Setting up your ITC Email

Select your method of email: IMAP or POP3

IMAP

Popular setting—majority of users utilize this method.

This method will allow you to quickly view emails anywhere and everywhere. IMAP lets you sync folders
between your home computer clients, your phone, and on Webmail, so that you see the same folders and

messages wherever and however you access your email.

Default email storage is 8GB. Please consult ITC email storage policies.

POP3

This method will download your inbox on your computer and not any other folders. When an email is
downloaded using POP3, it is then deleted from the server and only accessible on that computer’s client.

Incoming Mail Server Settings

Server name
imap.itctel.com
or
pop3.itctel.com

Server encryption
SSL

Server port
IMAP: 993
or
POP3: 995

Authentication required

Outgoing Mail Server Settings

Server name
smtp.itctel.com

Server encryption
SSL

Server port
465

Authentication required

All instructions below are for setting up email with IMAP.
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On your phone,
touch the email
button. This will
open up the Set
Up Email screen.
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< Add new account

email@itctel.com

Show password

On this screen
enter your email
address and
password. Touch
Sign In.

Manual setup
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< Add new account

email@itctel.com

() Show password

Select account type
POP3 account
IMAP account

Microsoft Exchange ActiveSync

On the Set Up
Email screen, touch
the Other button.

On the Add New
Account page
touch the IMAP
button. POP3 is not
recommended on
mobile devices.
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93302 ™ (N HO |
< Server settings
Account
Email address
email@itctel.com
User name
email@itctel.com
Password
On the Server
Show password .
settings screen
Incoming server touch Next. (See
IMAP server both 5 & 6 for
imap.itctel.com .
Server Settings.)
Security type
SSL v
Port
993
IMAP path prefix
Optional
1l & <
934@2™ RaN=.n
< Manual setup
Email sync period
2 weeks ¥
Email sync schedule
Every 15 minutes ¥
On the Manual
setup screen make
changes to fit your
preferences. The
popular settings
are shown in the
image.
1l @] <

6

8

934 @ 2™ R =l
< Server settings

Security type

SSL ¥

Port
993

IMAP path prefix
Optional

Outgoing server

SMTP server
smtp.itctel.com

Security type

SSL v

Port
465

Require authentication to send emails @)
email@itctel.com

Show password
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Edit names

Your account has been set up. You can now
change your account name and your name for
outgoing email.

Account name (optional)
email@itctel.com

Your name (for outgoing email)
John Doe|

Finally, enter your
name and touch
Done.
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1 e & Onyourphone

@ touch the Gear

Al icon. This will open
the settings app.
3
Accounts
10
Add Account
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¢ Accounts Add Account

»iCloud
Microsoft Exchange
Google
yahoo/
Aol.

B Outlook.com

Other

This will open the Add Account screen.
Touch the button named Other.
This opens the Account screen.

Settings Under settings
touch the Mail
@ Mail button.
Touch the
Accounts button.
Touch the Add
Account button.
6 10119 ol D @
€ Back Add Account
MAIL
Add Mail Account
CONTACTS
Add LDAP Account
Add CardDAV Account
CALENDARS

Add CalDAV Account

Add Subscribed
Calendar

Touch the Add Mail Account button.
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Cancel New Account Next Cancel New Account
IMAP
Name This will open
Help Desk the New Account Name
. screen. Enter Help Desk
Email the nam mail
helpdesk@itctel.com € hame, ema Email
address, password, helpdesk®@itctel.com
and description.
Password P Description
Itctel
Description
INCOMING MAIL SERVER
Itctel
Host Name
imap.itctel.com
User Name
helpdesk
Password
10:15 97 wl T @ 10 10:15 7
Cancel New Account Next Cancel IMAP
INCOMING MAIL SERVER
Host Name ) Mail
imap.itctel.com
User Name Fill out the Notes
helpdesk Incoming and
Password Outgoing mail

OUTGOING MAIL SERVER

Host Name
smtp.itctel.com

User Name
helpdesk

Password

server entries.
Your username

is the first part of
your email address
before the @
symbol.

Next
Select the IMAP
button. POP3 is not
recommended on
mobile devices.
Save
«©

Click the Save
button.
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€ Accounts Itctel
IMAP You need to verify a
Account couple of settings.
helpdesk®@itctel.com Go back to the new
account you just
added and open it
Mail @ by touching the
button. In this
example | would
Notes touch helpdesk@
itctel.com.
Delete Account
€ Account SMTP If you are

PRIMARY SERVER

smtp.itctel.com
On

10:17 9 wl T .

Cancel smtp.itctel.com Done

OUTGOING MAIL SERVER

Host Name
smtp.itctel.com

User Name
helpdesk

Password

Use SSL [ @

Authentication
Password

Server Port
587

prompted to
choose an SMTP
server, select
smtp.itctel.com.

Your Outgoing Mail
Server settings should
be filled out like the
image.

The Server Port might
also say 465, which
will work the same as
587.

Make sure that the
Authentication button
says Password.

If it does not say
Password, then touch
the Authentication
button and select
Password from the list.
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Cancel Account

INCOMING MAIL SERVER

Host Name
imap.itctel.com

User Name
helpdesk

Password

OUTGOING MAIL SERVER

SMTP
smtp.itctel.com

Advanced

10:16 7

¢ Account  Advanced

INCOMING SETTINGS

Use SSL

Authentication
Password

IMAP Path Prefix

Server Port
993

S/MIME

Sign
No

Encrypt by Default
No

Touch the Outgoing
Mail Server SMTP
button,
smtp.itctel.com.

From your main
account settings
you can also verify
the Advanced
settings.
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On your Mac click the

< Mail icon. This wil

open the Mail app.

2 @& Mail File Edit View
r

About Mail
D Ink

Preferences...

Accounts...

< Add Account... In the top left corner, click Mail. In the

. dropdown menu click Add Account.
Services >

Smé

Hide Mail
Hide Others

Quit Mail

Choose a Mail account provider...

iCloud

Microsoft Exchange

Google’

This will open the Add Account
screen. Click Other Mail Account,

Y |
yahoo' then click Continue.

Aol.

© Other Mail Account...




@ Add a Mail account

To get started, fill out the following information:

Name: Jane Doe

Email Address: janedoe®@itctel.com

Password: o.oco.oooo.o-oo|

Cancel

Email Address:
User Name:

Password:

Account Type:
Incoming Mail Server:

Outgoing Mail Server:

Cancel

janedoe@itctel.com

janedog]

IMAP
imap.itctel.com

smitp.itctel.com

Back

Type in your name, email address,
and password, then click Sign In.

Type in your username (the first part

of your email address before the @
symbol). Make sure the Account Type
is IMAP. (POP is also supported, but
not recommended for most users.
These instructions demonstrate IMAP;
however, the procedure is identical for
the POP connection. You will need to
use the alternative POP values.) Fill out
the Incoming Mail Server and Outgoing
Mail Server information. Click Sign In.



© Account Informa

Gh Info
Open & Export Microsoft Exchange
-+ Add Account Open Outlook. Click File =»
S Account Settings » Account
B Account Settings Settings.

f Change settings for this accou
Account connections.
Settings ¥ .

Access this account on the

Account Settings...

% Add and remove accounts or change
existing connection settings.

2
Email Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books
& New... & Repair.. B Change.. & Set as Default X Remove ® @
Select New.

o * Qutlook

Email address Enter your email address and click the Advanced

helpdesk@itctel.com| Options button. Click the “Let me set up my account
manually” checkbox. Click the Connect button.

Advanced options

v Let me set up my account manually

Connect

Mo account? Create an Qutlook.com email address to get started.




Outlook

0" OQutlook

Advanced setup
- =
o) E

Microsoft 365 Qutlook.com Exchange

E

Exchange 2013
or earlier

On the next screen click the IMAP button. POP is also
supported, but not recommended for most users.
These instructions will demonstrate IMAP; however,
the procedure is identical for the POP connection.
You will need to use the alternative POP values.

6 (optional)

IMAP Account Settings

itc_mmartinell@itctel.com

General settings

Your name helpdesk@itctel.com
Account name helpdesk@itctel.com

Example: "Waork" or "Microsoft account”

Folder settings

Root folder path _
Mail settings
Keep mail offline for -_—d Al
W Don't save copies of sent items
W Mark items for deletion but don't 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

ettt

If you want to have Outlook folders synchronized to and

used by Outlook, set the Root folder path to INBOX.

IMAP Account Settings
helpdesk@itctel.com (Not you?)

Password

.

Connect

Enter your password for your email account
and click the Connect button. If prompted for
any values, please consult the IMAP chart.

0® Outlook

Account successfully added

E IMAP

helpdesk@itctel.com

Add another email address

Email address -

Advanced options A

v Let me set up my account manually

Set up Outlook Mobile on my phone, too

Done

Your email should be successfully set up.
Click the Done button.




Thunderbird

1 File Edit View Go Message Eventsand Tasks Tools Help

[ Home D Account Address Book Ctrl+Shift+B
Saved Files Ctrl+)
Add-ons and Themes
o DI‘MI Folders Activity Manager
Junk Settings
Disk Space If you are using Thunderbird for your

email, first press the Alt button on your
keyboard. This will reveal the toolbar
at the top of the screen. Click Tools
and then Account Settings.

B Outgoing Server (SMTP)

Import...

OpenPGP Key Manager

Developer Tools >
Clear Recent History... Ctrl+5Shift+Del

Account Settings
Preferences
2 3 Your full name 4
Add Mail Account Michael Martinell ® Protocol: IMAP v
Add Chat Account proaifaddress Hostname: imap.tctel.com
- helpdesk@itctel.com ® S 113 BB
ort: I
Add Feed Account... e
Password
Connection security: STARTTLS 87
Add Other Account... ®
Authentication methed: Normal password 2
Remember password
Username: helpdesk@itctel.com
Manual configuration
Account Actions v
rotienl IMAP e Hostname: smtp.itctel.com
. Hostname: imap.itctel.com Pork Lk ;:,,
{1- Thunderbird Preferences
Hors o= Connection security: STARTTLS =2
“‘ Add-ons and Themes Connection security: Autodetect v Authentication method: Normal password o
Under Account Actio ns, click Authentication method: Autodetect v Username: helpdesk@itctel.com
Add Mail Account. This will Username: helpdeska@itctel.com
. Click Done and click Finish.
open the Set Up Your Existing
Email Address screen. Hostoarme smip.tcteLcom
Port: 0 C
Connection security: Autodetect v
Authentication method: Autodetect <
Username: helpdesk@itctel.com

Fill in the screen and click
the Re-Test button. You
can choose to use IMAP
(recommended) or POP.



Windows Mail

1 | ] Iiuruu

Other account
POP, IMAP

K

Open Windows Mail and click on

“Other account POP, IMAP”.
Q Advanced setup

Add an account

Other account

Some accounts require additional steps to sign in.

Learn more

Email address

Enter your email address,
name, and password. Click the
Sign In button.

helpdesk@itctel.com

Send your messages using this name

Help Desk Windows Mail should be
automatically configured;
you are ready to start using it.

Password

We'll save this information, so you don't have to sign in every
time.

" Signin > Cancel




