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TECHNOLOGY TIPS & TRAINING

How to Download Your E-mail
Using IMAP

This article is part of an ongoing series of tips and training from ITS on various aspects of using e-mail at NYU.

-mail programs use one of

two methods to check your

account for messages: IMAP
or POP. The POP protocol downloads
new messages to your computer,
meaning that you can no longer
access those messages from a dif-
ferent computer. The IMAP protocol
(which ITS recommends instead of
POP) leaves messages on a central-
ized e-mail server until you move or
delete them. One of the main advan-
tages of the IMAP protocol is that
messages remain available to you at
all times, regardless of which com-
puter or mail program you use to
access them.

One of the challenges of using
IMAP, though, is that the server
that stores the messages has lim-
ited disk space, which is why most
e-mail accounts have storage quotas
(NYUHome provides a generous
100MB quota). What can you do,
then, if you have so much saved
mail that your account is nearing
or over the quota, preventing you
from receiving new messages? For-
tunately, there is a simple procedure,
described here, that allows you to
download selected mail messages
(removing them from the mail server)
and save them on your computer or
external media such as a CD.

The first step you should take is
to sort your messages into different
mailboxes, according to whether
you want to keep them on the e-mail

server, or download and delete them
from the server. Next, configure your
favorite mail program to access your
e-mail using the IMAP protocol. This
article will show you how to configure
Outlook 2003 on Windows XP or
Apple Mail on Mac OS X to use IMAP
to access your NYU e-mail, and then
instruct you on how to download you
mail. Note that this process is similar
in all e-mail programs.

CONFIGURING OUTLOOK FOR
IMAP ACCESS TO YOUR
NYU E-MAIL

Open Outlook by selecting Programs

from the Start menu, then selecting
Microsoft Outlook from the
Microsoft Office suite. In the window
that opens, select E-mail Accounts...
from the Tools menu. Select the
option to Add a new e-mail account
and click Next. On the following
screen, select the IMAP server type
and click Next.

Enter the following informa-
tion about your account, as shown
in figure 1: In the User Informa-
tion section, within the Your Name
textbox, enter your name as you
would like it to appear on out-
going e-mail; in the E-mail Address
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Internet E-mail Settings {IMAP)
Each of these settings are required to get your e-mail account working.

User Information Server Information

our Mame: | Incoming mail server (IMAR: \mail.nyu.edu

Your Full Mame

E-mail Address: .YourEmaiI@nyu.edu | Qutgoing mail server (SMTR): :émtp.nyu.edu

Logon Information

User Mame: YourhetID

Password:

[Iremember passward

|:| Log on using Secure Password
Authentication (SPA)

More Setkings ...

[ < Back " ﬂext) ][ Cancel

Figure 1. The Outlook IMAP account settings.

1. If you connect to the Internet through an Internet Service other than NYU (e.g., AOL, VerizonDSL, RoadRunner, Optimum
Online), you will have to use the SMTP server information provided by your Internet Service Provider.
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Figure 2. The Apple Mail IMAP account settings.

textbox, enter your NYU e-mail
address; in the Server Information
section, enter mail.nyu.edu as the
incoming mail server, and smtp.nyu.
edu as the outgoing mail server.! In
the Logon Information section, enter
your NYU NetID as the Username
and leave the Password field blank.
(ITS recommends that you never
save passwords on your computer.)
Click Next, then Finish. Outlook will
prompt you to enter your NYUHome
password when connecting to the
mail server.

CONFIGURING APPLE MAIL
FOR IMAP ACCESS TO YOUR
NYU E-MAIL

Open Apple Mail, then select
Preferences from the Mail menu
and click Accounts. Click the plus
(+) sign to add a new account,
and enter a description (such as
“My NYUHome E-mail”) in the
Description textbox. For the Account
Type, select IMAP (see figure 2).
Enter your e-mail address and your
name as you would like it to appear
in outgoing e-mail. Enter mail.nyu.
edu for the incoming mail server,
your NYU NetID for the Username,
and leave the Password field blank.
(ITS recommends that you never save
passwords on your computer.) Enter

smtp.nyu.edu for the outgoing mail
server (see footnote on p. 31). Close
the Accounts window, and save
your changes when prompted. Mail
will prompt you for your NYUHome
password when connecting to the
mail server.

SYNCHRONIZE & DOWNLOAD

Once you have configured your mail
program, you should synchronize
the mailboxes in your account by

checking for new messages (enter
your NYUHome password when
prompted). Synchronizing makes
your mail program aware of how
many mailboxes you have on the
server, and how many messages
there are in those mailboxes. In
Outlook, select Send/Receive Mail
from the Tools menu. In Mail, select
Get New Mail from the Mailbox
menu.

Next, create new folders on your
computer to store the messages you
want to download. You must create
the new folders in your comput-
er’s local folders area, not on the
e-mail server. In Outlook, the local
folders are listed under Personal
Folders. In Mail, your local folders
are under On My Mac. To simplify
the process, give these new folders
the same names as the folders or
mailboxes on the e-mail server.
For example, if you want to down-
load a mailbox/folder on the server
called “December2004,” then you
should create a new mailbox/folder
in your computer’s local folders
named “December2004.” To create a
new folder in Outlook, open the File
menu and select New, then Folder
(see figure 3). To create a new
mailbox in Mail, open the Mailbox
menu and select New (see figure 4).
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Figure 3. To create a new local folder in Outlook, open the
File menu and select New then Folder.
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Figure 4. To create a new local folder in Apple Mail, open the Mailbox menu
and select New, then name the folder in the window that opens.

Repeat this process for each mailbox
that contains messages you want to
download.

The next step is to download
the messages you choose from the
server to your computer. Unfortu-
nately, it is not possible to down-
load an entire mailbox/folder from
the server at once, so you will have
to select the messages you want to
download, and then copy them to
the local mailbox. To do so, open

the mailbox on the server containing
the messages you want to down-
load, then either select the spe-
cific messages you wish to down-
load, or select all of the messages
by choosing Select All from the Edit
menu (in both Outlook and Mail)
when the mailbox is open. Once
selected, copy the messages to the
corresponding local mailbox/folder
by dragging and dropping them;
or you can right-click (or Control-

click when using a Macintosh) the
selected messages, choose Move To,
then select the local folder to which
you wish to move the messages. If
necessary, repeat this process until
all the messages you wish to down-
load are moved to your local folders.
Once finished, you may then choose
to copy these messages to a CD or
other external media for storage, or
leave them on your computer.

Note that, by default, when you
move your messages in this way,
they will be copied to the mailboxes
on your computer and deleted from
the mailboxes on the mail server.
This means that these messages
will only be accessible to you when
you are using the computer to which
you downloaded them and the mail
program you used to transfer them.
The benefit, however, is that these
messages are now deleted from the
server and will not count towards
your mail quota.

If you need assistance with this
process, you may contact the ITS
Client Services Center at 1-212-998-
3333 or its.clientservices@nyu.edu.

Eduardo De Ledn is a User Support
Specialist at the ITS Client Services
Center.
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in Cyberspace (http://www.amuseum.
org/); the Canadian Jewish Virtual
Museum and Archives (http://www.
cjvma.org/); and Project Mosaica
(http://www.mosaica.ca/). Virtual
museums throw into question the
role of physical objects in defining
not only the museum as an insti-
tution that collects and exhibits
things, but also what is expected of
a “museum experience.”

Thinking pedagogically about
these issues, we were inspired by the
work of Emily Katz, one of our mem-
bers. She assembled a Judaica col-
lection based entirely on eBay pur-
chases and, on that basis, curated
an exhibition that reflected on the
transactions through which objects
are valued and circulate. Using this

model, students could create their
own exhibitions based on images
of items sold on eBay or other auc-
tion sites. While they would not be
expected to purchase objects, they
could track the bidding to the final
sale and reflect on eBay as a mar-
ketplace for objects that sellers and/
or buyers consider “Jewish” and on
the question of their value. Their
exhibitions, whether in the form of
a website or physical installation
of images, would require a process
of conceptualization, selection,
arrangement, and interpretation, as
well as an account of the rationale
for their choices.

This approach is consistent with
our interest in media practices,
including our own. For example,
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we have been adapting the DSpace
metadata protocols, which are based
on Dublin Core (http://dublincore.
org), to reflect each layer of media-
tion in an item (e.g., a digital image
from an online auction site of a post-
card that reproduces a painting).
Working with DSpace has made us
more acute observers of the very
objects we are studying.

Tal Halpern is an Instructional
Technology Specialist in ITS Academic
Computing Services; Professor Barbara
Kirshenblatt-Gimblett teaches in the
Department of Performance Studies

at NYW’s Tisch School of the Arts;
Professor Jeffrey Shandler teaches in
the Department of Jewish Studies at
Rutgers University.





