
New Hire Orientation
Office of Teaching & Learning

Please sign in with the true time in blue or black ink.
Remember to sign out at the end of the session with true time, too!



Navigating Zimbra, Gmail 
and the Employee Portal



Objectives

● Navigate the various components of Zimbra IOT best utilize its 
features

● Switch between Zimbra and Gmail

● Access sections of the Employee Portal IOT obtain information 
on pay, announcements, and PD opportunities



Collaboration Center / Zimbra
- e-mail

- Viewing Options
- Delay send
- Contact Lists

- Calendar
- meetings
- organization
- Computer Lab/Cart 

Schedules
- Briefcase

- document sharing
- Signatures

GMail / Google Drive
- Switching between Zimbra 

and Gmail
- Logging On to Google

Navigating SDP website
- Logging On to Google

Agenda



Collaboration Center / Zimbra

- Zimbra.philasd.org
- cc.philasd.org
- Linked from 

Employee Log In 
Page

Password Reset - 215.400.5555

‘Zimbra User Help and Videos’ available in shared 
Technology folder (Google Drive).



E-mail



Viewing Options

You can switch the view, depending on your 
preference.



Composing Email

You can also have the 
email on ‘Delay 
Send’!!



Contacts



Calendar



Calendar Invite



Invite Screen



Briefcase



Preferences



Signatures



HELP!!!



Prefer Google?



Employee Portal Homepage

Click Account



Email Settings

Email Settings



Google Mail

Choose One



Accessing GMail / Google Drive 

➔ Access your drive at 
drive.google.com

➔ Sign in with your full district 
email address (including 
@philasd.org) and password

username@philasd.org

***************



Accessing your Employee Portal



Employee Portal Homescreen



Information Management Systems



Curriculum Engine



Teaching Resources



Educator Development

Hover over this section



All observations, MMs, and PDs are nested here



Teacher Information Board



Teacher Information Board



Thank You!!!

Good Luck!!!

215	- 400	- 5555

Help	Desk	&	Password	Reset


