tue 2 Oct 2007 [ ied 3 Cict 2007 [
=
o ] 12 HE s p i 12 HE s 21 9 12 hE 18 21
g
o2
Meeting with custc Meeting customer Meeting Make followyp call |Mark
{Hotel ) {Company) {Company} {The Office) {The
09:00 - 12:00, 09:00 - 10:00, 10:00 - 14:00 17:30 - 13:00 09:00
Sales meeting Conference call Meet with CEQ Cal
{The Office) {The Office) {Th
B 14:00 - 15:00 10:00 - 11:00 14:30 - 15:30 101
Meet with associal C
{Company} (s
1400 - 15:00 1

Screenshot 34: All attendees/Free busy bar
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1.7.7 Create or delete an appointment

To create an appointment you have to double click on the time line of the user you want to create an
appointment for. This will open a new appointment window where the appointment can be created

To delete an appointment you have to open the appointment first and then use the red cross # to delete
it.

1.7.8 Dragging appointments

To drag an appointment you have to click and hold down the left mouse button on an appointment and
move the mouse over the time line to the desired location and release the mouse at that point. To help
place the appointment an red overlay follows the mouse to indicate the point and the time the item will
be placed when the mouse is released at that point.

Iohn Doe

Meet|12:00 - 16:00 Meeting customer
{Company}
$9:00 - 10:00

Conference call
10:00 - 11:00

Meet with associal
{Company}

lane Doe

1400 - 15:00

Conference
{La Place Hotef)
05:30 - 06:00 17:00 - 13:00 18:00 - 19:00]
[ ing sadfzFzdfds:
{Amsterdam)
loe Blow @ 12:00°- 13:00 21:00] 21:30

Business excursion
{Maastricht)
00:00 - 00:00

Iohn Smith &2 ¥ vou dont have permission to view this folder

Screenshot 35: Dragging appointments

It is also possible to drag the appointment to the store or other users, if you have the permissions to do
so. Simply move your mouse to that store and the red overlay will follow, when you are allowed to
create an appointment in the other calendar.

1.7.9 Changing zoomlevel

It is possible to quickly zoom in on the time line by changing the zoom level using the drop down box in
the top left corner of the Multi User Calendar. This setting is not saved and will be reseted to the default
setting (as set in your settings dialog) next time the Multi User Calendar is opened

I Multi User Calendar

g I
-

Zoom I 5 l 5

Al attendees I -

r John Doe
Screenshot 36: Zoomlevel

1.7.10 Changing number of displayed days

To change the number of days that are loaded in the time line and to change the number of days that
are visible at the same time (zoom level) you have to open the settings dialog. Under the tab “Calendar”
the “Multi User Calendar View” options can be found. These settings will be used whenever you open
the Multi User Calendar.

s —

| | 44 Previous Period 4 Previous Day B Next Day e Next Peri0d| L

[ | Multi User Calendar

Screenshot 37: Buttons for changing time period
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1.7.11 Browse time period

To change the period that is shown in the time line you can use the previous/next buttons on the bar at
the top. You can either move 1 day or an entire period (1 period is the number of days which are loaded
in the timeline) back or forth.

1.8 Tasks

In the task folder a to-do list can be created and managed. Use the follow steps to create a task.
1.Select the folder “tasks”

2.Use the button “New” to create a new task. A new task window will be shown.
Bsave| & [ €5 x|

Tai]l)eiﬂ!]

Subject:

Due Date: None 3 Status: Not Started -
Start Date: None 3 Priority: I Meormal - % Complete: 0% ﬁ
|| Reminder: None 5] [Mone ﬁ Owner: Hilde Test

Screenshot 38: New task window

3.Fill in the preferred fields. The fields in this window are comparable with the “new appointment”
window.

4 .Use the “Save” button to confirm. The task can now be found in the task overview.

Another way to make new tasks is available in the task overview (screenshot 39). The upper task in this
list has an empty subject. Enter a task directly into the empty field and confirm with ENTER on the
keyboard. This way, making a task can be done quite easy and fast.

| |62 ¢ |subject | Due Date |owner
0 - =] [HideTest =]
&Y ]~ Geta cup coffee Hilde Test -
- report Kiaas about the new scheduke Hilde Test
D - e

Screenshot 39: Task overview

1.9 Contacts

The contacts folders have multiple views. You can displays the contacts in a card view or a list view.
You can switch between these views with the buttons in the top bar.

You can send an email directly to a contact via the right mouse button menu option “Email Message”.
Via the letters at right side of the contact view you can see all the contacts that start with a specific
letter.
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FhaNew ~| ¥ UM & | £ cards ¢ List|

Folder list Contacts

All folders
= &“’/ Inbox - Alex Test Charly Peterson
@ Ccalendar Work: +3115-2517715
@ Email; c.petersoni@zarafa.com
(3 Deleted tems (5) IBM (Dear, John)
;] Draftz Wark: +388751-21621
=+ Lj Inbox (2) Email: john dear@ibm com

(“';Q lnnrnal
Screenshot 40: Contacts

1.9.1 Create new contact

You can create a new contact via the “New” button in the top bar of the webaccess.

In the “New contact” window you can fill in all the information about the contact.

With the option “Private”, in lower right corner, you can hide the contact from colleagues that have

access to your Contact folder

1.9.2 Detailed Contacts

Since Zarafa 6.30 the Webaccess provides a detailed dialog for contacts.

1.Go to the contacts section of the Webaccess

2.To add a new contact, click the “New” button in the top bar. To edit an existing contact, double click on

a contact item.

Blsave| & ]

General
—hlame — Email
Mr. saket patel E-Email »|
Function: Display Mame:
Company: Wehpage:
File a5 | saket patel V| I - Address:

—Phone numbers

[LBusiness... J[=] |+31 [0285) 271844
[(Home.. (=] |+31 (0265) 2781338
[Business Fax -

[Mobie.. ][] +a 3979851447

—Addresses

[usiess (<] Baods

Gljarat
[ Use this
address for mailing.

—Attachments

Attachments:

Screenshot 41: New/Edit Contact

— Additional Infarmation

saket patél []

Private |:|

3.In the Contact window, buttons are available instead of labels; click on a button and the detailed
dialog box for that particular field will appear.

4.The detailed dialog boxes for Full Name, Phone Number and Address are shown in Screenshots

42and 43.
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Phone detals

Country/Region Code: +31

First: Klaas
CitylAreacode: (15

Middle:
Last: Jansen Local number: 123456
SUHE R St Extension:
[¥] show this again when name is incomplete or
unclear Ok | | Cancel

ok ][ Cancel

Screenshot 42: Name details dialog and Phone details dialog

Address details

Street:

City: Delft
StatelProvince:  Zuid-Holland

ZIPiPostal code:  2524HT

Country/Region: Netherlands

:EI Show this again when address is incomplete or
unclear

[ ok || Coneel |

Screenshot 43: Address details dialog

5.In the name and address dialogs a check box is provided in order to give the possibility to have the
dialog automatically shown if the name or address should be incomplete or not clear.

6.There are three types of address fields (Home, Business, Other). To change between these
addresses, use the cascade menu that appears when clicking on the small arrow situated beside the

address field.

-Addresses

Home: Home

+ | Business

|:| Use this address.
for mailing. | Other

Screenshot 44: Cascade menu to choose the address type

7.In this menu, a tick is shown beside the type of address that contains information; this way it is
possible to know which addresses have already been entered.

8.Different types of phone fields are now available in Webaccess. To change the phone type use the
cascade menu that appears by clicking on the small arrow near the phone number field.(Screenshot
45). Also in this menu, a tick is shown beside the type of phone that contains information.
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Bsave| & | 4] X |

Assistant

—Name «| Busil

Full Mame: Bitsq 2

Function:

«| Business Fax
Company:
Callback p—
File as: -

Car

—Phone numbers.

[
Commis =] "om
[ o =] Homerex

ISDN

—Addresses

(2| < e

= . Other
"1 Use this address

for mailing. Other Fax

Pager
—Attachments:

Primary
Attachments:

Radio

Telex

Contacts: TTY/TDD

-3 webaccess_manual_... %) Zarafa Webaccess - ...

Screenshot 45: Cascade menu to choose the phone type

1.10 Distribution lists

Using a distributionlist when creating a mail, can be done by using the same steps as adding contacts to
an e-mail, by selecting the distributionlist from the addresslist. After selecting the distributionlist, all
mailaddresses will be placed in the chosen field header.

1.10.1 Creating new distribution lists

1.Select the Contact folder you want to add the new distribution list to and select the option “Distribution
list” from the “New” menu button.

Distribution List
aSavel

Members ]Notes I

Name: | Sales colleagues

[ iSelectMembers...! H Adld new... ” Femove..

| |Name|E-maiI
2 Lucas@unit! ztest nl
2 Luke@unit! ztest.nl

Screenshot 46: New Distribution list window

2.With the button “Select Members” you can select contacts from the Address Book to add to the
distribution list.

3.With the button “Add new” you can create a new contact to add to the distribution list by specifying a
Name and an Email address..
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New e-mail address

Hame |

Email Address

[ Ok ] [ Cancel ]

Screenshot 47: Add new address dialog

4.With the button “Remove” you can remove selected contacts from the distribution list. You can select
contacts by clicking on them in the lower part of the window.

5.You can also add a note to the distribution list on the “Notes” tab page.

1.11 Public Folder Favourites

To have a useful shortcut to the most used public folders use the Favourite folder that can be found
under the public folders tree. In order to add a folder to the Favourite folder, right click on a public folder
and select 'Add to favourite folder'. The 'Add to Favourite Folder' window will appear (Screenshot 48):

«Fill in a name for the favourite folder (by default the same name will be given to the folder)

By default only the selected folder will be inserted in the favourite folder without subfolders. It is
necessary to specify otherwise.

) Add to favorite folder - Mozilla... [= |[B][X]

| |_1'] https//unit1.ztest.nljwebaccess findex.phpZload: 57

Add to favorite folder

Public folder name:

Favorite folder name: | To Do

Add subfolders of this folger
O Add immediate subfolders onhy

{3 add all subfolders

[ Add ] [ Cancsl

Done #0548
Screenshot 48: 'Add to favorite folder' window

1.12 Rules

When you want Webaccess to automatically organize your email as it arrives you can use the “Rules”
feature. With this function you can set up server side rules to move/copy incoming messages to other
folders, send the incoming message to an other person, or directly delete the incoming message.

To create and edit rules you must first open the Rules dialog by clicking on the “Rules” button in the
menu bar. This button is only available when you have a mail folder selected.

o zaraf wevaccess

ey = | }( 1"_’3‘ = | dRepI\; ;ﬂRepIy Al glForaard | éﬂSearch | * |Rules | 1"_’3‘Restore tems |

Folder list

Al folders |Fram |Received ¥

= &f’ Inkbox - Luis Test L
Screenshot 49: Rules button

You will get a dialog window as in screenshot 50. In this dialog you can create, modify and delete rules.

It is also possible to change the order of the rules in case you have multiple rules which could match the
same message. To do this you must select the rule you want to move and click on the “Up” or “Down”
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button.

When you want to disable a rule but not delete it, you can uncheck the rule by clicking on the checkbox
in front of the rule. Only the “checked” rules will be executed upon the arrival of new mail. When you are
done you must click the “Ok” button to save the changes to the server.

The following rules have been defined:

| |Name |

W mail for development ;I

= from hichzel Mew...
W newesletter from zarafa Edi...
v delete all mail from Siman Delete
W private mail

Down

Ok I Cancel I
Screenshot 50: Rules overview dialog

To create a new rule, click on the “New” button in the rules overview dialog. You get the dialog shown in
screenshot 51. This is the same dialog as when you want to change a rule by selecting a rule from the
rules overview dialog and clicking on the “Edit” button.

In the add/edit dialog you can type a short description of the rule in the “Rule name” field. You can later
identify the rules by this name in the rules overview dialog.

Next you can enter the criteria for the rule. You can choose to match an incoming message by the
sender of the message, a part of the subject, the priority it has, to whom it has been sent, or if the
message has been only sent to you. You can also combine these criteria to get a better match for the
rule you are creating. (All the criteria you fill in must be fulfilled in order for an email to be seen as
matching the rule). Please note that although it is possible to combine both the “sent to” and the “sent
only to me” criteria, it is possible that by doing so the rule will not work, because they can contradict
each other.

You can use the buttons behind the input fields to open the Address Book and select an email address.

AddiEditrule

~Rule

Rule name |Messagesfrom Michael

~with the ing properties

From field contains |Michae| Erkens <michael@zarafa.com> @l
Subject contains I

Priarity I LI
-Sent to

Contact or distributionlist I @I

Sent only to me o

~Perform the ing action

 Maveto Developing
e Copy to folder

C Delete the message

" Farwardta I @I

Cancel

Screenshot 51: Add/edit rules dialog

Next you must define what to do with the matching message. You can move or copy the message to an
other folder, you can delete the message directly, or you can forward the message to another person.

When you select the move/copy action you must specify the destination folder by clicking on the
underlined text. This will open the folder list where you can select a folder.
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Finally you can close this window by clicking on the “Ok” button. To save the rule, you must close the
rules overview dialog by clicking “Ok”.

1.13 Settings

In the lower right corner of the Webaccess you can open the “Settings” window.

) save @ close |

Freferences ] Compose mail I Out of Office I Calendar IAddressbook I

- General

Language I English j

Color theme I default ﬂ

Mesne mail check timeout I E minutes j

Automatic logout | After B0 mirutes |
~Folder Options

Startup falder | Last opened falder ﬂ

Mumber of items to display per page I 100 j

i Reading pane visible

Screenshot 52: Settings: Preferences

In the Settings window you can set the following options:
-Default Language (screenshot 52)
«Color theme: at this time only silver and the default blue are available (screenshot 52)

-New mail check timeout: by default the webaccess will check every 5 minutes for new email. If new
mail is available a new mail notification will be shown in the right corner of the webaccess, and the
counter of unread messages in the folder tree will be updated. (screenshot 52)

<Automatic logout: Use this option when you want to increase security and logout the webaccess
automatically if it goes unused for the specified amount of time. (screenshot 52)

-Startup folder: The folder that is displayed when you login to the webaccess. (screenshot 52)
«Number of items displayed per page. (screenshot 52)

-Reading pane position. (screenshot 52)

*Reply-to address (screenshot 53)

-Mail format: you can format your email in Plain text as well as HTML (screenshot 53)
-Read receipts: send read receipts with every email (screenshot 53)

<Autosave unsent every: ... minutes (screenshot 53)

Close original message on reply/forward (screenshot 53)

-Always add signature to outgoing mail (screenshot 53)

-Edit signature... (open the signature window) (screenshot 53)

-Out of Office message

*The size of calendar items in the day views

-Specify working hours

-Set the default Address Book
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ESave chose |

Freferences |Composemai| ]Dutofoﬁce ICaIendar IAddressbook I

-General

Reply-to address

Compose mai in this farmst HTHL
D Cloge otiginal message on reply or forwsard

O Always request 8 read receipt

|:| AutoSave unsent every: |3 minutes
Curzor position when replying Start of body v

~From Email Addresses
Set FROM email addreszes

—Signature

O Always add signature to outgoing mail

Screenshot 53: Settings: Compose mail

| Hame Signature for new messages: Klaas fornew me
[laas for new messages Signature for replies and forwards: Klaas forreplies -
Klaas for replies
Remove | | New | | Save | | Rename... ]
Kind regards,
Jan Klaasse:}]
Ok Cancel

Screenshot 54: Settings: Signatures

1.13.1 Signatures

If the option “Always add signature to outgoing mail” is enabled, every email will have a signature at the
end of the text body. In the signature window multiple signatures can be created and/or managed. Use
the following steps to create and use a signature:

1.Click on ‘edit signature..’ in the ‘compose mail' tab. The “Signature” window will appear. (screenshot
54).

2.Click on the 'new’ button and enter a name for the signature in the pop-up box and click on 'OK'.

3.Select the just created signature in the list and edit the signature in the text box below. If the mall
format is set to HTML ('Settings'—» 'Compose Mail' tab - 'Compose mail in this format' - select HTML
from the cascade menu), HTML signatures can be used. For example, it is possible to create a
signature with image and text. Click on 'Save' to save the signature.
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| Nams __ Signature for new messages: TEST -

Signature for replies and forwards: <Mone> -

Remove | | New J [ save | ‘ Rename... |

iB I U e % x| iE = £

: Format | Nommal ~ | Fort - | Size

Stefano Barbieri
Business Development

¢ 7arafa

Qutlosk sharing and Webaceess |

Ole Cancel
Screenshot 55: HTML signature

4 Different signatures can be used; for new messages and for reply & forward messages. Choose in the
drop down menu in the right of the window which signature is preferred.

5.Click on 'OK' at the bottom to close the window and to confirm the new signature settings.

1.14 Firefox Extensions

Two Firefox extensions are available for download on the Zarafa website

1.14.1 Zarafa Attachment Drag and Drop Extension

By installing this plug-in it is possible to Drag&Drop files on a new mail in order to attach them. It is
possible to drag&drop a single file or a selection of multiple files.

1.14.2 Zarafa New Mail Notification Extension

The zarafa mail-checker extension allows the users to check their Zarafa Inbox without opening the
Webaccess or Outlook. A Zarafa icon will be present on the bottom rightmost corner of the Firefox
browser and will inform the users about incoming mail o/

A double click on the icon will redirect the user directly to the webaccess.

1.14.2.1 Settings

With a right-click on the Zarafa icon the extension's settings are accessible (Screenshot 56).
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D =s B & & %

Main Tabs Content  Applications ~ Privacy  Security  Advanced — Zarafa

Basic settings
Active

URL http://delft.connectux.com fwebaccess

Username stefano

Advanced Settings
[ Automaticly logon to the WebAccess

Open WebAccess in A new Tab o

Check interval 5 minutes -

Display alertbox when receiving new mail

Caokie ZARAFA_FIREFOX_EXT

Screenshot 56: Zarafa Mail-checker extension settings

-It is possible to activate or deactivate the plugin.
-It is necessary to fill in the url of the Webaccess and the username.

*The advanced settings allow the user to personalise the plug-in by changing the time interval for mail
check and enabling/disabling the natification for new mail. It is also possible to specify where the
Webaccess must be opened when double clicking on the Zarafa icon and enable/disable the automatic
login to the Webaccess.

1.15 Advanced Webaccess options

1.15.1 Webaccess as default mail client

Since Zarafa version 6.20 it is possible to set Webaccess as the default email client. Below are three
examples to set Webaccess as the email client to use when a user clicks on a link containing “mailto:”

1.15.2 Examples Windows

In Windows (for all users):

wWindows Registry Editor Version 5.00

[HKEY_LOCAL_MACHINE\SOFTWARE\Clients\Mail\Zarafa Web Client]
@="Zarafa Web Client"

[HKEY_LOCAL_MACHINE\SOFTWARE\Clients\Mail\zZarafa Web Client\DefaultIcon]
@="%windir%\\zarafa.ico"

[HKEY_LOCAL_MACHINE\SOFTWARE\Clients\Mail\Zarafa Web Client\Protocols]

[HKEY_LOCAL_MACHINE\SOFTWARE\Clients\Mail\Zarafa Web Client\Protocols\mailto]
"URL Protocol"=""

[HKEY_LOCAL_MACHINE\SOFTWARE\Clients\Mail\zZarafa Web
Client\Protocols\mailto\DefaultIcon]
@="%windir%\\zarafa.ico"

[HKEY_LOCAL_MACHINE\SOFTWARE\Clients\Mail\zZarafa Web
Client\Protocols\mailto\shell]

[HKEY_LOCAL_MACHINE\SOFTWARE\Clients\Mail\Zarafa Web
Client\Protocols\mailto\shell\open]
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[HKEY_LOCAL_MACHINE\SOFTWARE\Clients\Mail\Zarafa Web
Client\Protocols\mailto\shell\open\command]

@="rundl1l32.exe url.dll,FileProtocolHandler
http://<SERVER>/<USER>/mailto/index.php?action=mailto&to=%1"

[HKEY_LOCAL_MACHINE\SOFTWARE\Clients\Mail\Zarafa Web Client\shell]

[HKEY_LOCAL_MACHINE\SOFTWARE\Clients\Mail\Zarafa Web Client\shell\open]
@="Zarafa Web Client"

[HKEY_LOCAL_MACHINE\SOFTWARE\Clients\Mail\Zarafa Web Client\shell\open\command]
@="rundl132.exe url.dll,FileProtocolHandler
http://<SERVER>/<USER>/mailto/index.php?action=mailto&to=%1"

[HKEY_LOCAL_MACHINE\Software\Classes\mailto]
"EditFlags"=hex:02, 00, 00, 00

"URL Protocol"=""

@="URL:MailTo Protocol"

[HKEY_LOCAL_MACHINE\Software\Classes\mailto\DefaultIcon]
@="%windir%\\zarafa.ico"

[HKEY_LOCAL_MACHINE\Software\Classes\mailto\shell]
[HKEY_LOCAL_MACHINE\Software\Classes\mailto\shell\open]
[HKEY_LOCAL_MACHINE\Software\Classes\mailto\shell\open\command]

@="rundl132.exe url.dll,FileProtocolHandler
http://<SERVER>/<USER>/mailto/index.php?action=mailto&to=%1"

In windows (for current user only):
Windows Registry Editor Version 5.00

[HKEY_CURRENT_USER\SOFTWARE\Clients\Mail\Zarafa Web Client]
@="Zarafa Web Client"

[HKEY_CURRENT_USER\SOFTWARE\Clients\Mail\Zarafa Web Client\DefaultIcon]
@="%windir%\\zarafa.ico"

[HKEY_CURRENT_USER\SOFTWARE\Clients\Mail\Zarafa Web Client\Protocols]

[HKEY_CURRENT_USER\SOFTWARE\Clients\Mail\Zarafa Web Client\Protocols\mailto]
"EditFlags"=hex:02, 00, 00, 00

"URL Protocol"=""

@="URL:MailTo Protocol"

[HKEY_CURRENT_USER\SOFTWARE\Clients\Mail\zZarafa Web
Client\Protocols\mailto\DefaultIcon]
@="%windir%\\zarafa.ico"

[HKEY_CURRENT_USER\SOFTWARE\Clients\Mail\zZarafa Web
Client\Protocols\mailto\shell]

[HKEY_CURRENT_USER\SOFTWARE\Clients\Mail\Zarafa Web
Client\Protocols\mailto\shell\open]

[HKEY_CURRENT_USER\SOFTWARE\Clients\Mail\Zarafa Web
Client\Protocols\mailto\shell\open\command]

@="rundl132.exe url.dll,FileProtocolHandler
http://<SERVER>/<USER>/mailto/index.php?action=mailto&to=%1"
[HKEY_CURRENT_USER\SOFTWARE\Clients\Mail\Zarafa Web Client\shell]

[HKEY_CURRENT_USER\SOFTWARE\Clients\Mail\Zarafa Web Client\shell\open]
@="Zarafa Web Client"

[HKEY_CURRENT_USER\SOFTWARE\Clients\Mail\Zarafa Web Client\shell\open\command]

p.30



@="rundl132.exe url.dll,FileProtocolHandler
http://<SERVER>/<USER>/mailto/index.php?action=mailto&to=%1"

[HKEY_CURRENT_USER\Software\Classes\mailto]
"EditFlags"=hex:02, 00, 00, 00

"URL Protocol"=""

@="URL:MailTo Protocol"

[HKEY_CURRENT_USER\Software\Classes\mailto\DefaultIcon]
@="%windir%\\zarafa.ico"

[HKEY_CURRENT_USER\Software\Classes\mailto\shell]
[HKEY_CURRENT_USER\Software\Classes\mailto\shell\open]

[HKEY_CURRENT_USER\Software\Classes\mailto\shell\open\command]
@="rundl132.exe url.dll,FileProtocolHandler
http://<SERVER>/<USER>/mailto/index.php?action=mailto&to=%1"

1.15.2.1 Installing the. regfile:

1.0pen registry file in notepad then remove this line:
2."http://<SERVER>/<USER>/mailto/” and put your zarafa server's path there.
3.install registry file supplied (for current user or for all users of system).

4.In outlook 2003/2007 go to Tools — Options - Other - uncheck “Make outlook the default program
for Email, Contacts & Calendar”.

5.Also open run command and type %windir%, it will open your default windows folder

6.copy and paste zarafa.ico in that folder. The icon can be found on the server in the following place:
.../webaccess/client/layout/img/favicon.ico

1.15.3 Example in Linux
1.Make a new script file mailto. sh.

2.Put the following lines in the file:

#!/bin/bash
ADDRESS="echo $1|cut -f 2 -d : -~

# Logs this to syslog... just helps to make sure it is working properly
logger "Opening Zarafa mail client, addressed to $ADDRESS"

firefox "http://<SERVER>/<USER>/mailto/index.php?action=mailto&to=$ADDRESS"

3.Replace “http://<SERVER>/<USER>/mailto/” with your your server's path
4.Save the file in /home/yourusername/, then 'chmod uog+rwx mailto.sh'the file from a console.

5.Now type "gnome-default-applications-properties" on a console or go to System>Preferences>More
Preferences>Preferred Applications.

6.In mail reader change to custom and specify the path of mailto. sh file path would be /home/<USER>/
mailto.sh %s.

1.15.4 Adding Zarafa WebAccess as 'mailto’' handler in Firefox

When clicking an URL of an email address (a 'mailto’ address) in Firefox it will try to open a mail client
for you. Firefox has a list of possible mail client to use, with the possibility to pick a default. To use the
Zarafa WebAccess to handle 'mailto' URLs in Firefox follow the these steps:

1.Type "about:config" in the address bar and press Enter. Ignore the warranty warning.
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2.Put "gecko.handlerservice" in the filter box.

3.Double-click "gecko.handlerServiceAllowRegisterFromDifferentHost". This will change its value from
false' to 'true’.

4.Paste this code in the address bar while replacing "https://URL/TO/YOUR/ZARAFA/WEBACCESS"
with the URL you use to access your installation of the Zarafa WebAccess (usually the url you use to
get to the login screen of the WebAccess), then press Enter:

javascript:window.navigator.registerProtocolHandler("mailto",
"https://URL/TO/YOUR/ZARAFA/WEBACCESS&url=%s", "Zarafa WebAccess")

5.Below the address bar a message asking if you want to add the Zarafa WebAccess as an application
to handle 'mailto’ links. Click the "Add Application" button.

6.Next time you click a mailto: link, a screen will appear that lets you choose an appropriate application.
Select the Zarafa WebAccess, and if you wish check the box next to "Remember my choice for mailto:
links", then click OK.

From now on you can use the Zarafa WebAccess directly when clicking mailto links in Firefox. Please
note that you have to be logged in (or make use of Single Sign On) for it to work smoothly.

2 Zarafa Outlook client

2.1 Installation of the Outlook client

There are two requirements that must be fulfilled prior to installing a Zarafa workspace. First, you need
Outlook 2000 or higher, and second, the user must be created on the Zarafa Server.

The following steps are necessary to install a Zarafa workspace:

Note: It is recommended to have the latest Service Packs and Security patches installed.

1. Install the client;

- Assure Outlook is set as default email application; Control panel > Internet > Applications.

- Put the Zarafa CD in the drive, wait for the automatic start of the CD and choose the uppermost
option: Windows Client. Or, if you got the client from another source:

Doubleclick the file zarafaclient. msi

If you use Outlook XP (2002) or 2003, follow the instructions step 2a.
If you use Outlook 2000, follow the instructions in step 2b.
If you use Outlook 2007, follow the instructions in step 2c.

Note: With version 5.10, Zarafa is introducing an MSI installer for the Zarafa client instead of an .exe
installer. If you are upgrading from a Zarafa version prior to 5.10, we advise you to remove the
older Zarafa client before running the new MSI installer. If you do not remove the old client you
will have two Zarafa clients visible in the Windows software list.

Note: Version 5.xx of the Zarafa client is not compatible with a version 6.xx Zarafa server. With
version 6.00, Zarafa will ask during the installation if you want

to update the existing files. Select this option if you do not =
connect to a Zarafa 5.2x server anymore. Ageneen | Geavancestd]

[~ Server instelingen

Server zarata. server.com

Paart 236

2a. Create a new mail profile (Outlook XP and 2003):

*Go to Control Panel -> Mail -> Show Profiles...

I~ Encuyptie inschakelen (HTTPS)
Gebruikersnaam  [user
Wachtwoord ~ [esssesssesss

[~ Merbinding

Verbindings soart [Cached Zatsta Modus -
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Detect at startup ]
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«Click on Add... and fill in a title, for example “Zarafa”. Click OK.
Add a Zarafa Server to this profile (Outlook XP and 2003)

«Choose Create a new mail account and click Next -> in the dialog window that appears after adding the
profile (or after choosing Email Accounts... in Outlook or the Mail setup).

«Choose the last option (Extra server types) and click Next ->. Then choose Zarafa 6 Server and click
Next -> again.

«The window shown on the right will appear.

«Fill in the address or host name of the server in the Server field.
«Optionally: choose HTTPS connections where available.

«Fill in the login data of the user in the Username and Password fields.
«Choose the connection type, there are 3 different possibilities:

«Online
«Cached Zarafa mode
«Detect at Startup

Note: More information the 3 connection types can be found below in the section ‘Outlook
connection type’.
Note: Outlook XP only has the Online type to select.

«Choose OK a couple of times to close the windows.

2h. Create a new mail profile (Outlook 2000):

-Go to Control Panel -> Mail

«Click Add profiles... and choose Configure information services manually and Next ->.
«Choose a profile name, for example “Zarafa” and click Next ->.

«Click on Add... -> Zarafa Server -> OK in this Window.
The window shown in section 2a will appear.

«Fill in the address or host name of the server in the Server field.
Optionally: choose HTTPS connections where available.

«Fill in the logon data of the user in the Username and Password fields.
*Now click Add.. -> Outlook address book -> OK.
«Click OK.

2c. Create a new mail profile (Outlook 2007):

«Go to Control Panel -> Mail -> Show Profiles...

«Click on Add... and fill in a title, for example “Zarafa”. Click OK.

Select the option 'Manually configure server settings or additional server types' and click on Next.
Select Other, and choose Zarafa Server and click Next.

«The window shown in section 2a will appear.

«Fill in the address or host name of the server in the Server field.

«Optionally: choose HTTPS connections where available.

«Fill in the logon data of the user in the Username and Password fields.

«Click Ok. The personal folders of this user and the public folders will appear as store in Outlook after
adding the server in this way.
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«Click on Finish to finalise the profile.

3. Start Outlook.

«Start Outlook and make sure the added profile is being used.
This can be set in Control panel -> Mail -> Profiles... on the bottom of the dialog window.

*The private mailbox of the entered user and the public folder will appear as a store in Outlook.

2.2 Outlook connection type

By default Outlook has an ongoing connection to the Zarafa server and does not store the folders and
items on the local hard drive. With the introduction of Zarafa 6.00, you have the ability to synchronise all
your private Outlook data to your local hard drive, so you can easily access your email, agenda and
contacts if you do not have an internet connection.

The following three options are available for the connection to the server:

2.2.1 Online

The Online type works the same as in the previous versions of Zarafa. When you have a network
connection to the server, you can start your Outlook. When the network connection is not available you
cannot access your email, agenda and contacts.

2.2.2 Detect at startup

With the Autodetect Offline / Online type Outlook checks at startup if the server can be reached. When
Outlook has a connection to the Zarafa server all your items will be synchronised to your offline storage.
When your network connection is lost, Outlook will not automatically switch to its offline storage. You
need to restart Outlook to switch to your offline storage.

When you start Outlook and there is not a network connection available, Outlook produces a pop-up
that asks if you want to work offline.

2.2.3 Cached Zarafa Mode

The third type of connection is Cached Zarafa Mode.This type similar to the caching mode of MS
Exchange. If you select this type, you will always work on your offline storage. When there is a network
connection available all your items will be synchronised to your offline storage. The first time you
configure your Outlook profile it is necessary to have a connection to your Zarafa server. After your
profile is created and you start Outlook, all your folders and items will be synchronised.

2.2.4 What is the best connection type to choose?

Type of user Zarafa profile type

User that always works on the same fixed PC in the office Online

User that uses roaming profiles and logs in on different fixed PC's | Online

in the office

User that works with a fixed PC remote from a sub department Cached Zarafa Mode
over a small bandwidth internet connection

User with a laptop that is inside the office most of the time. Detect at startup
User with a laptop that is always out of the office Cached Zarafa Mode
User that works on a Terminal Server Online

Table 1: connection type options
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2.3 Using the Zarafa Outlook client

The Zarafa Outlook client does not change the way you work with Outlook significantly. However there
are some extra features available to you as a result of Outlook using a central Zarafa server for storage.

2.3.1 Working offline

With Zarafa version 6 you will be able to work offline without using additional tools, like the Zarafa
Livesync. The Zarafa Livesync tool is replaced by the Offline options in Zarafa version 6.

After starting Outlook in the “Cached Zarafa Mode” or the “Detect at startup” mode you will have an
extra synchronisation plugin available in Outlook.

The synchronise button will show a progressbar during the synchronisation.

Inbox - Microsoft Outlook

P Fle Edt Mew Go  Tooks  Actions

i | Synchronizing... 8 Configurs ! e

Favarite Folders ar

| L7 Inbox ‘

Screenshot 57: synchronisation plugin buttons

You can schedule the synchronisation time by using the configure button.

When you start the first synchronisation, it will begin first with your Global Address Book.
After the Global Address Book has been synchronised, it will synchronise your Inbox. The most recent
emails will be synchronised first.

During the initial synchronisation you will not receive any new email. Your new email will be retrieved
after the first synchronisation is finished or after you restart Outlook during the sync. Sending new email
during synchronisation, however, will be done immediately.

2.3.2 Sending email during offline use

When you send email during offline use, the email will be kept in the Outbox. To send the email when
you have a connection to the server again, you need to select the “Send & Receive” button.

You can also schedule this action by configuring the send & receive settings:

\f’j‘— A Send/Receive group contains & collection of Outlook accounts and
i.,r‘J folders, ¥ou can specify the tasks that will be performed on the group
E during a sendfreceive.
Group Mame SendfReceive when
Online and Offline
Setting for group "all Accounts"
Include this group in sendfreceive (F3).
Schedule an automatic send/receive every | 1 S| minutes,
[Jrerfarm an automatic sendjreceive when exiting.
When Cutlook is Offline
Include this group in send/receive (F3).
[w]=chedule an automatic sendjreceive every | 1 2| minutes,
-~
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Screenshot 58: Send and receive settings

2.3.3 Important things about Offline options:

«It is not possible in the current version to synchronise the favourite folders of the Public Folder or
delegate mailboxes.

Public Folders and delegate mailboxes will be directly opened from the server, like the Online Zarafa
modus.

«The synchronisation of a mailbox of 21000Mb will take around 1 hour when you have a 100Mb/s network
connection to your Zarafa server

*When you are offline you can not open shared mailboxes or set security permissions on folders
«In a Cached Mode profile the button “Open other user's folder” is disabled.

<At the moment you can only open shared mailboxes and calendars via the button “Open shared
folders” or via the button “Open a shared calendar” in the calendar section of Outlook

*You can not open the Public Folder after being offline; the session is not available on the server. To
open the Public Folder again, it is necessary to restart your Outlook to setup a new session.

2.3.4 The creation of a public folder

By default, every user is able to create folders and items in the Public folders. However, the permissions
on these new items are set so that a new folder can only be read by other users.

To enable others to write to the folder, you must set the correct permissions; for example allow writing
and deleting by the group Everyone. (See Sharing of folders).

2.3.5 Sharing of folders (setting permissions)

The permission structure has been built with flexibility in mind. It is possible to set permissions per
folder. Every folder inherits the permissions of the folder it is located in. Every item inherits the
permissions of the folder it is contained in.

Before a folder can be added and viewed by other users, the permissions have to be set correctly.

To accomplish this, right click on a folder and choose Properties.

Inbox Properties
General I Horme Page I Autofrchive  Permissions I
IHame: Permission Level:
All Mail Falders ~1 Moah Test
- Fi's Yuhooo! 1)
= £5t Inbox - Kaas Test —_—
(&) Deleted Itams =1 Moah Test __remre |
. . - Permissions
7| Drafts Fi's Yuhooo! 1!
. 1 L Profile: I ﬂ
s =
.._a' | L QDEEI'I 1 " Create items I Folder permissions
= Open in New Window I Read items ™ Folder visible
..J" 5 kt I™ Create subfolders
+ ,___4! 5 r Edit items Delete items
" . " Nore " Mone
+ Publi
= Advanced Find Fi i
I Al ol
| Properties |
| | oK | Cancel Apply

Screenshot 59: Set folder permissions

In the appearing dialog window you can choose different settings regarding the properties of the folder.
The last tab window contains the permissions settings.

At the top is a list with users and the permissions which have been set. After selecting a user the rights
can be selected at the bottom. Choosing a profile from the drop down list makes this easier by
automatically selecting often used settings.
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Users can be added and deleted with the two buttons below the user list.

For example, to give user Pete the rights to read and write to items in a folder, you first click Add.... After
selecting Pete and clicking OK, Pete will show up in the list. After this the right checkboxes can be set;
to enable reading and writing only select Read items and Edit items on All.

Permissions Description

Create items The user can create items

Read items The user can read items

Edit all items The user can edit all items

Edit own items The user can only edit their own items

Delete all items The user can delete all items

Delete own items The user can only delete their own items
Create subfolders The user can create subfolders

Folder visible The user can view the folder

Folder permissions The user can change permissions on the folder

Table 2: explanation of permissions

If there are no check boxes selected for a user, then denying permissions are in effect and the user can
not access the folder.

By default a user only has read/write permissions on their own folders and is able to create folders in
the Public Folders.

The owner is saved with every item. This way, depending on the set permissions, a user is only allowed
to delete their own items and not items belonging to other users. The owner of the mail box can always
edit or delete all items in his/her mail box, regardless of the owner of the items.

It is possible to give administrative rights to users, after which they have access to the entire Zarafa
system. These administrators have the ability to change the permissions on public folders and the
folders of each user on the system. Also, every folder or item can be opened by an administrator.

Note: changed since 5.10: All Access Control Lists (ACL’s) on a folder are added together for the user.
The rights that are given to groups are thus added to grant the user all the rights they may
receive through these groups. This will give the user the maximum combination of access rights
that have been configured for the user and for the groups the user is a member of.

2.3.6 Adding or opening folders shared by other users

To add shared folders of other users and to be able to write to or read from it, the following steps should
be executed:

Click in Outlook on File and Open Shared Folders....

File | Edit Miew Go Tools  Actions

M L R
=]

Cpen ]
| Open Shared Folders,.. |ﬁ

Btion [
Close all Tkems

Folder 3 .‘ l

Data File Management. ..

Screenshot 60: File menu.

Choose in the dialog window the user and the type of folder to be opened, then click OK.

Folder of other user x|
| sername: l ﬂ
Faldertype: I j

Cancel |

Screenshot 61: User and folder selection.
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If you choose Inbox (permanent), then not only a folder be opened but an extra mail box will be added in
the folder list of Outlook. This folder will appear in a separate Outlook window with the folders
described as (temporary).

It is only possible to read or write to this folder after the owner has given the rights to do so. See the
previous paragraph about setting permissions.

2.3.7 Adding and removing stores of other Zarafa users

In order to delete mail boxes (also called stores) which were added to the list of mail boxes in the folder
list of Outlook, the user must do the following:

1.Click with the right mouse button on a mail box:

[}

TTRE T
= Dpen
(8] Cony Open in New Window g
] Dele
L2 Draf
L Inbal Advanced Find. .,
coull T
3: our) i
L gl ur
| Matel [y Mew Folder...
3 Ot
L';-v\‘ Add ko Favorite Folders
1 Sent
] Tasl Process All Marked Headers
H LG
= a S.ear Frocess Marked Headers
El &3 Public fiof
[ Favd Open Outlook Data File...
[ Publif =
[—4 Mail
% Properties for "Inbox - Robberk Monna®,.. |
;.. PR

- e T
Screenshot 62: Folder Properties selection.

2.Select Properties. Then click Advanced.... Select the tab Advanced in the Zarafa server dialog
window.
Zarafa Outlook Sharing E|

Gereral  Advanced l

MailB o

Inbio - Brian Jogeph

Add

Remove

1]8 | Annuleren | |

Screenshot 63: Zarafa server dialog.

3.Click Remove to remove or Add to add a mail box.
After clicking Add, select a user to add his/her store and let the store appear in the folder list of Outlook.

2.3.8 Restoring deleted items

Because Zarafa uses a so-called Soft Delete system, items you remove from your view in Outlook can
still be restored. You can open this view by selecting Tools > Recover Deleted ltems.
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Recover Deleted Items _ 1Ol x|
| Delete | {+ Messages " Folders

Subject I Deleted On I From | Received I

Screenshot 64: Recovering deleted items.

Select the items you want to recover and click on the Restore button to restore the items to the folder
they were deleted from. Most items will be restored to the Deleted Items folder.

If you select Delete, the items will be truly removed from the server, and you will not be able to recover
these items. The server has a lifetime on these items, so after a set period of time, the items will be
removed.

2.3.9 Free/Busy updates

When you create new appointments in your calendar, the Zarafa client will update your Free/Busy
information. This update will occur some time after you created the appointment or the moment you
close Outlook. Other users will not directly see this change in their Free/Busy overview.

When you create an appointment, you may also invite other people. If you add other users, the overview
will be updated to show the Free/Busy times of the user, making it easy for you to plan the new
appointment.

To use the Free/Busy times, the Public Store on the Zarafa server must be available. All the Free/Busy
times will be stored in an invisible folder in the Public Store. If a user did not yet login with Outlook or
Webaccess and did not create an item in the calendar, the Free/Busy times will not be available.

2.3.10 Resources

Everyone knows the problem, you want to arrange a meeting with some customers but you first need to
check at the reception if there is a meeting room available. Since Zarafa version 5.20, the Resources
feature is introduced.

Via the resource feature the availibility or scheduling of meeting rooms, beamers, cars or other limited
objects in the company is made easy.

The resources work via the Outlook Freebusy Times & meeting request feature. Resources are by
default available in all Outlook versions with the Zarafa 5.2x client or higher installed.

You can schedule a resource via the following steps:
1.Create a new appointment in Outlook
2.0pen the tab “Scheduling”
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4 Untitled - Meeti (ol o e ]
[ Untitled - Meeting ~— — =

File Edit View Insert Format Tools Actions Help
i:=iSend | 4 | | [} &, | O Recurrence.. =7 Cancellnvitation | § 3 | ¥ |4} | @ !
i 7] Seript Editor | [O] Application (7] Inspector & HTIILEditor WordEditor 3 Currentltem | ) IMessage !

Appointment | Scheduling |

Zoom: | 100% (Day View) E‘ \eptember 18, 2007 ‘Wednesday, September 19, 2007
10:00 11:00 12:00 100 2:00 3:.00 400 5:00 9:00 10:00 1100 12:00
All Attendees I I I
5| € Mio Costergo I I
=@ [rian Joseon | | |

[ [ » |

‘

Add Others  w Options  w
;] = Meeting start time: | Tue 8/18/2007 [=] zoopm [+]
AutoPick Next >> Meeting end tme: | Tue 9/18/2007 [=] %00pm  [+]

M Busy ® Tentative M OutofOffice [~ NoInformation

écreenshot 65: Freebusy information

3.Add the name of the resource or select the resource from the Global Address book

4.Change the icon “Required attendee” to “Resource or Equipment”

All Attendees
=1 2 [Milo Dostergo

=1 i Brian Joseph

2 Optional Attendee
{3 Resource (Room or Equipment)
I

Screenshot 66: Select the option “Resource”

5.Add the other attendees, that will join the meeting
6.Select a free timeslot via the freebusy times and send the meeting to the attendees

7.1f the resource is available in this timeslot, a pop-up will show that the resource is successfully
booked.

Rescurces Booked

Y The resources for the meeting were successfully
_l} booked.

[] Please do not show me this dialog again

Screenshot 67: Pop-up after the resource is successfully booked

8.1f the resource is unavailable, a different (free) timeslot needs to be selected.

2.3.10.1 Tips and tricks

When you plan an all day event, make sure the appointment is booked as busy or out of the office. By
default all days events are set as free and not visible in the freebusy times.
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2.3.11 Out of Office Assistant

If you click in the menu of Outlook on Tools you will find the Out of Office Assistant. In this dialog you
can set your auto-respond message.

The first time you restart Outlook, it will assume you have returned, and will produce a pop-up asking if
you want to disable the auto-respond message again.

This message is the same as the one you can set with the Webaccess.

2.3.12 Rules

Select your Inbox folder, and click in the menu of Outlook on Tools and select Rules and Alerts. Here
you will be able to create rules which are processed on the server when a new email arrives.

Rules Wizard x|

“Which condition(s) do you want ko check?
Step 1: Select condition(s)

v ,
with specific words in the subject
[ From people or distribution list
[ through the specified account
[ sent anly to me

[ where my name is in the To box

[ marked as importance

[ marked as sensitivity

[ Flagged For action

[ where my name is in the Cc box

[ where my name is in the To or Cc bax

[ where my name is not in the To bosx

[ ] sent ko peaple or distributian list LI

Step 2: Edit the rule description {click an underlined value)
Apply this rule after the message arrives
with SPAM in the subject
and on this machine only
move it ko the Cngewenste E-mail Folder

Cancel | < Back [\I Mext = I Finish |
Y

Screenshot 68: Rules wizard.

There are certain limits on the types of rules you can make. The condition of the rule can be in any form.

Note: If you are using Outlook 2003 or 2007, any rule created will automatically have an option called
‘on this machine only'. You need to remove this option so the server can execute this rule for you.

You can only choose to copy/move or to delete a message. Other actions are not possible at this time.
You may create these rules, but they will not be performed on the server. An example of such a rule is
to send the mail to the printer, or forward it directly to another email account.

Local rules can still be performed manually by clicking on the Run rules now button in the Rules and
Alerts dialog.

Rules can only be used in Outlook 2002/XP and up. Outlook 2000 is not supported.

2.3.13 Signatures
Signatures can be set in the Options menu of Outlook. It is important to note that signatures set in

Outlook are separate from those set in the Webaccess. You need to set the signature in both clients
separately.

2.4 Digital signatures and encryption

Since Zarafa 6.10 it is possible to use S/Mime certificates. Certificates enables the use of digitally
signing emails and/or encrypting emails.
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The description in this manual is the manual procedure. An automatic way to receive a certificate is to
use Active Directory Services (ADS). The automatic method is not described in the client manual, but
will be described in the server manual.

2.4.1 Retrieving a certificate

In order to get a certificate a registration at a Certificate Authority (CA) is needed. Multiple possibilities
are available; one is to have your Active Directory (AD) act as a CA, the other is to subscribe to an
independent CA, like CaCert (www.cacert.org).

2.4.1.1 Certificates via AD
*The company's AD is configured to act as a CA:
«Open Internet Explorer

*Go to the following URL: http://<domainserver>/servcrt. If the URL is different, ask your systems
administrator for the correct URL.

«Click on 'Request a certificate' and on the next page on 'User Certificate' to generate a certificate.

*The certificate will be placed into Outlook automatically.

2.4.1.2 Certificates via an independent CA
*Go to the site of the CA.

Register your email address and create a certificate.
*Use Firefox to retrieve the certificate.

«In Firefox, go to Tools — Options — tab Advanced — tab Encryption - button 'View Certificates'
ol x]

four Certificates | People I Servers I Authorities I Others I

‘fou have certificates from these organizations that identify vou:

| Certificate Mame | Security Device | Serial Murnber | Expires On |E|

Software Securit... 05:04:33
Chcert WaT User Software Securit... 05103146 2008-10-21
Chcert WaT User Software Securit... 04:F0:07 2005-10-05

Wiew.... Backup... Backup All... Import... Delete... |

Screenshot 69: Certificate Manager
« Select the correct Certificate and push the button ‘Backup'.

- Enter a password.
«  Save your certificate as a 'PKCS12 file'.
*  Open Outlook.

« Goto Tools - (if Outlook 2003: Options) - tab Security — button 'Import/Export..." - button
‘Browse..."

+  Select the correct .P12 file.

- Enter the previous password.

- Enterin the field 'Digital ID Name:' the email address for which the certificate is meant.
«  Push button 'OK" twice.
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2.4.2 Check encrypted email settings
« GotoTools - Options - tab Security - button 'Settings..."

« Check if the field 'Security settings Name:' contains the S/IMIME settings for your email address.
x|

Security Setting Preferences

Security Settings Mame:

I My S{MIME Settings {useri@zarafa.com) j
Cryptography Format: ISIMIME j
[V Default Security Setting For this cryptographic message Format
[V Default Security Setting For all cryptographic messages
Security Labels... | ew Delete | Eassword, .. |

Certificates and Algorithms

Signing Certificate: ICAcert WaoT User's Rook C4 1D #4 Choose. .. |

Hash &lgarithm: JsHa1 =
Encryption Certificate: ICAcert WaoT User's Rook C4 1D #4 Choose. .. |
Encryption Algorithm: |3DES j

IV send these certificates with signed messages

[8]4 I Cancel

Screenshot 70: Security Settings

2.4.3 Using the certificate

After entering the certificate into Outlook it can be used to digitally sign your emails or let others send
encrypted emails to you.

If you open a new email or reply to an email you will see two new icons:
#: the option to digitally sign messages.

47 the option to encrypt the message contents and attachments.

2.5 Fax Feature

Since version 6.20 it is possible to send fax through Outlook 2003/2007 and a third-party software such
as Hylafax.

In order to send a fax:

1.0Open the new e-mail window by clicking the File menu and selecting New and then Mail Message
2.Go on Options, Format and choose Plain Text

3.Fill in the To: field with the following syntax: [fax: fax number]

4.Fill in the From: and Subject fields as they will appear in the fax cover.

5.Enter the mail body as you would do for a normal mail message

6.Click Send
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,."'_,‘.;\, =9 = Untitled - Message (Plain Text) - = X
a I =
—/ Message Insert Options Format Text L7
B colors g | 824 ([Aa Plain Text 0,0 =1 O
Aa e B ] Request a Delivery Receipt - =4
I E
A Fonts A B Aa L Ax} =/
Themes Show | Show ) Use Voting Request a Read Receaipt Save Sent Delay Drirect
Effects Bec | From Aa Rich Text Buttons * 4 G Item = Delivery Replies To
Themes Fields Format Tracking (F] More Options (F]
This message has not been sent. Plain Text
’ Tou ] ﬁfax:l]ﬂ31123456]|j Format this message as plain text. |
=1 ’ o ] | Plain text can be read by everyone |
send but contains no formatting.
[ Bet.. ] |
Subject: |
|

i

Screenshot 71: New fax item.

Note: In order to have a fax available an administrator needs to install or set things in order on the
server. An administrator can find some additional information here:
http://zarafa.com/wiki/index.php/Fax_server_integration

2.6 Delegation

Since Zarafa 6.20 two kinds of delegation are available:

«Send on Behalf permissions: if a user grants the appropriate permission to another user, the latter can
send items 'on behalf of' the other user. In this case an email or meeting request will be sent with the
following From: field: <delegate> on behalf of <user>.

The option to add delegates is available in the Options menu of Outlook.

Options

Preferences || Mail Setup || Mail Format | Spelling | Security | Other | Zarafa Delegates

Delegates can send items on your behalf. To grant permizsion to others to access
your folders without alzo giving them send-on-behalf-of privileges, go to properties
for each folder and change the optionz on the Permiszions tab.

Add...

Remaove...
Permizzionsz..

Screenshot 72: Zarafa delegates.

-Send As permissions: if the system administrator gives the rights to user B to 'send as' user A, the
receiver of an email will not see that user B sent an email. The receiver will only see user A in the From:
field. See the server manual how to configure the Send As permissions.

ﬂ Untitled - Message {Rich Text) '
¢ Fle Edit | View | Insert Format  Tools  Actions  Help

20 @8 B! 8w || @ o, 41815 @

fé;‘]ﬁend | & Previous 4
i Arial Hext 4
From. .. Erc Field
Ta... | 6gti0ns. o
& £
Subject: I

Screenshot 73: Show FROM: field in new email.

Before version 6.20, a user could enable send on behalf of permissions. This meant letting a user send
an email 'on behalf of another user from inside the inbox of the other user. You could always see who

p.44


http://zarafa.com/wiki/index.php/Fax_server_integration

sent the email. For example: Pete enters the inbox of 'info' and sends an email as the non-active user
'info’, you would see: “pete@example.com on behalf of inffo@example.com”.

Since 6.20 it is possible to send emails as other users without the 'on behalf of part. Due to security
reasons the new 'send as' permission is only configurable by the administrator on the server side. This
setting can always be overruled by the user itself and the old 'on behalf of' permission can still be set by
the user.

Note: If the following (bounce) message is returned when sending an email not as yourself, please
contact your administrator:

“You are not allowed to send as the given user.”

Due to the introduction of the Send As permissions in Zarafa 6.20 the previous abilities to send
‘'on behalf of* are reset when updating to this version; an administrator or the user who wants to
delegate has to give the rights or permission again:

Keep in mind that Send on Behalf permissions always overrules Send As permissions so a user
can always choose not to let another user (mis)use send as permissions.

2.7 Categorisation

Since version 6.20 it is possible to categorise the items in Outlook by default categories and by
customized categories.

2.7.1 Create a custom category in Outlook 2007

To create a custom category click on the Categorise button in the Outlook toolbar and choose All
Categories.

The Color Categories window will appear; choose New to add a new category.

The New Category window will appear; fill in the name of the category, choose a color to represent it
and optionally a shortcut key.

Click on OK and the new category will be automatically added to the available categories in the Color
category window.

Color Categories @@

To assign Color Categories to the currently selected items, use the checkboxes next to each
category, To edita category, select the category name and use the commands to the right.

Mame Shorteut key MNew...
[]1@ Blue Category
[1() Business
[J(D) Green Category
][0 Heliday o
[ orange Categary :
[ @ Purple Category @ b
O D Red Categary Shartcut Key:
(] Yellow Categary (None) e

Add New Category

MName:

Calor: | (OJ w | Shortcut Key: | (Mone) w

-

Screenshot 74: Add category in Outlook 2007

2.7.2 Create a custom category in Outlook 2000/2003
1.0pen a new mail and choose in the taskbar for options.
2.Choose in this window (message options) for categories, and then for Master category list.

3.Type the name for the new category and add this with the Add button.
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4. After creating the category, confirm with the OK buttons in the open windows.

(o4 ] [ Cancel ] [Master Category List. .. ]

Message settings Security o
MNew cabegory:
Sensitivity:
= | )
Yating and Tracking| Fusiness
C it Delete
[Juse v Item(s) belong ko these categor F:L"Dﬁi;sm” w
e -
Goals{Objectives
Dlrequs Haliday
Delivery options Holiday Cards
Available categaries: Haok Contacts
[IHave | 7 B Idsas E
@ L Cusmestst International
Saved | Lompelition Key Customer N
L | Favarites Miscellaneous = :
(oo no| | L Gifes Persanal
) [] GoalsfObjectives Phone Calls
[Expire ] Holiday Status
| | Holiday Cards Shrategies v
T L_| Hot Contacts
L| International
|| Miscellaneous

Close

Screenshot 75: Add category in Oulook 2000/2003

2.7.3 Categorise items and sort by category

In order to categorise an item (it is possible to categorise Mail, Contacts and Appointments) right click

on it, choose Categorise and then click on the desired category.

To order the items by category open the View menu, choose Arrange by or Current View and then

Categories.

2.8 Mail expiration date

Since version 6.20 it is possible to set an expiration date for the outgoing mail.

When writing a new mail, this setting can be found under Options --> More Options; the Message

Options window will appear.

Tick the Expires after option and set the expiration date.

Message Options

Message settings Security

Importance: v

Voting and Tracking options

Change security settings for this message.

Security Settings. ..

[Juse voting buttons: |

[IRequest a read receipt for this message

Delivery options

[request a delivery receipt for this message

@ [JHave replies sent to: |

| [ Select Names...

[ oo not deliver befare: | | | |
Expires after: | 08/10/2008 v| [17:00 v
Attachment format:

Encoding: | Auto-Select ~ |

Contacts... |

Close

Screenshot 76: Message options.
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2.9 Advanced configuration

Since version 6.20 two new settings are introduced in order to improve connection to your Zarafa
server.

Z2arafa Outlook Sharing ll

General  Connection I Advanced I

— Proxy

V¥ Use prosyserver

Prosy server Iproxy.mildletter.com

Part IBDBD

Username IfU“

xxxxxx

Passwaord I

— Connection

W Usze compression

ISD Seconds Until Server Connection timeout

ok I Cancel Lpply

Screenshot 77: connection settings

2.9.1 Proxy settings

If the zarafa server is only reachable via a proxy server it is possible to enter the information of the
proxy server into the client settings.

2.9.2 Other connection settings
Two other connection settings are configurable:
«Compression: Uncheck this option if compression is not wanted. This option is on by default.

«Server connection timeout: Depending on the quality of your connection it is possible to change the
timeout to the zarafa server. Default is 30 seconds.

2.10 Public Folder favourites

To have a useful shortcut to the most used public folders use the Favourite folder that can be found
under the public folders tree. In order to add a folder to the Favourite folder, right click on a public folder
and select 'Add to Zarafa favourite folder'. In outlook 2007 the ‘Add to Favourites' window will appear
(screenshot 78). In Outlook 2000/2003 the shortcut will be added directly in the favourites folder.

By default only the selected folder will be inserted in the favourite folder without subfolders. It is
necessary to specify otherwise.

¥ Add to favorites

Very Impartant

Public folder name

Favorite folder name
Very Important
Subfolders

Add subfolders of this folder
() add immediate subfolders only
(%) Add all subfolders

Screenshot 78: Add to favorites window (Office 2007)
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3 Zarafa IMAP and POP3

3.1 Client configuration

Every client supporting IMAP4 or POP3 should be able to connect to Zarafa via the Zarafa IMAP &
POP3 gateway.

For sending mail clients will use SMTP. The smtp server can be the same as the Zarafa server or the
smtp server of the internet provider. Some servers need SMTP authentication. SMTP username and
password are not related to the Zarafa username and password. The client can store sent messages in
a Sent Items folder.

3.1.1 Mozilla Thunderbird
This manual is based on Mozilla Thunderbird. Other versions can be set up in a similar way.

The first 2 steps can be skipped when opening Thunderbird for the first time. The following example is
for the IMAP protocol. The POP3 protocol is practically the same without steps 10 to 12.

1.Go to Tools — Account settings...

Tools  Help
Address Boaok Crl+2

Extensions
Themes

Message Filters...
Run Filters on Folder

Junk. Mail Cantrals. ..
Run Junk Mail Controls on Folder
Delete Mail Marked as Junk in Folder

Import...
Javascript Console

Account Setkings. ..

Opkions...
Screenshot 79: Tools dropdown menu.

2.Click "Add Account”

3.Select “email Account” and click 'Next'

4.Fill in your name and Zarafa email address and click 'Next'.

5.Select “IMAP” and fill in the Zarafa server's hostname or IP address. Click ‘Next'.

6.Fill in the Zarafa username for the “Incoming username” and the “outgoing username”. Click 'Next'.
7.The “account name” can be chosen by the user itself. Click 'Next'.

8.Check the data and click “Finish”.

9.0pen the Inbox and type in your password to receive the folder structure from the Zarafa server
10.Go to “Account settings...” and select the “Server Settings” in the previously made account.
11.Set the security to the desired level (default is ‘Never’).

12.Select “Copies & Folders” in the account tree and set the correct foldernames on the IMAP server.
13.Finally Click 'OK" and start using Zarafa with the IMAP protocol.
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3.1.2 Windows Mail
This example is based on Windows Mail. Outlook Express can be configured in a similar way.

The following example is for the IMAP protocol. The POP3 protocol is practically the same without steps
10to 12.

1.Go to Tools — Accounts

Tools Message Help

Send and Receive +

Swnchronize &l

Address Book. .. Chrl4+-Shift+E
Add Sender to Address Book

Message Rules 3

IMAP Folders. ..

Accounts. ..

Options. ..
Screenshot 80: Tools dropdown menu

2.Click “Add..”

3.Select “Email Account” and click 'Next'.
4.Enter the “Display Name” and click 'Next'.
5.Enter the “Email Address” and click ‘Next'.

6.Select “IMAP” from the dropdown menu, fill in the Zarafa server's hostname or IP address and the
hostname or IP address of the outgoing mailserver.

7.0ptional: check whether the outgoing server needs authentication and click 'Next'.

8.Fill in the Zarafa username in “Email Username” and the Zarafa password. Click 'Next'.

9.(Un)tick whether the user wants to download the data from the server right away and click 'Finish'.
10.Highlight the new account in the folder list and click “Properties” in the right click context menu.
11.Select the “IMAP” tab.

12.Check whether the “Special Folders” is ticked and the folders are set the same as the Zarafa folders.

13.Finally Click 'OK" and start using Zarafa with the IMAP protocol

4 Zarafa CALDAV and iCal

This chapter describes how to configure the CALDAYV or iCal client for using with the Zarafa server. The
zarafa-ical gateway enables users to view their Zarafa calendars using clients like Sunbird, Evolution or
Mac iCal.

To access calendar folders on Zarafa the following options are available:

URL Calendar

http://server:8080/ical/ user's own default calendar via ical (not
recommended)

http://server:8080/caldav/ user's own default calendar

http://server:8080/caldav/<other-user> Other-user's calendar list
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http://server:8080/caldav/<user>/<calendar>

user's self created calendar in user's (own) store

http://server:8080/caldav/<user>/<calendar>/<su
bcal>

user's self created subcalendar in a self created
calendar

http://server:8080/caldav/public/<calendar>/

http://server:8080/caldav/

Calendar folder in the public folder.

URL For MAC OSX ical client

User's calendar list

http://server:8080/caldav/<other-user>

Other-users calendar list

http://server:8080/caldav/public

Public folders list

Note: The <other user> or <user>/<calendar> is only reachable if the correct permissions are

available.

Note: The mac iCal client is fully tested and supported up to 10.5.6.

4.1 MAC OSX ical client.

1.You need to be running the Mac OS X 10.5 Leopard release for a version of iCal supporting CALDAV.

2.Start ical

3.Go > Applications > ical

4 .Click iCal from menu and select Preferences.

File Edit Calenda
® O  AboutiCal

Preferences...

Services |
f

Hide iCal ®H

Hide Others ™ 8H
= a
Quit iCal #Q

1
Screenshot 81: iCal dropdown menu

5.Click on '+' to create new account.

W account.

&) ) Accounts
Pr— Description: | UserX
1 Username: |UserX
Password: |sesseses
¥ Server Options
1 Account URL: hrtp:Hzarafasenrer:SUSU.n’caIda'u{ I
[T Use Kerberos v5 for authentication
aaa )
- BE
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Screenshot 82: Account details

6.Fill in the details.
Add server address as: http://Zarafaserver:8080/caldav/
7.Click on Add to retrieve the calendars of the user.

Accounts

[ Account Information Server Settings Delegation

UserX
L7 CalDAV Account

Description: | User)

Username: | UserX

Password: esssssss
Full Name: Calendar - Suyi Guo

Refresh calendars: | Every 15 minutes ==

Availability:

Availability is not supported on the server for this account.

Screenshot 83: Account created

4.2 Sunbird Client Guide
1.Start Sunbird client.

2.Click on File in the menu bar and select “New Calendar”.

3.Select option “on the Network”. Click 'Next'.

m Create New Calendar x

Create a new calerﬂar
Locate your calendar

Your calendar can be stored on your computer or be stored on a

server in order to access it remotely or share it with your friends
or co-workers.

O On My Computer
@ [On the Network |

Cancel | | Next |

Screenshot 84: New calendar location

4.For icalendar, Select the iCalendar Option.
Enter as location: http:://zarafaserver:8080/ical

Create New Calendar

Create a new calendar
Locate your calendar

Provide info about what is needed to access your remote calendar
Format: @ icalendar (ICS)
O CalDAV

) Sun Java System Calendar Server (WCAP)

Location: | http://zarafaserver:8080/ical |

| Cancel | | Back || Next |

Screenshot 85: iCal details

1.For caldav, select CalDav option.
Enter as location: http://zarafaserver:8080/caldav
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-] Create New Calendar

Create a new calendar
Locate your calendar

Provide info about what is needed to access your remote calendar
Format: (O icalendar (ICS)

@ CalDAV

O Sun Java System Calendar Server (WCAP)

Location: | http://zarafaserver:8080/caldav |

| Cancel | | Back || Next

Screenshot 86: CalDav details

4.3 Evolution Client Configuration

1.Start Evolution client.
2.Click on menu “New”. Select “Calendar”.

3.Fill in the Details & remove the “Use SSL” option.
The URL options are similar to sunbird.

& New Calendar x
Calendar
Type: ‘ CalDAV o] |
Name:  |Userx |
URL: ‘ca|da\.f:,f,fzarafaaemer:soso;nalda\; |
[] Use SSL

Username: ‘userX |

Color: ‘ |

[[] Copy calendar contents locally for offline operation

Mark as default calendar

‘ﬂQK‘

‘ ogancel

Screenshot 87: CalDav details

Mobile clients

This chapter describes how to configure the Z-Push software to synchronise PDA's and Smartphones

with a server based solution.

Z-Push is available as an opensource project on Sourceforge - http://z-push.sourceforge.net
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5.1 Z-push introduction

The Z-Push software allows users with PDA's and Smartphones to synchronise their email, contacts,
calendar items and tasks directly from a compatible server over UMTS, GPRS, WiFi or GSM data
connections. The following devices are native supported by Z-Push:

*PocketPc 2002 and 2003

*Windows Mobile 5 and 6

*Nokia E-series

«Sony Ericsson P990, W950 and M600
+All other ActiveSync compatible devices

«Apple Iphone

The devices can be synchronised because the Z-Push module emulates an MS Exchange server on the
server side, allowing users to synchronise without installing specialised synchronisation software on
their devices.

Z-Push supports the following backend server technologies:

«Zarafa Zarafa is a workgroup sharing solution based on the look-and-feel of Microsoft Outlook,
which enables sharing of mail and appointments from Outlook and a web based interface.

IMAP is a widely used mail protocol with folder support.

Maildir Maildir is a simple mail solution available on almost every Linux system. All mails are

stored in specific directories on the server.

*Vcard Implementation used to synchronize vCard files with contacts on the PDA.

5.2 Setting up your mobile device.

It is simply a case of adding an 'exchange server' to your activesync server list by specifying the IP
address of the Z-Push apache server, disabling SSL, unless you have already setup SSL on your
Apache server, setting the correct username & password (the domain is ignored, you can simply specify
‘domain’ or some other random string), and then going through the standard activesync settings.

Once you have setup your mobile device, you should be able to synchronise your device simply by
clicking the 'Sync' button in ActiveSync.

5.2.1 Activesync based configuration
The following steps are made for the PocketPC, though still applicable for WM 5/6 or mail for Exchange:

1.0pen ActiveSync and select 'set up your device to sync with it'
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& ¢ x

,i'. ActiveSync

To sync with a desktop computer, instal
ArtiveSync on your computer and then
connect this device,

If wour company supports syncing directly
with its Exchange Server you can set up
your denice to sync with it

Learn miore about synchronizing with a
SErver,

Sync = Menu
Screenshot 88: Activesync introduction

2.Type your server address (without http or other URL parts)

;I'. | Acti\_.rESync

Edit Server Settings 9

Server address:

|rysarver .domain.com |

Mote: This is the same as your Outlook \Web
Access server address,

O

This server requires an encrypted (35L)
connection

Cancel E Next
Screenshot 89: Server address

3.Specify your username and password, you must specify a domain but it is not used within Z-Push, so

you can specify simply 'domain' or some other random text. Select 'save password' if you wish to

automatically sync.

j‘. | ncti'.teﬁync

Edit Server Settings 9
User name: |user |
Password: |***** |
Damain: | |

Save password
(required For automatic sync)

Back 1225 | Next
Screenshot 90: Account details

4.Select which items must be synchronised.
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;- |nctiv.e5ync - 7||| L H

Edit Server Settings 9

Choose the data you want to synchronize:
™EB) Contacts
Calendar
W) E-mal
Tasks

Bal:k- 1225 I;inish
Screenshot 91: Synchronise options

5.Press 'Finish' and start synchronising by pressing 'Sync'

5.2.2 Iphone based configuration
The following steps are applicable for the Iphone:
1.0pen Settings and touch 'Mail, Contacts, Calendars'

2.Touch “Add Account...” and touch “Microsoft Exchange”

all NLKPN = 14:54 o @ _alNLKPN = 15:15 0 =

“serings | Mail, Contacts, — Wl va..| Add Account...

o —
GMail >

Mail

mobilero
Gmuil

" Show 100 Recent Messages > | =
Preview 3 Lines > YAHOO’ MAIL
Minimum Font Size Medium > |

AOL &

Show To/Cc Label  [WTH] |
Ask Before Deleting mj Other

Screenshot 92: Mail, Contacts, Calendars settings, Choice protocol/provider.

3.Enter the user credentials. And touch 'Next'

-all NLKPN = 14:55 L]

Cancel Exchange
Email john@zustomer.com
Domain

Username john

Password eessesssees

Description john@zustomer.com
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Screenshot 93: User settings.

4.The device will try to contact the server. If the server is not equal to 'zustomer.com' in this case, the
connection will fail.

If the server is not configured for SSL connections, the connection will fail too. Iphone has SSL enabled
by default.

5.A new option field “Server” will popup. Enter the correct server address or IP if necessary.

-all NLKPN = 14:56 9 ==

Cancel Exchange

Email john@zustomer.com
Server zarafa.zustomer.com
Domain

Username john

Password eseessessee

Description john@zustomer.com

Screenshot 94: Extra server field.

6.1f SSL not available: The connection will fail. Touch 'Save' in order to keep the current account
settings. Go to the just made account and touch “Account info” and disable “Use SSL".

all NLKPN = 14:57 0 ==

John@zustomer.com "' ngs

Email john@zustomer.com

Server zarafa.zustomer.com

Domain
Username john

This account ma be able to send V4 Password eesessses
emails. Are re you want t ?

Save

Description john@zustomer.com

Edit UsessL <disable>AW |

Screenshot 95: Save settings and Account settings.
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