
EMAIL WIZARD 

SPECIFICATIONS 

Setting Up Your Account 



The new Public Image features an internal 

emailing function that allows users to email items 

from within Microsoft Office AND web browsers 

(such as Internet Explorer, Firefox and Opera) 

WITHOUT having to save the file first. In order to 

use this feature, users will be prompted to set up 

their account the first time it is launched. Below 

are the specifications which users must enter in 

order to email documents successfully. 

¶ Your Name 

¶ You will be prompted for the display 

name you would like others to see 

when they receive email from you. 

¶ Internet Email Address 

¶ Here enter your email address, for 

example: <userid>@psu.edu, where 

<userid> is your PSU Access Account 

user id or alias. 

¶ E-Mail Server Names 

¶ Make sure the incoming server is a 

POP3 server (default setting) 

¶ Enter email.psu.edu for the incoming 

mail server 

¶ Enter smtp.psu.edu for the outgoing 

mail server 

¶ Account Name and Password 

¶ Enter your PSU Access Account user id 

(abc1234) 

¶ Enter your PSU Access Account 

password, just as if checking your 

email. If you choose to allow it to 

ǊŜƳŜƳōŜǊ ȅƻǳǊ ǇŀǎǎǿƻǊŘΣ ȅƻǳ ǿƻƴΩǘ 

need to login to send files in 

subsequent sessions. 

¶ Leave Login Using SPA (Secure 

Password Authentication UNCHECKED 
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¶ Roaming Profile Support 

¶ Additional desktop icons 

¶ Libraries is no longer the 

default home page; users set 

their own 

¶ Shortcut to Libraries Home 

Page is available on the 

desktop 

¶ More software  

¶  Changes to Quick Launch 

toolbar 

¶ Prompts for setting privacy 

options, agreements 

 

 

ITS Help for Windows XP Lab Workstations 

available at: 

http://clc.its.psu.edu/Labs/Windows/Help/ 

Provides online help and contact information 

for assistance on: 

Angel 

Access Accounts 

Software  

UDrive 

PASS Space 

Etc. 

 

Assistance is also available at the 

ITS Help Desk at W113 Pattee 

 

 

 

 Need help on setting up your desktop 

to input non-English language 

characters?  

 Instructions are available at: 

http://tlt.its.psu.edu/suggestions/inter

national/keyboards/winkey.html 

http://tlt.its.psu.edu/suggestions/international/keyboards/winkey.html
http://tlt.its.psu.edu/suggestions/international/keyboards/winkey.html


Network Storage Space: 

PSU UDrive and Pass Q &A 

Access to Your Files from  

Library, Lab, Laptop, and Home 

Information below is taken from 

http://clc.its.psu.edu/DiskSpace/ 

Visit this site for the most up-to-date information. 

 

Q:  How can I save my files? 

A:  There are many ways: 

¶ External: USB 

flash drive; CD-

R or CD-RW; 

floppy disk 

¶ Network: My 

Documents on 

UDrive or PASS; 

upload to Angel 
 

 

vΥ  ²Ƙȅ ŎŀƴΩǘ L ŦƛƴŘ ǘƘŜ ŦƛƭŜ L ǎŀǾŜŘ ǘƻ aȅ 

Documents in the computer lab? 

A:   Go to My Computer on your desktop and check 

the My Documents folder in both V: (UDrive) and Y: 

(PASS). Your network file space may be mapped to 

different letters in the computer lab. Pay less 

attention to the letter of the drive you are saving to, 

and more attention ǘƻ ǿƘŜǘƘŜǊ ƛǘ ǎŀȅǎ άǳŘǊƛǾŜέ ƻǊ 

άǇŀǎǎέ ƛƴ ǘƘŜ ƭƻŎŀǘƛƻƴΦ 
 

 

Q:  Are the UDrive and PASS the same? 

A:  No. They are both network file storage space, but 

files saved to one are not accessible to the other. 
 

 

 

vΥ  ²Ƙŀǘ ƛǎ ǘƘŜ ά¦5ǊƛǾŜέΚ 

A:  ¢ƘŜ ά¦5ǊƛǾŜέ ƛǎ ŀ ŎŜƴtral file service provided via 

Windows servers for users to save private files and 

ǎƘŀǊŜ ŦƛƭŜǎ ǿƛǘƘ ƻǘƘŜǊ ǳǎŜǊǎΦ ¢ƘŜ ƴŀƳŜ ά¦5ǊƛǾŜέ 

ŎƻƳŜǎ ŦǊƻƳ ǇƻǇǳƭŀǊ ǳǎŀƎŜ ōŜŎŀǳǎŜ ǘƘŜ άǎƘŀǊŜέ ƛǎ 

ǳǎǳŀƭƭȅ άƳŀǇǇŜŘέ ŀǎ ǘƘŜ ŘǊƛǾŜ ƭŜǘǘŜǊ ά¦έΣ ŀƴŘ ǿŜ 

ŎƻǳƭŘƴΩǘ ǘƘƛƴƪ ƻŦ ŀ ōŜǘǘŜǊ ƴame. You can map the 

ŘǊƛǾŜ ǘƻ ŀƴȅ ƭŜǘǘŜǊ ƻƴ ȅƻǳǊ ŎƻƳǇǳǘŜǊΤ ƛǘ ŘƻŜǎƴΩǘ ƘŀǾŜ 

to be U:. 

 

An advantage of saving your files to the UDrive is the 

UBackup and Shadow Copy Service, allowing you to 

retrieve deleted files and older versions of 

documents. See here for more: 

http://clc.its.psu.edu/DiskSpace/UDrive/Backups/ 
 

In the Library: By default, My Documents in your 

¦5ǊƛǾŜ ǎǇŀŎŜ ƛǎ ȅƻǳǊ άIƻƳŜ CƻƭŘŜǊέ όŎƘŜŎƪ ǘƘŜ 

Desktop). Unless you change the location, files will 

be saved here for access from the computer lab, 

home, or a later visit to the library. 
 

Q: What is PASS? 

A:  PASS is a central file service provided via Unix 

servers for users to save private files and share files 

with other users. Files associated with the PSU Portal 

and Webmail also share this space, along with your 

Personal Web space files: 

http://aset.its.psu.edu/accounts/personal.html. 

 

An advantage of PASS is that files can be easily 

accessed and shared through the PASS Explorer 

found in Portal (http://portal.psu.edu ). You are also 

allotted more file space in PASS (500MB, up to 1G; 

remember email, Portal settings, and web files are 

also stored here) than in your UDrive space (350MB). 

However, either will provide a sufficient amount of 

file space for most. 

In the Library: To make PASS your Home Folder and 

ƭƻŎŀǘƛƻƴ ƻŦ ȅƻǳΩǊŜ Ƴȅ 5ƻŎǳƳŜƴǘǎ ŦƻƭŘŜǊ ǿƘƛƭŜ 

working in the library, go to the User Setup icon on 

the desktop. 
 

Q:  How do I access my UDrive from home or my 

laptop? 

A:  See instructions here: 

http://clc.its.psu.edu/DiskSpace/UDrive/Home/. 

Using the Map UDrive program will be easiest for 

most users. To access your UDrive off campus you 

will need to download the VPN software and install 

on your computer. See here 

http://clc.its.psu.edu/DiskSpace/UDrive/Home/vp

n.aspx for more information. Download VPN 

software: http://aset.its.psu.edu/vpn/ . 
 

Q:  How do I access my PASS space from home or 

my laptop? 

A:  PASS can be accessed via the PASS Explorer in 

Portal (portal.psu.edu). Here you can upload, 

download, and share files. PASS can also be mapped 

as a drive on your home (or office) computer: 

http://www.work.psu.edu/pass/.  As with the 

UDrive, you will need the VPN software: 

http://aset.its.psu.edu/vpn/.  
 

 

Q:  I have a problem accessing my UDrive. Where 

can I get help? 

A:  Check out the UDrive FAQ here: 

http://c lc.its.psu.edu/DiskSpace/UDrive/FAQs/ 

 


