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Webmail

users generally can...

e Manage Out-of-Office message via webmail (and turn this feature on and off)
e Check mailbox size and available/remaining space

Webmail Links

User must be aware whether his/her mailbox is at Kerio mailserver or Zimbra mailserver
CERGE-EI Webmail - Kerio https://mbox.cerge-ei.cz/

(login with your username)

CERGE-EI Webmail Zimbra https://mail.cerge-ei.cz/

(login with your username or with email address)

Out Of Office

Zimbra

¢ Log into the webmail interface https://mail.cerge-ei.cz/
* Go to the Preferences tab

¢ Go to the Out of Office item (in the left pane)

e Manage your Out of Office settings

e Click Save button (top left corner)

o0
e and... DO NOT FORGET to turn Out of Office off when you are back in track =~

Kerio

¢ |log into webmail interface https://mbox.cerge-ei.cz/
¢ Go to the Settings (top left button)
e Select Out of office tab
e Manage your Out of Office settings
e Click OK button
o0
e and... DO NOT FORGET to turn Out of Office off when you are back in track ™

Screenshots of Kerio and Zimbra Out of Office dialogs

Kerio
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@ Charles University [CZ] | https://mbox.cerge-ei.cz/default/userSettings.php |

Genzeral | Mail | Mail composing | Spam | Cwt of office | Othe-rsl About |

H
- I.am in office now.
1 am out of office now
The text of the automatic reply (will be sent just once to each user):
vl
oK {| cancel |

W ET Contacts Calendar Tasks Preferences
Save Cancel Undo Changes

¥ Preferences R
8 General o =

% Accounts Out of Office: ® Do not send auto replies

E Mail () Send auto-reply message
B Filters Auto-Reply Message:

[ & Signatures

d> Out of Office

@) Trusted Addresses
a Contacts

] Calendar

@ Sharing

1_':] Notifications

Time Period:

E Mabile Devices Calendar: Show free/busy as:

‘.'. Import / Export

External Senders: Send different auto-reply message to external senders | anyone outside my domain ™

[2) Shorteuts

E Zimlets

Mailbox Size Check

Zimbra

You can check total occupied mailbox space if your point mouse pointer to line under your mailbox
name in top right corner
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test@mail.cerge-ei.cz
Using 150,23 MB (30%) of 500 MB quota

EEETIOTE T B W IEW

You can check size of each folder by pointing mouse pointer at the respective folder name

v Mail Folders
&

¥ , Inbox (56) % -
Inbox
Unread: 56
Total Messages: 1383
Size 121 MB
Kerio

You can check total occupied mailbox space and your quota if your click at the mailbox name

] [ n
KerioMeziiServerc & "Today Logout Zi+
E ved Settings ~ i Mew mail -
Fﬂl&m - Calendar Tasks
&
([} INBOX (1233)
(=] Archives
fg+ Calendar
& Contacts Quota Messages
=l & Deleted Items Z
3 sert Disc space: Quota: 200 MB INBOX 1233
() Deleted Messages Used: 150.3 MB
(£ Drafts Message count: Cuota: Mo guota set
I_i Infected Ttems Used: 15,238
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