IMAP Connection Steps:

1. Open MS Outlook
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2. Go to File --> Account Settings --> Click Account Settings.

itm.ac.in - Outlook Y\ = a X

Inbox - zimbra@zm

e Account Information

Open & Export
zZimbra@zmail.itm.acin

POP/SMTP

= Add Account

Lol Account Settings

Change settings for this account or set up more connections.
Offies Account

Options .
Account Settings...

Add and remove accounts or

Exit
box by emptying Deleted Items and archiving

Rules and Alerts
Use Rules and Alerts o help organize your incoming e-mail messages, and receive
Manage Rules | updates when items are added, changed, or removed.

& Alerts
. Slow and Disabled COM Add-ins
- Manage COM add-ins that are affecting your Outlook experience
Manage COM
Add-ins

el Type here to search




3. Email Accounts - A window will pop-up
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Account Settings X

E-mail Accounts

You can add or remove an account. You can select an account and change its settings.

E-mail  DataFiles RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

._4 New.. ‘B Fepar. I Change.. B Setas Defaut 3 Remove it

Name Type
@ sankara.narayanan@locuz.com Microsoft Exchange (send from this account by default)
zimbra@zmail.iitm.acin POP/SMTP

Selected account delivers new messages to the following location:

Sank y locuz.com\Iinbox

in data file C:\Users\..\Outlook\sankara.narayanan@Ilocuz.com - Sankar.ost

Close
4. Go to Email Tab --> Click New
Account Settings
E-mail Accounts
You can add or remove an account. You can select an account and change its settings.
E-mail  DataFiles RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books
._~4 New.. & repai. P30 Change.. @ cotasDefauli 3 Remove & @
Name Type
@ sankara.narayanan@locuz.com Microsoft Exchange (send from this account by default)
zimbra@zmail.iitm.acin POP/SMTP

Selected account delivers new messages to the following location:

Naray locuz.com\Inbox

in data file C:\Users\..\Outlook\sankara.narayanan@locuz.com - Sankar.ost

Close




Choose Service window will pop-up.

Select Email account

Add Account
1

Choose Service

(®) E-mail Account

Connect to an e-mail account provided by your Internet service provider (ISP) or
your organization.

() other
Connect to a server type shown below.

Zimbra Collaboration Server
Zimbra Persona

< Back Cancel

Click Next



7. Select Manual setup or additional server types

| Add Account X

Auto Account Setup
Manual setup of an account or connect to other server types.

O E-mail Account

Your Mame:

Example: Ellen Adams

E-rnail Address:

Example: ellen@contoso.com

Password;

Retype Passwaord:

Type the password your Internet service provider has given you,

(®) Manual setup or additional server types

< Back Cancel

TInSE

8. Select POP or IMAP

| Add Account

| Choose Service

(O) outlook.com or Exchange ActiveSync compatible service

Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks

(®) POP or IMAP
Connect to a POP or IMAP email account

() other

Connect to a server type that is listed below

Zimbra Collaboration Server
Zimbra Persona

< Back Cancel
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Click Next



9. Enter User Information
User name: Enter Your Name
Email address: Enter Your Email address
Server Information:
Choose Account Type (POP3 or IMAP): IMAP
Incoming mail server: web.zmail.iitm.ac.in
Outgoing mail server: smtp2.iitm.ac.in
Logon Information:
User name: Enter Your Email ID

Password: XXxxxx

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

User Information Test Account Settings

Your Name: Zimbra We recommend that you test your account to ensure that the
entries are correct.
Email Address: zimbra@zmail.iitm.acin

Server Information - -
est Account Settings ...

Account Type: IMAP ~

Automatically test account settings when Next is

Incoming mail server: web.zmail.iitm.acin .
clicked

Outgoing mail server (SMTP): |smtp2iitm.ac.in

Logon Information

User Name: zimbra@zmail.iitm.acin

Mail to keep offline:  All

Password: TR

Remember password

[ ] Require logon using Secure Password Authentication (SPA)
More Settings ..

< Back Next > Cancel

Cinse

e



Internet E-mail Settings X

General Outgoing Server Advanced

Mail Account

Type the name by which you want to refer to this account. For example:
“Work” or "Microsoft Mail Server”

zimbra@zmail.iitm.ac.in

Other User Information
QOrganization:

Reply E-mail:

10. Go to More Settings --> Outgoing Server
Select My outgoing server requires authentication:

Enter user name & Password:

Internet E-mail Settings

General Outgoing Server Advanced
My outgoing server (SMTP) requires authentication
O Use same settings as my incoming mail server
@ Log on using
User Name: | sanand@iitm.ac.in

Password:

Remember password
|:| Require Secure Password Authentication (SPA)

(O Log on to incoming mail server before sending mail




11. Go to Next Tab --> Advanced

Incoming server IMAP: 993

Check This server requires an encryption connection
Outgoing server (SMTP) : 25

Use the following type of encryption connection
Select None (as port no is 25)

Server Timeouts

Set 2 mins

Uncheck Do not save copies on sent items

Deleted Items:

Uncheck Mark items for deletion but do not move them automatically.

Enable Check Purge item when switching folders while online.

L iNInComarien LRSI QCco

J Internet E-mail Settings K

General Qutgoing Server Advanced

f Server Port Numbers

0 Incoming server (IMAP): Use Defaults

Use the following type of encrypted connection: |S5L b

p Outgoing server (SMTP):

Use the following type of encrypted connection: |None ™

Server Timeouts

Short v Long 2 minutes

w1

Folders

Root folder path:

] Sent ltems

D Do not save copies of sent items

| Deleted ltems
|:| Mark items for deletion but do not move them automatically

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

Purge items when switching folders while online

TN




12. Click Test Account settings

13. It will show both green check mark.

Test Account Settings

Congratulations! All tests completed successfully. Click Close to continue.

Stop

Close

Tasks  Errors

Tasks Status
v Log onto incoming mail server (IMAP) Completed
v Send test e-mail message Completed
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