
 
EMPLOYEE ORIENTATION TO GOSHEN COLLEGE CAMPUS TECHNOLOGY 

 
 
Goshen College offers a wide variety of technology services to employees for both academic and administrative use. This document highlights 
the services that you should be aware of. 
 
Your Username and Password 
With your Goshen College username and password you have access to a variety of network services and software applications. You can change 
your password whenever you want, but please do not share it with others. Keeping your password secret will guard your personal account 
information and protect your documents and email stored on the network. 
 
Support 
ITS operates a professionally staffed Help Desk from 8 a.m. to 5 p.m. Monday through Friday. Student Help Desk support is also available 
during the day as well as evening hours. The Help Desk is located in Schertz Computing Center in the basement of the Union Building and can 
be reached by phone at extension 7700 or email at helpdesk@goshen.edu 
 
Office Computing 
If your contract is .6 FTE or greater, ITS will supply a recent model computer for your office at no cost to your department. Your office 
computer comes with a wide variety of productivity and graphics software. Contact the Help Desk at helpdesk@goshen.edu or ext. 7700 if you 
have curricular software needs.  
 
Course Web Pages 
GC has implemented Moodle, a web course management system. All courses have a web site in Moodle already created for your use. 
https://moodle.goshen.edu  Contact the Help Desk at helpdesk@goshen.edu or x7700 if you need assistance. 
 
Email 
You can access your Goshen College email from the web at https://mail.goshen.edu  Instructions for using the email system can be found at 
http://www.goshen.edu/zimbra/Zimbra_Help/Zimbra_Mail_Help  Mac users can also choose to use Mac Mail on their office computers.    
 
Web 
GC uses the Firefox web browser; Google Chrome and Internet Explorer are also supplied. All employees also have access to personal web 
publishing space on the web server. Go to http://people.goshen.edu/~yourusername    DreamWeaver, a web page editor, is available on your 
office computer for creating and editing your personal web pages.  
 
Calendar/ Scheduling 
Goshen College offers campus-wide calendar/scheduling called Zimbra Calendar, which allows you to schedule people and rooms on campus. 
You can access your schedule via the web at https://mail.goshen.edu  Log in with your Goshen College username and password. Click on the 
Calendar tab. Instructions for using the calendaring system can be found at http://www.goshen.edu/zimbra/Zimbra_Help/Zimbra_Calendar_Help 
 
File service 
Data is stored on a central "M: drive", where it is backed up nightly and available from any computer you log into. You can also access your M: 
drive from home via a web browser at https://goshenvpn.goshen.edu/cgi-bin/welcome/GCFile-Online For help with using this service, see the 
instructions at http://www.goshen.edu/its/Help_Desk/gcfileonline   
 
GC Online 
GC Online gives access to an increasing array of secure web services at https://gconline.goshen.edu   from setting mail spam filters and 
vacation messages to class rosters and advising information.  
 
Listservs 
GC hosts a number of listservs. You can subscribe to a listserv from within GC Online. Listservs are automatically created for your courses in 
Blackboard. If you want custom listserv created contact the Help Desk.  
 
Classroom Computing 
GC has more than a dozen multimedia classrooms, equipped with computing, projection and multimedia equipment. If your course requires this 
sort of technology, contact the registrar to ensure that your class is scheduled in the appropriate space. Orientation for our technology classrooms 
is available. If you have a classroom emergency involving technology, call ext. 7700.  
 
Printing 
There are regional laser printers and multi-function printer/copiers placed throughout the campus which you can use for departmental printing.   
There is also a print queue called campus-copier that you can print to and then log onto any campus multi-function printer/copier to print your 
print jobs. For instructions on how to add a printer or multi-function printer/copier to your computer, go to 
http://www.goshen.edu/its/Help_Desk/printing_info_page      Note: ITS does not provide inkjet printers, and they are not supported. 
 
 
 



 
Specialty Printing & Equipment 
Schertz Computing Center houses a color laser printer which is available to faculty members. ITS also offers a wide variety of equipment 
including scanners, slide scanners, CD/DVD recorders, digital cameras, DV cams, etc. for employee use.  
 
Media Services 
ITS Media, located on the south end of the main floor of the Union Building, provides equipment checkout, and a wide range of Audio/Video 
services and support.  Contact ITS Media at ext. 7727 or media@goshen.edu  
 
Online Resources 
The Good Library has a rich collection of online resources, including bibliographic and full-text databases. See http://www.goshen.edu/library.  
 
Software Discounts 
Currently employed faculty and staff can purchase Microsoft and Adobe products at an educational discount. See the details at 
http://www.goshen.edu/its/Help_Desk/FAQ/Software/EAcademyEmployee 
 
Bookstore 
The campus bookstore web site permits credit card purchasing of books and GC apparel, via Follett Publishing's secure e-commerce server. The 
Bookstore also offers software with academic discounts for most titles.  
For more on these and other services, see the Services section of the ITS web site at http://www.goshen.edu/its/Services.  
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Network Drive Storage Space (M:\ Drive) 

Every Goshen College employee has personal storage space on our campus network server.  This 
is referred to as your “GCFile” or “M: drive”.   
 
There are several advantages to using the network drive, as opposed to storing files locally on 
your office computer: 

1. Files stored on the network drive are accessible to you from any computer connected 
to the campus network, including classroom and laboratory computers. 

2. Your files will be backed up every day by ITS. 

3. You can access your network drive via a web browser anywhere you have access to 
the internet. 

 
 
 
When you open 
“Computer” on your 
desktop, you will see a 
window similar to the one 
at the right. 
 
 
Your “M drive” will be 
listed under the heading 
“Network Location” 
 

 
 
Network Drive Quota 

You have a network drive quota of 2 GB (two gigabytes).  This should be large enough for most 
of your documents and course information.   

 You may check the size of your network drive and the remaining free space by opening 
Computer on your desktop.  Total Size, and Free Space are below the drive letter.  

 If you are close to exceeding your storage quota, try archiving the files on a CD or DVD. 
Pictures and videos take a large amount of disk space. 

 You may request additional network drive space from ITS if you need that space for your 
departmental or academic work. 
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Network Drive Folders 

When you open your network 
drive, you will see a list of folders 
similar to those displayed to the 
right. 
 
There are eight important folders 
in your network drive, indicated 
by the arrows at the right.  
The other folders in the network 
drive should not be modified by 
you.  They are there for your 
computer system to use, but are 
not for your personal use. 
 
A table listing these folders and 
their characteristics is shown 
below. 

 

 
Folder Name Public or Private Folder Use 

Classes Shared by professor and 
students in a class 

Class folders are created and used by some professors for their 
classes. If you wish for your students to submit assignments 
here, please inform them. 

Department Shared by, and private to, 
employees in your dept. 

Share files and documents with members of your department. 
Also use this when you have access to multiple departments. 

My Documents Private to you. Store your personal files and documents.  This is the default 
documents folder for most college-installed programs on your 
computer. (Note: Laptop users save to L:\My Documents, not 
M:\My Documents) 

MyDepartment Shared by, and private to, 
employees in your dept. 

Share files and documents with members of your department. 
Same as the “Department” folder, but the MyDepartment is a 
short cut folder that takes you directly to your specific 
department’s Department folder. 

Offices Public to faculty and staff. Documents from various college offices (Human Resources, 
Dean’s Office, Registrar’s Office, etc.) are placed here for 
faculty and staff access. Do not place confidential information 
in this area. 

Public Public to everyone on 
campus, including students. 

Files stored here are accessible to anyone on campus.  Use this 
for temporary public storage.  Files in this folder may be 
deleted without notification.  Do not place confidential 
information in this area. This area is also not backed up so don’t 
place your only copy here. 

Share Private to you and other 
specified users or groups. 

Access to folders located in Share is controlled by ITS.  Contact 
ITS if you want to create a folder where you can share files 
with other individuals on campus.  You should never give 
access to files by providing your password to someone else. 
Confidential information can be placed in this area. 

Yesterday Private to you; however, 
you cannot add or delete 
files or folders. 

This folder contains a backup of your files from the previous 
day.  If you accidentally delete files or folders, you can copy the 
latest backup from here. 
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There are 2 ways that you can access your Network drive: 

1. From an office or lab computer 
2. Off-campus via the web 

 
 
 
1. Accessing your Network Drive from an Office or  Lab Computer 

 
 Log onto a computer 
 Double click the 

“Computer” icon on the 
desktop 

 
When you open “Computer” on 
your desktop, you will see a 
window similar to the one at the 
right. 
 
Your “M drive” will be listed with 
you username and (\\gcfile) (M:) 
 

 
2. Accessing Your M: Drive Over the Internet 
These instructions are for sharing files between your personal computer and GCFile (the M: drive) 
 
1. Start up a web browser and go to https://goshenvpn.goshen.edu/cgi-bin/welcome/GCFile-Online 
2. If you get a message about trusting the certificate, proceed and accept the certificate. 
3. At the login screen, put in your Goshen College username and password. 
4. You will see the "Welcome to Goshen College virtual gcfile access" page. 
5. Click on the "gcfile" link. 
 

 
 
You will now see a divided screen. In the right window pane is listed your M: drive on the Goshen College network. 
In the left window pane is listed the available drives on your personal computer.  If you receive an error about Java, 
please update Java for your web browser, and then continue.  (If you have problems updating Java, you can use the 
alternative HTML version by clicking on the “HTML Version” link in the upper right corner of the window.  
However, please note that the below instructions are for the Java version.) 
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Now that you are connected to the Goshen College virtual gcfile access via the Internet, you will be able to: 
 Upload a file from your personal computer's hard drive to your M: drive on the Goshen College network 
 Download a file from your M: drive on the Goshen College network to your personal computer's hard drive 

Upload a file from your personal computer to your M: drive on the Goshen College 
network 
1. First you need to browse to the location on the M: drive to where you want to upload your file. Do this by 

double clicking on the folder in the right window pane where you wish to put your file.  For example, if you 
wish to upload the file into your MyDocuments folder on the network, double click the MyDocuments folder in 
the right window pane. 

 

 
 
2. Second, you will need to browse to the location on your personal computer's hard drive where your file is 

stored. Double click on the C: drive in the left window pane (if your file is located on a different drive, click the 
appropriate drive letter for that drive), then double click to go into the subfolder(s) where your file is located. 

 

 
 
 
3. Once you have located the file that you wish to upload to the network, click once on the file to select it, and 

then click on the Copy icon, located at the top of the window. This will upload your file from your computer to 
the location on the network that you previously selected. 

 

 
 
 
 
4. When you are finished, close the window that shows the available drives, and then in the other window, click on 

the Logout button. 
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Download a file from your M: drive on the Goshen College network to your personal 
computer 
 
1. First, you will need to browse to the location on your personal computer's hard drive to where you would like to 

download your file. Double click on the C: drive in the left window pane, and then double click the subfolder(s) 
to where you would like to download your file. 

 

 
 
 
 
2. Second, you need to browse to the location on the M: drive where your file is located. Do this by double 

clicking on the folder in the right window pane where your file is located.  For example, if your file is in the 
MyDocuments folder on the network, double click on the MyDocuments folder in the right window pane. 

 

 
 
 
 
3. Once you have found the file that you wish to download to your personal computer's hard drive, click once on 

the file to select it, and then click on the Copy icon, located at the top of the window. This will download your 
file from the Goshen College network to your personal computer's hard drive. 

 

 
 
 
4. When you are finished, close the window that shows the available drives, and then in the other window, click on 

the Logout button. 
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Personal Web Server Storage Space 
 
Every Goshen College employee has personal web page storage space on our campus web server.  You can use this space to build a 
personal web page with biographical information about yourself.  Each employee receives 250 MB of space on the web server.  
 
Mapping to the Web Server on a Windows Computer 
 
 Double click on the “Computer” icon on 

your desktop.  
 Once the window opens, click on 

Computer to select it. 
 Click on the Map Network Drive button.  
 

 

 Choose a drive letter from the drive  
drop-down list, such as “V”. 

 In the Folder field, type in 
\\people\yourusername  
(where yourusername is, replace it with 
your GC username)  

 Make sure the Reconnect at Login box is 
selected, and then click on Finish. 

 
  

 

 
You can now create web pages in your personal space on the web server. All pages will need to be stored in the “mypages” folder. 
The index.html file is the main page for your website.  All office computers and computer lab computers come with Adobe 
Dreamweaver, which you can use to create and edit your web pages. 
 
 
Mapping to the Web Server from a Computer Running Mac OS 
 
 From the Finder, click on the GO menu and 

select Connect to Server 
 In the Server Address field, type in 

smb://people.goshen.edu/yourusername  
(where yourusername is, replace it with your 
GC username) 

 Click on the + sign to add this address to your 
favorite servers list 

 Click on the Connect button 
 

 
You can now create web pages in your personal space on the web server. All pages will need to be stored in the “mypages” folder. 
The index.html file is the main page for your website.  All office computers and computer lab computers come with Adobe 
Dreamweaver, which you can use to create and edit your web pages. 
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Connecting to GC wireless on a Mac OS computer:

 Join the network named gc

 When prompted, enter your Goshen College
username and password

 Next, you will be prompted with the
message "eapolclient wants to sign using
key '' in your keychain." Click on Deny

 Open System Preferences. Click on Network
and select AirPort. Click on the Advanced
button. Click on the tab labeled 802.1X. You
should see a user profile calledWPA:gc.
Select it and under the Authentication
section, uncheck TLS.

 While still in the Advanced window, select
the AirPort tab. Find the network "gc" in the
list and click on the pencil to edit the
preferences.

 Drop down the box labeled 802.1X. Select
WPA:gc and click Save.

 Click OK. Close and Apply all changes. When
prompted, click Continue to accept the
certificate.

You should only need to complete these steps once on each computer you wish to use on the wireless
network. If you need assistance, contact the ITS Help Desk at ext. 7700, or helpdesk@goshen.edu
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Moodle is open-source software that allows faculty a means of putting information about 
their classes (syllabi, assignments, and other course documents) on the web. Your students 
can also participate in course-related forums, journals and wikis. Moodle can be accessed at 
https://moodle.goshen.edu 
 
 
Activity Modules  
Moodle contains a wide range of Activity Modules that may be used to build up any type of 
course. Activity Modules are represented by icons as shown in the examples below. You can 
determine which Activity Modules will best facilitate the learning environment for your 
course. The icons will link to a list of all the Activity Modules that appear throughout the 
course.  
 
Here are some of the more common Activity Modules that you may encounter in your 
courses:  
 

 

Assignments – Assignments specify a task that require students to 
prepare and upload their work to a server. Typical assignments include 
essays, projects, reports, and so on. This module may include grading of 
the assignment. 
 

 

Chats - The Chat module allows participants to have a real-time 
synchronous discussion via the web. This is a useful way to get a different 
understanding of each other and the topic being discussed. 
 

 

Forums - This activity can be the most important - it is here that most 
discussion takes place. Forums can be structured in different ways, and can 
include peer rating of each posting. The postings can be viewed in a variety 
of formats, and can include attachments. By subscribing to a forum, 
participants will receive copies of each new posting in their email. The two 
most widely used forums are the general forum and the learning forum. The 
general forum is an open forum where any one can start a new topic at any 
time. The learning forum is where you might post a discussion response to 
a question posed by the teacher. Students in the class are then required to 
comment to a specific number of posts. 
 

 

Quizzes – This module is for quiz tests, consisting of multiple choice, true-
false, and short answer questions. This module may include grading of the 
assignment. 
 

 

Resources - Resources can consist of prepared files uploaded to the course 
server, pages edited directly in Moodle, or links to external web pages. 
 

 

Wikis - The Moodle Wiki module enables participants to work together on 
web pages to add, expand and change the content.  
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Get the latest software. 

Get it legal. 
Get it at a huge discount.

Currently enrolled students and currently employed faculty and staff can take 
advantage of significant discounts on these products: 

 
Microsoft Adobe Other Products 
Office for Windows Creative Suite Production  Minitab 
Office for Mac Creative Suite Design SPSS 
Windows 7 Creative Suite Master Collection JMP 
Visio Creative Suite Web iGrafx 
Project Adobe Photoshop Entryware 
 Adobe Acrobat TIBCO Spotfire S+ 
 Adobe Lightroom Kermit 
 Adobe Dreamweaver SigmaFlow 
  SYSTAT 
  VMWare, and more 

 

ACT NOW!  Just go to 
 

http://www.onthehub.com/ 
 Click on “Find Your School Webstore” 
 In the Institution Type drop-down list, select “College/University” 
 Follow the prompts to select Goshen College 

 
NOTE:  
 People who have purchase the download version of the software have run into various problems installing from the 

download, or the inability to burn the installer to CD.  ITS strongly recommends that you instead purchase the 
“shipped” version so you can install from the media and also have the media to do a re-install if needed. 
 

 If ordering Windows products, be sure to get the correct version; 32-bit or 64-bit. This company does not allow for 
returns or exchanges of software.  

 
For more information on how the program works go to 

http://www.goshen.edu/its/Help_Desk/FAQ/Software/PurchaseSoftware 
 

Contact the ITS Help Desk at ext. 7700, or helpdesk@goshen.edu if you have any questions. 
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CCOOMMPPUUTTEERR  SSEECCUURRIITTYY  TTHHRREEAATTSS  
 
 

Type of 
Threat 

 
Defense 

 
More Info 

Viruses 1. Your Antivirus Software 
must be kept up-to-date 
 

2. Windows Updates 

Installed on all campus computers. Free recommendations for home 
computers: Sophos (download available through GC Online), Microsoft 
Security Essentials, or AVG Free. 
 
 
Set Windows to auto install updates.  

Spyware / 
Adware / 
Malware 

1. Adaware 
2. Windows Defender 
3. Windows Firewall 
4. Zone Alarm Firewall 

(home/laptop) 
5. MalwareBytes 

Download free antispyware and firewall software from 
http://download.cnet.com/windows/ 
 
Read privacy agreements before installing software such as chat or 
other “free” programs. 
 
Use Gaim or Trillian chat instead of AOL or MSN 

Browser 
Hijacker 

Use Firefox instead of Internet 
Explorer 

Download free from http://www.mozilla..com/firefox 
 

Phishing Be skeptical.  
Never provide passwords 
unless you initiate the 
transaction. 

Definition and examples located at: 
http://www.goshen.edu/its/Help_Desk/Privacy_Security 
 

Spam Spam filters. 
Never respond to a spam 
message, even to unsubscribe.

Activate spam filters on GConline 
Junk filters are also available in Zimbra mail, Mac Mail and Thunderbird.
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Miscellaneous	Helpful	Information	
 
Email	Attachments	in 	Zimbra 	Mail	
If you are reading your email through Zimbra and wish to edit an attachment that you 
receive, you must first take the following steps to save your file in a specified location. If 
you don’t you will lose any changes that you make.   

 Click on the attachment and choose to open it with the appropriate program (i.e., 
Word, Excel, etc.).  

 Click on File and choose Save As.   
 Choose a location to save your document before doing any editing. Failure to not 

save the attachment in a specified location first will result in losing any changes 
you make. 

 
 
Wireless	Access	
Wireless network access is available in all academic buildings, the commuter lounge, all 
dorm lounges, and the apartments.  Note: The wireless network is not protected by 
encryption.  The reliability of the wireless access is dependent on how many users are 
connected at the time and how much bandwidth they are using. Because of this, wireless 
may not always be reliable. We recommend that you connect your computer to the 
network using an Ethernet cable, especially if you are doing heavy streaming over the 
Internet or downloading large files over the Internet. 
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Printing to a GC Networked Printer or Copier 

There are regional laser printers and multi-function printer/copiers placed throughout the campus which you can use for printing.   
There is also a print queue called campus-copier that you can print to and then log onto any campus multi-function printer/copier to 
print your print jobs. 

Adding	a	GC	Networked	Printer	or	Multi‐function	Printer/Copier	to	Your	Computer	

For	computers	running	Windows	

 Click on the Start button and in the search field, type in \\gcprint  and then press enter. 
 A list of printers will appear.  Double click on the printer you wish to add. Laser printers are named with the abbreviation of 

the department/building, followed by "-laser".  Multi-function printer/copiers are named with the abbreviation of the 
department/building, followed by "-copier".  You can also add the "campus-copier" printer to your computer, then when you 
print to "campus-copier" you can log onto any multi-function printer/copier on campus and retrieve your print job.  

For	computers	running	Mac	OS	

 You must first connect to GC File.  In the Finder, click on Go and choose Connect To Server. 
 Type in smb://gcfile.goshen.edu/username    (where username is, put in your GC username). 
 Go into System Preferences and click to open Print & Fax. 
 Click on the + sign to add a printer. 
 From the list of available printers, double click on the printer you wish to add. Laser printers are named with the abbreviation 

of the department/building, followed by "-laser".  Multi-function printer/copiers are named with the abbreviation of the 
department/building, followed by "-copier".  You can also add the "campus-copier" printer to your computer, then when you 
print to "campus-copier" you can log onto any multi-function printer/copier on campus and retrieve your print job. 

 Close the Print & Fax window. 
 Each time you boot up your computer you will need to first connect to GC File before you can print.  

Printing	Over	Wireless	
ITS offers the ability to add a GC networked printer or multi-function printer/copier to a Windows computer and print over wireless, 
however some computers are unable to connect to the Samba server over wireless, and therefore the above instructions do not work 
for printing over wireless.  If you are unable to configure your computer to print over wireless, use the following instructions to print 
through our “WebPrint” internet portal. The only caveat is that all files that you print must first be in PDF file format in order to print 
through WebPrint. Computers running Mac OS will need to print through WebPrint when printing over wireless. 

For	computers	running	Windows	
1. The file you wish to print must be in PDF format. Convert your file to PDF. If you need a free PDF converter, get the free 

GhostScript PDF converter from http://sourceforge.net/projects/ghostscript/ 
2. Open a web browser and go to http://gcprint.goshen.edu 
3. Log in with your Goshen College username and password 
4. Click on Web Print  

 
 

5. Use the Quick Find search window to find your printer, or choose your printer from the list. Select the radial button next to the 
printer you wish to print to, and then click on the Print Options and Account Selection button. 

 
 



6. Type in the number of copies you wish to print and then click on the Upload Document button. 

 
 

7. Web Print only supports the printing of PDF files, so the file that you wish to print must be in PDF format. If you file is not a 
PDF, go back to step 1.  Otherwise, click on the Browse button to locate and select your PDF, and then click on the Upload and 
Complete button. 

 
 

8. Your file will now print. To print another file, click on the Submit a Job link and then repeat these instructions. 
 

	

For	computers	running	Mac	OS	
 
1. The file you wish to print must be in PDF format. Convert your file to PDF.  
2. Open a web browser and go to http://gcprint.goshen.edu 
3. Log in with your Goshen College username and password 
4. Click on Web Print 

 
 

5. Use the Quick Find search window to find your printer, or choose your printer from the list. Select the radial button next to the 
printer you wish to print to, and then click on the Print Options and Account Selection button. 

 
 
 
 
 



 
 

6. Type in the number of copies you wish to print and then click on the Upload Document button. 

 
 

7. Web Print only supports the printing of PDF files. If your file is not a PDF, follow step 8, otherwise proceed  
to step 9.  

8. To make your file a PDF, Open your file.  

 Select Print.  

 At the bottom of the print options window, there is a button labeled PDF. Click on that button to save your file as a PDF.  

 
 You can also select Save As and under File Type or Format, and choose PDF. 

 
 

9.  Once your file has been converted to a PDF, click on the Browse button to locate and select your PDF, and then click on the 
Upload and Complete button. 

 
 

10. Your file will now print. To print another file, click on the Submit a Job link and then repeat these instructions. 
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Goshen College Zimbra Mail User Guide 

 
This guide is for the online version of Zimbra.  For all of these instructions, the steps are assuming that you have 
the Mail tab already selected.  If you are having a hard time finding icons or menu items listed in the instructions, 
please check to make sure you have the Mail tab selected. 
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READING	YOUR	MAIL	

	
When you first log in to Zimbra you will see a split message screen.  On the top is you list of 
messages.  Clicking once on a message will display it in the bottom portion of the screen.  If you wish to 
open a message in a new window, click on it twice. 
  

COMPOSING	AND	SENDING	MESSAGES	

	
1. Click on the compose button (envelope icon with a green plus sign next to it). 
2. Address and compose your message.  Click on the "To:" button to access your address book. 
3. When you are finished, click "Send." 

  

DELETING	MAIL	

	
You can delete messages in a couple of ways.  One is by simply selecting the message, either by 
clicking on it or by placing a check mark in the box next to it, then clicking the "Delete" button.  You 
can also simply hit the "Delete" key. After doing this, you will see a notice at the top of your screen 
saying, "__ messages moved to trash." There will be a link next to this saying "Undo," which you can 
click to reverse the deletion. 
  

CREATING	AND	USING	SIGNATURES	

	
Using signatures in Zimbra is very easy since you create and store signatures right in the Zimbra 
application. 
 

Creating	a	Signature	
 

1. Click on the Preferences tab. 
2. In the categories that are on the left, click the arrow that is to the left of Mail to expand its 

options. 
3. Click on Signatures 
4. Give the signature a name. 
5. Select whether you want your signature to be formatted as HTML or plain text.  Choose plain 

text if you don't want to do any special formatting, such as font colors and active URLs. 
6. Type your signature. 
7. Select whether you want your signature to display above or below included messages when you 

are replying to or forwarding a message. 
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8. Click "Save". 
9. If you would like to make another signature, click "Add Signature". 

 
 
  
 

Using	Signatures	
 
By default, Zimbra mail will use which ever signature you told it to use in the "Creating a Signature" 
instructions above. However, if you have multiple signatures, you can choose which signature to use 
while composing your message. 
 

1. In a window where you are composing a message, click the signature button and select the 
signature you wish to use. 

2. To change which signature is your default, go to Preferences. 
3. In the categories on the left side, click the arrow to the left of Mail to expand its options. 
4. Click on Accounts. 
5. Click on the drop-down list for Signature and select the the signature that you want to be the 

default.  
  

THE	ADDRESS	BOOK	

Adding	Contacts	
 

1. Click the "Address Book" tab. 
2. Click the "New" icon. 
3. Type in the contact information and click "Save". 

Or... 
1. In the header of an email that you have received, right click on an address and choose Edit 

Contact to add it to your address book. 
 

Creating	a	Group	
 

1. Select the "Address Book" tab. 
2. Click on the arrow next to "New", and then select "Contact Group". 
3. Type the name you want to call the group in the "Group Name" field. 
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4. Using the "Find" field on the right, search for and select the individual(s) you wish to add to the 
group, and then click "Add". 

5. When you have added everyone you want into the group, click "Save" (upper left corner). 
 

Adding	an	Address	Book	
 

1. Click on the drop down menu next to New, and select Address Book. 
2. Enter the information for the new address book and click "OK". 

 

Importing	Address	Books			
 

1. Go to Preferences>Import/Export. 
2. Under the Import section, click on the Choose File button to find the address book file you wish 

to import. 
3. Click on the button next to "Destination" and select which address book you want your imported 

addresses to go in.  Or, create a new one. 
4. Click "Import". 

 

Exporting	Address	Books	From	Zimbra	
 

1. Go to Preferences. 
2. From the list of Preferences on the left side of the screen, click on Import/Export. 
3. Under "Export" select "Contacts". 
4. Click the button next to "Source" and select which address book you would like to export. 
5. Click "Export". 

  

JUNKMAIL	

	
Zimbra automatically sends mail it believes to be junk to the "Junk" folder.  If you are missing mail you 
believe someone has sent you, the Junk folder is the first place you should check.  To move a message 
that has been marked as junk back to the Inbox, select the message and click on the "Not Spam" button. 
This action will move it to your Inbox. 
  

ATTACHMENTS	

	
Attachments in Zimbra stay on the mail server and attached to the message until you delete them. If you 
wish to edit an attachment that you received, you must first take the following steps to save your file in a 
specified location or you will lose any changes that you make. 

1. Click on the attachment and choose to open it with the appropriate program (ie. Word, Excel, 
etc.). 

2. Click File and choose Save As. 
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3. Choose a location to save your file before doing any editing.  Remember, failure to save the 
attachment in a specified location first will result in losing any changes you make.You can also 
save the attachment directly to your computer by clicking on the "download all attachments" link 
in your email message.  

 

Adding	an	attachment	to	a	message	
 
There are two ways to add an attachment to an email message.  
 

1. While composing the email, click on the Add Attachment button. If adding an attachment located 
on your computer, select the My Computer tab, click the Choose File button, and browse to 
where the file is located on your computer. You can add multiple attachments by repeating this 
step. When finished, click the Attach button to add the files to your message. You can also attach 
files from Briefcase, which is a Zimbra feature that allows you to create and edit documents that 
are stored on your Zimbra account. To do this, select the Briefcase tab. In the new window that 
opens, select the folder where the file is located on the left, then select the file. Click Attach. 

 
2. The other way of attaching a file is by dragging it from its location on your computer to the 

space in the Compose message screen between the Subject bar and the message body box. 
   

FOLDERS,	FILTERS,	AND	TAGS	

	

Folders	
 
To create a new folder, click on the "New Folder" button that is above the list of folders on the left. This 
button looks like a file folder with a plus sign on it. Give the folder a name, and then select where you 
would like the folder to be located. To create a new folder in the top level, click to select "Folders" and 
then click on OK. If you want the new folder to be a subfolder of an existing folder, click on the folder 
where you want the new folder to reside, and then click on OK. 
 

Filters	
 
Filters are used to direct an incoming mail message to a specific folder. To add filters: 

1. Click on the Preferences tab. 
2. In the categories on the left, click the arrow next to Mail to expand its options. 
3. Click on Filters. 
4. Click on "New Filter" to create a new filter.  Enter the information for that filter and then press 

"OK". 

Tags	
 
The tag feature is one way to help organize mail, tasks, and calendar events in Zimbra. To create a tag, 
right-click on the "Tags" label on the left sidebar and click on the "New Tag" icon. To tag an item 
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(event, email, task, etc.), right-click on the item you wish to tag and select "Tag [item]". To sort by tag 
(Email, Calendar, Tasks, etc) double-click on the tag you want to see from the Tags list on the left. 
	

AUTO‐REPLY	(VACATION)	MESSAGES	

	
Auto-reply/Vacation messages are set up in Zimbra. 
 

1. Go to Preferences. 
2. In the categories on the left side, click on Mail. 
3. Scroll down to the "Receiving Messages" section, and put a check next to "Send auto-reply 

message". 
4. Enter the text of the message you want in the box, and select a starting and ending date. 
5. Click on "Save" when you are done. 

  

FORWARDING	YOUR	EMAIL	TO	ANOTHER	EMAIL	ACCOUNT	

	
1. Click on the Preferences tab. 
2. In the categories that are on the left, click the arrow that is to the left of Mail to expand its 

options. 
3. Scroll down to the "Receiving Messages" section. 
4. In the "Forward A Copy To" field, type in the email address that you wish to forward to. 
5. Click to select the option that says, "Don't keep a local copy of messages."  If you do not select 

this option, email will accumulate in your GC email account and if you go over your quota on 
the mail server you will be prevented from receiving additional new email. 

6. Click on Save. 
 

USING	MOBILE	DEVICES	

Using	Zimbra	on	Mobile	Devices	
Zimbra can be accessed on any mobile device with internet access simply by going to 
https://mail.goshen.edu/m.  This will access Zimbra is a mobile-friendly format. 

Syncing	Mobile	Devices	with	Zimbra	
Due to rapidly changing technology, we cannot give a definitive list of makes and models that can 
connect to the Zimbra server; however, in general any device running Windows Mobile 6 or higher, 
Palm Pre, Android, and iPod Touches/iPhones will be able to connect to the Zimbra server. Please note 
that all mobile devices must have an internet connection and that ITS is not responsible for any fees 
incurred due to data usage. 
 
Serial Palm devices (PDA's that sync through a cable) and Blackberrys are NOT capable of syncing with 
your email and calendar on this new system, and are not supported by ITS. 



7 
 

M:\MyDepartment\SEMINARS\Orientation Documents_Master Copies\Employees\Zimbra Documentation\Zimbra 7 Mail.docx 
 

 
Setup of all mobile devices is the responsibility of the user. ITS is unable to provide setup assistance or 
support of mobile devices. 

When setting up your phone to sync with the Zimbra server, following are the settings you will need:  

 Set it up as a Microsoft exchange account 
 Put in your Goshen College email address (eg. johngc@@goshen.edu) 
 The Server is mail.goshen.edu 
 The Domain is goshen.edu 
 Put in your Goshen College username and password. 

DELAYED	SENDING	

	
When composing an email, rather than clicking the Send button, click the down arrow next to the Send 
button and choose Send Later. A small window allowing you to Specify Message Send Time will pop 
up. Set the parameters and click OK. You do NOT need to be logged in at the chosen time in order for 
the message to send. 
 

USING	ZIMLETS	
Zimlets are little applications in Zimbra that can perform useful tasks.  To see what Zimlets are available 
to you, look at the list in the left.  Note that some Zimlets can only be used in certain parts of Zimbra 
(i.e. Contact Cleaner can only be run in the Address Book).  You can activate a Zimlet by clicking on it. 
 

MAIL	KEYBOARD	SHORTCUTS	
For a list of key shortcuts, or to define your own, go to Preferences>Shortcuts. 



[this page intentionally left blank] 
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Goshen College Zimbra Calendar User Guide 

This guide is for the online version of Zimbra.  For all of these instructions, the steps are 
assuming that you have the Calendar tab already selected.  If you are having a hard time finding 
icons or menu items listed in the instructions, please check to make sure you have the Calendar 
tab selected.  This same information support document can be found online at 
http://www.goshen.edu/zimbra/Zimbra_Help 
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CREATING	A	NEW	APPOINTMENT	

	
*NOTE: When creating any type of appointment to which there will be attendees other than 
yourself, you MUST click the SEND button, rather than Save, otherwise the invitation will not 
be sent and the appointment will not be added to the other attendees' calendars. 
 
QuickAdd Appointment 

1. Double-click on the date you wish to add the appointment to.  Note that if you are in 
Week, Work Week, or Day view, you can also click on the time you want the 
appointment to start and Zimbra will auto-insert the time selected as the appointment's 
start time. 

2. In the QuickAdd Appointment window, set all the information for the appointment you 
wish to add, and then click "OK". Note: If you find that you are always bypassing the 
quickadd appointment window to see more details, and want to keep the quickadd 
window from appearing every time, click on the Preferences tab, and in the list of 
preferences on the left click on Calendar. Unselect the "Use the QuickAdd Dialog When 
Creating New Appointments" option. Click on Save. 
 

Add New Appointment 
1. Click on the "New" icon. 
2. Set all the information for the appointment you wish to add, then click "Send". 

 
 

 
  
   
Editing an Appointment 
Just like creating a new appointment, there are a couple of ways to edit an existing appointment. 

1. If you are in the Week, Work Week, or Day view, you can click and drag to move the 
appointment to a different day or time, or you can click and drag to adjust the start and 
stop time for the event. 

Or... 
2. Double-click on the appointment and adjust the fields you want to be changed.  Click 

"Send" when you are finished. 
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CREATING	A	RECURRING	APPOINTMENT	
  

1. Add a new appointment or open an existing one by double-clicking on it. 
2. Set the "Repeat" field to how often you want the appointment to occur. (If you are using 

QuickAdd and would like more customization of "Repeat" field, click "More Details".) 
3. To add an end date, or to further customize how the appointment repeats, click 

"Customize". 
4. When you are finished making modifications, click "Send". 

  

 
   

	

INVITING	OTHER	PEOPLE	TO	AN	APPOINTMENT	(MEETING)	
  

1. Add a new appointment or open an existing one by double-clicking on it. (Note that if 
you are adding an appointment using QuickAdd you will have to click on "More Details" 
before continuing to Step 2.) 

2. Locate the Attendees button and entry field. 
3. Click the Attendees button to open a contact browsing window, or type email addresses 

into the entry field to the right of the Attendees button.  
4. Once an attendee has been selected, you are able to view their schedule under the 

Scheduler section. You may need to click "Show" in order to view this section. 
5. If you would like to be notified via email of people's responses to the invitation, click the 

Options button and make sure "Request Responses" is checked. Otherwise, you can 
uncheck that box.  

6. When you are finished modifying the meeting, click "Send". 
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 INVITING	GROUPS	TO	A	MEETING	

	
In order to invite groups to a meeting, you must first create the group.  

Creating	a	Group	
1. Select the "Address Book" tab. 
2. Click on the arrow next to "New", then select "Contact Group". 
3. Type the name you want to call the group in the "Group Name" field. 
4. Using the "Find" field on the right, search for and select the individual(s) you wish to add 

to the group, then click "Add". 
5. When you have added everyone you want into the group, click "Save" (upper left corner). 
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	Inviting	a	Group	to	a	Meeting	
1. Add a new appointment or open an existing one by double-clicking on it. (Note that if 

you are adding an appointment using QuickAdd you will have click on "More Details" 
before continuing to Step 2.) 

2. In the Attendees field, start typing in the name of the group, and then select it when it 
appears in the drop-down menu. 

3. To check all attendee's schedules to make sure they are available, look under the 
scheduler section. (You may need to select "Show" to view this section) 

4. If you would like to be notified via email of people's responses to the invitation, click 
Options, then make sure "Request Responses" is checked.  Otherwise, you can uncheck 
that box.   

5. When you are finished modifying the meeting, click "Send". 
 
 
  

 
  
  

ADDING	A	LOCATION	TO	A	MEETING	
  

1. Add a new appointment or open an existing meeting by double-clicking on it. (Note that 
if you are adding an appointment using QuickAdd you will have click on "More Details" 
before continuing to Step 2.) 

2. Like when adding an Attendee, you can click the Locations button to open the Find 
Locations window and then search for a location by one or more of several attributes 
(listed and described below the thumbnail). OR if you know the two letter abbreviation 
for a building, type it in the locations field and then select the desired location from the 
drop-down menu. 
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3. If you want to have more than one location, when in the Find Locations window, select 
the option to allow multiple locations. The locations will show up in the Locations field, 
and in the scheduler section below. 

4. When you are done editing the meeting, click "Send." 
 
 

 
  
  
  
You can also search for a room by populating any of the other fields except for "Site".  Here are 
the descriptions of the different fields: 
 
Name: This field follows the two-letter naming convention for buildings.  Ex: AD, WY, CC, etc. 
For a complete list of all of the buildings and locations on campus, leave all of the search fields 
blank and click on the Search button. 
 
Minimum Capacity: This field allows you to serach for rooms that are as big or larger than you 
need.  Ex: You need a room that can hold 25 people, so you insert "25" into the "Minimum 
Capacity" field.  The search will return all rooms with a capacity larger than 25. 
 
Description: Description acts as a tagging function that uses keywords having to do with the 
attributes of a room.  
 
Site: This field is not being used at this time. 
 
Building: Building is the common name or description of a room.  Ex: Sauder Concert Hall, 
Rieth Recital Hall. 
 
Floor: Floor simply describes which floor you want to search for rooms on. 
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RESPONDING	TO	MEETING	INVITATIONS	
Responding to meeting invitations in Zimbra can either be handled in the meeting's calendar 
field or through email.  Once you respond to an invitation through email, the email will 
automatically be sent to your Trash folder. 
To Respond to a Meeting Invitation Through Email (Zimbra Mail Only) 

1. In Zimbra, select the "Mail" tab. 
2. Click to display the email invitation you wish to respond to. 
3. Select either "Accept", "Tentative", or "Decline" from the upper left corner of the 

invitation window.  If you wish to change the default response message for that 
invitation, click on the arrow next to the answer you wish to make, then select "Edit 
Reply". 

To Respond to a Meeting Invitation Through the Calendar (Thunderbird or Zimbra Users) 
1. In Zimbra Calendar, find the meeting you have been invited to. 
2. Right-click, and select either "Accept", "Tentative", or "Decline".  If you wish to change 

the default response message for that invitation, click on the arrow next to the answer you 
wish to make, then select "Edit Reply". Note: If you select "Tentative", Zimbra will add 
the meeting to your calendar with the status listed as "Tentative".  You can change your 
status to a meeting by right-clicking on that meeting in the calendar interface and 
selecting "Accept", "Decline", or "Edit Reply". 

3. If you selected "Edit Reply", then edit and send the message that appears.  Otherwise, 
you are done. 

  
 

CHECKING	THE	AVAILABILITY	OF	ANOTHER	PERSON'S	CALENDAR	
 
In Zimbra, one of the ways you can check another person's calendaron demand is by inviting 
them to a meeting and then selecting "Schedule".  
 
You can also check someone's schedule in a more general way by having them send you a "Free 
& Busy" link.  To send someone a Free & Busy link, right-click on the title "Calendars", located 
above your list of calendars.  Select "Mail Free & Busy link".  This will open a new email 
message window with the link contained in the body of the message.  Enter the address of the 
recipient(s) you wish to receive the information, and include any additional text that you wish in 
the body of the message.  When you are done, click "Send". 
  
The recipient will receive an email with a URL similar to the below 
 
https://mail.goshen.edu/home/pattygg@goshen.edu?fmt=freebusy 
 
By clicking on the URL, you can see their free/busy schedule. If they have marked appointments 
as private, you will not be albe to see the details of that appointment. You can bookmark this 
free/busy link , and if you wish to see the free/busy schedule for someone else, simple replace 
the person's username in the URL with the username of the person for whom you wish to see the 
schedule.  
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ALL	DAY	EVENTS	

	
All Day Events will show in the upper part (near the date) of the Week, Work Week, and Day 
views. 
To Add an All Day Event 

1. Select "New" or double click on the date you wish to add the event. (Note that if you are 
adding an appointment using QuickAdd you will have click on "More Details" before 
continuing to Step 2.) 

2. Make sure to check the box next to "All day event" 
3. Be sure to mark whether Zimbra should list you as "Busy", "Free", or "Out Of Office" 

during that day.  "Busy" is the default, but not always preferred for All Day Events as it 
will cause your calendar to show you as unavailable for the entire day. 

4. When you are done modifying the event, click "Save" (or send, if you have invited 
attendees to the event). 

  

 CREATING	MULTIPLE	CALENDARS	

	
In Zimbra you can create many calendars.  This is handy because you can separate different 
categories of appointments (i.e. work, personal, family, etc.) into different calendars, then control 
what calendars you are viewing at any given time. 
 
 



 
 

9 
 

M:\MyDepartment\SEMINARS\Orientation Documents_Master Copies\Employees\Zimbra Documentation\Zimbra 7 Calendar.docx 

Creating	a	New	Calendar	
 

 
 

1. Right-click on the Calendars heading above your list of calendars. Select New Calendar 
(OR type “nl” on your keyboard). 

2. Enter a name for your calendar. 
3. Choose a color for your calendar.  Two calendars can have the same color associated with 

them, but it is handy if they are all different so you can tell which calendar an event 
belongs to at a glance. 

4. Decide whether you want this calendar to be taken into account when Zimbra is reporting 
times you are free or busy.  Most of the time, you do want a calendar to be taken into 
account, but sometimes you may not. 

5. If you want, you can have your new calendar sync to an existing remote calendar.  If so, 
check the box and enter the URL of the calendar you want it to sync to. 

6. When you are finished, click "OK". 
 

Adding	an	Appointment	to	a	Calendar	
When you have multiple calendars, there is an extra step you can choose when adding an 
appointment, and that is which calendar you want the appointment to be added to.  You can 
select this from a drop-down menu in both the QuickAdd and the detailed addition screens. 
 
You can change which calendar an existing appointment belongs to by double-clicking on the 
event to open it, then changing the calendar it is associated with from the "Calendar" menu. 
 

Viewing	and	Hiding	Calendars	
When you have multiple calendars, you may not want to view them all at once.  To hide a 
calendar's events from view, click to uncheck the box to the left of the calendar's name on the 
calendar list. 
 
To view a calendar that has been hidden, click to put a check next to the calendar's name. 
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SETTING	UP	SHARED	CALENDARS	

	
With Zimbra, you have the ability to share your calendars with others. You do this on a per-
calendar basis (i.e. you share your "Work" calendar but not your "Personal" one).  This is how 
you give viewing or management rights to someone for your calendar. 
  

 
  
   

1. From the list of calendars on the left, right-click on the calendar you want to share from 
the list of calendars on the left. 

2. Select "Share Calendar". 
3. Type in the email address of the person you wish to share the calendar with. 
4. Change the Role to reflect the level of access you wish the user to have. 
5. If you want the person you are sharing your calendar with to see your private 

appointments, click to select the box that says, "Allow user(s) to see my private 
appointments. 

6. Click ‘OK'. 
 

Zimbra will send an email to any users you share your calendar with to inform them the calendar 
has been shared with them. In the email they receive, the user will need to click on the button 
that says, "Accept Share".  Note: If the user is not using Zimbra mail, but some other email 
client, they will not see this button in their email message. They will need to go into Zimbra 
Mail https://mail.goshen.edu pull up that email message and click the Accept Share button from 
there.  
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Once a user accepts the shared calendar, in their calendar they will see this new calendar listed in 
the column on the left. To have the appointments of that shared calendar visible, click to put a 
check mark in the box next to the calendar. To not display the appointments for that calendar, 
click to unselect the box next to the calendar. 
  
  

IMPORTING	AND	EXPORTING	CALENDARS	

Import	a	Calendar	
1. Click on the "Preferences" tab. 
2. Click on the "Import/Export" tab. 
3. Click on "Choose File" and navigate to the file of the calendar you wish to import. 
4. Click the "Import" button. 

Export	a	Calendar	
1. Click on the "Preferences" tab. 
2. Click on the "Import/Export" tab. 
3. In the "Export" area, click on the circle next to "Calendar" to select it. 
4. Click on the button next to "Source" and select the calendar you wish to export. 
5. Click the "Export" button. 
6. Select "Save File" and click "OK".  The calendar will be exported to where your browser 

normally saves downloaded items (i.e. the Desktop or a Downloads folder). 
 

WORK	WEEK	AND	HOURS	

	
You can specify which days and which hours represent your work week. To do this, go to the 
Preferences tab, then click on Calendar. There you will be able to choose which days of the week 
and what hours you're available for work. If you choose the Customize option, you can set 
different start and end times for each day. 
 

INTEGRATION	BETWEEN	MAIL	AND	CALENDAR	
 

 When you receive an email which contains information that you need to make an 
appointment in your calendar, you can take advantage of the drag-drop feature.  Simply 
drag and drop your email message onto the desired date on mini calendar that is in the 
bottom left corner of the screen. A new Appointment window will open up for you to 
finalize the details of the appointment. Note that anyone who was in the distribution list 
of that email message will be included in the Attendees field of the calendar appointment. 
If you wish not to invite them to the appointment, simply remove their names from the 
Attendees field.  Adjust the time of the appointment, and then click on Send. 



 
 

12 
 

M:\MyDepartment\SEMINARS\Orientation Documents_Master Copies\Employees\Zimbra Documentation\Zimbra 7 Calendar.docx 

 If you hover your mouse over a date or a day of the week in an email message, you will 
receive a pop-up of the calendar events of that day. 

 

USING	MOBILE	DEVICES	

Using	Zimbra	on	Mobile	Devices	
Zimbra can be accessed on any mobile device with internet access simply by going to 
https://mail.goshen.edu/m.  This will access Zimbra is a mobile-friendly format. 
 

Syncing	Mobile	Devices	with	Zimbra	

Due to rapidly changing technology, we cannot give a definitive list of makes and models that 
can connect to the Zimbra server; however, in general any device running Windows Mobile 6 or 
higher, Palm Pre, Android, and iPod Touches/iPhones will be able to connect to the Zimbra 
server. 
 
Please note that all mobile devices must have an internet connection and that ITS is not 
responsible for any fees incurred due to data usage. 
 
Serial Palm devices (PDA's that sync through a cable) and Blackberrys are NOT capable of 
syncing with your email and calendar on this new system, and are not supported by ITS. 
 
Setup of all mobile devices is the responsibility of the user. ITS is unable to provide setup 
assistance or support of mobile devices. When setting up your phone to sync with the Zimbra 
server, following are the settings you will need:  

 Set it up as a Microsoft exchange account 
 Put in your Goshen College email address (eg. johngc@@goshen.edu) 
 The Server is mail.goshen.edu 
 The Domain is goshen.edu 
 Put in your Goshen College username and password. 

SUBSCRIBE	TO	GC	CALENDAR	FEEDS	
There are several ways you can add GC calendar events to your Zimbra Calendar. 

 email single event details 
 add a single event directly to your calendar 
 subscribe to a whole category of GC events 

Go to http://www.goshen.edu/eventplanning/Web_Calendar/zimbra#category for instructions on 
how to subscribe to GC events. 
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USING	ZIMLETS	

	
Zimlets are little applications in Zimbra that can perform useful tasks.  To see what Zimlets are 
available to you, look at the list on the left side of the window.  Note that some Zimlets can only 
be used in certain parts of Zimbra (i.e. Contact Cleaner can only be run in the Address Book).  
You can activate a Zimlet by double-clicking on it. 
 

CALENDAR	KEYBOARD	SHORTCUTS	

	
This is a list of shortcuts used specifically for the calendar application in Zimbra.  For a more 
complete list of shortcuts, see General Zimbra Help, or in Zimbra go to the Preferences tab, 
then click on Shortcuts from the list on the left. 
 
Command Keyboard Shortcut
Edit Appointment E 
Create a Quick Appointment Q 
Refresh the Calendar R 
Show Today T 
Show Single-Day View D or 1 
Show Week View W or 7 
Show Work-Week View WW or 5 
Show Month View M or 3 
Show Scheduling View S or 0 
Close Read-Only Appointment View Esc 
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Tasks		
 To add a task quickly, click on “New” in the upper left corner of the window. 

 
 To edit an existing Task, either right-click on the Task and select “Edit” or double-click 

on the Task. 
 

 You can also create and share multiple Task Lists (i.e. Work, Personal, etc.).  The 
creation and share features work just like they do in Calendar. 

 
 The Tasks feature is still new to Zimbra, so its still a little rough around the edges.  One 

of these problems is that the sorting feature does not remember your last setting.  This 
means that if you set it to sort by Status, then leave the window, it will resort by Due 
Date (default).  There is no way to change default sort at this time, you just have to resort 
it.  Another feature that’s lacking in the Tasks application is that there is currently no way 
to set reminders on Tasks.  There are also currently no integration functions between 
Tasks and Mail or Calendar.   

 

Briefcase	
Briefcase allows you to create, upload, edit and share documents that are saved to your Zimbra 
account. In this way, the files are accessible from any computer with an internet 
connection. Keep in mind that these documents are located in your Zimbra account on the mail 
server, and are not located on GCFile or locally on your computer. You can either create 
documents in the top level of the Briefcase, or you can create sub-folders for your documents.  
To create sub-folders, right click on Briefcase and select “New Folder.” 
 

Creating	new	documents	in	Briefcase	

1. Click on the Briefcase folder you would like the new document to be in and then click the 
New button.  

2. Enter the name for the document, and begin editing the contents. 
3. There are many tools you can use to format the document.  
4. It is wise to periodically click the Save button to ensure that in the case of network 

disconnection or a browser or program error, you do not lose your work. 
5. When you are finished, click Save and Close. The document will now be in your 

Briefcase in the chosen folder. 

Edit	a	document	in	Briefcase	

1. Click on the folder where the file is located. 
2. Select the document you wish to edit from the main list, and then right-click the 

document and select “Edit.”  Or, click the Edit button on the menu bar. 
3. When you are finished, click “Save and Close”.  
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Briefcase	version	control	

Briefcase allows you to access previously saved versions of the file. To view these previous 
versions, click the Expand/Collapse arrow. This feature is helpful if you need to refer back to 
a previous version that contains text that was edited out in the current version. 

 

1. Select the version you wish to view, and then right-click the document and select “Edit.”  
Or, click the Edit button on the menu bar.  

2. When you are finished, click Save and Close. (The “save” and “save and close” option 
will allow you to add notes to each version. If you do not wish to add any notes, simply 
click on OK.) 

 

Sharing	a	folder	in	Briefcase	

1. To share a document, it must be in a folder. 
2. Right click on the folder you would like to share in the Folders list. 
3. Click Share Folder 
4. Enter the email address of the person(s) you wish to share the folder with, then choose 

the role level you wish them to have. 
5. Click OK. 
6. If you do not wish to share an entire folder, but wish for someone to view only one of the 

documents within the folder, you can email that document by right-clicking on the 
document and choosing “Send as Attachment.” 



 
4 
 

M:\MyDepartment\SEMINARS\Orientation Documents_Master Copies\Employees\Zimbra Documentation\Zimbra 7 General Help.doc  
 

 
 
  
 

Document	Check‐in/Check‐out	
 
Briefcase allows you to "Check out" a file to prevent another user from editing it while you are 
editing the document. To check out the document, simply right-click it and choose "Check Out 
File." When you are finished editing the document, save it, then go back to Briefcase, right-click 
the file and choose "Check In File." You will then be prompted to upload the edited file back 
into Briefcase. 
 

Integration	Between	Mail	and	Calendar	
 
When you receive an email which contains information that you need to make an appointment in 
your calendar, you can take advantage of the drag-drop feature.  
Simply drag and drop your email message onto the desired date on mini calendar that is in the 
bottom left corner of the screen.  A new Appointment window will open up for you to finalize 
the details of the appointment.  Note that anyone who was in the distribution list of that email 
message will be included in the Attendees field of the calendar appointment. If you wish not to 
invite them to the appointment, simply remove their names from the Attendees field.  
 
If you hover your mouse over a date or a day of the week in an email message, you will receive a 
pop-up of the calendar events of that day.  
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Subscribe	to	GC	Event	Calendar	Feeds	
 
There are several ways you can add GC calendar events to your Zimbra Calendar. 
You can: 
 

 email single event details 
 add a single event directly to your calendar 
 subscribe to a whole category of GC events 

 
Go to http://www.goshen.edu/eventplanning/Web_Calendar/zimbra#category for instructions on 
how to subscribe to GC events. 
 

Using	Mobile	Devices	

Using	Zimbra	on	Mobile	Devices	
Zimbra can be accessed on any mobile device with internet access simply by going to 
https://mail.goshen.edu/m.  This will access Zimbra in a mobile-friendly format. 

Syncing	Mobile	Devices	with	Zimbra	
The mobile devices currently supported by Goshen College are devices that run Windows 
Mobile 6 or higher, Palm OS 5 or higher, and iPod Touch/iPhone.  All devices must have 
internet access.  ITS is not responsible for any fees incurred due to data usage on any user’s 
device. 
 
If you have a supported device and would like help setting it up, contact the Helpdesk at 
extension 7700 or at helpdesk@goshen.edu to set up an appointment. 

	
Using	Zimlets	
Zimlets are little applications in Zimbra that can perform useful tasks.  To see what Zimlets are 
available to you, look at the list on the left side of the window (under “Buddy List”).  Note that 
some Zimlets can only be used in certain parts of Zimbra (i.e. Contact Cleaner can only be run in 
the Address Book).  You can activate a Zimlet by double-clicking on it. 

		
General	Keyboard	Shortcuts	
For a list of key shortcuts or to define your own, go to Preferences>Shortcuts. 




