Hours:

Monday and Friday 7:30 am - 5:00 pm
Tues, Wed, and Thurs 7:30 am - 9:00 pm
Saturday 9:00 am - 5:00 pm

...a division of Computer Services

Phone: (330)941-1595 e-Mail: techdesk@cc.ysu.edu
http://techdesk.ysu.edu

MyYSU Mail Client Configuration Guide

Microsoft Outlook Express 6

Required Items: Microsoft Outlook Express 6

This guide will assist you with configuring your Microsoft Outlook Express e-
mail client for use with the MyYSU mail system. The setup instructions will be
set up in steps. Please be sure to complete all of the setting changes in each step

before moving on to the next.
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Step 2: Configuring Outlook
Express

Upon launching Outlook
Express for the first time, you
will be prompted to make the
mail client your default. If you
wish to exclusively use Outlook
Express, click ‘Yes’.
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Step 1: Locating Microsoft Outlook

Express

If you do not see Microsoft Outlook
Express on your desktop, you can
launch it from the following location:

Start > All Programs = Outlook
Express

Outlook Express

Outlook Express is not currently your default mail client.
! Would you like to make it your default mail client?

[] Always perform this check wﬁea Wung Elutlook Express

-----------------':l..je_s-a;! No
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Step 3: Entering your
account information
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Internet Connection Wizard

E-mail Server Names

Step 3a: Entering your account
pasnRERR SN, ,, information (cont)
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Internet Mail Logon

= a| POP3: Downloads all mail messages off of
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Outlook Express [z]

! } There are not any folders to show for this account. Would you like to view a list of available folders now?

Step 4: Final setups

If you selected

e v u,
IMAP as your mail 2 *
aCCOunttype,yOu l.................ﬁ%}w

* If you selected POP as your mail account type, you will not see
this dialog box and instead be immediately passed on to your
mailbox where new mail will begin downloading.

will be prompted to
view a list of folders
on the mail server.
Simply click “Yes’
to allow Outlook
Express and your
mailbox to properly
synchronize.

Congratulations! You’ve successfully configured Outlook Express to access your MyYSU mail!

*#% Outlook Express Setup Instructions For Users With Existing
Outlook Express Accounts ***
If you successfully completed Steps 1 through 4, this section does not apply.
Unfortunately, some things in the computer world will never be black and white. E-mail
configuration is one of them. If your Outlook Express client has ever been previously
launched, or you are already an Outlook Express user with an existing mail server

configuration, you may not see the Outlook Express Startup Wizard.

Follow this guide to get yourself back on track to configuring Outlook Express for My YSU mail!
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e Step 5: Locating and launching the Outlook
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When Outlook Express has successfully
launched, click on the ‘Tools’ menu.
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Unread Total  Synchronization Settings

b N ]
Message Rules

‘Windows Messenger

Select ‘Accounts’ from the menu

Previously created e-mail accounts will
appear here. Their configuration data can be
edited by double-clicking on the label name.

Contacts ¥ x

There are no contacts to display. Click
on Corttacts to create a new contact.

If you would like to add MyYSU as an
additional mail account, click the ‘Add’

| Configures your accounts.

Internet Accounts
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