Email System

Webmail

Our email is powered by Zimbra.

Accessing Webmail

You can access your email via this url https://webemail.maticmedia.co.uk/

Accessing Calendars

Once logged into email you can access your work calendars and shared calendars via the calendar
tab

') zimbra

Contacts

Calendar Tasks Briefcase Preferences

Accessing Shared Resources

Shared Email Mailboxes

1. From the Mail tab

') zimbra

Contacts Calendar Tasks Briefcase Preferences

2. From the folders section click find shares
¥ Folders

2. Inbox (9) -
2 Sent
@- Drafts
E'a Junk
@ Trash

Find Shares...

3. You will then be shown all the folders that have been shared with you
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Enter text to filter resuits

Find Shares: [| ] Search

Include: | Mail shares only 7 |

| Add I Cancel |

Shared Calendars

1. From the Calendar Tab

) zimbra

Contacts

Calendar Tasks Briefcase Preferences

2. From the Calendars section on the left, click "Find Shares"
¥ Calendars
] calendar
[ 9 Trash

t Find Shares... ‘-:

3. Click the share you want to add
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Enier text to filter resuwlts

Find Shares: [ ] Search

Include: | Calendar shares only ™ |

| Add I Cancel |

Setting Your Email Signature

1. From the preferences tab

Mail Contacts Galendar Tasks Briefcase Preferences

N

. Then select "Signatures" from the left hand menu
@ Signatures

. Change the drop down to "Format as HTML"

w

| Format As HTML -

N

. Enter your signature and click save
. Apply you signature to your New Messages and Replies

Using Signatures

Mew hMessages Replies & Forwards

9]

Primary Account: | Mo signature - || Ma signature - |

Out of Office

1. From the preferences tab

Mail Contacts Galendar Tasks Briefcase Preferences

2. Click "Out of Office"
&5 Out of Office

3. Change the form as appropriate for your out of office
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Forwarding Your Emails

1. From the preferences tab

Mail Contacts Galendar Tasks Briefcase Preferences

2. From the left hand menu select "Mail"
B Mail

3. Under receiving message fill in the forwarding email section
Forward a copy to:

enter email address

|:| Don't keep a local copy of messages

4. Click "Save"

Sharing Folders with Other Users

You can also share mailboxes with mailing lists like everyone@

1. To share any mail folder, right click the folder and click share.

_ If

& Inp--

B se £ New Folder [nf]
@ o @Markﬂd as Read
Eg A Delete

I Rename Folder
Ta = pove

Fin @ Share Folder

= Edit Properties
Sear_@ Expand A
Tags Empty Folder

2. Enter the users email and click "Ok"
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' Share Properties

Mame: Inbox
Type: Mail Folder
share with: (@) Internal users or groups
O External guests (view only)

Public {view only, no password required)

Ernail: [| ]

— Role

O MNone Maone

@ Viewer View

() Manager View, Edit, Add, Remove

O Admin View, Edit, Add, Remove, Administer

— Message

Send standard message 7

MNote: The standard message displays your name, the name of the
shared item, permissions granted to the recipients, and sign in
information, if necessary.

0K Cancel

Sharing Calendars with Other Users

You can also share calendars with mailing lists like everyone@

1. Right click any Calendar and Click Share
F E Cale B L

(]9 Tras

Find Sha

E Share Calendar | r
Delete [

Move
Edit Properties T
Reload [rl 1
Tags % Launch in a separate window

_— e . TT OO T

Searches
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2. Enter the users email address and click "Ok"

Share Properties

Mame: Calendar
Type: Calendar
Share with: (@) Internal users or groups
O External guests (view only)

O Public {view only, no password reguired)

Emnail: [| ]

Raole

Q Mone Mone

@ Viewer \iew

O Manager View, Edit, Add, Remove

O Admin View, Edit, Add, Remove, Administer

|:| Allow user(s) to see my private appointments.
Message

Send standard message 7

MNote: The standard message displays your name, the name of the
shared item, permissions granted to the recipients, and sign in
information, if necessary.

URL

To allow others to access this item, direct them to this URL:

ICS:  httpy/mail.maticmedia.co..maticredia.co.uk/Calendar
View: http:/fmail.maticnedia.co...maticmedia.co.uk/Calendar.him
Outlook: webcalif/mail.maticmedia...maticmedia.co.uk/Calendar

OK Cancel

Adding your Emails to your Phone

For both Android and 10S mobile operating systems you use the IMAP and SMTP settings to set up
your email.

Android Phone

This guide here explains how to add your IMAP email to GMAIL on android

Setting up email in Gmail on Android - Support | one.com

Apple Phone

This guide below explains how to add IMAP email address to MAIL on ISO
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Add an email account to your iPhone, iPad, or iPod touch - Apple Support

Look for the section called "How to set up your email account manually"
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