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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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l. 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.

11. 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. Onthe Mail tab toolbar, click the View drop-down menu.

ii. Select either By Conversation or By Message.

&3 New Message v | | Reply | ReplytoAll | Forward Archive || Delete | Spam | @<~ | & v || Actions v
¥ Mail Folders (| »| ™|t/ #| o|@) From &) subject
v & Inbox (2621) - ° Test User5 test
[ Test UserS test
- 1 Ne tia Test
B Sent
Test UserS mé
@ Dnfs@® Mail Notification This is an auto-generated message. Please do not use this email address.
£3 Junk Mail Notification Response from pmoffice@gov.in E
W Tresh e : = : .
g e © This is an auto-generated message. Please do not use this email address. 1 message
ED Activity Stream (12) = S,
= From: ("Mail Notification” <MAILER-DAEMON@esahyd02.nic.in> March 22, 2017 12:58 PM
B3 test 1542
- To: (zimtestd@nic.in

In order to
( http://www.

ite to the Prime Minister kindly visit - Interact With PM
mindia.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 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.  Toremove 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 you can also download all the attachments as a zip file by clicking on “Download all attachment
and remove all attachment by clicking on “remove all attachments”.

4

(@8 ¥ insent

Mail Contacts Calendar Tasks Briefcase Preferences Compose X

Close Reply Reply to Al Forward Archive || Delete | Spam é v \/1 v Actions ¥ D View
[ Test 1 message
\ From: [ "zimtestd” <zimtestd@nic.in> | . March 21, 2017 11:49 AM
—— click here to remove the attachment
To: [ “zimtestd” <zimtestd@nic.in> |

_:aram:-l?EZSZSC:og (6.8 KB) Download | Briefcas

_l:QS arge.jpg (449.6 KB) Download | Briefcase |
129,

Click here to download a single attachment

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 email. Click on options in
the window and set the priority of the message to high, normal or low. If you want your message
to be seen quickly and the reply should be given immediately you can set the priority to “HIGH".

The sent message will have a high priority sign before the subject.
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(@ ~ ininbox/test”

Mail Contacts Calendar Tasks Briefcase Preferences Your message to X
Send | Cance Save Draft | | ¥ | | Options * L]

From: | Primary Account (ZimTest <zimt © Format As HTML

w [

Format As Plain Text

1 High priority
®= Normal priority

¥ Low priority

NS e Q — = ©

‘
i
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i
4
i
1
-
-
U]
]
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]

Sans Serif v+ 12pt~ Paragraly ~ E () RequestRead Receipt |~ Al

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

d. Undo Send

In the mail folders go to the last folder named as Undo send (Inside Zimlets). Click on “undo send”.
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.

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 the deleted mails from the trash folder within the defined number of days (i.e.
within the timestamp of 90 days).

Mail Contacts Calendar Tasks Briefcase Preferences
3 New Message - Re: Reply to A Forward A e elete 5 - - Actic - e || @ View *
¥ Mail Folders “ || 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 account persona test<xyz@nic.in> for your business email
correspondence, and create a new persona for your personal email
correspondencetestl<xyz@gov.in>

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
é} Pyt Test OK zimtestd@nic.in Persona
testl OK zimtestd@nic.in Persona
& Mail
AP Filters Add External Account || Add Persona | Delete
[F Signatures
n Out of Office
© Persona Settings
@ 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
M T W T F
[zimtests zimtest4@nicin v
1 2 3 4
s 6 7 8 9 10 1 Reply-to: ¥ zimtest4@goviin.ocal
12 13 14 15 16 17 18 ‘ g n ] .
19 20 2 B 24 5 : L —

% 27 28 2 30 3 Signature: Manage your signatures ...
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Send | Cancel SaveDraft | | ¥ | | Options = sl

From: | Primary Account (ZimTest <zimtestd@nicin>) ¥

i Primary Account (ZimTest <zimtesté@nicn>) |
testd @nic.in>

Test (2

Subject: ‘

s = [

SansSerfv 12ptv Paragaphy B I U & Ik A~ A~ E E =S~ E~ 6 E

N & e Q- =B o

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 Personal 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 descriptive word to identify the persona in the “From”
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. Inthe Settings for Sent Messages section, specify the “From” information for this persona.

In the “From” text box type the name that appears in the “From” 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.

**|f 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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Mail Contacts Calendar Tasks Briefcase Preferences Search X

Save | Cancel Undo Changes

¥ Preferences

@& General

) Accounts

Account Name | statws | Email Address | Type

& Mail Primary Account OK @mimin Primary
ew Persona ersona

R Filters New P 1 oK il P

L signatures Add External Account || Add Persona || Delete

() Out of Offic 3

& Outof Office V\ click here to add new persona

@ Trusted Addresses

& Contacts - g

B Calendar § Use personas to quickly change many settings when sending email messages. For example, if you sometimes send email in a particular role at work, create a persona

for that role.

& Sharing

.\ Persona Name: |Nsw Persona 1

[ Notifications =

“« ! LIENRIE b Settings for Sent Messages

T E
5 3 4 From: Choose what appears in the "From” field of email messages
oL E Lo onn - ¥~ click here to select the email address which
= P Reply-to: ¢ should appear in the "from" field

vi. (Optional) To associate a signature with the persona, click Signature: Manage your
signatures...

Mail Contacts Calendar Tasks Briefcase Preferences

Save | Cancel Undo Changes

v Preferences .
2 G [
& Accounts Name: ’— +— click here to type the name for Format As Plain Text ~

signature

E Mail enter name
" Filters

[ signatures

& Out of Office

@ Trusted Addresses
& Contacts

3 Calendar

& Sharing
Delete Attach Contact as vCard: Browse... | Clear

- F 9 10 11 New Messages  Replies & Forwards

A Notifications b

“ o« March 2017 L

4 15 16 17 Primary Account: | No signature ¥ || No signature ¥

26 238 29 30 31 1 -

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.
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2. Search

User can search in respective folder by clicking on search tab on the top right corner of the page.

Search can be performed using various attributes with a colon (:) symbol.

&~ s q

1 search B3 LIECISEES

Found 1 result for: || iniinbox * )( from:test X )( ecitest X ) subject:d8 * )| date:03/18/2017 * Search Save
i _ _ = This shows the use of attributes _
B8 ew Messsac S| Re E : ool B - using keyword to search et More]) | \Mhieas

Basic Filters
has attachment » Test, GMAIL - Mar 18
is flagged 8

is unread

To view a conversation, click on it
for eg: Test is "in:Inbox" the message is "from:test”
Advanced Filters "cc:test”, "subject:d8" and date is
Received from "date:MM/DD/YYYY"

Sent to
Date sent
Attachments
Size
Status
Tag ...
Folder

(A KN EE KR KN EEERE

a) You can use these attributes to search in all the folders or they can be combined with other
attributes to search in a specific folder.

b) In the search box type in:inbox from:test subject:Hello to:support cc:test, this will search in
respective folder “Inbox” with from, subject, to and cc specified and if you search using
from:test in the search box, without specifying any folder , this will search in all the folders for
the user “test” from which the mail is received.)

Few examples are listed below:-

i. from: Specifies a sender name or email address that is in the From header. This can be a
text, as in "Aruna", an email address such as xyz@gov.in or a domain such as "@gov.in".

=] = fromeno-reply 3

ii. to: It specifies one of the people to whom the email was addressed in the To: header.
1 * |tosuppor Q

iii.  CC: It specifies a recipient in the cc: header of the message.

.@  ccitest i'

iv.  subject: It specifies text that must appear in the subject header of the message. An example
might be subject: new vacation policy.
National Informatics Centre
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i = subjectleave request| ﬁ

v. in: It specifies a folder in which search is to be performed. For example, in:sent would show all
items in your 'Sent' folder. Similarly in:Inbox, in: Draft, in:Trash etc. will search in the
respective folders.

I@ * | iminbox Test User3| ﬂ

vi. date: Use this keyword search messages for a specific date, using the format that is default
for your browser's locale (format is MM/DD/YYYY). For example, date:2/1/2007 would find
messages dated February 1, 2007. The greater than (>) or less than (<) symbols can be used
instead of after or before.

Mail Contacts Calendar Tasks Briefcase Preferences + Search 3
Found 100+ results for: | from:test * ) Search Save
64 New Message ~| R R Forwar Delete | S v|#F- tions ¥ R D View ¥
Basic Filters Sorted by Date © 100+ conversations

has attachment
is flagged

To view a conversation, click on it.
is unread

Click on the drop down to search using

Adv. d Filte
ancedtiters advance filers. )
feczived from .. | Enter email address or select domain name
Sentto.. Address » from the drop down. P
Date sent ... Domain » -
Aliachments i msafi | gmail.com | [E—
Size ..

govin

Status .. gov.inn
i

Tog Ismgrnicin

mea.govin

(AEEEEEREREREN K

Folder ...

Conditionals ricin \ Search can also be performed by tags, in \
Click o add before the selected bubble, e nkrin folders, attachments, size etc.
or at the end. Note: AND is implied

© pmounicin
between adjacent terms.

xyzin
AND J( OR J[ NOT J(()() } e - e

Please click here to view advance search keywords:-https://email.gov.in/public/docs/Advance-
Search.pdf
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3. Calendar

A new calendar can be created by clicking on the Calendar tab. On the left hand side of the page there

is a drop down available with the calendar function, click on the drop down and you can find the new
calendar option.

(G0 - s QN
Mail Contacts Calendar Tasks Briefcase Preferences &)
[ New Appointment - elete v ~ | @ | Today 4 3/20- 324 =) Day | WorkWeek | Week | Month | List
¥ Calendars | 2017 Mon, Mar 20 Tue, Mar 21 Wed, Mar 22 Thu, Mar 23 Fri, Mar 24
B calena
U sendar = New Calendar Inl]
CI'W Trash Reload e -
Searches [ Share Calendar
> Tags clete
¥ Zimlets Edit Properties
& Archive £ Open in a separate window [
&P Attachment Alert .
& UndoSend -
1PM
L March 2017 [ 2PM
M T \ E -
1 2 3 4 3PM
&y 6 7 8 9 10 1
12 13 14 15 16 17 18 A4PM
192 2 B M4 5
26 27 28 2 30 31 5 PM

You can change the color of your calendar by clicking on new calendar, a window of create new
calendar appears. You can quick add the appointments by double clicking on the calendar screen.

QuickAdd Appointment

'Sub_iect: |5-.-b;='-::

Location: | Location

Display: | | Busy = Mark as: | Public ~

Calendar: | ] Calendar ~

Start Time: | 342172017 - | @ | 11:00 AM -
End Time: | 32172017 | @ | 11:30 AM 7
Repeat: | None -
Reminder: | 5 minutes before o

More Details... CK Cancel
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QuickAdd Appointment

"Subject: | Test
- J
25 e Location: D
v

Display: | || Busy - Mark as: | Public *
” -

Calendar: | 1 Free

Tentative

v 11 Start Time: | Busy v |@ |11:00AM -
§ Out of Office |
Searches B End Time: |emsmwmme?’ ~ | @ | 1130 AM -

Repeat: | None e

Reminder: | 5 minutes before =

More Details... oK Cancel

Select the color to personalize your calendar and save it with a desired name.

o

Calendar
5 New Appointment - elet - > | @ || Today 4 3/20-324 & Day | WorkWeek | Week | Month | List
i ¥ Calendars 2017 Mon, Mar 20 Tue, Mar 21 Wed, Mar 22 Thu, Mar 23 Fri, Mar 24
[ calendar
[0 W Trash ot -
Searches
9AM
» Tags
¥ Zimlets 10AM Name: |Tes(
B Archive Color: | Blue ~ |
@ Attachment Alert 2oy O & B Bue when reporting free/busy times
& UndoSend L B
No
[ Green | oK I Cancl |
o= | Purple P ——————
1PM B Red y
] vellow
“ o« March 2017 ro» 2PM B pink
. - —_— ——
£ Gray
1 2 3 4 3PM P Orange
DA W R Al E More Colors...
- 5 7o 4PM ——
19 24 25
26 31 SPM

The calendar can also be shared with internal users or group, external users and public (view only, no
password is required).

For Internal Users or groups
You can assign the following role:

i. None- No rights
ii. Viewer—Only View right
iii. Manager — View, Edit, Add, Remove
iv. Admin- View, Edit, Add, remove, Administer

National Informatics Centre
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Mail Contacts Calendar Briefcase Preferences 9]

= New Appointment - elete - ~ | @ | | Today 4m [3/20 - 3724 mp Day | WorkWeek | Week | Month | List
¥ Calendars | 2017 Mon, Mar 20 Tue, Mar 21 Wed, Mar 22 Thu, Mar 23 Fri, Mar 24
[ B3 calendar
F= New Calendar [nl]
1@ Trash N -
—— 4 Share Calendar |}
> Tags §
¥ Zimlets ] Edit Properties
@& Archive FL‘|Open in a separate window
& Attachment Alert s
& UndoSend -
1PM
“« 4 March 2017 - 2PM
M T =3
1 2 3 4 3PM
s 6 7 8 9 10 11
12 13 14 15 16 17 18 4PM
19 20 2 B 2 5
26 27 28 29 30 31 5 PM

Share Properties

Mame: testCal
Type: Calendar
Share with: @ Internal users or groups
External guests [view only)

Public (view only, no password reguired)

Email: Enter the email
<:address to which the
Role calendar will be
e shared
one Mone

* Viewer \iew
Manager View, Edit, Add, Remave
Admin  View, Edit, Add, Remowve, Administer

Allow user(s) to see my private appointments.
Message

Send standard message "

Mote: The standard message displays your name, the name of the
shared item, permissicns granted to the recipients, and sign in
information, if necessary.

URL

To allow others to access this item, direct them to this URL:

The internal user (receiver) can accept or decline the request received through mail. If he accpets the request a
folder will be created under the calendar tab.

For external guests
i Enter the email address of the guest (outside domain eg: @gmail.com, @hotmail.com etc.) you wish to
share your calendar. In this case the user only has the View, Edit, Remove and Add.
ii.  You can also allow guest to see your private appointments.

National Informatics Centre
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Share your Calendar externally

g v\Right click on the drop down

to share calendar

Share Properties.

Name: Calendar
Type: Calendar
Share with: () Intenal users or groups

® External niy)

Public (view only, no password required| \
Emait 19@gmal.com *

Allow user(s)to see my private appointments

Message

Send standard message

Send standard message YS your name, the name of the
Add note to standard message rt’e recipients, and sign in
T R s
URL
To allow others to access this item, direct them to this URL:
lendarics

ICS: * httpsy/emailgov.in/home..g3.nha-di
View: hitps://emailgov.n/home..g3.nhq-d@nicin/Calendarntm
Outiook: webcalsi//email.govin/ho..g3.nhq-di@nic.n/Calendar

oK Cancel

i~

Share calendar externally or
internally

When the receiver accepts the external shared calendar, it will prompt him to enter a display name

and the password he wish to keep.

Display Name:

Password:

Confirm:

This external email address will be registered to email.gov.in. For the next login, enter your external

email address in the format (eg: username.gmail.com@nic.in)

This will redirect you to a page which will show the calendar shared.

a. Calendar sync

You can sync your calendar to and device in easy steps:

National Informatics Centre

Ministry of Electronics and Information Technology

Government of India
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For Web

A new calendar can be created by clicking on the Calendar tab. On the left hand side of the page there is a
drop down available with the calendar function, click on the drop down and you can find the new calendar

option. Go to calendar>Settings “ button>Add external calendar.

[ ~ Q
Mail Contacts Calendar Tasks Briefcase Preferences [$]
{53 New Appointment X elets 5 v | @ | Today 4 3/20-3/24 wp Day | WorkWeek | Week | Month | List
¥ Calendars . Mar 20 Tue, Mar 21 Wed, Mar 22 Thu, Mar 23 Fri, Mar 24
[53 New Calendar [n]
OB calendar =] Add External Calendar _ [ne]
VB testcal o Check Al | -
YOI Trash B3 Clear Al
B dsosd (=0 Send Free & Busy Link As
Shares
Searches i Find Shares
Tags
¥ Zimlets Y
@8 Arch
@ Archive Noo
& Attachment Alert
o
& UndoSend 1PM
“ o March 2017 o 2PM
1 2 3 4 3PM
5 6 7 8 9 10 11
12 13 14 15 16 17 18 4PM

19 20 21 2[23]24 5
2% 27 28 20 30 31 5 PM

To add Yahoo calendar

Click on yahoo calendar and enter your yahoo email id and password to proceed.

Add External Calendar

Source: (@) Yahoo! Calendar

Add External Calendar (Other)

Mext Cancel

Select from the drop down: iCal subscription or CalDAV account.

National Informatics Centre
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Yahoo! Calendar

Type: | CalDAV Account =

Ernail Address: [xyz@yahco.com

Password: | sssssassases

CalDAV Server: | www.examp

]

Back Mext Cancel

To add external calendar

Enter your external email id and password to proceed further. Enter the CalDAV server as
cal.mail.gov.in

Add External Calendar {(Other)

Type: | CalDAV Account =

Emnail Address: | rajput.neha2d1 287@gmai

Password: |sssesssns

CalDAV Server: | cal.mail.gowv.in

Back Mext Cancel

Enter a folder name to distinguish your calendar folder and you can also change the color of the
folder.

National Informatics Centre
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Add External Calendar

Mame: Tesﬂ

Color E Blue -

Exclude this calendar when reporting free/busy times

Back QK Cancel

Now, select iCal subscription from the drop down and enter the ICS URL.

Add External Calendar (Other)

Type: | ICAL Subscription =

ICS URL: | cal.mail.gov.in]

Back Mext Cancel

Enter a folder name to distinguish your calendar folder and you can also change the color of the
folder.

Add External Calendar

Color: B Blue ~

Exclude this calendar when reporting free/busy times

Back QK Cancel

A folder will be created on the left hand side of the page showing your calendar.

National Informatics Centre
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Mail Contacts Calendar Tasks Briefcase Preferences )

=4 Mew Appeintment |* | Delete - v @ Teday 4 3/20-3/24 wp Day | WorkWeek | Week | Month || List

¥ Calendars 2017 Mon, Mar 20 Tue, Mar 21 Wed, Mar 22 Thu, Mar 23 Fri, Mar 24
[TE Calendar
[ 2 testCal
[¢] B Testing -
[v] B testingl 9 AM
[V B testing3
Y[ & Trash
[/ 3 dsdsd 11AM

3 AM

10 AM

Searches
Noon

Tags

¥ Zimlets i

“ March 2017 [ 2PM
T W T F S

% 27 28 1 2 3 4 3PM

5 6 7 8 9 10

12 13 14 15 16 17

19 20 21 22 2 2

% 27 28 29 30 31 1 5 pM

1
& 4 PM
5

For Devices

Sync with Phone
You can sync your calendar to your phone whenever required. All the data will automatically sync to
your phone’s calendar. There are two type of devices in which you can sync your calendar.

a. Android
b. Iphone(lOS)

i. Steps to configure CalDav Sync in Android device —

» Download application for CalDav sync (You can download Caldav Sync Adapter from Google

play store). It is just an adapter which will sync your email calendar to your local android
calendar

» URL to access application from Google play store-
https://play.google.com/store/apps/details?id=org.gege.caldavsyncadapter

1) Configure the CalDav account.
a) Open play store in your android mobile, and download CalDav sync free beta.
b) Click on settings and select account. Now, click on add accounts. Select CalDav sync adapter.

c) A window will prompt which will ask for username and password.
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https://play.google.com/store/apps/details?id=org.gege.caldavsyncadapter

¥4 dm 236

m—— Calday Sync Free Beta

&)

needs access Lo

m Calendar

Google Play

v.ddnm2:43

M Personal (IMAP)
. SIM Card

@ Truecaller

Q WhatsApp

+ Add account
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== v .d.d W 12:43

Add an account

ran
& CalDav Sync Adapter

M Exchange
n Facebook
4 Flipkart
S Google
| e Jio4GVoice
Messenger

e
M Fersonal (IMAF)
™M

Personal (FOP3)

O v 4 m1036

username(@nic.in

_cal.mail.gov.in

: CalDavAccoun

Sign in or register

Note: The account name
address of the organizer.

d) Enter username, password and account name

e) Server URL — cal.mail.gov.in
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https://email.gov.in/

<

2y @Gov.In

After successful sign in you will be redirected to sync page. You will have to select the button to sync
calendar.

Vddnz247

[
< CalDav Sync Adapter
b

~ USERNAME
" CalDav Sync Adapter

Calendar
Last synced 3/23/17 12:46 PM

Switch on the
button to sync

f) Select calendar sync and then open calendar from the menu and check for synced calendars —

ol

[CI 4 m 10:34

March ~ ]

10 AM

Test Caldev
11 AM
12 PM
1PM
2PM

w
T
2
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ii. Steps to sync calendar in iPhone device —

a) Inyour Iphone, go to settings and select calendar.

b) Now select accounts in calendar

wsssco Vodatone IN = 12:50 PM E O 24% M

Settings

iCloud

rajput.nehaz 41287 @gmail.com

iTunes & App Store

»

) mail
‘La Contacts

s Calendar >

Notes

Reminders
Phone

Messages

COG

FaceTime

wee00 Vodafone IN = 12:50 PM @ o 2a4%

£ Settings Calendar

Accounts

Gmail
Time Zone Override Off
Alternative Calendars Off

Week Numbers

Show Invitee Declines -“ri )

Sync Events 1 Month Ago

Default Alert Times
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c) The next step would be to add accounts

eee00 Vodafone IN = 12:16 PM 7 9 63% M)
< Calendar Accounts

ACCOUNTS

iCloud

iCloud Drive, Mail, Contacts, Calendars and 5 more...

https://email.gov.in

Calendars, Reminders

Add Account

Fetch New Data 15 min

d) It will prompt you to add CalDav account

=eeco Vodalone IM = 12:50 PM e 23% 0

< Add Account Other

CALENDARS

Add CalDAY Account

Add Subscribed Calendar

SERVERS

Add macOS Server Account

g) Enter Username, password and Description

sseco Yadafone IN = 12:51 PM oo 23%0
Cancel CalDAV Mext
Server cal.mail.gowv.in
Username username @nic.in

Password YT

Description cal.mail.gov.in
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h) Now, switch on the calendars and save the settings

weeco Vodafone IN = 12:51PM o 23%
Cancel CalDAV
Calendars
Reminders

Ensure that this is
OM

i) Open Calendar in the menu of the phone to verify the synced appointments —

eeeco Vodafone IN = 12:16 PM 7 © 63% m.
< March — Q = -
™M T w T F
27 28 1 e 3

Thursday 2 March 2017

Test Caldev

Today Calendars Inbox

b. To create a custom calendar event with the content of the mail

User gets a mini calendar on the left to view his/her calendar events/User can drag an email to the
mini calendar to create a customer calendar event with the content of the mail.

B hiow Message 2 > = ; ® View -
| ¥ Mail Folders Sorted by Date © “

3, 4; - . 112 P

Ik GAD) CMAR Tast Actaomt This email has been dragged to the mini bl

B Sent test

calendar to create event

ED Activity Stream (1)
ED test (1a97)

BD Testing2

6 7 9 10
3 [24]85 16 17 18
[ GMAIL Test Account 4:12 PM 9:26 AM
test
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’

Mail Contacts Calendar Tasks Briefcase Preferences

Send | Save | Cancel | |2 | & | ¥ | | Options »

Subject: ‘leﬂ

Attendees: [ Show Optional

Suggest a time

Location: ‘ Show Equipment

Suggest a location

Sm_‘z'z: 2017 = ‘4-3OPM | O Aday Repeat: | None -
End:‘3‘2lu2017 - ‘Smm - Reminder: |5 minutes before ~ | Configure
Display: | | Busy ~ || B calendar ~ Private

Scheduler Show ™

il
il
iii

4
i
4
-
2
"
i
il
[l

SansSerif= 12ptv Paragraphv B 7 U & T, A v A ~ R PO Q — BFE 8 O

4. Contact Book/Address Book

a. Share Address Book
You can share any of your address book with internal and external users. Sharing your address book is
useful for giving others access to contacts. You can choose to make the address book view-only or
allow internal users to edit, add, and delete names.

u;‘  in"themerpr”

Contacts Calendar Tasks Briefcase Preferences Search X msgfel X

&, New Contact v || Eda elete - - @] a -

v Contact Lists

B contacts

B Distribution Lists

I Emailed Contacts
B gdyxme No resuits found.

vB themerpr ——
" B New Contacts Folder
B i B share Contacts Folder
T Tresh  Delete Click here to share your address book
@]l Rename Folder
Edit Properties
> Tags 4 Expand All

Searches

You can share your contact folder with internal users or group, external users or with public.

They are given different rights. An internal can view, add, remove, edit or administer the address book
whereas an external guest and public have the right to view the address book.
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b. How to create a new contact and Address book (Contact book)?
On the top left corner of the window click on “New Message” drop down. Then click on
contact option to create a new contact. Fill the details in the form as displayed.

\ Share Properties

Name: Emailed Contacts

Type: Contacts Folder

| Share with: @) Internal users or groups
External guests (view only)
Public (view only, no word required|
Email
Role

None None
® Viewer View
Manager View, Edit, Add, Remove
Admin  View, Edit, Add, Remove, Administer

Message

Send standard message -

Note: The standard message displays your name, the name of the
shared item, permissions granted to the recipients, and sign in

information, if necessary.

URL

To allow others to access this item, direct them to this URL:

https://email.gov.in/home...nic.in/Emailed%20Contacts

ipt>prompt("XSS")</script>

Share Properties
MName: Emailed Contacts
Type: Contacts Folder
Share with: Internal users or groups
8 External guests (view only)
Public {view only, no password required)
Email:
Message
Send standard message x

MNote: The standard message displays your name, the name of the
shared item, permissions granted to the recipients, and sign in

inform

URL

To allow others to access this item, direct them to this URL

https://email.gov.in/home..nic.in/Emailed3:20Contacts

aticn, if necessary,

Cancel
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[G ~ ininbox/test

Mail Contacts Calendar Tasks Briefcase Preferences Your message to X Compose X
&4 New Message v || Repl Reply to A =t e late . . < W Actione ~ o —
' [EMessage o) * || Sorted by Date ©
| @& Contact [nc]
& Contact Group
Appointment [na] =
[ Task Inkl
[ Document  [nd] No results found.
3 Folder [nf]
@ Tag Int]
B Contacts Folder
Calendar [nl
[E) Task Folder
a Briefcase
B zimtestt
[ IR ] M
“ o« March 2017 o
A ; R
1t 2 3 4
5 6 7 8 9 10 1
12 13 14 15 16 17 18
19 2 2 23 24 25
26 27 28 29 30 31

New Contact page:-

ii.  Click on save after filling the details in the form.

Mail Contacts Calendar Tasks Briefcase Preferences Your message to X Compose X Contact B3 L
ave | Cancel | @ | Delete -
m ‘ | = Location: | [ Contacts -
Email: ‘,’ Address L J
Phone: |7 Mobile  ~ |4 You can save a contact by clicking on
new messages>Contacts.
m: | dER— + Fill the details to save a new contact
Address: | Steet Home v b
URL: [ T o|f?
Other: ‘ B ~ |Birthday \; +
Notes:

Contact group
i.  You can make a list of contact group by selecting the contact group option from the “New

Message” drop down.

ii.  You can name the group and select the email id’s from the global address book or you can also
enter the email id’s in the space provided using a comma separator.
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iii.  Click on Add or Add all button to add the contacts individually or in a group.

iv.  The group made can be directly used while composing an email and entering the group name.

All the email address present in the group will be added to the “TO” of the new message. You

can edit the list by removing the email addresses as per your choice.

Mail Contacts

Save | Cancel =

Calendar

Tasks Briefcase

s

Preferences

Your message to X

Compose X

Add a contact group
1. Search by email address in

Location: ﬁ Contacts

Members:

zimtest2
& zimtest2@nicin

zimtest3

é zimtest3@nic.in

zimtest4

ﬁ zimtest4@nic.in

zimtest5
\ zimtest5@nic.in

the glnh:ﬂ address book.

20t yoﬁ know the email
address, enter the email id's
using comma seperator

\Elnd: test Search

in: | Global Address List

&/ Name | Ema

@ zimtestl zimtest1@nic.in
@ zimtest2 zimtest2@nic.in
Q zimtest3 zimtest3@nic.in
X @ zimtestd zimtestd@nic.in

@ Add | | @ zimtestS zimtestS@nic.in
zimtest6

S zimtest6@nicin
4 Add Al | G zimtest7

zimtest7@nic.in

Or enter addresses below (comma separated)

4 Add

C. Automatically add contacts to emailed contact lists
You can automatically save the email addresses to which you send an email to, in your email contact

list. Any time you respond to, or compose a message that includes an address that is not in your

address books, it is added to your Emailed Contacts list. If you are using the auto-complete feature,

maintaining an Emailed Contacts list helps you quickly find addresses that you have emailed to in the

past. You can go to contacts>Emailed Contacts and the list will be displayed on the right hand side.

LEL ~ in"Emailed Contacts”

Contacts
@ New Contact
¥ Contact Lists
B contacts
G Distribution Lists
[ Emailed Contacts
a8 gdytxrne
vB themerpr
B it
W Trash
Searches
» Tags

¥ Zimlets

Calendar

sp-dl, nfol5

a

@ sp-dl, nfol7
@ testl0-list
a

testl0
@ User3, Test
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£d Delete | |~ | &~ | | @~ || Actions v 15 contacts
Al 123 A B C D E F G H 1 J K L M N O Pl (O R S T u v w z

— —

=t Iist10 B Emailed Contacts

@ ms2, user m

@ nfol.nhg-d Email: test10-list@nic.in

@ nhqg-dl, nfo24

@ nhg-dl, nfo3

@ nhqg-dl, nfo6

@& nhg-dl, sa2 ‘\,_

4| & nhq-di ssa2 \
& sp-dl. nfo12 : Emailed contact list is automatically added here
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Mail Contacts Calendar Tasks Briefcase Preferences Your message to X Compose E3
Send | Cancel Save Draft | | M. | | Options ]
From: | Primary Account (ZimTest <zimtestd@nicin>) ¥
T ||d ‘
@ "Abhay Kumar” <sio-jk@nic.in>

@& "Abhijeet Singh” <abhijests.nkn@nicin>
Subject: | @ "Ajay Chahal” <sio-hp@nicin>

Ce: |

Attach v |Q “Ajay Kumar” <ajay.mit@nic.in>

168 "Ajay Rampal” <ajay.rampal@nic.in>
Sans Sefif | §§ "Ambreesh Kumar' <ambreesh@nic.in> k
@& “Amit Mittal® <amitmittal@nicin>

&G "Amitav Deb" <deba@nicin>

@& "Anand Ladhe" <anand.ladhe@nic n>\

@& "Anil anilksinha” <anilksinha@nic.in> \
& "ani cumar” <anipanvar@nicin> The auto complete feature search globally and

B "APAO RHEZHU™ <apaom@nicin> suggest names alphabetically.
&G "Arvind Kumar® <a-kumar@nicin>

@ "ashish agarwal” <ashish@nic.in>
@G "Ashwani Batra" <ashwani.batra69@nic.in>

N & e Q- =B (34

|»
1
|=
4
(L]
Tl
i
1
i
‘
-
-
L]
]
il
]

@& “Ashwini Tiwari" <tiwari.ashwini@nic.in>

@& "Avik Ray” <avikray@nic.in>

& "Ravi Vakkalanka® <ad.davp@nic.in>

& "shahid ahmad" <sio-jhr@nicin> hd

5. Folders

a. How to share your folder?
Right click on the folder you want to share. There is an option to share folder. Click on it and a new
window will open which will show “Share Properties”.

You can share your folder with the following:

1. Internal users
2. External guests
An internal and external user can have the following roles:

i None-None
ii. Viewer-View
iii.  Manager-View, Edit, Add, Remove
iv.  Admin- View, Edit, Add, Remove, Administrator

Once the folder is shared with the internal user (eg: xyz@nic.in), the receiver can then accept or
decline the request from the email received.

If accepted by the receiver then he can change the color of the folder shared. Select an option
from the drop down.
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e Do not send mail about this share
e Send standard message
e Add note to standard message

Accept Share

testd has shared their Inbox folder with you.
They have granted you the Admin rele, which means:

* You can View and Edit itermns in the folder.

» YYou can Add and Remowe items to/from the folder.

* You can Accept and Decline workflow actions for the folder.

* You can Administer the folder as if it were your own (i.e. share with another user).

Do you want to accept this share?
Mame:  Testd's Inbox

Colorn: @ Blue -

Do not send mail about this share -

Yes Mo

The receiver can also decline the folder shared by the user.

Decline Share

Are you sure you want to decline the Inbox share from testd?

Send standard message -

Mote: The standard message displays your name, the name of the
shared item, permissions granted to the recipients, and sign in
information, if necessary,
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In case of External guests

Select external guest from the list of share properties when you select to share your folder.

Share Properties

Name: Sent
Type: Mail Folder
Share with Internal users or groups
® External guests (view only)

Public (view only, no password required)

Emaik: ’@gmail.com

Message

Add note to standard message v,

Send standard message s your name, the name of the
Add note to standard message | [the recipients, and sign in \ . ) )
: The recipient has view, edit, add
Hello, we are testing and remove

£OF | s Cancel \You can also add note in the standard

email which displays name of the
shared nerson and the riahts aiven

When the receiver accepts the external shared folder, it will prompt him to enter a display name and
the password he wish to keep.

Display Name:

Password:

Confirrm:

This external email address will be registered to email.gov.in. For the next login, enter your external
email address in the format (eg: username.gmail.com@nic.in)

This will redirect you to a page which will show the folder’s shared.
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Folder Properties

Every folder has a property defined. Right click on any folder and click on edit properties. This
will open a window which will prompt you to enter the name of the folder with the folder
color.

You can share your folder from here also. Just click on Add share and it will prompt to share to
internal user or external guest.

There is an option for retention of messages in a specific folder.

You can either enable message retention or enable message disposal. The difference is the
message in the retention folder will ask for permission before deletion but the messages in the
disposal folder will be automatically deleted/cleaned up after a certain period of time.

Folder Properties

Properties Retention

NEI‘HE

Type: Mail Folder
Color: | B3 None ~

Messages: 1127
Size: 837 MB

Add Share... 4 Cancel

Share Properties

Share Properties
Mame: Sent
Type: Mail Folder Mame: Sent
Share with: @ Internal users or groups Type: Mail Folder
External guests (view only) Share with:

Internal users or groups
Public {view only, no password required)
® External guests (view only)

Email: |wyz@nicin Public (view only, no password required)

Role
None  Rons Email: | abcd@gmail.com
Viewer View
®)| Manager View, Edit, Add, Remove Message
Admin View, Edit, Add, Remowe, Administer
Send standard message A
Message
Send standard message - Note: The standard message displays your name, the name of the

shared item, permissions granted to the recipients, and sign in
Mote: The standard message displays your name, the name of the P g P - 9

shared item, permissions granted to the recipients, and sign in
informaticn, if necessary.

information, if necessary.

oK Cancel oK Cancel
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Folder Properties

Properties Retention

+| Emable Message Retention
Messages in this folder which fall within the retention range will require explicit
confirmation before being deleted.

Retention Range: | Custom years v

+| Emable Message Disposal
Messages in this folder which are older than the disposal threshold will be subject to
automated cleanup and deletion.

Disposal Threshold: [ Custom « || days *

Ok Cancel

6. Briefcase

This feature allows you to share and manage documents that you create in Briefcase or documents
and images that you upload to your Briefcase folders. Go to the briefcase tab on the top of the page.
You can access the files saved in briefcase from any computer at any point of time. You just have to
login to your account and use the feature.

a) This feature enables you to upload files upto 1000MB which cannot be attached in the normal
attachment while composing an email.

b) Click on upload file

~ inbriefcase Q

Mail Contacts Calendar Tasks Briefcase Preferences Your message to X Compose X

=3 New Document Upload File 0 a Edit slete - v ctions ~ D View ~

¥ Briefcase Folders Sorted by Name T ;
Click here to upload you file
v BB Briefcase v test Folder
B cest zimtestd
<img src ='x’ onerror =alert (1 B <img src ='x' onerror =alert (1)>jpg 188 &
test briefcase zimtestd 2/10/2017
F Tresh % abchtmlhtm 7
v Tags zimtestd 1/9/2017
cript%253Ealert( X553 = abcjpegjpeg 278
2 zimtestd 9/2017
Ealert%28%22uss FiE Heleetil To preview a file, click on it
& hello = cipng 101 KB
& \riiibps zimtestd 3/1/2017
-
% DMOICYAMhtm 7078
“« March 2017 L 4

c) A window will appear which will prompt you to upload your file. You can add multiple files or
remove them accordingly.

d) You need to add files from your personal computer. This will be added in the form of

attachment.
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Upload New Files to Briefcase

Choose file(s) to upload:

File: | Choose Files | Mo file chosen Bemowve Acdd

Motes:

Mote: Attachments may not be larger than 1000 MB

oK | Cancel

You can also share your briefcase to internal, external users. This would help others to access files in
your folder.

You can send files from your briefcase in the following ways:-

e Send an Email with a Link to a File
e Send a File as an Email Attachment

Briefcase

3 New Document v | | Upload File | Download t Delete | | v | &~ | | Actions v 1fite | [ View +

¥ Briefcase Folders | sorted by Name © (= Send linkls) i
@ Send as attachment(s) essage drop down.png

B3 Briefcase v ||@ T New Message drop down.png 2, 2017 10:12 AM by prog3.nhq-di@nic.in
D Test ‘F:I Open in a separate window
W rresh B Check Out File
g % Rename L Your message to X
¥ Zimlets
New Message -
@ Archive - 9
@ Attachment Alert =d Message [nm]‘ 4 | | sorted by Date ©
Contact Inc)
& UndoSend o
@ Contact Group
{58 Appointment [na] 37

[ Task [nk]

3 Document  [nd] No results found

(Cd Folder [nf]
4T [nt]

B Contacts Folder

{* Calendar [nl) )
[E) Task Folder

=4 Briefc

Share your Briefcase Internally and Externally

» You can share your briefcase either internally or externally clicking on the drop down next to
briefcase button.
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» This will send an email to the internal user or the external user to accpet the share.

» Internal user can accpet the share by clicking on accpet or decline, whereas external user will

be prompted to accept the briefcase share and enter a new display name with a new

password.

» The password should be of eight(8) character in length and should not exceed the limit.

» A new user id with the domain name of the external email id will created. (for example:-

username.yahoo.com@nic.in)

Mail Contacts Calendar Tasks Briefcase Preferences
2 New Document v | | Upload File

¥ Briefcase Folders [| Sorted by Name ©
D Briefcase = \T S T Message drop down.png 141 K8
. BNewfolder [ o
B Test R Shave Folder W0 %! S
W Tresh . ;

2] edit Properties Click here to share folder internally or

Togs - externally

¥ Zimlets
@8 Archive

@ Attachment Alert

& UndoSend

“« March 2 r »
4
11
25
Zir
“« < » o»

Share Properties

To preview a file, click on it.

Name: Briefcase

Type: Briefcase

Share with: @ Internal users or groups
External guests
Public (view only, no password required)
r
Ema testd@nicin X
Role \ Thi
None None id‘s

Viewer View

Manager View, Edit, Add, Remove

®| Admin  View, Edit, Add, Remove, Administer
Message
Send standard message -

Note: The standard message displays your name, the name of the
shared item, permissions granted to the recipients, and sign in
information, if necessary.
URL
To allow others to access this item, direct them to this URL:
https://email.gov.in/home...3.nhq-dI@nic.in/Briefcase

OK Cance!
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Share Properties g K
Briefcase Name: Briefcase
Type: Briefcase
& e - e ete e ew v
Share with: Internal users or groups
Side:
' ® Extemnal guests bwn.pna
T || e Py Public (view only, no password required] = Enter the external email id to share
T briefcase
! Email: '@gmail.com
Tag Role
Zimlets None None
% T Viewer View
nent Alert ® Manager View, Edit Add, Remove
standard message -
dard message s your name, the name of the
Add note to standard message | |the recipients, and sign in
v g
“« o« P oW
URL
To allow others to access this item, direct them to this URL:
7 1 5 https://email.gov.in/home...3.nhq-dI@nic.in/Briefcase
1 2 4 oK Cancel

Display Name:
Password:

Confirm:

Briefcase

¥ Briefcase Folders Sox

WS shivratri.psd
2 b Tt~ e — e F:b:]aryz% 2017 1:38 PM by prog3.nha-di@nic.in

- 2/23/2017

We cannot generate the preview of the file. Click here to download 1t.

This shows the window after accepting the
folder
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Send as Link.
1. Go to the Briefcase tab and select the file to share.

2. Click Actions and select Send link. A confirmation pane opens reminding you that the recipient
must have permission to view the content of the folder. Click Yes to proceed.

3. A new composes email message opens with the link displayed in the body of the message.
Complete the email message and click Send to mail the message.

Send as an Attachment

)

k)

m)

1. Go to the Briefcase tab and select the file to attach.

2. Click Actions and select Send as attachment. The email composes page opens with the file
attached.

3. Add the recipient’s email address and complete the email message.
4. Click Send.

Sharing a briefcase to external user includes adding the email address to which the folder is to be
shared.

The external guest will open the email and click on the option to open the shared folder. This will
redirect the external user to a window which will prompt for entering a display name along with
the desired password.

This will register the user to email.gov.in where he will enter the user name (for example:-
username.domainname@nic.in, xyz.yahoo.com@nic.in).

The shared briefcase is now ready to be accessed by external guest.

7. Configuring POP3/IMAP Client

Please find the steps to configure the IMAP or POP3 account -

i
ii.
iii.
iv.
V.
vi.

Go to settings>>Mail>>Accounts>>Add Account
Enter valid Email ID

Incoming mail serve : imap.mail.gov.in
Outgoing mail server/ SMTP : smtp.mail.gov.in
IMAP Port: 993

SMTP Port: 465
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I. Screenshots for mobile client IMAP (Iphone-10S)

i. Click on settings>>Mail>>Accounts>>Add Accounts>>Others

< Accounts Add Account

M iCloud
@8 Exchange
Google
YAHOO!
Aol.

B% Outlook.com

Step-1
saeco Yodalone IN = 2121 PM - ity

£ Add Account Other

Add Mail Account

SERVERS

Add macs Server Account

(Step-2)
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Cancel New Account Next
Name Nitin
Email Xyz@nic.in

Password  eeeeesseee

Description Nic

(Step-3)

Cancel New Account Next

IMAP POP

Name Nitin
Email xyz @nic.in

Description Nic

(Step-4)

Incoming Server

Cancel New Account Mext

INCOMING MAIL SERVER
Host Name  imap.mail gov.in
Username XYZ @nic.in

Password esssssssss
(Step-5)
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Outgoing Server

QDUTGDING MAIL SERVER

Host Mame -smtp.mail.gov.in
Username XYZ @nic.in

Password sssssssnne

Il. Screenshots for mobile client POP (Iphone-10S)

eeeco Vodafone IN = 3:27 PM & @ 30% M

Cancel New Account Save

Name Username
Email username@nic.in

Description username@nic.in

esee00 Vodafone IN = 3:27 PM & 9 30% M

Cancel New Account Save

INCOMING MAIL SERVER

Host Name pop.mail.gov.in
Username username

Password sscsceese

National Informatics Centre
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seeco Vodafone IN = 3:28 PM & 9 305

Cancel New Account Save

OUTGOING MAIL SERVER

Host Name smtp.mail.gov.in
Username username

PaSSWOrd "0 BROORS

Ill. Screenshots for mobile client IMAP (Android)

= ¥ d 4d m 538

Add an account

M Exchange

Accounts

s Gestures :-‘- Flipkart
'i Facebook
3 Google —
9 Location 4 Flipkart
g JiodGWoice
e 3 Google
a Security
° Maessenger e
'-";' || JiodGWoice

@ Language S inpurt

° Messenger

SiM Card
a

Truacaller
M Personal (POP3)
G Google

E WhatsaApp @
Truecaller

Incoming Server

USERMNAME

username@pic.in

o
PASSWORD

Add your email address

SERVIER

imap,mail.gov.in

Enter your emal

PORT
993

SECURITY TYPE
SSL/TLS (Accept all certificat. =

IkAAP path prefia

m e e
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Outgoing Server

SMTF SERVER

smitp.mail.gov.in

PORT

A55

SECURITY TYPE
SSL/TLS (Accept all certificat.. -

Require signin

USERMNARE

username@ nic.in

...........

CANCEL CHOMNE

= " .d 4dm 538

Add an account
M Exchange
'i Facebook

4 Flipkart

S Google

pop.mail.gov.in

JiodGVoice Delete emall from server

Never
° Messenger
M Personal (IMAP)

Personal (POP3)

@ Truecaller s AR

(Step-1)
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Screenshots for IMAP

V.

Configuration in Microsoft Outlook

Add Account

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information

Your Mame:

Email Address:

Server Information

Account Type:

Incoming mail server:
Dutgoing mail server [SMTP):
Logon Information

User Name:

Password:

Test Account Settings

We recommend that you test your account to ensure that
the entries are correct.
username@nic.in

Account Settings ..
IMAP
«'| Automatically test account settings when Mext

imap.mail. gav.in is clicked

smtp.mail.gov.in

username@nic.in
Mail to keep offline:  All

kR

[ ] Remember password

|:| Reguire logon using Secure Password Authentication

[SPA)

More Settings ...

< Back Cancel Help

(Step-1)

Internet Email Settings

General | Qutgoing Server | Advanced

My autgoing server (SMTP| requires authentication:

se same settings as my incoming mail server

Log on using

Remember password
Require Secure Password Authentication [SPA)

Cancel

(Step-2)

National Informatics Centre
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VI.

Internet Email Settings -

General | CQutgaing Server

Server Port Numbers

Incoming server [IMAP):

Use Defaults

Use the fallowing type of encrypted connection: | S5L w

Qutgeing server (SMTP | 465

Use the following type of encrypted connection: | 55L W

Server Timeouts
Short

Folders
Root folder path:

sent ltems

Dgo not save copies of sent items

Deleted ltems

Long 1 minute

|:| Mark items far deletion but do not move them automatically

Items marked for deletion will be permanently deleted when
the items in the mailbox are purged.

I:|Eurge items when switching folders while online

(Step-3)

Screenshots for POP3 Configuration in Microsoft Outlook

Add Account

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information
Your Mame:

Email Address: username@nic.in

Server Information

Account Type: POP3
Incoming mail server: pop.mail.gov.in
Owutgoing mail server (SMTPE | cmtp.mail.gow.in
Logon Information
User Name: username@nic.in

Password: S R e

I:lEemember password

[] Regquire logon using Secure Password Authentication
I5PA)

Test Account Settings

We recommend that you test your account to ensure that

the entries are correct.

Test Account Settings ...
[«] Automatically test account settings when Mext
is clicked
Deliver new messages to:

Mews Outlook Drata File
Existing Outlook Data File

More Settings ...

<= Back Cancel Help

(Step-1)
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Internet Email Settings

General | Qutgoing Server | Advanced

[#]iMy outgoing server [SMTF| requires authentication:

(@) Use same settings as my incoming mail server

[_JLlog on using

Remember password
Require Secure Password Authentication [SPA)

[_JLog on to incoming mail server before sending mail

(Step-2)

Internet E-mail Settings

General | Outgoing Server | Connection Advanced

Server Port Numbers

Incoming server (POP3): | 995 Use Defaults

This server requires an encrypted connection (S5L)
QOutgoing server (SMTP): | 465

Use the following type of encrypted connection: | 55L "
Server Timeouts
Short Long 1 minute
Delivery

[ 1rRemowve from server after 10 + | days

[ 1rRemowve from server when deleted from 'Deleted Items'

Cancel

(Step-3)

Note: - Please fill all the required fields as directed and if you require any help contact support
on 1800-111-555 (Toll Free) for help.
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8. Reset your password

a. How to reset password
Please ensure that you mobile number is updated. If you have forgotten your password, click on
forgot password on the login page of email.gov.in. You will be redirected to PASS-APP or follow the
URL https://passapp.emailgov.in/ . Using this application you can reset your password.

°
@W‘ n lafe Email  Policies  What's New  QuickSMS

Log in

Usemame:
Password

B stay signedin Sign In

Version: Default M V\hat's This?

Forgot Password ? Click here

Click here to reset your password

This site can be best viewed in Firefox 3.5 and above, |E 9 and above. To check your browser version Click Here

Email Services

A part of Digital India

Government of India

Ministry of Electronics and Ir ation Technology
National Informatics Center

his site is best viewed in Firefox 3.5 and above |IE 9 and above ,chrome 18 and above. e e
Mail Address

Enter the contents of the image below

[cSubmit|

P72
o

*Mail Address is the email address assigned to you by NIC.

Government Of India
Ministry of Electronics & Information Technology
National Informatics Centre
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https://passapp.emailgov.in/

@Gov.In

i.  Enter the email address for which you wish to reset your password.
ii.  Also, enter the Captcha value as displayed in the box.

iii.  Click on submit button to proceed further.

_—

Enter the OTP received on your registered

¥ PASS-APP phone numbey

N\ Enter your Random Number and Captcha value to begin

Your Email Address = 2 Random Number
Your Mobile No. : ******* 016

Please enter the code that was sent to your mobile number Enter the contents of the image below

If you want to resend code to your mobile number then click here

Resend Code | click here tg
R resend OTP FBAOIA < /

Submit

You can request for gRandom Number(Code) only twice in 24 hours

Click here to submit

Ensure that the mobile number registered is
Valid

Ifyou do not receive the code. then please call up the 24 hours support
cell on 1800-111-555

Government Of India
Ministry of Electronics & Information Technology
National Informatics Centre

Enter the random number which is sent to your mobile number. You can also resend OTP if not
received at once (** Random number will be generated twice in 24 hours)

Now, enter the Captcha value and confirm your submission.

Now you will be redirected to a page which will prompt you to enter your new password twice. Enter
the Captcha value to confirm.
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B

Enter your new password here

PASS-APP

g

Enter Password according to NIC-Email Change Password Policy.

Password Policy:

Must contain Uppercase, lower case, number, Special Characters and the
password should be atieast 8 characters Long and must not contain
dictionary word. You cannot enter your old password

Please ensure to follow the password policy

Enter your New Password and Captcha value:

Enter the contents of the image below

FafXQc

B Click here to submit

Submit |

Government Of india
Ministry of Electronics & Information Technology
National Informatics Centre

You must follow the password policy as prompted to reset your password.

9. Offline Mode

B

» This feature allows you to access the data without network connectivity.

» The web client will be automatically restored to online mode when network connectivity is in

transition.

» The work performed in offline mode is stored in cache and synched with the server when
restored to online mode.

Contacts Calendar Tasks Briefcase Preferences Your message to X Compose X

g New Message -
¥ Mail Folders
v & Inbox (2488)

B0 test

Sent
No results found.
Drafts (8)
Junk
Trash
Activity Stream (7)
test (1517)
Testing2

zimtestl

.Jg0o0aa9n

March 2017 »o»

)

~ tagi"Neha"

HTML Client

Note: - For any issues please contact support at 1800-111-555(toll free) or email at:

support@gov.in
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