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» Please log in to Webmail using your account.

Current Students Prospective Students Faculty/Staff Alumni

4 E-mail | Portal [ Library (™ Freshmen Calendar (ciIT Services @ @
YUAN ZE UNIVERSITY About YZU Admissions Academics Administration ESDG
E-mail
Important Message:
’lease note that:
1.P ter YZU Portal to change t )a rd b L i f i
. i wur | I, pleast tt bra ( I 3l the cé u jon 2321 durin hour 1 fora t
Son Vti-vir block t f C Please troubleshoot t roblem b ling
Graduates must use the multi-factor authentica MFA). Please refer to the following step-by-step instructions to set up 2-step verification for Office 365, and
create an app password for Office 365
Office 265 Spam Quarantine: https://protection.office.com/quarantine
6. Webmail Operation Manual
7. Apple built-in email privacy setting
User Status Email Domain Webmail System SMTP Server (outgoing mail) Email Box Quota
Current Student account = s+student number Login o SMTP Server : smtp.office365.com Port : 587 20GB
@mail.yzu.edu.tw
Faculty account@saturn.yzu.edu.tw Login e SMTP Server : smtp.office365.com Port @ 587 20GB
Graduated Student account = s+student number Login e Set up 2-step verification for Office 365 20GB
@mail.yzu.edu.tw e Create an app password for Office 365




mE \icrosoft Key in email acoount
Sign in For example :

account@saturn.yzu.edu.tw

s1109999@mail.yzu.edu.tw or

abcdefg@saturn.yzu.edu.tw

Next




Some users may see this screen, please Enter your password
select " Work or School Account | (same as your YZU Portal password)

; 1 YT
=I Microsoft m= Microsoft

We need a little more help
Enter password

It looks like this email is used with more than one
account from Microsoft. Which one do you want to
use?

Password

Work or school account Forgot my password

Created by your IT department o
Sign in with another account

R Personal account

Tired of seeing this? Rename your personal Microsoft
account.




In order to prevent the browser from remembering your
password, please click in the order shown in the picture.

m Microsoft

Stay signed in?

Do this to reduce the number of times you are
asked to sign in.

1 & Don't show this again

I -




- You have now successfully logged into the Microsoft 365 platform, which offers
various commonly used functions.

Hover your mouse over the icons to see the function names.
For email functionality, please select 'Outlook’ (as shown in the image below).

Welcome to Microsoft 365
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Access the Mailbox

Configure the user interface



- Click on the settings icon in the upper right corner (gear symbol).

= Home Wiew Help
T Delete 3 Archive (1) Report < Sweep Cg Move to ., Reply % Replya ~ Forward {7 Quick steps & Read /Unread ¢ Categorize = Flag / Unflag £ Pin/Unpin () Snooze TF Assign policy 3 Print <2 Undo
~ Favorites WEE [ select = Fitter
= WHE From Received
B ZgiEg ) SHEESEETEE T+ L BE - 1140 ;13301630 | #8%  TE-E R3S 506 AM
T BEsmEe Yesterday
e | P& AEE [EHnEEEEESeAS]  Announcement of the Committees Lists at Yuan Ze University for the Academic Year 2023-2024 Thu 4:47 PM
AOT Tavaorite
Fold | & WIS (Teaching Services Section) 2 [8H] 58E "BEEEEnSHEEAFTHE|PoreriFRE SR 508, - EEEHREHEREESE Thu 4:47 PM
> Folders
| S wEE #  Call for Proposals : BREEESRHESHERRGTESEs13/NSTC 2024 Encouraging Women in Sdence and Technology Research Project Thu 4:20 PM
~  Groups
I & EEEE: [ A ESpeech Announcement] 11/13(—N400EFRESHET-ERPHNSBHEAL Tha 410 PM
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Please adjust the settings as indicated by the red box in the
Image.
- The following settings will enhance your security and make it easier
to find your emails. Please set them up patiently.
- Click on the settings icon in the upper right corner (gear symbol).

m @ B Q% ¢ Q

Settings 3 I Layout I Layout
| D Search settings | Compose and reply
Focused Inbox
y Attachrnents
oz Genera
=Y - R Do you want Outlook to sort vour email to help you foous on what matters most?
ules
2 = = I . O Sort messages into Focusad and Other
weep
5] Calendar 4 (®) Don't sort my messages
Junk emai
o People

11



Settings

Search settings

&

% B[

General
Mail
Calendar

People

Layout

Compose and reply
Attachments

Rules

Sweep

Junk email

Quick steps
Customize actions
Symic emai

Message handling

Layout

Message organization

How do you want your messages to be organized?

O Show email grouped by comeersation

I @ Show email as individuoal messages I

Sender image

Choose whether to show each sender’s image in the message list. The sender’s initials will be shown if a photo isn't available,

O Show sender images

I @ Don't show sender images I
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Settings

£ Search settings

53 General
= Mail

[El  Calendar
£ People

Layout

Compose and reply
Attachments
Rules

Sweep

Junk email

Quick steps
Customize actions
Sync email
Meszage handling
Forwarding
Automatic replies
Retention policies
S/MIME

Groups

Layout

Reading pane

Where do you want the reading pane to appear?

O On the right

-

ﬁ

[

O At the bottom

|

i

@ Hide reading pane

DRI B S Bl B

What do you want to happen when you move or delete the item you are viewing?

O Open the next item

O Open the previous item

@ Return to the message list I

What do you want us to do when you sign in?

O Open the first message in the list

I @ Let me select which message to read first I

13



After completing the settings,
click on 'Save' and then close the window to start using it.

Settings Layout Layout X

A 1 LI L S L i R

Compose and reply

Attachments

i Genera .
— Rules Message list format
= Mail =

Sweep Hew do you want your messages to be displayed?
B Calendar k

Junk emai Sender name first
&£ People

Quick steps

Customize actions

Message preview text

Sync email

i 7
Message handling Do you want to show preview text?
{ ) Show preview text
Forwarding O Breve

@ Hide preview text

Automatic replies

Retention policies
Inline attachment previews
5/MIME

Groups O Show attachments in message list

[®) Don't show attachments in message istI

Date headers

@ Show date headers in message list

() Don't show date headers in message [ist

Message reminders

Outlook can help you remember to reply to or follow up on messages by bringing them to the top of your inbox.

@ Show message reminders

Q Don't show message reminders

Animations

b Use system setftings

O Show Animations in the message list

O Do not show Animations in the message list

Discard




Forward Email



Important points to note before
setting up:

- External email systems may sometimes block school emails. Please
continue to use the school-issued email as your primary
communication channel to avoid missing important messages.

- Student email address : @mail.yzu.edu.tw

- Faculty/Staff email address : @saturn.yzu.edu.tw

- The email system does not allow mutual forwarding, as it can easily
cause emall loops.

- After setting up forwarding, please continue to monitor the status of
this mailbox and ensure It remains operational.



- Look for the "Forwarding" section in the settings.

- Check the box to enable "Forwarding" and "Keep a copy of forwarded
messages.”

- Enter your external email address in the provided field.

Settings Layout Forwarding

| O Search settings | Compose and reply
Attachments

0z Genera - Enable forwarding

= Mail Fules Forward my email to:

5 da Sweep Enter your external email address
Junk emai )

£ People Keep a copy of forwarded messages
Quick steps

Customize actions
Synic emnai

Message handling

I Forwarding I

Automatic replies

Retertion policies

S/MIME

Groups




Other Functions



Show The Sender

= p— Home View Help Message nsert
— & Editor T& Check accessibility B Schedule send

Fomat text

Lhow Boc

Lo Cc | Lhow From \

1l



To change the sender

3 Search
= = Home Wiew Help Message risert Format text Options
= & Editor Ja Check accessibility Fe Schedule send Show Brc Show Cc Show From
h 1
s > Favorites g From
p ¥ Folders : LT AT A
(1]
& Inbox 2| Other email address.., I
-

3 Search

‘ = — Home View Help Message nsert Format text Options

> — & Editor 78 Check accessibility ,"".-“ﬁ Schedule send Show Boc Show Cc Show From

s R R - KeyinEmail Address

~  Folders
2 To

[+ Inbox

Cc
Z¥ Drafts 10
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Search For The Recipient

= Home View

/& Editor 78 Check accessibility ::o Schedule send Show Bcc Show Cc Show From

Favorites

Folders

Inbox

&

7 Drafts

Help

Message nsert Format text Options

Click the recipient

Add recipients

To

Wiy Contacis

Contacts

Default Global Address List
All Rooms

All Users

All Cistribution Lists

All Contacts

All Groups

Offline Global Address List
Public Folders
TEEER

MNEE

A Esk
HETESA

ZHEEE

EREE

Select the recipient

Search this list of contacts

e QG QG QO G Q0o O 0 G
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