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1. Managing Your Email

a. View

I.  You can view your email messages aslsingessages 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 toolbaVaiekand select

whether to view by conversatio or by message and where you want the Reading Pane to
display.

Contacts Calendar Tasks Briefcase Preferences Search X

e | R View

o By Conversation
&2 By Message

&4 New Message
[ve]
[vm]

¥ Mail Folders “ | | Sorted by Date ¥ 100+ conversation:

&, Inbox (2342)

B Sent [EJ At The Bottom | lig Reading Pane »
B2 DnftsM oflT] On The Right Expand Conversations
e Do Sort by >
8 ik & Group By »
W Trash

B3 Activity Stream
D test (1498
B3 Testing2

Select the reading pane to either bottom
or on the Right.

ro»
10 1
17 18
24 25
@ v ininbox QU
Mail Contacts Calendar Tasks Briefcase Preferences (9]
& New Message v || Reply | ReplytoAll | Forward | | Archive | Delete | Spam | |@h~v | & v || Actions v 100+ conversations | Read More | @ View v
¥ Mail Folders ~| ||t o|@] Fom &) Subject | size | Received T
v & Inbox (2620) - Test UserS test 2k8  204PM
test
B Sent
EZ Drafts 8)
E3 Junk S
Trash P : f =
W 1 & This is an auto-generated message. Please do not use this email address. 1 message

B3 Activity Stream (12)
D test(1542)

B3 Testing2

D zimt

B oiniaca2

“« March 2017

From: ( "Mail Notification” <MAILER-DAEMON@esahyd02.nic.in> | March 22, 2017 12:58 PM

v

In order to write to the Prime Minister kindly visit - Interact With PM
( http://www.pmindia.gov.in/en/interact-with-honble-pm/ )

To:  Zimtest4@nicin
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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 wheno gend 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 shGwamversations containing
unread mesages are shown in bold.

Conversations can bi@ your Inbox another in yourest 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 ihg 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.

1. View Email Messages by Message
Email messages in your mailbox can be organized by sejetbié date a message is received and by

Conversation.
i. On the Mailtab toolbar, click the View dredown menu.

ii. Select either By Conversation By Message.

New Message ~ || Reply | ReplytoAll | Forward Archive | Delete | Spam | |@h~ | & v || Actions v
g Y ) e

¥ Mail Folders ~[[»|P|t|# o|@) Fron &) subject

v & Inbox (2621) - ° Test User5 test
B0 test
B2 Sent
E2 Drafts (8)

Mail Notification This is an auto-generated message. Please do not use this email address.

o6 v m o
§9¢E

€3 Junk Mail Notification Response from pmoffice@gov.in
Wk & This is an auto-generated message. Please do not use this email address.

ED Activity Stream (12) =
From: ("Mail Notification’ <MAILER-DAEMON@esahyd02.nic.in>

B3 test1542)
- To: (zimtestd@nic.in

B Testin

te to the Prime Minister kindly v - Interact With PM
www.pmindia.gov.in/en/interact-with-honble-pm
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b. Attachments

Add Attachments using drag and drop
You can easily add an attachment to an emagksage 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 irthe header.

a. Removing an Attachment

i. Toremove an attachment, click the(Cross)n 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
oryadz Oy |fa2 R2gyf2IR Fff (KS Ddwilda®al dhchiment | &
YR NBY2@S | ff I (kdmovk MBachmenss @O0t AOT Ay 3 2y a

(@8 ¥ insent

Mail Contacts Calendar Tasks Briefcase EEE Compose X Test &

Close Reply Reply to Al Forward Archive || Delete | Spam é v j’ v Actions ¥

O Test 1 message

March 21, 2017 11:49 AM

\ From: [ "zimtestd” <zimtestd@nic.in> | .
ﬁ click here to remove the attachment
To!

“zimtestd” <zimtest4@nic.in> |

[449.6 KB) Download | Briefc ove canstock10825250,jpg (6.8 KB) Download | Briefeas

Click here to download a single attachment

d
Remo -‘E; attachments ] \
= You can click here to download all attachments

c. Set priority Mail

When you compose a new message you can set the priority of the new étiell.on options in

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

G2 0S aSSy ljdaoOojifte IyR (0KS NBLXe& &aKz2dZ R o6S 3
The sent message will have a high priosityn before thesubject.
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(g ~ in’inbox/test” Q

Calendar Tasks Briefcase Preferences Your message to X

Send | Cance Save Draft | | ¥ | | Options * L]
From: | Primary Account (ZimTest <zimt © Format As HTML
Format As Plain Text

SansSerifv 12pt~ Paragral v E () RequestResdReceipt [~ Al v Sf = =~ E - 6 =F= = =

NS e Q — = ©

You can set the priority level of the mail to be
sent

d. Undo Send

In the mail folders go to the last folder namedsdo send (Inside Zimlets) / f Ay seddyd &
You can enable and set the number of seconds after which your mail will be sent. Compose an
email and it will show &imer i.e. the number of seconds after which the mail will be sent. You can
click onOKto proceed further oitCancethe sendingorocessPlease enable undo send before
proceeding.

Settings

Enable UndoSend W

Number of seconds

click here to enable undo send

@

0K Cance
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e. Dumpster

User can restore all théeletedmailsfrom the trash foler within the defined number of days€.
within the timestamp oB0 days).

Mail Contacts Calendar Tasks

Preferences

Briefcase
&2 New

¥ Mail Folders

Message = || Re Reply to A Forward Archive elete 5 - v Actions ~ e || W View ¥

* || Sorted by Date © 1 conversation

&, Inbox (2341)

Test User3 9:32 AM
B Sent msgfe2 '
To view a conversation, click on it.
2 Drafts M
£ Junk
W Trash A
New Folder
ED Activity Stream (1) =~ EI oo = e
ED test (1497 @ Empty Trash
B9 Testing2 1F Recover Deleted Items | |f——_ Right click on the trash folder to recover the
B9 zimtest1 Share Folde deleted items. It will prompt to which folder you
o want to recover the email.
BB zimtest2
| I——.
ad March 2017 Edit Propertie
T v F_ [0 Openin tab
1 2 3 Expar
S 6 7 8 9 10
12 13 14 15 16 17 18
19 2 2 23 2 2
26 27 28 29 30 31

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 agaopersonatest<xyz@nic.in>or your business email
correspondence, and create a new persona  for  your
correspondenceestl<xyz@gov.in>

personal emalil

:.f.- -—

Mail Contacts Calendar Tasks Briefcase Preferences 9]
Save [ Cancel Undo Changes
¥ Preferences Account Name [ Status | Email Address [ Type -
,ﬁ General Primary Account oK zimtestd@nic.in Primary

std
é} Pyt Test OK zimtestd@nic.in Persona
testl OK zimtestd@nic.in Persona

E Mail

AP Filters Add External Account || Add Persona | Delete

[F Signatures

fn Out of Offic

& Outof Office Persona Settl

@ Trusted Addresses

\  Contacts Use personas to quickly changs many settings when sending email messages. For example, if you sometimes send email in  particular role st work, create a persona

= for that role,

Bl Cafendar Persona Name: |lesli

& sharing

[A_Notifications T Settings for Sent Messages
“ A March 2017 ron From: Choose what appears in the “From" field of email messages

T W T F S
[zimtests zimtest4@nicin v
1 2 3 4

s 6 7 8 9 10 1 Reply-to: ¥ zimtest4@goviin.ocal
2 0B w15 % v o1 BT [smtestd@nicin | | -
19 20 2 B 24 5 : L —
% 27 28 20 2 3 Signature: Manage your signatures ...

4 5 7 =
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Subject: ‘

s < |

Sans Serif v

£ e M e Q- = <«

f2pt~ Paragraph~ B 7 U & Ix A ~ A~ =

Go to the Preferences’Accountspage.
Your default account and personal information is shown asgiimary account.

Click orAdd PersonaThe account name New Personal displays in the Account Name column.
Now, in the Persona SettingBersona Namé&ext box(you can change the name of the persona
accordingly)

In the Persona Namext box enter a descript S 62 NR (G2 ARSYUOUATFeEe (K
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.

In the Settings for Sent MessagesS O A 2 Y = & LImfdrnation far kiSperscdaNP Y £
Ly (KSGSENPyZE (&L GKS yI Y feldibfybut outgdidgISriaiNBE A
messages. This is the name that is shown before your email address.

In the dropdown menu next to the text box, select the email address frehich to send
messages.

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

To direct replies to email messages from this persona to a name and address different from
that which you configured in From, check RejolySet the "Replyto” 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 automaticallyJse this personavhen replying to messages e 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 eithecomma or a sentolon.

viii. To automaticallyUse this personavhen replying to messages in a specific folder or when
forwarding messages from this folder, selaghen composing replyingto or forwarding
messages in folder(s). Click the folder icon to sebere 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 semgolon.

iXx. Click Save.
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