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Managing another person’s calendar
Before you can manage another

person’s calendar, the calendar k-state f v E
owner must sign into Zimbra and [ﬁﬂmmm J L Mai || i, Contacts |
share the calendar and calendar e | i tew ~ B, Refresh
messages with you, giving you R —— I
Manager level access. . ;‘:’m il oelet= v

[¥7] Edit Properties
To share a calendar: right-click the Lo _
calendar & then dick Share Calendar. Nl Lot st iy
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Managing collaboration e-mail

To schedule and respond to appointments and meetings on behalf of others without having
aceess to their inbox, the calendar owner should first:

1. Create folders to hold collaboration e-mail. ———> |¥ [ - Collaboration messages
2. Create filters o send e-mail to those folders. L) Meetings

|71 Shares
3. Share the folders with anyone who will be
managing the calendar and give them Manager | To create a folder: on the Mail

level access. . tab,click the New Folder button.
7 Folders
> [ Inbox | 5 New Folder P o Coer s | Wi
=1 Sent Mark All as Read 1f | 2y ~ | of the following conditions are met:
&J Drafts Ej‘ Delete Cakengar Invite ~ | | is requested ~ | | & || = |
® Spam Rename Folder ctecsins - |[anpies <] [#][=]

1T Trash

(2 Move
v [ -Caler 2] Share Folder

o Can 7] Edit Properties

Rep Perform the following actions:

. Red Expand All File into folder ~ | | Meatings ﬂ
Empty Folder
To share a folder: right-click the lpom—
folder & then click Share Folder. o | o

To create a filter: dlick the Options tab & then

Note: Also useful for managing the Filters link. Lastly, click the New Filter button.

personal collaboration e-mail.

Managing rooms and equipment

Once a room or equipment (known as locations & resources in Zimbra) is setup, it
will have it's own elD and password. You sign in to that account and manage it just
like you would your personal account. Best practices recommend sharing it's inbox
and calendar with a group account and granting the group account Manager level
access. This will allow you to manage the calendar requests from the group account.

For more information see: www.k-state.edu/its/zimbra/help
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Calendar toolbar
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Creating meetings, appointments, & events
You can create single or recurring appointments, meefings, or events, see if attendees
are free before inviting them, reserve a room and equipment, and write a message from

within Zimbra. When you click Save, [ quickada

an e-mail is sent inviting attendees “Subjct: | Dopartment mesting
and reserving the resources you Location: [ HL-401loc
requested. Showas: | Busy = | Markas: Public

. . : - v| :[30 «|PM~]|

To create appointments, meetings, SartTime: |/10/2010 j@u 2 A
. . End Time: |3/10/2010 v|@2v| :/30~|PM~

or events: click the New appointment me: (320201 ERIRERILE

button on the toolbar or double-click R Btttz o end date.
Reminder: | Never «

More Details... 0K Cancel

a date on the calendar.

Create calendars

By default, one calendar is created for you. This is the official K-State calendar
that others at K-State can use to schedule meetings with you. You can create other

calendars to keep track of different

acivifies while keeping them separate
from your K-State calendar. o —
To create a new calendar: on the e
calendar tab, click the New Calendar | O syctvonize appointments from remote catendar
button.

OK Cancel

Viewing multiple calendars

The Schedule View lets you see multiple calendars selected from your Calendar list.
The day-view shows a time bar,
a free/busy indicator, and the
calendars side-by-side.

To view multiple calendars: select the
calendars you want to view & then click
the Schedule view button on the foolbar.

For more information see: www.k-state.edu/its/zimbra/help



