How to Set up an Email Client

Domain : @iitm.ac.in Updated on 18-07-2020

1.Introduction:

This Document describes how to configure IITM email using an email client such as Microsoft
Outlook,Apple Mail,Firefox Thunderbird.

Bot h Webmail and Emai l clients are used to access

1.1. What is webmail?

Webmail is a weltbagd email account. We read and send email through the web browser and a web
based interface. In fact, webmail allows you to access your email from any web browser, on any device,
as long as you are connected to the Internet.

When you access your domamails via a webmail interface, you will open your web browser and type
in the address of your webmail login panel. For example, if you are logging into your IITM domain email
account via webmail, you will type imtps://email.iitm.ac.in/owinto your web browser.

1.2. What is an Email Client?

An email client is a piece of software that is installed on your computer. You then use this software to
download your emails from the server to your computer, and fhere you can read and send emails.

In other words, in order to use an email client to access your domain emails, you will first need to install
the emalil client software on your computer.

If you have the Microsoft Office bundle installed on your catep, you will find Outlook a part of the
bundle; or if you are using Mac, you can easily find Apple Mail, the default Mac email application.


https://email.iitm.ac.in/owa

1.3. Email client may be better for you if:

e You have multiple email addresses with different domains, and you need the ability to manage
(read and send) emails from each one as individual addresses but all in one place.
You need access to your emails offline.
You prefer to backip your email reguldy and/or you have limited email storage (IITM provides
GB for faculty/ GB for Staff). When you access your emails using an email client, you are
essentially downloading your emails from the mail server to your computer.

1.4. Email Client:

There are various email client programs available. Some of the more common email clients are:

Email Client How to obtain Download
Microsoft mail Default Microsoft Email Client
Microsoft Outlook Buy Microsoft office Suite
Mac OS X Mail Default Mac Email Application
Firefox Thunderbird Free version Download Here

1.5.Using an Email Client:

1.5.1.Settings for POP or IMAP Access:

Incoming mail Server : email.iitm.ac.in
Server Port Numbers: POP3 - 995 (SSL), IMAP - 993 (SSL)
Outgoing mail server(smtp): smtp2.iitm.ac.in

Server Port Numbers: SSL - 465, TLS - 587



https://www.thunderbird.net/en-GB/

1.6.Authentication details(username,Password):

Incoming Mail Server Authentication ADS account (EX: user)

Outgoing Mail Server Authentication LDAP Account (Ex: userl)

1.7.Target Devices:
Desktop, laptop,Phone and Tablets.

1.8.Making Your Choice:

Deciding which email protocol is right for you is entirely dependent upon your needs and what you are
doing with that particular email account.

1.9.Choose Email Protocol:

Email protocols - IMAP, POP3, Exchange, SMTP.

There are pros and cons in all the methods, but with some careful consideration of what is most important
to the user you can make a (well) informed decision.

1.10.IMAP:
IMAP, It allows the user the freedom to check their email from a variety of deioeshether
you're on your | aptop at home, your desktop

communication while travelling, you have access to all of your mail on the mail server.
If your computer crashes and you lose the data stored on your hard drive, your email is still safe
because it is stored on the server.

1.10.1.IMAP-How to configure:

Microsoft Outlook Linux Thunderbird Mac x Mail, Android Device



https://cc.iitm.ac.in/sites/default/files/exchangeclient/How%20to%20Set%20up%20an%20Email%20Client%20-Document.docx

1.11.POPS:

If you want to manage your email through one main interface, POP3 can put all of your
messages in one place.

When using POP3, all of the messages are downloaded from the mail server and saved locally.
Your mail is only accessible from one computer/device, and Incoming Mail is no longer

available when using Web Mail or any other computer/device (unless configghezavise).

Messages are stored on a local device, so you can always access your email, even when you
can’'t get online.

1.11.1.POP3-How to configure:

Microsoft Outlook Linux Thurderbird Mac x Mai, Android Device

1.12.Exchange:

All the Email (Incoming and Sent Item) is stored on the central Exchange mail server, where it can
be checked using a capable malil client (such as MS Outlook or most current smartphones) or via


https://cc.iitm.ac.in/sites/default/files/exchangeclient/How%20to%20Set%20up%20an%20Email%20Client%20-Document.docx

WebMail. You may have the option of storing messages in fold#rs locally for offline
consultation (in Outlook this is referred to as "Cached Mode").

Exchange mode also permits syncing of Calendar, Contacts.

e Not all computer mail clients do support or fully support MS Exchange Mode ( MS
Windows Outlook and Mac O% Apple Mail).
e Unless configured otherwise, offline consultation is not available.

1.12.1.Exchange-How to Configure:

Microsoft Outlook Linux Thunderbird Mac x Mai, Android Device

1.13.SMTP:

SMTP stands for Simple Mail Transfer Protocol. This is a standard protocol for sending emails over

the Internet. This is a protocol which is used by a Mail Transfer Agent to deinagls to a
recipient’s email server. This is a protocol wh
receiving.


https://cc.iitm.ac.in/sites/default/files/exchangeclient/How%20to%20Set%20up%20an%20Email%20Client%20-Document.docx

2.Microsoft Outlook:

2.1.Launch MS-Outlook:
Note:How to configure Outlook and it will work on Outlook 2013 and other later versions
End of supportMicrosoft Office 2010(support till October 2020) before SP2, and all prior versions are

no longer supported. Unsupported versions of Microsoft Office may contain unpatched security flaws. It
is recommended to upgrade to the latest version)

All Apps Documents Web More ¥

Best match

aa Outlook 2013
App

Search the web

Outlook 2013

L outlook - See web results > App
Folders (1+)

=0 Open

E1  New E-mail Message

New Appointment

8 New Meeting

5 New Contact

<b

New Task

£ outlool 201

2.2.Create the Account:



e C(lick “+ Add Account” to start configuring the email client:

©

Info

Open & Export

Office Account

Options

Exit

Outlook Today - Outlook

Account Information

Mo account available. Add an e-mail account to enable additional features,

+ Add Account

(=

Account
Settings ~

Account and Social Network Settings

Change settings for this account or set up more connections.
Connect to social networks,

Mailbox Cleanup

Manage the size of your mailbox by emptying Deleted Items and archiving.



2.3.MS-Outlook Exchange Configuration:

Add Account

Auto Account Setup
Outlook can automatically configure many email accounts.

@ E-mail Account

Your Mame: |5undaresan

Example: Ellen Adams

E-mail Address: |sundaresan@iitm.ac.in

Example: ellen@contoso.com

PESSWCIFCI: e

Retype Password: | bbbl

D Manual setup or additional server types

Type the password your Internet service provider has given you.

< Back

Mext =

I | Cancel




2.3.1.Authenticate your account:

e Enter your II'TM ADS account details.

Searching for your mail server settings...

Windows Security

Microsoft Outlook

Configuring

Connecting to sundaresan@iitm.ac.in

Dutlook is completing the setup for your account. This might take several minutes.
+"  Establishing network connection
=3 Searching for sundaresan@iitm.ac.in settings

Logging on to the mail server

sundaresan@iitm.ac.in

Remember my credentials

Maore choices

OK Cancel

2.3.2.Finish:

< Back Next > Cancel



Add Account

Congratulations!

Configuring

Outlook is completing the setup for your account. This might take several minutes.

v Establishing network connection
+  Searching for sundaresan@iitm.ac.in settings

w Lagging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

DChange account settings Add another account...

Microsoft Outlock X

| fou must restart Outlook for these changes to take effect.

Finish and restart the Outlook

2.4.MS-Outlook IMAP Configuration:

e How to Start Outlook:(Desktop\Laptop)
e Choose Manual Configuration:
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Add Account

Auto Account Setup

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

DE—nﬂﬁ.ccuunt
Your Mame: |5undaresanA |
Example: Ellen Adams
E-mail Address: |sundaresan@iitm.ac.in |
Example: ellen@contoso,com
PESSWDI’d: dedrdrdr ik dr ke ddede dr |

e

Retype Password:

@ Manual setup or additional server types

Type the password your Internet service provider has given you,

Mext =

| | Cancel

2.4.1.Choose POP or IMAP:




Add Account

Choose Service

ID Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

ID 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

Cancel

2.4.2.Configuration page:




e Settings POP or IMAP Access
0 Enter your account details and Server details
e You will need to ensure that all the fields are completed
Change Account >

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

User Information Test Account Settings

Your Name: sundar We recommend that you test your account to ensure that
) the entries are correct.
Email Address: sundaresan@iitm.ac.in

Server Information
Test Account Settings ...
Account Type: IMAP

Autnmatically test account settings when MNext

Incoming mail server: il ii i i
a email.iitm.ac.in is clicked

CQutgoing mail server [SMTF}: smtp2.iitm.acin

Logon Information

User Name: sundaresan
Mail to keep offline:  All
Password: Ak kkkk Rk '
Remember password

|:| Require logon using Secure Password Authentication

SPA
(SPA) More Settings ...

< Back Cancel

e Click More Settings to configure Server port and Outgoing Connection
authentication details.

2.4.3.Choose SSL (a) or TLS (b)



1.4.3.1.SSL (a) Configuration:

Internet E-rail Settings

General Cutgoing Server Advanced

Server Port Mumbers

Incoming server (IMAF): Use Defaults

Use the following type of encrypted connection: | 550 "
Qutgoing server [SMTF):

Use the following type of encrypted connection: | 550 v

Server Timeouts
Short W Leng 1 minute

Faolders
Root folder path:

Sent ltems

|:| Do not save copies of sent items

Deleted ltems

Mark items for deletion but do not move them automatically

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

Purge items when switching folders while online

Cancel

2.4.3.2.TLS (b) Configuration:



Internet E-mail Settings e

General Cutgoing Server Advanced

Server Port Mumbers

Incoming server (IMAF): Use Defaults

Use the following type of encrypted connection: | 350 v
Qutgoing server [SMTF):

Use the following type of encrypted connection: | TLS "

Server Timeouts
Short W@ Long 1 minute
Folders
Root folder path:

Sent ltems

|:| Do not save copies of sent items

Deleted ltems

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

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

Purge items when switching folders while online

Cancel

2.4.4.0utgoing server Authentication details:

e Enter your IITM Ildap account details , which is suffix with “1”



Internet E-rail Settings

General Cutgoing Server  Advanced
My outgoing server (SMTF) requires authentication
O Use same settings as my incoming mail server
@ Log on using
User Mame: | sundaresani
Passwaord: | Feessesmmmsaees

F-‘.emember password
|:| Require Secure Password Authentication [SP4)

Cancel

2.5.MS-Outlook POP Configuration:

e How to Start Outlook:(Desktop\Laptop)
e Choose POP or IMAP:
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Add Account

Choose Service

ID Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

ID 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

2.5.1.Configuration page:

e Settings POP or IMAP Access
e Enter your account details and Server details
e You will need to ensure that all the fields are completed



https://cc.iitm.ac.in/sites/default/files/exchangeclient/How%20to%20Set%20up%20an%20Email%20Client%20-Document.docx

Add Account >

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

User Information Test Account Settings

Your Mame: sundaresan A We recommend that you test your account to ensure that
) the entries are correct.
Email Address: sundaresan@iitm.ac.in

Server Information
Test Account Settings ..

Account Type: POIP3
Incoming mail server: email.itm.ac.in {B«utematlcally test account settings when Mext
’ e is clicked
Outgaing mail server (SMTF: | smtp2iitm.acin Deliver new messages to:
Logon Information @ MNew Qutlook Data File
User Mame: sundaresan@iitm.ac.in DE}{IStIﬂg Cutlook Data File
Password: AREEAKEERELE Erowse
Remember password
|:| Require logon using Secure Password Authentication
SPA
(5PA) More Settings ...

e Click More Settings to configure Server port and Outgoing Connection
authentication details.

2.5.2.Choose SSL(a) or TLS(b)

1.5.2.1.SSL(a) Configuration:



Internet E-rmail Settings

General Cutgoing Server Advanced

Server Port Mumbers

Incoming server (POP3): Use Defaults

This server requires an encrypted connection [55L1)

Outgoing server [SMTF}:

Use the following type of encrypted connection: | 550 o

Server Timeouts

Short @ Long 1 minute

Delivery
Leave a copy of messages on the server

DRemnvefrnmsemeraﬂer 14 = | days

|:| Remove from server when deleted from "Deleted ltems’

Cancel

2.5.2.2.TLS(b) Configuration:



Internet E-mail Settings e

General Cutgoing Server Advanced

Server Port Mumbers

Incoming server (POP3): Use Defaults

This server requires an encrypted connection [55L1)

Outgoing server [SMTF}:

Use the following type of encrypted connection: | TLS o

Server Timeouts

Short @ Long 1 minute

Delivery
Leave a copy of messages on the server

DRemnvefrnmsemeraﬂer 14 = | days

|:| Remove from server when deleted from "Deleted ltems’

Cancel

2.5.3.0utgoing server Authentication details:

e Enter your IITM ldap details , which is suffix with “1”



Internet E-mail Settings e

General Cutgoing Server  Advanced
My outgoing server (SMTF) requires authentication
O Use same settings as my incoming mail server
@ Log on using
User Mame: | sundaresani
Passwaord: | Feessesmmmsaees

F-‘.emember password
|:| Require Secure Password Authentication [SP4)

Cancel




2.5.4.MS-Outlook How to Remove the account:

Account Information

c,/'] sundaresan@iitrm.ac.in
l-'"‘) Microsoft Exchange

gk Add Account

Account and Social Network Settings

Change settings for this account or set up more
connections.

S

B Access this account on the web.

- infow
[_| Account Settings... fowal
Q'.u' Add and remove accounts or prics.
change existing connection settings.
o _® Social Network Accounts
Configure Office to connect to
social networks. (Out of Office)

2.5.4.1.Click Remove to remove your account from outlook:



Account Settings

E-mail Accounts
You can add or remove an account, You can select an account and change its settings.

E-mail  Data Files RSS Feads SharePoint Lists Internet Calendars Published Calendars Address Books

T Mew.. 3 Repair.. "5 Change.. @ SetasDefault X Remove + &

MName Type

Q sundaresan@iitm.ac.in Microsoft Exchange (send from this account by def...

sundaresan@iitm.ac.in IMAP/SMTP

Selected account delivers new messages to the following location:

sundaresan@iitm.ac.in\Inbox
in data file C\Users\cse_2. . \Microsoft\Outlook\sundaresan@iitm.ac.in.ost

Close

END




3.Mozilla Thunderbird:

3.1.Launch Thunderbird:

e Search Thunderbire-Click Thunderbird

Activities

/-'

=

Thunderbird ...

q Settings
5more

Files
1358 more

Google Chrome Ubuntu Softw...

@ Bluetooth
Thunderbolt
m Network
<3 Sharing

$ Color

P Thursday
@ Thursday.zip
B Thursday-test-cases.zip

Bl Plating Bath Cheklist1.PDF

Thu 14:47

FirefoxWeb B...




3.2.Create the Account:

e Click - File --- Setup an Existing Email Account

Home - Mozilla Thunderbird

File Edit View Go

[ Home

CJchat & Address Book

~ = Local Folders
& Trash
Outbox

3.3.Thunderbird Exchange Configuration:

e Under the File ment-Select Setup an Existing Email Account(ref: 3-2nter your
email account detadsContinue



Home - Mozilla Thunderbird

File Edit View Go Message Tools Help

& Home
CIchat & Address Book search <Ctrl+K> Q
~ = Local Folders
& Trash
Outbox Sekt Up an Existing Email Account n
Your name: | Sundaresan | Your name, as shown to others
Email address: | sundaresan@iitm.ac.in | Your existing email address

Password: | ssssssssesse

@ Remember password

Manual config Cancel | Continue |

e Choose Exchange moee Done.

Sek Up an Existing Email Account

Your name: | sundaresanA | Your name, as shown to others

Email address: | sundaresan@iitm.ac.in | Your existing email address

Passwor d: | ey

Remember password

Configuration Found for a Microsoft Exchange server

IMAP (remote folders) POP3 (keep mail on your computer) ﬂ

Exchange server: essrv005.iitm.ac.in

Manual config Cancel Done




3.4.Thunderbird IMAP Configuration:

e Under the File mentSelect Setup an Existing Email Account(ref: 3.2)
e Choose Manual Configuration:

Home - Mozilla Thunderbird

File Edit Vview Go Message Tools Help

& Home

CJchat & Address Book Search <Ctrl+K Q
v = Local Folders
& Trash
Outbox Sek Up an Existing Email Account 2
Yourname: | Sundaresan | Your name, as shown to others
Email address: | sundaresan@iitm.ac.in | Your existing email address

Password: | ssssssssssss

@ Remember password

Manual config Cancel | Continue




3.4.1.Choose IMAP:

e Choose IMAP (remote foldersjManual Config

Set Up an Existing Email Account

Your name: | sundaresan | Your name, as shown to others
Email address: | sundaresan@iitm.ac.in | Your existing email address
Easswgrd: e |
& Remember password

Configuration Found For a Microsoft Exchange server

O IMAP (remote Folders) POP3 (keep mail on your computer) Exchange

Incoming: IMAP essrv005.iitm.ac.in STARTTLS
Qutgoing: SMTP essrv005.iitm.ac.in STARTTLS

Username: sundaresan@iitm.ac.in

Manual config Cancel Done




3.4.2.Enter Your Account Details:

e Settings POP or IMAP Access
e Note: Enter LDAP username in the Outgoing box

e Enter your account details and Server detailsClick Done.

Set Up an Existing Email Account
| Your name, as shown to others

Your name: | Sundaresan

| Your existing email address

Email address: | sundaresan@iitm.ac.in

Password: | sssssssannis

Remember password

The Following settings were Found by probing the given server
Authentication

Server hostname Port SSL
Incoming: | IMAP v | email.iitm.ac.in | | 993 | v | | SSL/TLS v | | Normal password v
Outgoing: SMTP | smtp2.iitm.ac.in [~ ]| 587 |~ STARTTLS v Normal password v
Username: Incoming: | sundaresan@iitm.ac.in Qutgoing: | sundaresan
Cancel Re-test Done

Advanced config
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3.4.3.Subscribe / Customise IMAP Folders: (IMAP Feature subscribe folders)

e Preference--Account Settings-Copies & Folders

| Account: |[~]sundaresan@iitm.ac.in W

Show items that contain:

| Folder Liskt

Select the Folders to subscribe to:
Quote

RS5S Feeds

Resume

Sent

Sentltems
Suggested Contacts
Sync Issues

Tasks

TeMet

Trash

imap test

ms

payslip

sundar

Subscribe
Unsubscribe
Refresh

Stop

(I I I I I IV i i
OO00ROOOOXRERDOOL

Cancel OK




3.5.Thunderbird POP Configuration:
e Check POP3 (keep mail on your computertlick Manual Config option

Set Up an Existing Email Account

Your name: | Sundaresan | Your name, as shown to others
Email address: | sundaresan@iitm.ac.in | Your existing email address
Passwnrd: EEARRER AR |

Remember password

Configuration found for a Microsoft Exchange server

IMAP (remote folders) © POP3 (keep mail onyour computer) Exchange

Incoming: POP3 essrv005.iitm.ac.in STARTTLS
QOutgoing: SMTP essrv005.iitm.ac.in STARTTLS

Username: sundaresan@iitm.ac.in

Manual config Cancel Done




3.5.1.Enter Account Details:

e Settings POP or IMAP Access
e Note: Enter LDAP username in the Outgoing box

e Enter all the details--- Done.

Set Up an Existing Email Account
| Your name, as shown to others

Your name: | Sundaresan

Email address: | sundaresan@iitm.ac.in | Your existing email address

Password: | annssnsannes

Remember password
The following settings were Found by probing the given server

Authentication

Server hostname Port SSL
Incoming: | POP3 v | email.iitm.ac.in | | 995 | v | | SSL/TLS v | | Normal password v
Outgoing: SMTP [ smtp2.iitm.ac.in [~ ]| 465 |+ SSLfTLS v Normal password v
Username: Incoming: | sundaresan@iitm.ac.in Outgoing: | sundaresani
Cancel Re-test Done

Advanced config
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3.6.Thunderbird How to remove an account:

e Right click on your account name in main window or find three horizontal window in the
top right side--Preference--Account Settings-Account actions-Remove Account

v~/ sundaresan@iitm.ac.in Outgoing Server (SMTP) Settings
Server Settings

Copies & Folders When mar!aging your identities you can use a server from this list by sn_ele_cting itas
Composition & Addressing the Ol{tgouan Server (SMTP), or you can use the default server From this list by

o) selecting "Use Default Server".

v 2 Local Folders

Junk Settings sundaresan@iitm.ac.in - essrv005.iitm.ac.in (Default) Add...
Disk Space —

|#| Outgoing Server (SMTP) | Edit.. |

Remove
Set Default

Details of selected server:

Description: <not specified>
Server Name: essrv005.iitm.ac.in
Port: 587

User Name: sundaresan@iitm.ac.in
Authentication method:

Connection Security: STARTTLS

Account Actions v

Cancel OK




Finished

4.MAC Mail:

4.1.Create the Account

e Launch Mail by clicking onts icon in the dock. Under the Mail menu, select Add
Account.

e On the Choose a Mail account provider screen, select the radio button next to Other Mall
Account and click the Continue button.

ol N ) Inbox [Read Only)
[i_l]["_:‘]l_l][{'«[{ﬁ'«|-—}][ |v] [ . Search ]
[ Maiboxes ([AFTER Sent Flagged  Drafis
Mailbaxos ki r Received v
P Choose a Mail account provider...
# sent O iCloud
= Junk
B Archive O [@8Exchange
Smart Mailboxes O GDUSIEL
{¥ Today
O YAHOQ!
On My Mae =l
Deleted Messa... O Aol.

0 Other Mail Account...

® |




e On theAdd a Mail Account screen, enter your name, the email address and the email
account’s password.

@ Add a Mail account

To get started, fill out the following information:

Name: | Example User |

Email Address: |samp|e@example.cam |

pEES‘H’Drd: aEBEEEEAGARERER A NS




4.2.Account Settings

e At this point, you should see an additional popup window with a place for you to add
additional settings.
e You will need to ensure that all the fields are completed

Settings POP or IMAP Access

Email Address: | sample@example.com

User Name: | sample@example.com

Password:

asdisssadadasasana

Account Type: | IMAP
|

Incoming Mail Server: |mail.example.cnm

Outgoing Mail Server: || mail.example.com

Unable to verify account name or password.

[ cancel | [ Back |

Email Addressi s t he full email address you' re set
User Name also is the full email address.

Passwordi s t he email account’s password.

Account Type will be IMAP or POP, depending on your preference. For its ability to

keep email in sync across multiple devices (desktop, laptop, phones and tablets), IMAP
generally is recommended.

e Incoming and Outgoing Mail Server

If you are using SSL settings, both timeoming Mail Server andOutgoing Mail
Serverwi | | need to be set to the server’s hos
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4.3.Finishing Up:

Ensure that the box next to Mail is checked and then click on Done to complete the
setup.
Youdre now ready to begin using your

emai

ac



