Managing your e-mail accounts

Introduction

While at Rice University, you will receive an e-mail account that will be
used for most of your on-campus correspondence. Other tutorials will
tell you how to access and manage your e-mail account using UNIX,
this tutorial on the other had is designed to introduce you to mailbox
management under Windows. This tutorial will cover the following
topics:

?? Message access protocols, what they mean and how to use them
?? Connecting to multiple mailboxes simultaneously using Microsoft
Outlook, including non-academic mail clients such as Hotmail

?? Customizing your Outlook
?? Creating mailing lists and mailing rules

Message Access Protocols
POP3

POP3 is a common protocol that is used to retrieve e-mail messages
from an Internet e-mail server. If you check your POP3 e-mail
account from different computers using the default Microsoft Outlook
POP3 settings, the computer that downloads a new e-mail message is
the only location where the message is stored. The message would no
longer be on the POP3 e-mail server when you connect from another
computer. This allows for a centralized storage of e-mail messages on
the client computer, which frees up space on the mail server and in
general speeds up access to the messages.

You can choose to download a copy of new e-mail messages and not
delete items from the POP3 e-mail server. This can be useful if you
check your POP3 e-mail account from multiple profiles or computers.
For example, you can download a copy of the messages on your work
computer, and then on your home computer, you could download the
e-mail messages and delete them from the POP3 server.

IMAP



Internet Message Access Protocol (IMAP): Unlike Internet e-mail
protocols such as POP3, IMAP creates folders on a server to
store/organize messages for retrieval by other computers. You can
read message headers only and select which messages to download.
This means your e-mail messages will be stored centrally and
accessible from any computer, provided it is setup to access the
appropriate server. This is a “Slower”’protocol but it allows mailbox
access from more than once PC.

Setting up you Windows Mail Client

As a graduate student you may, and probably already do, have several
e-mail accounts that you have to check regularly. In addition to the
Rice University e-mail account you have been set up with, you may
also get an M.D. Anderson or Baylor account during your stay here.
Instead of checking each account separately and having a minimum of
several hours of “tag time”’you can set up your Microsoft Outlook e-
mail client to check email from multiple mailboxes, including HTTP-
based mailing clients like Hotmail or Yahoo. This portion will deal with
setting up your first account and outline the steps you need to do to
add additional accounts. Note that this section of the tutorial is valid
for Microsoft Outlook or Outlook Express only, which shouldn1 be a
problem because both are installed by default on Rice Windows
machines.

Setting-up access to you Rice account

To setup your Department of Statistics Rice account open up Microsoft
Outlook, which should be installed on your XP machine, and go to
Tools ? E-mail Accounts.
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E-mail Accounts i |

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

(®iadd a new e-mail account;

) iew or change existing e-mail accounts

Directory

) Add a new direckory or address book
() Yiew or change existing directaries or address books

< Back - Mext = ] [ Close ]

In the window in front of you choose “Add a new e-mail account’’and
choose your e-mail access protocol. Rice supports both POP3 and
IMAP. Once you ¥e chosen connection type, fill in the information to
identify your account. Your username and password are the same as
the UNIX e-mail account you should have received earlier. You will
need the following information: incoming mail server is
stat.stat.rice.edu, outgoing mail sever is stat.stat.rice.edu.
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E-mail Accounts

Internet E-mail Settings (POP3)
Each of these settings are required ko gek yvour e-mail account warking,

User Information Server Information

Your Marmne: I'-.-'iau:heslav Fofanow | Incoming mail server (POP3): Estat.stat.rice.edu 1
E-mail Address: IvFu:uFanu:uv | ©utgoing mail server (SMTPY:  [skat stat.rice. edu| I
Logon Information Teskt Settings

User Marme: ivl%lzénu:w | After Filing out the information on this screen, we

' recommend wou test wour account by clicking the
Password: | hetetestctetist | button below, (Requires network conneckion)

Remember passward
Test Account Setkings ... ]

|:| Log an using Secure Password

Authentication (SPA) More Settings

[ < Back ” fext = ][ Cancel

Leave the “t.og on using Secure Password Authentication’’box
unchecked if it is present. If you are setting up a POP3 account you
may change the default behavior of deleting messages from the server
by clicking on the “More Settings...””’button and selecting appropriate
option under the “Advanced’’tab.
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Internet E-mail Settings
| General | Dutgoing Server | Connection | Advanced |

Server Port Mumbers
Incoming server (POP3): 11-IZI
[ This server requires an gnl:rw-:ul.:ed conneckion {35L)
Cutgoing server (SMTR): | 25 i

[ ] This server requires an encrypted conneckion (S5L)

Setver Timeouts

Short 0 Long 1 minute

Delivery
[JLeave a copy of messages on the server

= Frorm cap f
|

[ Ok H Cancel ]

If you want to have a copy of your email messages on both you home
and your Rice machine while still enjoying the benefits of POP3 access
protocol you may want to leave a copy of the messages on the server
so both of the machines have the chance to get at it.

If you are using Outlook Express (a slimmed-down version of
Microsoft Outlook) do the following to setup your account. Open
Outlook Express, go to Tools ? Accounts... under the “Mail”’tab, click
the “Add’’button to add a new mail account.



Internet Accounts

| Al Mail | Mews | Directory Service | fdd 3
Account Type Connection Hemove
Properties
=t a3 Default
Export..

Cab e
=t Crder
et Lrder..

Cloze

Fill in your name and email account, choose the desired connection
type from a dropdown box in a window that follows and fill in the
incoming and outgoing mail server information similar to the picture

below.

Internet Connection Wizard [g|

E-mail Server Hames

by incoming mail zerveriz a | POP3 w | FEMVEr

Ineoming mail [FOP3, IMAP or HT TR server:

ghat ztat rice.edu

An SMTP server is the server that iz used for your outgoing e-mail.

Outgoing mail [SMTF] server:

stat. skat rice.edu

< Back ” Mest » l[ Cancel




Finally you should be taken to the following dialog box:

Internet Connection Wizard

Internet Mail Logon

Type the account name and pazsward your Internet service provider has given you.

Account name; wiofanow

Pazzword: T

Remember pazzword

[f wour Internet zervice provider requires you to use Secure Passward Authentication
[SPA&]) to access vour mail account, select the 'Log On Using Secure Passward
Authentication [SPA]' check bos.

[ ] Log on using 5 ecure Password Authentication [SPA]

< Back ” Mest » l[ Cancel

Congratulations you have just successfully setup your Rice University
e-mail account.

Setting-up access to additional mailboxes

As | mentioned above, you may want to access multiple mailboxes. To
do that, follow the steps identical to the setting up of your first
mailbox. Make sure to choose the “HTTP”option when adding http
based mailing clients such as Hotmail or Yahoo.



E-mail Accounts E]

Server Type
Youl can choose the bype of server wour nesw e-mail acount will wark with.,

(") Microsoft Exchange Server
Conneck bo an Exchange server bo read e-mail, access public Folders, and share
documents,

) pOP3
Conneck o a POP3 e-mail server ko download wour e-mail.

i IMap

Conneck ba an IMAP e-mail server to download e-mail and synchronize mailbox
folders.

Conneck ko an HTTR e-mail server such as Hotmail ko download e-mail and
synchronize mailboy Folders,

i) Additional Server Types
Conneck ba another workaraup or 3rd-parky mail server,

[ < Back ” fext = ][ Cancel

For these you will not need the incoming and outgoing mail server
names, but you will need a URL of the mailing service (Hotmail and
MSN URLs are included and you will not have to look them up).

Customizing Microsoft Outlook

Setting up automatic send/receive intervals

Since you probably don T want to miss critical e-mails like “Free food in
the coffee room...””or “Help, | can1 figure out how to generate
numbers from a normal distribution!!!””you will want to set up your
Microsoft Outlook to automatically send and receive messages at
predefined intervals, similar to the way UNIX mail clients like pine do
it. To do this, make sure your Microsoft Outlook is open and go to
Tools ? Options... Under the “Mail Setup’’tab click the “Send/Receive’”
button.



Options

| Preferences ' Mail Setup ;Mail Farmat | Spelling | Security || Other
E-rail Sccounts

3 Setup e-mail accounts and directaries.
=

[ E-mail Accounts. .. ]

Send/Receive
Set send and receive settings For e-mail messages and documents,

Send immediately when connected Send/Receive...
Data Files
&  Change settings for the files Outlook uses to store e-mail messages
yl‘g and documents,
[ Diata Files. ..

Dial-up

@ Contral how Qutlook connects to wour dial-up accounts,
{¥) Warn before switching an existing dial-up connection
() Always use an existing dial-up conneckion
[ ] autamatically dial during & background SendiReceive
Hang up when finished with a manual Send/Receive

[ 8] 4 ][ Cancel ]

Now choose the interval at which you Mail client will be checking the
server for any additional messages. Foe example, see my setup
below. Note that since now you know how to setup multiple mailboxes
you may specify here different settings for each of the mail accounts
you connect to separately.



Send/MReceive Groups

—h & Send/Receive group contains a collection of Qutlook accounts and
G Folders. You can specify the tasks that will be performed on the group
= during a send/receive,

Group Mame SendiReceive when

F'.|| Accounts Cnline and Offline
Edi...
Copy...

Femove

=
]

Renarme
Setting For group "all Accounts"

Include this group in send|receive (F30,

Schedule an automatic sendjreceive every 3 = | minutes,
Perfarm an automatic send/receive when exiting.
When Qutloak is Offline
Include this group in send/receive (F9),
Schedule an automatic sendjreceive every 5 2 | minutes,

Close

Setting up Signatures

One of the nice features of many e-mail management clients is the
ability to add a signature at the end of each message with helpful
contact information or anything else you may want to include in one.
Microsoft Outlook allows you to have multiple signatures, once for
each of the mailing accounts you are connecting to. For example, if
you are using your Hotmail account for personal correspondence, you
may not want to put the same information in you signature as you
would for academic correspondence associated with your Rice account.

To change or create your signature, go to Tools ? Options... Under
the Mail Format tab choose the mail account you want this signature to
apply to and press the “Signature’’button to go to the dialog box
where you will input it.



Options

Preferences | Mail Setup | Mail Format | Spelling | Security | Other
Message format
_j_.] Choose a format For oukgaoing mail and change advanced settings,
= Compose in this message Format: |HTML |

Use Micrasoft Office Word 2003 bo edit e-mail messages
[]Use Microsoft Office Word 2003 to read Rich Text e-mail messages

[ Inkernet Format. .. ] [ International Cptions. ..

Stationetry and Fontks

B Ise skationery ko change waur defaulk Fonk and skyle, change colors,
}i{ +  and add backgrounds to your messages,

IJse this stationery by default: | sMone = |

Fonts. .. ] [ Skationerw Picker...

Signakures
,_{1 Select signatures for accounk; _:t.at.stat.r'in:e.El:Iu bl
Signature For new messages: | <Manes |
Signature For replies and Forwards: :-{NDHE} v
[ Signatures. ..
(64 l [ Cancel

Optimizing Outlook

Setting up mailing lists

Often it is necessary to e-mail several people at one and if you are
doing this multiple times it becomes very annoying to retype all of the
addresses every single time. Not to mention, that if there are many
people on the list you may end up forgetting one or two every once in
a while. The easiest way around that is to set up mailing lists. Some
of the mailing lists are already set up on the UNIX side of things. One
of the more useful ones would be gradstudents@stat.rice.edu which
will email all of the graduate students in the statistics department and
faculty@stat.rice.edu which contacts the entire faculty. Be sure to use
these with great care however, since often you do not need to target
such big groups with your e-mail and receiving bunch of spam can




quickly annoy people around you. So another way is to create your
own mailing lists of students in your year, or may a class you are
attending. To do that do the following, once Microsoft Outlook is open
go to Tools ? Address Book... You should see something like

E% Address Book
File Edit Yiew Tools

HRF X B

Type Mame or Select From List: Show Mames From the:
!| Conkacts

| Mame Display Mame E-rnail &ddress E-rnail Tvpe

0 adambobi@3tak, Rice, Edu adambob@stat. rice.edu adambob@stat.rice.edu SMTF

Aec@Rice.Edu aeci@rice, edu aeci@rice, edu SMTP
Alena Ixmocane Scokk Alena Ixmocane Scokk  oettingi@skat, rice,edu SMTP
Alena Detking Alena Oetking oetting@leyy . skat.ric, .. SMTP
Ann Lugg Ann Lugg alugg@rice, edu SMTR
Ankthony Padula Anthory Padula adpadu@caan, rice, edu SMTP
Auchmuty@Uh,Edu auchrmutyi@ub, edu auchrmutyi@ub, edu SMTR
Baggetti@skat, Rice, Edu bagoetti@stat.rice.edy  bagogett@stat rice.edu  SMTP
Blair Chriskian Blair Chriskian blairc@rice. edu SMTP
Blairci@mstat . Rice . Edu blaircimstat, rice. edu blaircimstat, rice. edu SMTP
Bo Peng Bo Peng bpengi@stat.rice.edu SMTP
£ [

If you just set up your account you will not see many or any names in
the contacts section. Do not worry, Outlook automatically add them
after each of these people send you an e-mail and you reply to them.
If you would like to add contacts manually, without waiting for the
person to e-mail you go to File ? New Entry..., while in the Address
book screen, and choose to add a “New contact.””

To set up a mailing list go to File ? New Entry... and choose “New
Distribution List””’you will then be able to name the list and choose who
will be on it, either by selecting their names from a list of contacts
(press Select Members... button) or by adding them in manually by
their name and e-mail account (press Add new... button)



E=2 my mailing list - Distribution List

! File Edit ew Insert Tools  Actions  Help
! el saveand Close | =4 | & -4 _,I‘F‘_*]|><| - - -|@!

Members Maokes

Mame: |y mailing list

[ Select Members., .. ] [ Add Mew, .,

|3 [ Mame E-rnail

There are nao items ko show in this view,

| | e

After you have populated the mailing list with the people you wish to
be on it, click “Save and Close’’button. You now will be able to write
to all the people on your mailing list simply by putting the name of the
mailing list into the “To:”’section of your e-mail message.

Managing incoming mail (making rules)

Sometimes you may want to parse the incoming e-mails, for example
if you are a TA in a class and you want all the e-mails from your
students (with homework assignments, etc) to be placed in a separate
folder so you can easily find them afterwards. The easiest way to
handle that is to set up a mailing rule that will apply to the incoming
messages and place them in the appropriate folder, while ignoring all
of the other messages. This section will show you how to set up a
mailing rule to do this. It is worth noting that mailing rules are a lot
more diverse and powerful than that but you can figure them out on
your own once you are given a start. It also should be noted that any
rules that you make in you Outlook client will not apply to the HTTP
based mailing accounts that you are connected to, such as Hotmail or
Yahoo.



To set up a mail rule that would take all incoming e-mails containing a
certain set of words, for example “STAT2807’do the following.

?? First you should probably set up a folder to receive parsed e-
mails. Go to File ? Folder ? New Folder and give the name of
the folder you wish to create. In my example the folder 3 name
is STAT280 and its located in my Personal Folders.

Create New Folder E|

Marme:
|STATZE0 |
1 |

Eolder contains:

|Mail and Post Items v]

Select where to place the Folder:

= Qﬁi Persaonal Folders
< Calendar
%= Contactks
[ (5] Deleted Items
L7 Drafts [Z]
[ Fridge
[ Inbox
Jd 1ournal
L@ Jurik. E-rnail

.| Motes

L Outhox

.!<

[ Ok ] [ Cancel ]

?? Now to create a mail rule go to Tools ? Rules and Alerts... click
on a “New Rule...””to start creating a rule. As you can see |
chose to use one of the templates but you can do the same from
scratch



Rules Wizard

(%) Skart creating a rule from a template
() Skart From a blank rule

Sktep 1 Select a kemplate

Stay Organized
3 Move messages from someone ko a Folder
Move messages with specific words in the subject to s Folder

L Maove messages sent to a distribution lisk to a Folder

>< Delete a conversation
¥ Flag messages from someone with & colored Flag
Stay Up to Date
= Display mail from someone in the New Item Alert Window
i) Play a sound when I get messages from someone
r'! Send an alert ta my mobile device when I get messages from someans

Step 21 Edit the rule description (click an underlined value)

Apply Ehis rule after the message arrives
with specific words in the subject
rnove it ko the specified Folder

Example: Move mail with Project in the subject to my Project folder

cgack | Mext> | | Fimsh |

?? Click Next. Now all that is left to do is to click on the highlighted
words (in step 2 in the above figure) and input the words that
will trigger the rule (e.g. STAT280) and select the folder where
the message will be relocated to (e.g. STAT280 folder). Note
that the “move”’function will remove the original message from
the inbox, once it has been placed in the appropriate folder.
This can be changed to copy if you wish to.



Search Text

Specify words or phrases ko search For in the subject:

Search list:
STATZB0" or
"skatza0" ar

"skak 280" or
"STAT 280"

[ Ok, ] [ Cancel ]

?? Make sure to account for all of the strings that should trigger the
rule. If Outlook does not find the exact string in the subject
line, the rule is not triggered and nothing happens.

?? Finally you can choose to run this rule on the messages already
in the folder. It is a good way to selectively clean out your
message folders. Once the rule is turned on, it will apply to all
of the incoming messages until such time you either turn it off or
delete it.



Rules Wizard

Finish rule setup.

Step 1: Specify a name for this rule

ar 'sTAT Z&0'

Skep Z: Setup rule options

[ ]Run this rule now on messages already in "Inbox"

Turn on this rule

Create this rule on all accaunks

Skep 3: Review rule descripkion (click an undetlined wvalue to edit)

apply this rule after the message arrives

with 'STATZE0' or 'skatZ80" or 'skat 280" or 'STAT 280" in the subject
and on this machine onky

move it ko the STATZ80 Folder

[ Zancel ] [ < Back et =




