Instructions to Add The School Email Disclaimer for all SES Mail

Correspondences
Step 1: Log into Zimbra.
®06e Zimbra Collaboration Suite Log In c
« @ /l‘ EZ hup://zimbral.crocker.com/zimbra/?loginOp=logout v v Google Q
Getting Started Latest Headlines: Zimbra Collaboration... Zimbra Administration

Zimbra

Collaboration Suite
Username: Ileed@shutesburyschool.orgl
Password: I S
[~ Remember me on this computer Log In

Which version would you like to use? | Default ¥ | what's This?

Zimbra :: the leader in open source ing and jon :: Zimbra Blog Zimbra Wiki

Copyright © 2005-2008 Zimbra, Inc. Zimbra® and the Zimbra logos are trademarks of Zimbra, Inc.

Step 2: Click on the Preferences tab.

006 Zimbra: Inbox (3) o
«- @ /I‘ Z http://zimbral.crocker.com/zimbra/#4 v v Google Q
Getting Started Latest Headlines: Zimbra Collaboration... Zimbra Administration

4 Email ~ | GInh | 6.' o) | Save 0] Standard version Offline version

Zimbra Qe

e o> [ Mail & Address Book E Calendar @ Tasks 9 IM [Beta] §:1] Documents E) efcase U Preferences

Log Out

L New Folder EgdNew v | @ GetMail | [ Delete % (51 | <;Reply iReplytoAll 5 | [glunk | [0 =1-25 =

¥ Folders |‘|>‘F|!‘D‘U‘§)‘ From ‘@|Sub;ect ‘Folder ‘Size ‘ Received T
'E__E’ Inbox (3) ] dgreenberg [Tep] Update - Hi All, Just wanted to let you know thz 4:01PM
@ Chats 1| M. Bernard @ econ unit - Please add your thoughts, changes and gre 3:15PM
[3 sent —= — R . . I
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Step 3: Click on the Signatures tab.

006 Zimbra: Preferences: General =)

‘i' 4 e (X ﬁ_‘ [Z hup://zimbral.crocker.com/zimbra/#2 v v(_‘.oog!e Q) 3
Getting Started Latest Headliness  Zimbra Collaboration... Zimbra Administration

Szilmbra [Search [CaEmail + || Search || @@ tocal || save | Advanced J Search the Web... J SOEERSEED Enliatzeks

(@ Help < Log Out

[ Mail &M&ssl!ouk’ﬂ&lemhr
[ save | X cancel
_cenera|]MailI@nposiu_;|9gmm|m%m|mm|mnmm|ml«m|mmum¢ng|sm|

Loginusing: (= Advanced (Ajax)
¢ Standard (HTML)

Theme:
Language: == English (United States) ~ |
Dofllt'l‘inuonn:| GMT -05:00 US/Canada Eastern v

] Tasks | €7 IM [Beta] ‘ £ | Documents | [l Briefcase | | Preferences

Change Password

Step 4:  Click on the Edit button.

000 Zimbra: Preferences: Signatures o
é' Yy~ e | X fl_‘ }EZ http://zimbral.crocker.com/zimbra/#8 v v Google Q) 3
Getting Started Latest Headliness Zimbra Collab i Zimbra Ad

5Zimbra Search | (A Email v || Search || @@ Local || save | Advanced ] Search the Web.. standard versionOffline version

@Hep  “Progou

[ Mail | ok, Address Book | 7 catendar | ] Tasks ‘ 7 1M [Beta) | £ | Documents | [l Briefcase [ ] Preferences
[£) save 3 Cancel

~
™
Signatures
Signature tame: = A
Add Signature
Using Signatures
Place the signature: (= Above included messages ¢~ Below included messages -
A default signature can be set on the Accounts Page
o
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Step 5:  Click into the Signature Name field and type your name.
Click into the text box below the Signature Name field and enter the following:

Your Name
Your Title
* % *NOTICE** *

To conform to federal mandates, the Shutesbury Elementary School archives all
electronic messages and Internet activity for a minimum of 7 years.

e 06 Zimbra: Preferences: Signatures (&)
<« @J /l‘ Z http://zimbral.crocker.com/zimbra/#20 v B ([G]* Google Q) 3
Getting Started Latest Headlines Zimbra Collaboration... Zimbra Administration
Z Zimbra: Preferences: Signatures & @& Zimbra Mail Help v
Z|mbr0 £ Email ~ l oy | 9! Local | Save Advanced Stindard version Offline version
(@ Help <l Log Out
[;] Mail | &k Address Book =[] Calendar @ Tasks S;) IM(Beta) £ | Documents = [ Briefcase |_| Preferences
[ save ¥ cancel
General Mail Composing Signatures Address Book Accounts Mail Filters Calendar Instant Messaging Shortcuts M
Revert This Page ‘
Signature Name: | Debbie Lee Format As Plain Text v Done ’ Clear ‘

Debbie Lee
Technology Coordinator

***NOTICE***

messages and Internet activity for a minimum of 7 years.

Add Signature

Place the signature: (" Above included messages ¢=" Below included messages

n!

Click the “Below included messages” button.

Email Disclaimer Instructions -3- 2/3/09



Step 6: Click the Save button.

e 06 Zimbra: Preferences: Signatures o
‘iv By v e (X {J_‘ FZ hup://zimbral.crocker.com/zimbra/#20 v ' Google Q) 3
Getting Started Latest Headliness Zimbra Collab i Zimbra Admini i

£Z Zimbra: Preferences: Signatures 0} ® Zimbra Mail Help [x] v

5Zimbra [ [Eiemi o] seren | [ @il | s | avanced | [Socnienes. | @Y || Sereerdverson Offineversion

@ Help ) Log Out

lljulmf | [ Tasks l 7 IM [Beta] ‘ £ | Documents | [ Briefcase [ | Preferences

Composing  Sigr ] Address Book | Account: | Mail Filters | Calendar | Instant Messaging | Shortcuts |

Signature Name: | Debbic Lee | Format AsPlainText v | | Done | | cClear |

Debbie Lee
Technology Coordinator

***NOTICE***
To conform to federal mandates, the Shu
messages and Internet activity for a minimum of 7 years.

Add Signature

Using Signatures

Place the signature: (~ Above included messages  ¢= Below included messages \;
v
) < >
Step 7: Click on the Preferences tab again and click on the Accounts Page link at the bottom of
the screen.
® O 6 Zimbra: Preferences: Signatures (=)
év Y ~ e [ X ﬁ} }EZ http://zimbral.crocker.com/zimbra/#21 v | v Google Q)
Getting Started  Latest ines s i C i i ini i
Z Zimbra: Preferences: Signatures @] L >3 Zimbra Mail Help (<]
= Standard version Offline version
Sz?mbra [searen |anml v” Search ”@!mul” save | Advanced J [search the web... P < Log Out
(23 Mail | &M&MIE&IM! @Tasts|9mmem]| ||:a i
[ save 3% cancel
e«ml|mi||r' 5]**m| |mi|ﬁ|ms|&|mf|nmms=gim|smns|
Signature Name: Debbic lee Format As Plain Text ~
mlg Coordinator
SSENOTICE***
To conform to federal the Y y School archives all electronic messages and Internet activity for a minimum of 7 years.
Add Signature
Place the ()'. &= Below included messages
A default signature can befset on the Accounts Page \ 3

Done v
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Step 8: Click on the down arrow next to Signature field and select your name

e 06 Zimbra: Preferences: Accounts (=]
‘iv Yy e x| {_‘ EZ http://zimbral.crocker.com/zimbra/#11 v 'Google Q En
Getting Started Latest Headlines >  Zimbra Collab i Zimbra Admini i
£Z Zimbra: Preferences: Accounts 6) @ Zimbra Mail Help [}

BZimbra [ |[Ciemi o[ serch |[@Fiowl]| sove | adanced | [Seocnmencs. || &Y ] Sg:_':mm ‘{_g":'ﬁ::
9mtl|&mm|ﬂm«m|@rm|9mm]|- |m f

[F] save 3 Cancel

KEVerc 1mis rage
 Account Name | status | Email Address | Type
Primary Account OK leed@shutesburyschool.org Primary
Delete [AddmmIAmt”AddPasuul

Primary Account Settings

Email add hool.org

Account Name: | Primary Account

Messages sent from this have the
From: Choose the name that appears in the "From" field of email messages

| D. Lee leed@shutesburyschool.org
Reply-to: | Set the "Reply-to” field of email messages to:
Email Address -

htto:f/zimbral.crocker.com/zimbra/#Prefs. Accounts

Step 9: Click the Save button.

e 06 Zimbra: Preferences: Accounts (a=]
é v Yy e x| {J__‘ EZ http://zimbral.crocker.com/zimbra/#11 v v Google Q 3
Getting Started Latest Headlines®  Zimbra Collaboration... Zimbra Administration
£Z Zimbra: Preferences: Accounts 6) @ Zimbra Mail Help [}
L} = Standard version Offline version
Se ! ] Se. 4
SZImbI'Q arch | | Email v” Search H@, uuzl” Save | Advanced arch the Web. ! I @ veie 5 Log Out
|Ea|mhr|E|mas|9m[am]|- |D f
KEVerc 1mis rage
| prmieme | status | Email Address | Type
Primary Account OK leed@shutesburyschool.org Primary
Delete | Add External Account | | Add Persona |

Primary Account Settings

Email add hool.org

Account Name: | Primary Account

Messages sent from this have the
From: Choose the name that appears in the "From" field of email messages

[ tee leed@shutesburyschool.org
Reply-to: | Set the "Reply-to” field of email messages to:
e.g. Bob Smith Email Address v
|
Debbie Lee
Do Not Attach

htto:f/zimbral.crocker.com/zimbra/#Prefs. Accounts
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From this point on, clicking on New Mail message will automatically include your signature and
archiving notice.

806 Zimbra: Compose o
QJ‘ @ /l‘ EZ http://zimbral.crocker.com/zimbra/#4 v v Google Q) &

Getting Started Latest Headlines® Zimbra Collaboration... Zimbra Administration

Zimbr(] [seoren | 4 Email v || search || €@ tocal|| save | Advanced J Search the Web. <! ] S"d:::p"e"i"" c:gﬁ:::"

peelee O~ Oymail | L AddressBook | [ Calendar | [ Tasks | § IM[Beta] | £ Documents | [ Briefease | [] Preferences
L3 New Folder [1Send 3 Cancel &) NewIM | [ SaveDraft ¢ AddAttachment &7 Spell Check [ Signature v [:] Options v |

¥ Folders )
» [ Inbox (3) g “
£ chats cc: l g,c,cc,w

EQ Sent
£ prafts (2) Subject: | priofity: | = v
£g Junk
ﬁ Trash
2 sent-mail -
- Debbie Lee
Tags Technology Coordinator
» Zimlets
***NOTICE**+*

and Internet activity for a minimum of 7 years.
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Please let me know if you have any questions!
Thanks.
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