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Introduction  
MyYSU E-mail is the Web-based e-mail application available from the MyYSU portal. It allows you to 
process e-mail from any location using your Common University E-mail (CUE) account and a computer 
that has access to the World Wide Web.  MyYSU E-mail is replacing the software currently used from the 
webmail.ysu.edu site. Currently the system is set to time out after 30 minutes of inactivity for students and 
three hours for faculty and staff.  However, it is a good idea to logout of the system if you leave your area 
or are not using the system. 
Note: Depending on your computer settings, you might need to adjust your Internet Explorer Add-ons.  

1. Click Tools 
2. Select Manage Add-ons 
3. Select Novell delivered Applications  
4. Select Disable 
5. Click OK 
6. Select Adobe PDF Reader Link Helper 
7. Select Disable 
8. Click OK 
9. Click OK 

Overview  
To use the MyYSU calendar, direct your Web browser to http://my.ysu.edu and log in with your CUE 
User Name and password. If this is the first time you have used your CUE username and password, you 
will be prompted to establish a new password.  See the Getting Started with MyYSU document for 
password guidelines. 
 

 
The Home tab appears.    
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To open MyYSU E-mail: 
 
1.  Click the e-mail icon in the upper-left corner of the navigation bar  
 
or  
 
2.  Click on the e-mail link in the My E-Mail Inbox channel.  

 
 
 
 
 
 
 
 
 
 
 
 
 

or 
 
3.  Click more… 
A separate window opens for MyYSU E-mail. 
 
4.  Click the E-mail tab 
 
The left side of the screen 
displays mail accounts and the 
folders under those accounts 
available for current use. 
 
 

Folders 
New messages are delivered to 
the Inbox folder with the 
exception of filtered messages 
and blocked addresses.  
 
By default, additional folders (Deleted, Drafts, Search Results, and Sent) are provided. The Deleted 
folder contains copies of deleted mail if you chose to save them; the Drafts folder contains copies of 
messages composed but not sent; the Search Results contains the results of messages that have been 
identified through the Search feature; and, the Sent folder contains copies of sent mail if you chose to 
save them. 
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Also, all other existing mail folders that were created on the mail server (not local mail) should appear in 
the folder view.  Folders can be created as needed.  
If a folder does not appear in the folder view, subscribe to the missing folder by clicking on the 
Subscribe link in the folder frame. The Junk-Mail or SPAM folder is an example of a folder that may not 
display automatically in the folder view.  Subscribing to a folder may be necessary when a new folder is 
created.  
 
To open a folder:  
1.  Click the icon or label  
 
The ¾ symbol indicates another folder is below this one 
 
The À symbol indicates all folders are displayed 
 
The Add link provides options to create a New Folder 
below certain folders; the Edit link provides options to 
rename a folder; the Delete link removes the folder, any 
subfolders, and all items contained in the folder.  The 
folders are saved alphabetically.  
 
Initially, the quota for folders is 50MBs for students, and 
200MBs for faculty and staff. 
 

Inbox Folder  
MyYSU CUE-mail is connected to your e-mail account on the CUE mail server. This is the default folder.  
 

 

1

2

3

1.  Display List  
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The display list of messages contains the total number of messages, unread messages, sender, subject, size, 
date/time sent, a selection box, and icons that indicate if the message has been read and if there is an 
attachment. The icon indicates that the message is unread (envelope) or the icon indicates that the 
message has been read (paper). If a message contains an attachment, it is flagged in the display list with a 
red paper clip icon. To open a message, click on the subject of the message in the display list.   
 
2.  Message Window  
The Message window is where you view the message and Reply, Reply all, Forward, Print, or Delete the 
message.  
 
3.  Toolbar  
The five icons in the E-mail navigational bar are used to perform the following functions:  

 
 
 
 

Get Mail - retrieves any new mail messages on the server. Use this icon to refresh the Inbox and display 
new messages. The system automatically checks for new messages every 5.5 minutes ☺ 
 
Compose - opens the compose message window. In the Compose window, you can address, write, spell 
check, add attachments, save, and send a message.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The maximum number of attachments that can be sent is five (5) or approximately up-to-1.2 megabytes 
of data. 
 
The Spell Check feature must be activated prior to sending each message. 
 
Move – relocates messages to another folder. Select the message in the display list by clicking on the 
subject of the message, click the Move icon, highlight the destination folder, and click OK. Select multiple 
messages to move by marking the selection box next to the messages you want to move.  
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Search - locates specific messages in various e-mail folders. Specify which folders to search and by 
various criteria--sender, subject, recipient, and body fields--for specific words or phrases. 

 
 
 
 
 
 
 

Delete – Purges or relocates selected messages to the Deleted folder based on established settings. Select 
the message in the display list by clicking on the subject of the message and click the Delete icon. Select 
multiple messages to delete by marking the selection box next to the messages and clicking on the Delete 
icon.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If the Display Setting E-mail Options are set to send deleted messages to the Deleted folder, deleted 
messages are moved to the Deleted folder and are not permanently removed. To permanently remove 
deleted messages, they must be deleted from the Deleted folder.  
 
Note:  YSU faculty/staff accounts are established with the default settings to move the deleted messages 
to the Deleted folder and to automatically save a copy of the sent message in the Sent folder. 
 
YSU student accounts are established with the default settings to automatically remove deleted messages 
and not save a copy of the sent message. 
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Address Book Tab 
The Address Book is used to maintain contact information for those that you routinely communicate with 
via e-mail.  These contacts can be an individual or a group. Click on the Address Book tab to open the 
Address Book window.  
 
A list of all contacts 
in the personal 
Address Book is 
displayed.  
 
The list contains 
name, primary e-mail 
address, display name, 
and home phone.  
 
 
 
 
 
 
To Use the Address Book: 
1.  Click the display name to view or edit that person’s contact information 
2.  Click the e-mail address to compose and send a message to that person 
 
To Add a New Contact:  
1.  Click New Contact in the upper-right corner of the Address Book window 
or 
2.  Click the sender's e-mail address in the To field of the Message window.  
 
The Address Book 
window opens and is 
available for 
completion; the only 
required elements are 
the e-mail address 
and the display name 
 
3.  Click OK 
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To Create a New Group: 
1.  Click New Group in the upper-left corner of the Address Book 
2.  Type <group name> 
3.  Select <desired contacts> 
4.  Click CTRL to select more than one contact simultaneously 
5.  Click right arrow 
6.  Click OK 
 
 
 
 
 
 
 
 
 
 
 
 
To Import an Existing Address Book 
Existing Address Books can be imported from Netscape, Outlook, Eudora, and Novel GroupWise.  
Export the data from one of the desired programs listed above following the Export functions of the 
specific program and save it in a convenient location. 
 
1.  Click Import/Export in the upper-right corner of the Address Book window 
 

 
2.  Follow steps 1-4 under the Import section 
3.  Click Import Now 
4.  Click Done 
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Options Tab  
To personalize MyYSU E-mail processing, you can set e-mail and address book options from the E-mail 
Options window. Click on the Options tab to open the E-mail Options window.  Click the link to review 
the options and set them according to your preferences.  

Address Book Preferences  determines how many contacts per page are displayed and provides the 
ability to search the University Directory.  
 
Auto Forward   forwards all e-mail to another account for processing elsewhere. This feature will not 
be available until Phase II of the MyYSU implementation. 
 
Auto Reply  notifies e-mail senders when you will be away from the office.  This feature will not be 
available until Phase II of the MyYSU implementation. 
 
Block Addresses  enables blocking of messages from identified senders. 
 
Display Settings  provides options for customizing preferences for deleted messages, messages per 
page and message headers. 
  
Filters   provides options for directing incoming mail to various folders.  
 
Message Preferences  displays options for handling sent messages. 
 
Retrieve Other E-mail  enables retrieving of mail sent to other e-mail accounts. 
 
Signature  creates a signature file with contact information with the option to automatically append 
the signature information to all messages sent.  
  
Help Feature 
To launch the online Help system, click the Help icon located in the upper-right corner. For additional 
assistance, please phone the Tech Desk at (330) 941-1595, or send e-mail to techdesk@cc.ysu.edu or 
visit the Tech Desk home page at http://helpdesk.ysu.edu/ The Tech Desk office is located on the 4th 
floor in Maag Library.  
 
Exit  
To close the MyYSU E-mail application, click the Exit icon located in the upper-right corner.  
 

http://helpdesk.ysu.edu/
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