Outlook 2003 Exchange Configuration

Please follow the steps below carefully. | have highlighted each step that you will need to complete.
Go to Start — (Settings) — Control Panel — Mail and follow the steps below:

Step 1 — Click on “E-mail Accounts”

Mail Setup - RPC FCCA x|

E-mail Accounts

5 Setup e-mail accounts and directories,

S

Drata Files

4% Change settings For the Files Outlook uses Eo Data Files. . |
&@ store e-mail messages and documents, =

Profiles

Setup mulkiple profiles of e-mail accounts and Show Profiles.. |
data files, Typically, vou only need one. =

iclose |

Step 2 —Select “Add a new e-mail account” and click “Next”

E-mail Accounts _ ] il

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

Wiew or change existing e-mail accounts

Directory

" add a new directory or address book

™ Wiew or change existing directories or address books

= Back ext = I Close




Step 3 — Select “Microsoft Exchange Server” and click “Next”
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Server Type
ou can choose the bvpe of server your new e-mail account will work with,

IF 'gicrusuft Exchange Serveri

Connect ko an Exchange server to read e-mail, access public folders, and share
docurnents,

" pPOP3
Connect ko a POP3 e-mail server ko download your e-mail.
i IMAP

Conneck ko an IMAP e-mail server ko download e-mail and synchronize mailbos:
folders,

i HTTP

Conneck ko an HTTR e-mail server such as Hokmail o download e-mail and
synchronize mailbox Folders,

" padditional Server Types

Zonneck o another workgroup or 3rd-party mail server,

< Back Cancel |

Step 4 — Enter the Server Name and Username you were sent and click “More Settings”. Do NOT click “Check Name” at
this time.
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Exchange Server Settings
You can enter the required information to connect ko your Exchange server,

Type the name of your Microsoft Exchange Server computer, For information, see your
system administrator,

Microsoft Exchange Server: Iu:u:ulu:uexu:hl I Enter Server Name here

W Use Cached Exchange Mode

Type the name of the mailbox set up for vou by your adminiskrator, The mailbox: name
i= usually your user name,

Iser Name:l I Check Mame

Enter your usarname hare

Maore Setkings ...

< Back I Plexk = I Zancel




Step 5 — Click the “Security” tab and check the box labeled “Encrypt data between...”

Microsoft Exchange Seryer 5[
General I Advanced Conneckion I Remoke Mail I

— Encryption

:;'Egn:r',.fpt data between Microsoft CFfice
iDutlook and Microsaft Exchange Server:

— User identification

[ alwavs prompt for user name and password

Logon network security:

IKerI:ueru:us,l'NTLM Passwiord suthentication j

(] 4 I Cancel Apply

Step 6 — Click the “Connection” tab, check the box labeled “Connect to my Exchange mailbox using HTTP” and then click

the button labeled “Exchange Proxy Settings”

Microsoft Exchange Server ﬂ
aeneral I Advanced I Security Rem::-te Ml I

Conneckion

IUse these settings when connecting to my Exchange
server when working offline:

% Connect using my Local Area Mebwork (LARN)

{” Connect using my phone line
i~ Conmect using Internet Exploret's or a 3rd party dialer

Maderm

se the Fallawing Bial-Up Metworking connection:

(2

Broperties, ., fiddl. |

Exchange over the Internet

E:xcchange Proxy Setkings. .. I

(08 I Cancel | Apply




Step 7 — Enter “secure.interrahost.com” in the box next to HTTPS://, Check the box “On fast networks...”, select “Basic
Authentication” and click “OK”

Exchange Proxy Settings ) 5[

Microsoft Office Outlook can communicate with Microsoft Exchange Server owver the
Inkernet by nesting Remaote Procedure Calls (RPC) within HTTP packets, Seleck the
protacol and the identity verification method that you want touse, IF wou don't know
which options to select, contack wour Exchange Server Administrator.

— Conneckion setkings
IJse this URL ko conneck ko my prosey server For Exchange:

https: ) Isecure.interrahnst.cnm I

¥ Conmeck using S50 anly
[T Mutually autherticate the session when connecting with S5L
Brincipal mame far proxsy seryer;

2n Fast networks, conmeck using HTTP Firsk, then conneck using TCPJIP
V¥ ©On slow nebworks, connect using HTTP firsk, then connect using TCRIIP

~ Proxy authentication settings

IJze this authentication when connecting to my proxy server For Exchange:

Step 8 — Click “OK”
x

izeneral I advanced I Security  Conneckion |Rem|:|l:e Mail I

Connection

Ise these settings when connecting to my Exchange
server when warking offline:

£ Connect using my Local Area Metwork (LAN)

£ Connect using my phane line

" Connect using Inkernet Explorer's ar a 3rd party dialer

Maderm

Lse the Follawing Bial-Up Metworking connection:

I &

Properkies. .. Addl. |

Exchange over the Inkernet

ok Cancel | apply




Step 9 - If the Microsoft Exchange Server and your UserName have not been underlined, click “Check Name” and then
click “Next”.
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Exchange Server Settings
‘fou can enter the required information to connect ko vour Exchange server,

Type the name of wour Microsoft Exchange Server computer, For information, see your
syskem administrator,

Microsaoft Exchange Server: ln:u:ulu:uexu:hl

W Use Cached Exchange Mode

Type the name of the mailbox set up For you by vour adminiskrator, The mailbox name
i= usually wour user name,

User Mame: (dsattile Check Marne

Mare Setkings ... |

< Back Bexk = Zancel |

Step 10 — Click Finish.

Your account is now configured and your outlook will begin synchronizing with the Exchange server. You will need to
carefully manage your disk space as all your email remains on the server. One way to help manage your email is by
creating PST files and moving your email into these PST files. For more information on doing this and for creating rules,
please go to Outlook Help and look at the following topics. To open Outlook help either click on Help in the top menu or
press the F1 key.

Creating PST files:
Introduction to Outlook data files
Create and use .pst data files in different versions of Outlook

Creating Rules to automatically Move Emails:
Manage Messages by Using Rules

Allowing other to access your Calendar, Email, Contacts, etc.
Share your calendar information

Open another person's Exchange Calendar

Open another person's Exchange Tasks



