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Email Collaboration 
An Effortless Way to Share Information 

Message Tagging and Color Coding 
o Add tags to messages to group messages  
o Assign colors to tags for visually distinct categories.  
o Label messages with multiple tags. 

[ǳȄ{ŎƛΩǎ ǎǘŀƴŘŀǊŘ ²Ŝōaŀƛƭ ŦŜŀǘǳǊŜǎ ŎƻƳōƛƴŜ ǘƻ create a powerful 
framework for collaboration. Stay organized, share knowledge, and 
ǿƻǊƪ ǘƻƎŜǘƘŜǊ ǿƛǘƘ [ǳȄ{ŎƛΩǎ ŎǳǘǘƛƴƎ ŜŘƎŜ ŜƳŀƛƭ ǘƻƻƭǎΣ ǘƘŜ ǇŜǊŦŜŎǘ ǎǘŀǊǘ 
to easy office teamwork. 
 

 

 WebMail features combine to create a powerful framework 

for collaboratio n.  Shared Folders 
o Share folders between different users and groups. 
o Assign read only or read-write access to messages. 
o Drag and drop messages to move them between folders. 

Message Annotation 
o Add notes to your emails in plain text or html 
o Annotate a message as many times as necessary 
o Read notes on shared messages, and add notes to any shared 

email that you have read-write access. 

What features aid in office cooperation? 

¦ǎƛƴƎ La!tΚ IŜǊŜΩǎ ǘƘŜ ōŜƴŜŦƛǘ. 
o Shared accounts can be accessed by multiple users simultaneously. 
o All annotations can be viewed in email programs using IMAP. 
o Tagging is compatible with any client that already uses IMAP keywords, such as Mozilla 

Thunderbird. 
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