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.

Internet Connection Wizard

Your Hame

Ww'hen you zend e-mail, your name will appear in the From field of the outgoing meszage.
Type your name az you would like it to appear.

Dizplay name: Robert Bumd

For example: John Smith

Hest > ][ Cancel
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4. Then enter your DVC email address and click Next.

X)

Internet Connection Wizard

Internet E-mail Address

Y'our e-mail address iz the address ather people use to send e-mail messages ko you.

E-mail address: | tburnzEdyve. edy

For example: zomeone@microsoft. com

¢ Back ” Mext = ][ Cancel

5. Then complete the form as follows, and click Next. Note the selection of IMAP.

X]

Internet Connection Wizard

E-mail Server Hames

by incoming mail server iz a | IMAP W | SEMYEL

Incoming mail [FOP3, IMAP ar HT TP server:

diamaond. dve.edu

An SMTP server iz the zerver that iz uzed for your outgoing e-mail.

Dutgaoing mail [SKMTP) zerver:
diamand. dve, edy

< Back ][ Meut » ][ Cancel
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6. Enter your email login information as you would in OWA. Note the leading dvc\ in the account name.

Internet Connection Wizard

Internet Mail Logon

Type the account name and pagswaord your Internet service provider has given you,

Account name; |dvc"~rl:uurns |

Password: |n"u- |

Femember pazsword

If your Internet zervice provider requires you to uze Secure Paszword Authentication
[SPA] to access vour mail account, zelect the 'Log On Uszing Secure Pazsword
Authentication [SPA) check bos.

[ ]Log on using Secure Password Authentication [5 P4

< Back ” Hest > ][ Cancel

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...

¥ Qutlook Express

)
']

File Edit Miew Tools Message Help :f
o - 1 N
|ﬁ - al»l - wy ! o -
: Create Mail Send/Recy Addresses Find
Folders ®
I‘_;}] Cutlook Express ~
=] @ Local Folders for Robert Burns
&3 Inbox Find a Message... Identities =
¥h Outbax E-mail Tip of the day X
1 Sent Items ) .
B4 There is 1 unread Mail message in your Inbox .
{3 Deleted Trems You can view a
B} Crafts @ Create a new Mail message map of any ;
i Read Mail address entered in
= % diamand.dve.edu o= the Address Book,
@Inhu:ﬂ: Y Hale Al
Newsgruups Chck & resses
3 Sert Items 3 on the toolbar and .,
fal neafte (1Y Cabim s Mawearaiine ammmnk PP (R T T
@ Warking Online
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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.

*= diamond. dvc.edu Properties

General | Servers |Connectinn Security | Advanced | IMAP

Server Information
My incoming mail serveriz a | IMAP SEMYEL

Incoming mail (AP | diamond.dve.edu |

Qutgoing mail [SMTF): |diamond.dvc.edu |

Incoming Mail Server

Account name: | dvchiburns |

Pazsword: |n-nu |

Remember pazsword

[1Lag an uzsing Secure Passward Authentication

Outgoing kail Server

My zerver requires authentication Settings...

[ aF. H Cancel ]

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.

*E2 diamond.dvc.edu Properties

General | Servers | Connection Securityl Advanced | |MaP

Server Port Mumbers

Qutgoing mail [SMTP): Uze Defaults

Thiz zerver requires a secure connection [S5L]

Incoming mail (IMAPY

Thiz server requires a secure connection [S5L1]

Server Timeoutz

Shaort U Long 1 minute

Sending

[ Break apart meszages larger than I:I KB

(] ] [ Cancel
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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:

¥ diamond. dvc.edu - Outlook Express

File Edit ‘iew Tools Message Help ,#'
ol
A
. 8¢ e w8 = X = . W
Create Mail Reply Feeply all Forward Print: Delete Send/Recy Addresses
*z diamond.dvc.edu
Folders
If_;] Cutlook Express To change
=3 Local Falders
[ '@ Inbo [ Synchronize Account l [ IMAP Folders. .. Sethings »

- Outbox

_____ S Sent Ttems Folder Unread Total Synchronization Settings

..... (3 Deleted Trems EAlInbox 0 21 all messages

,,,,, & Drafts $R15ent Ttems 0 s O ol messaoes

& Drafts 1 2 O all messages
B Junk E-mail ] 3 O Al messages
----- £ Sent Irems
----- 55} Drafts (1)
=583 Admin
(=% COMSC Department
(ﬁ Ey-Laws

----- SE1 Junk E-mail

Mt connected bo 'diamaond, dyve,edu’ Q Working COnline

...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 T a 2 NNE X 0

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

¥4 Inbox - Dutlook Express E'@'E

|
L]

File Edt Yiew Tools Message Help ,',
0 5 o
|_"|J = ﬂ"ﬂ ﬁ'i ‘*’e iy x
Create Mail Reply Reply all Forward Prink
Folders = Y@ %W ¥ From Subject i
(431 Outlook Express iy arehbee b
=) Local Folders 1} 79 Seaberry, Ben F: Aruba I
& Inbox 54 Lokke, Carol RE: PLEASE RE
'@ kb T} E@ demstrong, Terry EDT WebsiteZ,
512 Sent Items {@ Bottomley, Bruce RE: Do these [
@ Deleted Ikems 59 Armstrong, Terry RE: Meeting ar
B} Drafts 29 Truilla, Tamera RE: Keys For &
= % diarmond, dve,edu < »
ﬁ L7151 Fromy: Durai, Kappu  Tos Burns, Robert
{2 Sent Items Subject: Back to & Early at wark.
B} Drafts =
B Junk E-mail
L
29 messagels), 0 unread @ Working Online

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.
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