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1. Managing Your Email 

a. View 
i. You can view your email messages as single messages or as conversations and you can view 

messages with the Reading Pane off, displayed at the bottom, or displayed on the right. 

ii. To change how messages are grouped in your mailbox, on the toolbar click View and select 

whether to view by conversation or by message and where you want the Reading Pane to 

display.   
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I. View Email Messages by Conversation 
In the Conversation view your messages are grouped to make it easier to follow the thread of an email 

exchange. A conversation thread begins when you send or receive an email and then send or receive 

subsequent replies and forwards based on the original email. The subject displays only once in your 

Inbox and the number of email messages in the conversation is shown. Conversations containing 

unread messages are shown in bold. 

Conversations can be in your Inbox another in your sent folder, and others in another folder. If you 

move a conversation from one folder to another, all messages within that conversation are also 

moved to that folder. Messages in the Sent folder and in the Trash folder are not moved. 

To create a new conversation thread, you must create a new message, not reply to or forward an 

existing message. 

II. View Email Messages by Message 
Email messages in your mailbox can be organized by selecting the date a message is received and by 

Conversation. 

i. On the Mail tab toolbar, click the View drop-down menu. 

ii. Select either By Conversation or By Message. 
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b. Attachments  
Add Attachments using drag and drop 
You can easily add an attachment to an email message by dragging the file from a folder into your 

email. 

i. Select one or more files from your desktop and hold down the cursor on the file(s) to 

be attached. 

ii. Drag the files to the message header area and release the cursor. The file names are 

displayed in the header. 

a. Removing an Attachment 

i. To remove an attachment, click the x (cross) in the attachment bubble. 

User can download/remove all attachments 
You can download or remove all attachments individually as the per users choice by clicking on the file 
or yoǳ Ŏŀƴ ŀƭǎƻ ŘƻǿƴƭƻŀŘ ŀƭƭ ǘƘŜ ŀǘǘŀŎƘƳŜƴǘǎ ŀǎ ŀ ȊƛǇ ŦƛƭŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ άDownload all attachmentέ 
ŀƴŘ ǊŜƳƻǾŜ ŀƭƭ ŀǘǘŀŎƘƳŜƴǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ άremove all attachmentsέΦ 
 

 

c. Set priority Mail  
When you compose a new message you can set the priority of the new email. Click on options in 

the window and set the priority of the message to high, normal or low. If you want your message 

ǘƻ ōŜ ǎŜŜƴ ǉǳƛŎƪƭȅ ŀƴŘ ǘƘŜ ǊŜǇƭȅ ǎƘƻǳƭŘ ōŜ ƎƛǾŜƴ ƛƳƳŜŘƛŀǘŜƭȅ ȅƻǳ Ŏŀƴ ǎŜǘ ǘƘŜ ǇǊƛƻǊƛǘȅ ǘƻ άILDIέΦ 

The sent message will have a high priority sign before the subject. 
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d. Undo Send 
In the mail folders go to the last folder named as Undo send (Inside Zimlets)Φ /ƭƛŎƪ ƻƴ άundo sendέΦ 

You can enable and set the number of seconds after which your mail will be sent. Compose an 

email and it will show a timer i.e. the number of seconds after which the mail will be sent.  You can 

click on OK to proceed further or Cancel the sending process. Please enable undo send before 

proceeding.  

 

 

 

 

 



 

National Informatics Centre 
Ministry of Electronics and Information Technology 

Government of India 
 

6 
 

 

e. Dumpster  
User can restore all the deleted mails from the trash folder within the defined number of days (i.e. 

within the timestamp of 90 days). 

 

f. Add Personas (A role granted to the user) 
Creating different personas allows you to use multiple email addresses from your mailbox.  

For example, you could use your primary account persona test<xyz@nic.in> for your business email 

correspondence, and create a new persona for your personal email 

correspondencetest1<xyz@gov.in> 
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i. Go to the Preferences>>Accounts page.  

Your default account and personal information is shown as the primary account. 

ii. Click on Add Persona. The account name New Persona1 displays in the Account Name column. 

Now, in the Persona Settings>Persona Name text box(you can change the name of the persona 

accordingly) 

iii. In the Persona Name text box enter a descriptƛǾŜ ǿƻǊŘ ǘƻ ƛŘŜƴǘƛŦȅ ǘƘŜ ǇŜǊǎƻƴŀ ƛƴ ǘƘŜ άCǊƻƳέ 

list when you are composing an email. For eg: ABC (This is the from name of the persona). This 

name does not appear in the email message. 

iv. In the Settings for Sent Messages ǎŜŎǘƛƻƴΣ ǎǇŜŎƛŦȅ ǘƘŜ άCǊƻƳέ information for this persona. 

Lƴ ǘƘŜ άCǊƻƳέ ǘŜȄǘ ōƻȄ ǘȅǇŜ ǘƘŜ ƴŀƳŜ ǘƘŀǘ ŀǇǇŜŀǊǎ ƛƴ ǘƘŜ άCǊƻƳέ field of your outgoing email 

messages. This is the name that is shown before your email address. 

In the drop-down menu next to the text box, select the email address from which to send 

messages.  

** If this field is not editable, you do not have additional external accounts identified. 

v. To direct replies to email messages from this persona to a name and address different from 

that which you configured in From, check Reply-to>Set the "Reply-to" field of email messages 

to, and enter the name to use in the text box. 
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vi. (Optional) To associate a signature with the persona, click Signature: Manage your 

signatures... 

 

vii. To automatically Use this persona when replying to messages sent to a specific email address 

or when forwarding messages from that address, select when replying or forwarding messages 

sent to, and type the email address in the text box. If you are entering more than one email 

address, separate the addresses with either a comma or a semi-colon. 

viii. To automatically Use this persona when replying to messages in a specific folder or when 

forwarding messages from this folder, select when composing, replying to or forwarding 

messages in folder(s). Click the folder icon to select one or more folders or to create a new 

folder. ** If you are selecting more than one folder, separate the folder names with either a 

comma or a semi-colon. 

ix. Click Save. 


















































































