VMware Zimbra

Zimbra Web Client User Interface Changes for ZCS 7.0

This document gives descriptions and examples of some significant user
interface changes in VMware Zimbra Collaboration Server 7.0.

Topics in this document include:

Email Features on page 3
Calendar Features on page 13

Briefcase Features on page 22

L K IR R 2

Tasks Features on page 23

L 4 Miscellaneous Features on page 24

Highlights of new ZWC 7.0 Enhancements

Below are key productivity highlights for Zimbra Web Client for email, calendar
and collaboration. These features and other features are described in more
detail in the pages that follow.

Email Enhancements

GAL People Search

Users can search the Global Address List (GAL) for people within their
organization and see detailed information including phone numbers, office
location and the contact’s photo.

Restore previously deleted email messages

Users can now self-restore previously deleted email messages from their email
Trash folders.

Undo actions when working with email messages and contacts

Mail and Contacts actions (including delete, move and mark messages as Spam)
can be undone using the “undo” dialog that displays when an action is performed.

View members of a distribution list

View distribution list members using the Expand link in the email address. The list
of group members displays in a dropdown list. Users can select members from
the list to send a message.
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ZWC User Interface Changes

Filter outbound emails

Users can create rules to filter outgoing messages to sort outgoing messages that
are saved in the Sent folder to other folders, to automatically tag messages, or
forward an outgoing message to another address.

Calendar Enhancements

Calendar Scheduling Wizard

The Scheduling Wizard simplifies the process of creating events by automatically
suggesting next-available free times and meeting locations across the user’s
organization. They can set preferences for preferred meeting times, buildings,
locations and room size.

Multi appointment pages open at one time

Users can open more than one appointment page at a time and easily move
between the appointment page tabs

Preview the Calendar when reading an email invite

When a meeting invitation is received in ZWC's mail, users can quickly see that it
is a meeting request. The invitee can see the invite along with a snippet of their
calendar for that day when they open the message.

Set Your Personal Work hours and days

In Calendar preferences, users can customize their work week and hours worked
schedule. In the General section, users select how they want to display their work
week view. In the Work week and hours section, users indicate their work week
and hours that display in calendar

Briefcase Enhancements

Briefcase versioning and checkout/check in control

Briefcase files can be checked out and locked allowing users to edit shared files
without overwriting each other’s work. When a file is changed in briefcase, a
version number is displayed. You can revert to previous versions.

Other Enhancements

Capability to work offline using Zimbra Desktop 7.0
Zimbra Desktop 7.0 can be used offline or online. There is two-way email, contact,
calendar, task and document desktop sync between ZWC and Zimbra Desktop.
For more information, go to Zimbra Desktop page at http://www.zimbra.com/
products/desktop.html.

Zimbra Connector for Microsoft Outlook

ZCO now supports Outlook 2010. For more information about ZCO, go to http://
www.zimbra.com/products/microsoft-outlook-thunderbird-email-client.html.
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ZWC User Interface Changes

Email Features

GAL People Search. A new search option called People Search lets users search
the Global Address List (GAL) for people within their organization and see detailed
information including phone numbers, office location and the contact’s photo. The
search autocompletes as the user types, and works with both GAL and personal
Address Book contacts.

vmware’ Zimbra

Peaple Search

| Wil ‘ & Address Book H [ calendar || ™ Tasks H 53 Brisfoase H @Preiam\ees || @ social || £ Weekly mesting Sample multiple:
[
v Folders® E] [search ) Ml . Ell
2, Inbox (1) (| Charles_Connector
2 X
3 sort Cdrew > | @ | = | | &3 | M= % ceonnectorgbexsmple com
= 5551234567
[ prafts (1) |:|| >| P'|t|<)| ;|| From |@| Subject | =
[Zg Jurie O » Zak_Zimbra, Sam_sample fe: Sample spreadshest - Dont ; i i ;
Trash o » Charles_Connector Weekly meeting - The fallowi @ Jan21
Find Shares.. O Charles_Connector Share Created: Calendar shared Inbox IKB Jan 21
Searches O B Charies_Comnector Hills Review is ready - Hope o Inbax 2KB  Jan20
v Tags 4 O o Ale_Sdams 4 Blue Hills - &n opportunity to ex) Inbox $1KB Janz20
0 Demao Tag
o Industry News |
Zimbra
& To view a message, click on it
» Zimlets

Restore previously deleted email messages. Users can now self-restore
previously deleted email messages from their email Trash folders. They right-click
on the email Trash folder and select Recover Deleted Items. This feature is
enabled by the administrator.

‘ () Ml | @ Address Book || [ ¢

I¥ Folders B[ searcr
< Inbox (1)
=
[ et e
2 Drafts D‘ >
S D s
Fid | Hew Folder [nf]
Search: Mark Al as Read
Delete [Del]
¥ Tags
Fename Folder
& Demc
& incuz Move
& zimb Share Folder
b Zimlets Ecit Propstties
Expancd A1
(D-ErmryTrE
Recover Deleted tems
L

VMware Zimbra Collaboration Server 7.0 3



ZWC User Interface Changes

Undo Action. Mail and Contacts actions (including delete, move and mark
messages as Spam) can be undone using the “undo” dialog that displays when an
action is performed.

I} 1
T dJunk 0O »
Tra =
Fin > Iak_Zimhra, Sam_Sample
= PORLTY =
Searches \ ] P & —
— B @ 1 conversation moved to Tra: m

T—

| éElriefcase || §§§Preferences || I(@\Social |

T

View Distribution List Members. View distribution list members using the
Expand link. The list of group members displays in a dropdown list. Users can
select specific members from the list. Once the distribution list is selected, the
name and email address displays in an email “bubble”.

o send » [ cancal | [#SaveDraft /7 Add Attachmert ¥ Spell Check ¥ Sionsture = 40§ Options v ]

From ‘ Primary Accourt - ‘

‘ T Hfac|
5 "BFacilies"
8, "Case Open, Faciity”

subject: | 8, "Facilties crkt

i "facilties”

b "faciitiesalobal"

i "Faciltiers Team"

Q"Fce“ 35

Click Expand to display the
| -members of the distribution
list

Show BCC

Friority %?

odsend v [ Cancel | [ SoveDraft g7 Add Attachment 3. SpellCheck | Signature + §§}Oplmns/ i}

@

From: | Primary Acoourt -

Lo | Click Collapse to collapse the

\g "BFacilties"

Q "Caze Open, Facility"
su G "Facilties 0rk"

h “facilties"

& “feciltiesglobal"

& "Facilties Team"

e

Select all addresses
\g a@example com
& sc@example.com
G sr@example.

& ba le.com
e zample com
cfi@exampls com
Q chi@example com
\g ch@example com

\g dii@example.com

= list of distribution members so

no longer visible
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ZWC User Interface Changes

Send Email Later. A user can delay delivery of an email message and specify the
date and time to deliver the message from the Send dropdown menu and selecting
Send later. The message is saved in the drafts folder until it is sent. This feature is
enabled by the administrator.

IMsl || g Acress ook || [ caends || o Tesks || Ellivescass | i eretecences | (0 Socw | ) agponinact d Delay Gatvery
'\’ . A | 5o = [3conedy| C3 Smvereon 4 asd atinchment X, SpetCreck {58 Cpsens = ™
b e
" Sent J Sered [OeErder]
J Deafts (2)
3 drk
Trash
Fired Shares.
T r 1||5anple meszages Lo D VLIRS ;
W4 Taesy il bW ¥ . w Specify Message Send Time
S WM TW T F &
o A [Z]s s s Subsct & date B0 1ime 10 send this message
[ AN B IR I TR Tme |20 [l 1mez ame -
o115 w1 w1
g Temezone: | GMT 06 00 LISACanas Paciic x|
oW1 3 46
Doon o coreced |

Email Address Bubbles. Names in the address field display in a “bubble” rather
than as text.

Bubbles are enabled by default. Users can optionally enable or disable bubbles by
going to the Preferences>General page, Other section.

To: | Name displays in a bubble.
Hover on the bubble to see

L em i name and email address.
"Joe Uzer" =JoeJohnzon@sample com= )_
T

Joe User

Expand Bubble to Display Distribution List Members. When the bubble option
is enabled, and when autocomplete is used to select a distribution list, the bubble

includes a + (plus) sign to identify the address as a distribution list. Users can click
the + to expand the list to display distribution list members. They can also click on
an address in the list to send an individual email to the selected addressee.

Click on the + to expand
the distribution list

Cdsend v |3 Cancel | [dSeveDrat g7 Add Aachment 3, SpellCheck 5§ Cptions v i}
To | & Werketing Team" <marketing@example coms; * |[*zzimbra" <zzimbrai@example com>; *

‘ \ Show BCC
Subiect I Pricrity:

Tie: oo and drop files: from your deskiogl| g geny Wmﬂﬂ 7 Soid Mtachment 3. Spell Check 46§ options + |

AN

"Marketing Team" <markan)r§%example coms=; * ||"zzimbra" <zzimbra@example coms; %

Select all 4
\ Show BCC

&8 dbrown@example com

5 linu@esxample. com Priorit
- BT
o)/desktopto ac sttachments to this messags

G ssafl h@example com

Q ZZimbr a@example . com
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ZWC User Interface Changes

Bubble Options When Addressing an Email. When addressing an email, users
can right-click on a bubble to display a menu of options, including Delete, Edit,

Edit Contacts and other options.

From: | Primary Accaunt
To: ltest =
[}\,X Delete

Subject; I Expand

i@ Add To Contacts
Tip: dr

Mo to Ta:
Morve to

Morve to B

L=

Bubble Options When Reading an Email. When reading an email message,
users can right-click on a bubble to display a menu of options, including Add to
Contacts, New Email, Advanced Search and other options.

w From g |“htware Zimbra Team |

Reply Tot | noreplyi@into.zir

fimbra Newsletter - New Product Launch

Ta: |w 4, Find Emailz...
u% Advanced Search

ool M Email
@, Add To Contacts
S Add to Fitter
% Gota URL
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ZWC User Interface Changes

Drag and Drop Bubbles. Users can left-click a single bubble and drag-and-drop it
into another address field, or select multiple bubbles by left-clicking and dragging

using the “rubber band” selection tool to move bubbles.

Drag-and-drop a single bubble:

Ll send v [ cancel | [ S

From: | Primary Aceatrt——

This example shows the test bubble being moved
from the To: address field to the Cc: address field by

)

Ta: L . . .
° et ) send v N Cancel | (3 5a left-clicking the bubble and dragging and dropping it.
From: | Primmary Account
Subject: | Toy test X

Tipx: drag and dr

Subject:

Y

Tipx: drag and drop file:

m 3 cancel | [ S

From: | Phimary Account
Ta

Ce: + test % ||
Subject:

Tipx: drag and drop files

Drag-and-drop multiple bubbles using the “rubber band” selection tool.

“dsend v [ cancel | [dsaveDratt 2 Add sttachment . Spell Check & Si

This example shows selecting multiple

Fraom: | Sam Sample

bubbles and dragging and dropping them

T |

from the To: field to the Cc: field using the

To:

test * || @ Facilties Team * ||Service * ||Human Resources * |

“rubber band” selection tool.

ce ||

Subject: |

o send [ cancel | ¢ Save Draft 7 Add Attachmet Rgz Spell Check | Signg

1

Fraom: | Primary Account (Gayle Neumann =gayle@zimbra.com=]  *

Left-click white space and

To:

test * Fac:;il'rties Team * ||Service * ||Human Resources *

drag selection box.

4

Ci: | ?
Send - Cancel Save Draft Add Attachment ", Spell Check Signad
Subject: I_ B | 2 2 Abe &
) Fraom: | Primary Account (Gayle Neumann =gayle@zimbra.com=]  * | Drag
Tip: dra - highlighted
To: test * || @ Facilties Team * ||Service * ||Human Resources *
« " ; bubbles and
Rubber band” selecting N
: . ce || Addresses drop.
is left clicking on the
white space of the field Subject: | =
i i ) Send - Cancel Save Dra\l Add Attachment ¥ Spell Check Sig
and dragging a selection e [X] | 2 2 =t i S

box across selected
bubbles. The selected
bubbles are highlighted
in blue, and users can
now drag and drop them.

Fraom: | Primary Account [(Gayle Neum'ann =gayle@zimhra.com=) ¥ |

Ta
Ce:

Subject: |

test * ||

[ Facilties Team * ||Service * ||Human Resources *

Shift+hold and left-click to select multiple bubbles.
Use CTRL+C and CTRL+V to move a bubble.

» Tab between bubbles.
e Semicolon is not necessary when displaying addresses in the bubble.
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ZWC User Interface Changes

Add Multiple Attachments with Multi-Select: Ability to add multiple attachments
to an email message using Ctrl and Shift. This feature works similarly while
working in Briefcase, as users can select multiple items to upload. Note the
multiple attachments selected display on one Attach: line. The multi-select feature
is supported in the following browsers: Chrome, Safari 4 and later, and Firefox 3.6
and later.

Attach File(s) Ctrl and Shift to select
|y Computer | Brisfoase ‘ Contacts | Wil ‘ multiple ﬁ/les to attach

ttach Brogse. ~ Remove Lookin: [ Attachments / = o cm-
attact | Birowi Remave _
attach | Browss. | Remave 3
attach | Browss. | Remove
attach: | Browss.. | Remove
Eﬂsamp\e attachment 5.docx
Adld More Attachments
Hote: Each sttachment size imit is 10 MB
Attach File(s)
| My Compuier ||/ Briefease | commets | el | e [ ammple sttachment 4 docs "5 ample Open
j Cancel
attach: [T\ Documents and 5 sttings'aneumann'Dag e

adtact: | I Browse.. | Remove
adtact: | Browse.. | Remove
adtact: | Browse.. | Remove
Adtach: | Browse.. | Remove

Acld Mare Attachments o) send ~ B3 Cancal | (4 SaveDratt 7 Add Sttachment 3 Spell Chack P Sign

]

& ||

Subject: |Samp\e multiple attachernents|

Select ot lesst one file to sttach ,f) ¥ Sample attachment 4 docx (9.8 KB)
[V Sample sttactiment 1.docx (9.3 KE)
s [¥ Sample attachment 2 docx (3.8 KB)

[ amnle attarhment % dney (9 8 KA

["Sam_sample” <ssample@esample com:; ¥ |

Hate: Each attachment size limft is 10 MB

Tipe drag and drop files from your desktop to sdd sttachments to this message.

View Sender List in Conversation Thread. In Conversation view, the sender list
can now hold up to the last 8 participants. The earliest message’s author may not
be displayed if more than 8 participants are in the conversation thread.

_A Mewr = | e Get Mail | Delete — | Reply Reply to All Forward ‘ Spam | - | | Q Siewr T
I:|| D|P|T|(/|;|| From |&‘)| Subject
Up to 8 |:| ¥ Zak_Timbra, Sam_Sampls Re: Sample spreadshest - Don't forget to review the numbers and provide me with 1
Sam_Sample Don't forget to review the numbers and provide me with the missing examples]
messages —| 2 - A st e Sl
d. | [ ) Zak_Zimbra Thank you. | will review the spreadshest and give you my input. Zak
ISp ay (| &= Sam_Sample Aftached is the sample spreadsheet for your review. Sam
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ZWC User Interface Changes

Open and Close Conversations. When viewing conversations in ZWC, users can
use the right and left keyboard arrow keys to open and close a conversation view.

Select a conversation by clicking on it once, and press the Right arrow key on
the keyboard. The conversation opens.

Alternatively, press the Left arrow key on the keyboard and the conversations
closes.

Select a conversation by clicking on it once. Press the right arrow key on the keyboard to expand
the conversation. Press the left arrow key on the keyboard to close the conversation.

Clacaajaaaajaaaa E = &)
JEE G JEJE 6 )6 6 JE Je JE 6 JEmd)| [l [)C
e P Bo
2 e g W 5
E_ )
| [ b releaze-engineering Subject: Automsated natification --|
\_/ O w release-engineering Subject: Automated notific:
K ] release-engineeting complete -- no reset
I = release-enginesting keginning -- no rese

Trusted Addresses/Domains: While viewing messages with external images, the
option is given to trust the sender or all senders from that domain. A yellow bar
displays under the Subject heading with a link that the user clicks to trust this
address. This sets the trusted address for all sender or sends from that domain.

Users can also enter Trusted Addresses on the Preferences page. This lets users
create a list of trusted addresses or domains so that images sent in emails from

those addresses are automatically displayed in their email message. There is also
a new icon for Trusted Addresses.

vmware Zimbra

Peopie Search Q ‘ c umann ‘ Help Log Out

| Comsi || & addressBook || ] calendar || [ Tasks || 8 Brisfoass((| G Preferences |} (@) Social |
v Preferences [Search @ Contacts v || Search || Save | Advanced
6k General
¥ [ mail save [EJ Cancel

= G

e

| signatures

#) Accounts

Trusted Addresses / Domains

v Trusted Addresses

9 calendar

& Sharing Remave

) Matifications

I Mobie Devices

a.'. Import / Export
Shorteuts

Z Timlets

Mzl from these addresses or domains wil be considered trusted and images will automatically be displayed

[ enter emait actsress or domain Add

0 of 500 used
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Configure Printing Font Size. The font size to use when printing an email
message can be configured from the Preferences>General page. The font size
link has been removed from the file print view.

[gcamai || & ooresspook | [ colengar | [ Tasks | Eanevcas{ﬂ @Dreferan:as‘ﬂ)@ social |

¥ Prgf

Laterenses, A [ searcn |_lMa\I vH Search H save | Advanced
Generl
Save [ Cancel
= composing I

j Signatures

QOther
) Accounts | _ILI
»
Humber of items to fetch when serolling:

v Display checkboxes to quickly select tems in lists (requires refresh)

W 4 Febnary2011 b W
S M T W T F S
@ oI 12 4 5
B 7 8 8 10 11 12
13 14 15 16 17 18 18
20 21 22 23 24 25 26
27 28 1 2 3 4 5

£ 7 & o dn 44 43

v Shows email addresses in bubbles

il

Spam Label. The Junk label is changed to Spam or Not Spam.

Report as Spam

Feaple Search Q| ‘ z bra Help Log Out

| Camei || & sodressBook || P calendar | M Tasks || B Brictease || ik Preferences || @) social |
[ Search [ ma vﬂ Search || Save | Advarcsd
Citew v | G ostmal | 3 Deiete £ = | EIRapy ) Repiyto sl (F Forward m @ Spam ||)<) - | @ view ~ (@ socislize 5 conversations|
D‘ P‘ Hf‘ (/‘ Ll‘ From ‘ @| Subject \LV | Falder | Size | Received T
£ Junk 0 » Zak_Zimbra, Sem_Sample Re: Sample SPreadshee. ek selected item(s) as Spam [rs] |59 provide me wit @ Jan2e
UE=D a » Charles_Connector Weekly meeting - Th ] Subject Weekly mi @ Jan21
Find Shares.. m] Charles_Connector Shere Crester: Calendar shared by Charles_Cennestar - The fallowing share haInbox 3KB  Jan21
Searches ] PP & Charies_Connector Hills Review is reacly - Hope you will ave tine to review this by tomorrow. Chalr Inbox 2KB  Jan20
e 4|10 P Alax_Adams 2 Blug Hills - An opportunity to expand our design 1o include biue hues. See this exnkax  41KB  Jan 20
e

Spam Added to Junk Folder. Items marked as spam are added to the Junk
folder.

Not Spam

vmware' Zimbra | Zok_Zimbra Help Log Out

Wil Address Book || 7 Calendar || [ Tasks | (53 Briefease Preferences || (3 Social
| Cowai || & I I I [| % I \

[r Folders B3] [search NE” + || search || Save | advanced
2, Inbox (1)

= Cgvew = | @ ostial | 3 Date % o | EJRepty ) Renlytoan j@‘ ) Mot Spam ||)<) - | @ view ~ @ socisize 1 conversation
oDt D| b| P|t|(/| LA| From |@‘ Subject \—“E{/ ‘ Falder ‘ Size ‘ Received T
@ O » Zak_Zimhra, Sam_Sample Re: SGIMRIE ST yark selected tem(s) as nol Spam [rs] [1951S A pravice me wit (@  dan2e
i f
Find Shares. .
Searches
= i
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Finding Emails Sent From or Sent To Sender, Recipient, or Contact: Users can
find emails using the following features:

» A new right-click option is available when browsing folders, reading messages
or when looking at addresses in the Address Book to find emails.

* When browsing folders or reading a message, right-click a message or the
sender to find emails Received From Sender or Sent To Sender.

« When reading a message, right-click an address in the To: or Cc: field to find
emails Received From Recipient and Sent To Recipient.

* When viewing contacts in the Address Book, right-click an address to find
emails Received From Contact or Sent To Contact.

v ¥ i elete (= eply eply to orvvar L@ Spam
1 GetMail | I Delete F | Reply ©)Replytasl [ F d | Lgs
7 rom Lbje
| » 1 2| Fi Subject
[ “hlwware Zimbra Team Fimhrs basneslstiar - Mevy Product Launch - /i
a | ¥ AE] EETE- k | -, Received From Sender |
>
O 4 Advanced Search et To'{z}uder
a » ) New Emsil i

» Users can search their Sent folder for emails sent to specific recipients. When
users are in their Sent folder, they can select one or more messages, click the
To header, and the Find Email to Recipients dialog is populated with the email
addresses (To, Cc, Bcc). The search is an AND search. Only messages that
include all the recipient addresses are included in the search results.

From the Sent folder, select a message. Click the To header
and the Find Emails To Recipients dialog displays.

o Mewe » | e Get Mail | € Delele -l—ﬂ: lé] | & | Reply i]l Reply to Al j Forvward |

ol F g T s

O » Mdams@e@ple.com __/ Fuvil: Last Chance to Register - Zimbral
O » @ aadams@exé@ale.com Fuvd: Open files in branch main for usg

\
Mew - Get Mail Delete = Reply Reply to Al Forward
Ta Subject
aadamsi@example com Fuwed: Last Chance to Register - Zimbra ]

= Find Emails To Recipients

Addresses: | aadams@example.com;

Fwed: Last Chance to
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ZWC User Interface Changes

by the administrator.

Set Email Receipt Frequency. The Preferences>Mail<Check for new mail
every... includes the options to check As new mail arrives. This feature is enabled

| - Wil H_i Address Book || ECaIendar || [ Tasks || éﬁriefcase(ﬂ’_ Preferences

¥ Preferences

j Signatures
*) Accourts
Y Fitters
W Trusted Addresses
@ Address Book
E Calendar
5 Sharing
1 Netifications
Q Mobile Devices
q_-. Impart § Export
|2] shortcuts
Z Timlets

| Search

| Save | Advanced

2 Social

Save m Cancel

Displaying Message

When | click Get Mail:

Display Mail:

s_____..-—-—————-—-—-.._____

Check for new mail eveny: | 5 minutes -

Manually h

Az new mail arrives

Message Preview:

Images:

When | read a message in the reading pane:

-
Undo Changes I—

2 mink,_k

mLtes
4 minutes
blghics IESTAGES N emE
B minutes

. IESSAHE N NEw
7 minutes
& minutes Ltomatically in H
9 minutes ely
10 minutes

SECONE

15 minutes

-

Filters can be created for outgoing messages.

¥ Preferences

| Search

I Mail * || Search | Save | A

§§§ General
v [ Mail
f Composing
j Signatures
i+ Accounts

R Fiters

W/ Trusted Addresses

@ Addrezs Book
E Calendar

@ Sharing

() Notifications
Q Mohile Devices
q_-. Import F Export
| &) Shortcuts

Z Zimlets

Save B4 Cancel

Mote: Changes to fiter rules are saved immed

| Incoming Message Fitters q\ Outgoing Meszage Fiters

oF New Fitter | .

Edlit Fitter |

Delete Fiter |

o hove Dow

Fun Fitter L Mo Lip

Active | Fitter Mame

Mo results found.
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ZWC User Interface Changes

Calendar Features

Scheduling Wizard. The Scheduling Wizard Suggested Times feature has been
changed.

Organizers can now request a list of available locations without adding
attendees. After selecting to create a New appointment, the user can click on
the Show Suggestions for... link in the Suggested Times area in the
Navigation panel to see the list of locations before adding attendees. This “on
demand” feature is available when the Suggestion Preferences is set to Manual.

vmware Zimbra

People Search

| 4 Mail H_i Address Book H [ celendar H ™ Tasks HEEIHE&:ESE Hi{g‘}: Preferences || @) Social || [ Appointment ‘

Suggested Times

i

TowW T F

March 2011 »

4
=

| save & close [ cancel | P Bdd Attachment

=Pt . Spel cheok | (2 Format @) Save aswiebkx £ Cptions

EER
8 8 10 M
15 16 17 18

Suggested Times

2 ™ 24 5
23 30 3 1

4 March 2011 »
M T wW T F

4 5 B T 8

1 of 1 available

1[2]3 4
7 o8 9
15 16
2
30

11:00 AM
11:30 AM
12:00 P
12:30 P
1:00 PM
1:30 PM
2:00 PM
230 PM

300 PM

5
12
19
26

2

8

Show Suggestions for i
May 02

I~

From | Primary Accourt

Subject: |

Attendees: |

Shiry Optional

Location: |

Shivw Resources

Start: | 322011 A | 10:30 AM

End: | 3202011 - |11 00 &M

- Reminder: | 5 minutes before E| Configure

Display: ‘ | Busy b4 H:I Calendar

- &
Private

Scheduler Show «

Click to display suggested locations
before adding attendees

Scheduling a meeting has been enhanced with the Scheduling Wizard, to let the
organizer see who is available at different times and what locations may be
available as well. As users add attendees to the appointment, a suggestion panel
in the Navigation pane shows availability in 30 minute time slots for the attendees
and for at least one location.

SoooenedTimes G

# 4 januEry 2011 ¢ W e g
5N T W-T FS [ gend 4
2% 3 w01 3 o3 A

i[3]s 5 6 1 8 From:
s B uRD s Subject:
% 17 1818 30 13

23 24 25 % 7 B AN
30 3 17 304 s

3of 3ot =]

& 8:00AM 50 f Location:
& =308 | St
)Uf)mllablt<7
& 730AM s0 il

& 30AM % il

& 10:00 AM Y

Ler3aalisbie

. 2I0PM 4 '__

[Searc This example shows that three people have been invited to an appointment. The
Suggested Times indicates how many invitees are available at selected times
and how many locations are available for the appointment.

_ﬁﬂ- Green indicates three invitees are available at 8:00 a.m. along with 50 locations.
These three invitees are also available at 8:30 a.m. along with 48 locations.

r Orange indicates only two invitees out of three are available at the times shown,
along with available locations.

|- Red indicates the least available time for the attendees, with only one invitee being
available out of the three at 2:30 p.m.

VMware Zimbra Collaboration Server 7.0
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ZWC User Interface Changes

Set Working Hours. In Calendar preferences, users can customize their work
week and hours worked schedule. In the General section, users select how they
want to display their work week view. In the Work week and hours section, users
indicate their work week and hours that display in calendar.

Mail Address Book || 7 Calendar || [ Tasks || (5 Brisfoas: Preferences | Y@ Socisl
Qe ] & | | | (& = D sooil |

|¥ Preferences

[ Searce

88 General
v L il
= Composing
. Signatures:
*) Accounts
B Fitters:

@ Trusted Addresses

ok
] calendar

1 Notifications

L Mobile Devices

Q.'. Import / Export
Shortcuts

Z Iimiets

1 Appointmerts v || Search || Save | Advanced

[ save EJ cancel

Default View: | WorkWeek Yiew  »

4|
Unéo Changes il

Default appointment visibility:

[ Al show the mini-calencar
[} Show Calendars with week numbers

[V automatically add received appoirtments to calendar

Mail Address Book || £ Calendar || [ Tesks || 21 Bristcase Preferences Ty (@) Socil Appointment
(4 ] i

¥ Preferences

| Search

éﬁ? General
v ] Mail

= composing

¥ Sionstures

%) Accounts

B Fiters

@ Trusted Addresses
5 Bagk

[ calendar

41 Matifications

EAppmmmema - Search | Save | Ardvanced

Save [ Cancel

“Work week and hours

Work week: [ Sun

¥ Mon

¥ Tue W wed W Thu W Fri [ sat

Work hours:  {*  Mormal

The timings follow
USiCanaca Pacific

00 A

A ’1D | 5:00 P > |  Custom Customize

your timezone preferences. Your preferred timezone is © GMT -08:00

User’s scheduled work hours as defined in the user’s Work week and hours
Calendar preferences are highlighted in the user’s calendars and shown in the
calendar new appointment Scheduler view.

| W11 | SunJdand0 ‘ Man, Jan 31 ‘ Tue, Feb { | WedFe2 | ThaFebd | Fri, Feb & | St
&AM
TAM
aam
aam
e 1000 Abt |
InfoDeu Planning | Cuartedy mestng |
TEAM e, 2 ) |
o |
.|\f|fwma\ knches |
1PM 1
M
|Mﬂrins Staft |
o : )
o 300 P
Admin Team
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Multiple Appointments Opened. Calendar displays a tab when composing a new
appointment. Users create the appointment from the appointment page.

People Search q

vmware' Zimbra

i Address Book Calencar || [ Tasks Briefoase Preferences || (@) Social Appointmert
=] a
Sunoestediimes) | | @ soveaciose 3 Cancel | @ o atectment <) prrt . Spe Check | 2 Fomat v @ Save asvenex 4G options
W 4 Jmnuary20Ml b W
5 M T w T F s /_5%“
2 27 25 29 30 51 1 | W= _
s 3 a4 5 85 7 8 Attendess ]\ Shaw Optional
g 10 11 12 13 14 15 N Locstion: ‘ Show Resources
16 17 18 19 20 21 22
2 oM 25 % [ Fert: 10280011 = [ 500 am * | miday Repeat
3003 1 2 3 4 35
Ene | 172802011 T - Reminder: | 5 minutes betfors |Z| Configure
Dizplay. | Busy * | Calendar -

| scheduler Show v>

U‘-r._

VMware Zimbra Collaboration Server 7.0
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ZWC User Interface Changes

Calendar. When a meeting invitation is received in ZWC'’s mail, users can quickly
see that it is a meeting request. The invitee can see the invite along with a snippet
of their calendar for that day when they open the message.

vmware Zimbra Feople Search

Log Out
‘ () Mail ‘ i Address Boak || [ calendar || [ Tasks || éBriefcase | {%Preverences H @Soc\al ‘
¥ Folders G ‘Searck o) Mail - Search ‘ Save ‘ Achvanced
&, Inbox (1)
B sent Ll Mewr = ‘ & Get Mal ‘ X = | & & =% | g Spam | g - | | D view v (@) Socislize S conwersations
[ Dratts D‘ >| P'M 0| _q‘ Fram |ﬁ| Subject | Falder ‘ Size ‘ Received ©
Ea Aunkc O » Zak_Zimbra, Sam_Sample Re: Sample spreadshest - Don't forget to review 1l (3 Jan 24
=t & » Charles_Connector Weekly meeting - The following mesting has be 2 Jan2t
Find Shares O Charles_Cannector Share Crested: Calendar shared by Charles_Conr Inbox KB Jan21
Searches ] EF Charles_Connectar Hills Review is ready - Hope you will have time to Inbox 2KB  Jan20
v Tags <£ ] P' Ala_Adams @ Blue Hills - An opportunity 10 sxpand our design toinkox H KB Jan 20
& Demo Tay
F ndustryNews | [
o Zimara -| o sccept v P Tentative  [Ed Decine 9 Propose New Time =0 am Fridtay, January 21
» Zimlets WEEkly meeting Jdanuary 21, 2011 8:22 AM
Organizer:  "Charles_Connector” <cconnector@example.coms= 11 A | &
N 11:00 A )
Time: Friday, January 21, 2011 11:00 AM- 1:00 PM
GMT-08:00 USCanada Pacific N [ty e
loon
W 4 February 2011 » W Invitees: aadams@example.com;le.b"ra;“Charles_cﬂonnectm"
S M T W T F S <aznnne%nr@exa‘mple cnr?”», E}!(Innnajgwn | et . 100 P
=dhrown@example.coms; "llinue =llinwa@example.coms=; "Marketing
& g a3 & 8 Team" <marketing@exampla.cam:=
6 7 8 8 0 M oz L e ohn Al <iai ' -
ional: sam sample; “John_Ajai <jajac@example. coms=
13 14 15 16 17 18 13 P i A Jaja@ " 2 Pr
20 21 22 23 24 25 26 Repeats: 53311\(1 weeks on Wednesday and Friday Mo end date Effective Feb 1,
781 2 3 4 5 2
s v a o un i = -
Done

Other changes:
» Time is displayed in the viewing user’s timezone.
» Updates to the invitations are in different colors.

» Appointment response show the current appointment details, including the
status of all the attendees.

+ John_Ajax has accepted the invitation. =1 2m Friday, January 21
Accept: Weekly meeting Januany 21, 2011 826 AM
Organizer: "Charles_Connector’ <cconnector@esxample.coms= 11 A RO
Time: Friday, January 21, 2011 11.00 AM - 1.00 PM . -
GNT-08:00 US/Canada Pacific e
Nocn
Imitees: o
(7] aadams
@ 1:00 PM
[ zmbra 1P
ceonnectar@example.com
2PM
[ dbrown
linux -
[ marketing@example.com
[ ssample b oapm
+ jajax@example.com
5P

* An organizer can right click on a meeting to see the status of attendees,

including the count for those who have accepted, those who have declined, and
those with no action yet.
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Saving Appointment Pages. The Save and Close link is displayed when creating
an appointment without attendees. When Save and Close is clicked, the
appointment is saved to the user’s Calendar. When attendees are added to the
appointment page, the options on the toolbar change to Send, Save, Close. The
Save option lets users save a meeting invite as a draft to send later. The
appointment request is not sent to the attendees.

\’ﬁ‘save &cm;}ﬂ Cancel | &7 Add attachment = Print ¥ Spell Chack | 25 Format = i Save as\vebEx  £03 Option:

Subject |

Aftenciees; | Shiwy Optional
Lacatian |Meeting roorm Show Resources
Start: [ 2011 E | angay Repest
Enct | 27212011 - | 1000 &M - Reminder: | 5 minutes before EI Canfioure

Displey: | | Busy ~ | calender -

Scheduler Shovy «

Sample appointment

Create a Copy of a Meeting. Users can create an appointment similar to an
existing appointment by right-clicking on the existing appointment and selecting
Create a Copy, and then pasting it to another date and time.

Decline

10:00 AM Ecitt Reply 4

test Propose Mew Time

Eerl
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ZWC User Interface Changes

Email and SMS Notifications. Users can now configure email addresses and

SMS numbers to receive task and appointment reminders. This can be done either

from the task or appointment, or from the Preferences>Notifications page.

Address BDDE ECaIendar * [ Tasks || éElriefcase || §§§Preferences

E{! | Search

q IﬂNew|v Refresh | Delete @ | o | i
\gﬂw ,I/ Fr

= =
|| B calendar || A Tasks || S Briefease || i Preferences || (@) Sociel || [ Tesk W

= Seve & Close B Cancel Add Attachment = Print . Spell Check | 2 Formet + ) Save as WiekEx Options ~
Abr L]

pcn

7

From ‘ Primary Accourt - ‘

Subject: |

Atendess. ‘ Show Optianel
Location: ‘ Show Resaurces

Start: [ 172802011 ~ [ &30 Pm = aiaay Repeat
Ene | 102802011 M ETT - Feeminder: | 5 minutes before m Cun@ure

Display: ‘ | Busy - H Calendar - |

l ) Mgl H_i Address Boak || [ calendar || [ Tasks || éBriefcaﬂ@Preverences_mﬁ/oc\al H [+ Task H 51 Sppoirtment |

I¥ Preferences ‘Seafcﬁ ‘Appointmants - || Search H Save ‘ A
v % E:;‘eral Save ‘ 3 cancel

% :\;CD“"‘S Notifications By Email
hers

Trusted Add
fwm eB ) ressss Send email notifications to: | ¢.o. bob@exampie cor
@ Address Baol

1 catencar

Notifications By SMS

1 Notifications

= Composin
¥ Composing Undo Chenges
¥ Sionatures

Setting Date Ranges. The Calendar List View now supports a custom date range.

w [ Tasks || [ Briefease || i Preferences || @ social |

| Search | E Appointments « || Search | | Save | Advanced

[ new v & Retresh | Delete — | - | ] Today | £ ] wiew -

Show appointments from fL?” 2011 I '1lhrnugh q&QQQD11 I '1 Feb 1 -Feb 22

I:I| (}’| ﬁ| Sukject | Location | Status A| Calendar | e| Start Date
Appointment ] Weekly mesting ey | calendar =2 2i2011,11:00 AM
list by date ] Weekly meeting M ] calendar £ 20411, 11:00 AM

y IO weekly meeting Newy B9 calendar £ 21,1100 &M

range ] VWeekly mesting e ] calendar =2 21111, 11:00 AM

] Weekly meeting My ] calendar 4 2MEM1,11:00 Ak

] Wiaekly mesting e ] calendar 22 218M11,11:00 AM

18

VMware Zimbra Collaboration Server 7.0
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Recipients Response. Recipients of a meeting invitation can send email to the
meeting organizer and all attendees.

hvmware zimbra Feopie Search
| () Ml || & Address Book H [ calendar H [ Tasks H ) Brisfoass H 85 Preferences || @ soial H - Weekly meeting |
v Folders Ed 2] [searc |dMaM 'H Search H Save | Advanced
£, inbox (1)
-
£ Sent L New H & Get Wil | o Delete @@Reply ﬁﬁeplym@mrward ‘ L@ Spam ‘ PO ‘ U @ B
? Drads o Accept v P Tertative v [Ed Decline v 9 Propose hew Time 2011 Friday, January 21
3 Jurk
e Weekly meeting January 21, 2011 8:22 AM
Find Shares .. Organizer:  "Charles_Connectaor’ =cconnector@example.com= 11 &M O] ;]
Searches Time: Friday, January 21, 2011 11:00 Ab - 1:00 PM .
e GMT -08:00 USiCanada Pacifi eekly meeting
v Tags 3 3 . ) Hoon
e Invitees: aadamsi@example.com; zimbra, "Charles_Connectar
¥ Dema Tag =cconnector@exarmple.com=; "Donna_Brown" <dbrown@esample.coms; "llinus 1:00 P
¥ Industry Hews - <llinuxg@erample.com=; “Marketing Team" smarketing@example com= 1P
M 4 February 2011 b W Optional: sam sample; "John_Ajax" <jajax@example.com=
S M T WT F 8 Repeats: Ewery 1 weeks an\Wednesday and Friday Mo end date Effective Feb 1, 2011 2PM
el 2 3 4 5
6 7 & 9 10 11 12 apm
13 14 15 16 17 18 19
20021 2 23 24 25 6
¥ 2% 1 2 3 4 5 4P

Users can also right-click the meeting in the Calendar view and select Instance or
Series, and then select to Reply or Reply to All.

E Open Instance

«F Accept

E Instance  » .
? Tentative
E Series 3

m Decline

] Edit Reply 3
? Propose New Time
_“j Creste a Copy

& Reply

&y Reply to Al
j Forv'\;rl\t]:! Instance

O Tag Appointment 3

-l Show Oricinal
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con't.

Organizers can modify the Suggestion Preferences dialog to set up the
preferences for locations and how the Suggested Times work.

Left-click Suggested Times to display the Suggestion Preferences dialog.
Then click the Suggestions radio button for either of the following:

« Automatic — The Suggested Times panel automatically populates once the
user starts entering attendees name(s) to the invitation.

* Manual — Setting to manual allows users to get suggestions on demand.
The user must click on the Show Suggestions for (date) link in the
Suggested Times panel to display the list of available locations.

| Cdmal || g adsress Book
e ———y

Suggestions: ' automatic © Meanual
13 14 15 16 17 18

20 2 22 023 24 25

¥ Suggest available rooms
34 5 8 7 B name | | st | |
Minimum Capacty | ‘ Building ‘ |

Description | ‘ Floor ‘ |

Time Preferences

Include Al Attendee Working Hours

[~ Shows only times when all sttendees are avaiable

20
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Setting Timezones in Calendar. Ability to set timezone for start and end time
when creating an appointment. Enable this option from the Preferences >
Calendar page by checking Show timezone for the start and end time when

creating an appointment.

¥ Preferences

§§§ General

v ] Mail

= composing
& Signatures
%) Accounts
R Fiters

W Trusted Addresses

Bgak

1 calendar
FSharing
1) Metifications =
4« v

« 4 February 2011 b W
S M T W T F &
3003 1 2 3 E
B ¥ & 98 10 11 12
13 14 15 16 17 18 18
0 M 22 23 24 25 6
|1 2 3 4 5

F_ 7 B8 4n_d4_47

| Done

Wil Address Book Calendar || [ Tasks Briefcasel”| Preferences ) Sacial
(= ] o
| Search o) mail - Search Save Advanced
Save [ Cancel
The Timings Tollow your Tmezans preferences. Y our prefered Tmezons s . GMT 0800 U=/Canads Pachic =
Creating Appointments
¥ Use the Guickadd dialog when creating neve appointments:
@Show timezone for the start and end time when creating an appoirtment
Permissions L
Hote: Users provided helow must be on this mail system (example.com). You may use the full email address, or just the username.
FreeiBusy: (v Allow both internal and external usersto ses my freefbusy information
 Allow only internal users to see my freefusy information
" Don't let anvone see mv freedusy information LI

When enabled, timezone selectors are shown next to the start and end times on
the create appointment form. Click the dropdown menu to select a timezone.

Save & Close [ Cancel

£7 Bod Aftachment = Print }‘.}f:: Spell Check

;Lj Format = i Save a3 WeshEx §§§Omwons A

Subject: |

Attencees. |

Show Optional

Lacation: |

Show Resources

Start: [ 2542011

,_
T GMT -08:00 USiCanada Pacific ~ | [ ajgsy  “Repsat: | hons -

End | 20472011

Scheduler Show v

Display: | | Busy ~ || Calendar

Reminller: | 5 minutes befc j Configure

m_sample@zimbra.com)

- | 930 A | GMT -08.00 USiCanada Pacific Q

GMT -12:00 Dateling
GMT -11:00 Samaa
GMT -10:00 Havvaii

GMT -08.00 Alaska

GMT -05:00 USiCanada Pacific

GMT -03:00 Baia Californis

M T -07.00 Chihuahua, La Paz, Mazatk
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Briefcase Features

Version Control. Briefcase displays file version number.

| Camail || g addrsss ook || [ calendar || BTask(ﬂ—éElrlEfcase ﬁpreferences @ =acial

¥ Folders () ‘ Search | Files = Search | Save | Advanced
» ] Brietcase
£ Natsbaak ] New = | 4 Upload Fils Dowvnload Delete | 7w | Send - ‘ Elview ~  16fies
UEERD EI| > | {/‘ & | j| Name | Type | Modified | Author ‘ Folder /]' Varsinn\
O » @ B0_features fr Unknown Binary Tyge 1 M8 22010 charrison Briefocase 2 -
O » | 7] Admin_consolUnknown Binary Typ 10 MB 9/2/2010 charrizon Briefcase 2
O » ﬂ Appendiz0-UUnknowven Binary Ty 171 KB 90252010 charrison Briefocase 3

Checking In and Out. Briefcase files can be checked out and locked so that users
cannot overwrite each others’ work.

| L mai || g AdsressBook || 7 Calencar || [ Tasks ([ E53 Brisfoase |} &5 Prefe
v Folders | [searcn
v 7 Briefcase - -
£5) Treining HNew v | fF UpoadFie b Downlosd 7 Ecit |
[ notebook D‘ ,| (;k@‘) j| e
Trash ] 23 Training
Fin Shares .. O » | 7] B0 fembires fm iy
O » 177 ac 4 Download
a » T & 7 Edt
@ » 7126 (] Send ink(s)
A
g B lem A &7 Send as attachment(s)
O » 171 A
» 7 A e —
. T T
v Tags 4l (o Al o —
& Demo Tag =0 » 7 o '
&F Incustry News agrie
& zimbra K Delete [el]
> Zimlets £ move
[T+ Rename
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Tasks Features

Tasks Tabs. Tasks displays a tab when composing a new task.

People Seavch

Preferences | (@) Social | Task |
&

Progress

Status: | ot Started = [ow

Reminder: [ | 17282011

[ 1050 At

Configure:

vmware Zimbra
| Camai || g address ook || = calendar | [ Tasks || B eristoace
¥ Tasks 7] [ save [ Gancel | () v attachmert (< Print 3 Spell check | T Format ~
Planning Tasks =
[£] Tasks Details
[#] Training Tasks - Subject | ‘
Trash
Find Shares... Locsiion |
Searches Priority: | - hormal
¥ Tags & Task List: | Tasks -
¥ Demo Tag
A Industry Mews
& zimbra
» Zimlets B |

Tasks Status. Tasks To-Do list updated to include Waiting on someone else only

when waiting is overdue.

Mruew v | JEit | Hoeete (5 & | 7 -

o | O| o| @| e L] Mot Started
Click here to add & new Task u Completed

Past Due In Progress

O Mokility =N N
[:g Waiting on Fomeons elze

a LAk 7} Deferred J

] Template

g Training o [ al
[2) To-Da List

O

[#] Fitter by = | [+ Mark Az Com)

Tasks. User interface improvements for Tasks application.

Mst | g AddessBook || T Cakndsr | [ Tasks || B Brietcass || (G Preferences || () Social
v Tasks [l ] ||r\"|a&ns' | I Tasks -| Search | Save | Advenced

El can =
] COMPLETED tasks (Emew v | et | Wovets B = v v | [lFreroy = | [ werk Az Compieted | [ view = Staske
D mtarmation eveon | 7| 7| ) | Subect Status % Complete | Cus Date
£} o r o

Trash ..“Flnlm ., b /LihBi lBiiIin—sibr™d Mit )ri-iiir.® e e

y i Need o i aul whet =erver palicies need tn fiCompleted 100% oMo

i
&) idea pragct, outine al videos for Gayls in Progress 0% 2R
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Miscellaneous Features

Tags and Folders. More color options are available when users select More

Colors...

Create New Tag

Tag name:

| @' Cyan ™ |

@' Blue

@' Cyan
@' Green
@' Purple
& Red

@’ “ellowy:
& pink

@’ Gray
O' Crange

More Calors...

Trash Folders. Calendar and Tasks pages now have trash folder.

¥ Calendars
[w] i iilendar
Find Shares...

New Attachment Tabs. The Add Attachment dialog now includes tabs to attach for

Mail, Contacts, and Briefcase files.

Attach File{s)

My Computer ‘ Briefcase | Cortacts | il ‘

Hote: Each attachment size limit is 10 MB

Attach; | Biowse.. | Remove
Attach; | Biowse.. | Remove
Attach; | Biowse.. | Bemove
Attach: | Erowse. | Remowe
Attach; [ Erowse. | Remowe
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Find Shares. The Find shares link in the Overview pane lets users quickly find
and add folders that have been shared with them.

@ Shared Folder
zn ST P
Find Shares...

Add Shared Folder

[ Enter text ta fiter resuits

v [ Tech Talk

{br [ Zimbra Tech Talk Archive

153 Pubslic
v G Zimbrs
[T Briefaseiauth

171 Briefcasemisc

Find Shares: name@examme. cam Search

Copyright © 2011 Zimbra and VMware, Inc. All rights reserved.
ZCS7.0
March 2011
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