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How to Manage DVC Email Using Outlook 
Express and Other Email Clients 

The problem with Outlook Web Access (OWA) is that you cannot remove email messages from the limited-size email box 

without losing them forever. A solution is to use Outlook Express instead of OWA. With Outlook Express, you can drag-

and-drop messages between the DVC email server and your local computer. This makes it possible to remove messages 

from the DVC server in order to manage space limitations, without losing the messages. Here’s what to do: 

1. Find Outlook Express under Start->All Programs and start it. 

 

2. From the Tools menu, select Accounts…, the click the Add button, and choose Mail… 

 

3. When the Internet Connection Wizard appears, enter your name and click Next. 
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4. Then enter your DVC email address and click Next. 

 

 
 

5. Then complete the form as follows, and click Next. Note the selection of IMAP. 
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6. Enter your email login information as you would in OWA. Note the leading dvc\ in the account name. 

 

 
 

7. Then you are finished with the wizard, but there is some customization you still have to do. 

 

8. In Outlook Express, under the Tools menu, select Accounts…  
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9. Now you should see diamond.dvc.edu in the list. Select it and click the Properties button. Under the Servers tab, 

make sure that the “My server requires authentication” option is checked. 

 

 
 

10. Under the Advanced tab, complete the form as follows. Be sure that 587 appears in the Outgoing mail (SMTP) 

box before clicking the Apply button. Then click Ok. 
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11. You should get a popup question that says “Would you like to download folders from the mail server you 

added?” Answer “Yes”. 

 

 

Now you are all set up! You may not see all of your Outlook folders right away, but you can select diamond.dvc.edu:  

 

 

…click IMAP folders, and you’ll get a popup window with all of your folders in a tree structure. Use that to select any 

folder to be included in your Folders view at the left edge of Outlook Express’ window. 
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Moving Messages 
You can drag and drop individual message between folders. You can select multiple messages for drag and drop using 

Ctrl-Click or Shift-Click. (But you cannot move entire folders this way τ ǎƻǊǊȅΧύ 

Deleted Messages 
When you delete a message, it’s header remains in the Inbox, with strike-through font, as shown below: 

 

To remove deleted items from the Inbox, use the Edit menu’s Purge Deleted Messages option. This moves them from 

the Inbox to the Deleted Items folder listed under diamond.dvc.edu. But it can be included in the folders list by going to 

the Tools menu and selecting the IMAP folders option, and then choosing the Deleted Items folder for display. 

Using Microsoft Outlook, iPhone, and Other Email Clients 
As an alternative to using Outlook Express, the Outlook that comes with Microsoft Office can also be used. To configure 

it, add an IMAP account with all the settings explained above for the Express version, except that the outgoing email 

server authentication method should be set to TLS instead of SSL. 

IMAP can be used with the iPhone. The username must have the “dvc” prefix, like this: dvc\ r bur ns . Unser the 

Advanced settings, “Use SSL” and “Password” authentication must be selected for both incoming and outgoing mail. The 

incoming server port is 993, and the outgoing port is 465. 

Just about any other email client can be used with some combination of the settings explained in this document. 


