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Microsoft Exchange Mailbox Setup Guide

Setting up a Microsoft Exchange mailbox only takes a few minutes. You can set up any
email software to send and receive email from your mailbox. This guide will show you step

by step how to set up the most common mail clients to work with your new mailbox.

Software Covered in this Guide

Outlook 2007
Outlook 2003
Mac Mail (see note below)

@ Thunderbird (see note below)

0 Note: To get the full benefit of your Microsoft Exchange mailbox you should
use Microsoft Outlook 2003 or 2007. However, it is possible to connect to a
Microsoft Exchange mailbox in other software, such as Thunderbird or Mac

Mail, using the IMAP protocol.

Before you start

Before you set up your email software, there are certain things you will need. These are
e Email software (Outlook 2003 or 2007 is recommended)
¢ An Internet connection.
e The Microsoft Exchange server name (this will look something like EXCH-BEO4).
e Your username (This is the same as the email address for your new mailbox).

e The password for the mailbox.



Setting up Outlook 2007

Step 1 Click the Windows Start button and open the Windows Control Panel.
Step 2 The next step will depend upon the display mode on your computer.

Category view: If your Windows Control Panel is in Category view, click User accounts,

then click the Mail icon located at the foot of the screen.

@

Mail
E-mail Accounts
5 Setup e-mail sccounts and directories.
- S |
Data Files

. Change settings for the files Outhook uses to Data Files...
93 store e-mail messages and documents,

Profiles
Setup multiple profiles of e-mail accounts and - Show Profles...
data files. Typically, wou only need one, At -

Close: I
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Step 4 Check the box marked Prompt for a profile to be

used.
Step 5 Click the Add button.
Step 6 A dialog box will open, asking you to name the

new profile. When you've entered a name, click
Ok.

Mail 3

Gmm!l

@ The Following profiles are set up on this computer:

_

Add... | Remove | Plope:tiusl COpYain |

When starting Microsaft Office Outlook, use this profile:
@runptfu’apruflelohemed
™ Always use this profile

l =

Mail X

Ganardl

:@Theﬁolm«hgprormamsﬂ up on this computer:

_

{ Add.. 1 Remove: | Pruperhes] Copy... |

‘when starting Microsoft Office Outlook, use this profile:
(* Prompk for & profile bo be used
(" Abways use this profile

Joutiook I~

New Profile X
T Y
Profile Hame:

My News Malbox
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Step 7 The Email accounts wizard
will open. Ensure the Add a
new email account radio
button is selected, then click

the Next button.

Step 8 Select the Microsoft
Exchange radio button, then

click the Next button.

Step 9 Enter the Microsoft

Exchange server name for
your mailbox, ensuring Use
cached Exchange mode is

selected.

e Example: EXCH-BEO4

E-mail Accounts E

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

E-mail

@Adda v e-mail acoount
) ¥iew or change existing e-mal accounts

Directory

(O #dd a new directory or address book
() Wiew or change existing directories or address books

A

Add New E-mail Account rz|

Choose E-miail Service

) Internet E-mail

Connect to your POF, IMAP, or HTTP server to send and receive e-mail messages,
D Microsoft Exchange

Connect to Microsoft Exchange For access to your e-mall, calendar, contacts, Faxes and voice mall,
) Other

Connect ta & server type shomn belov,

[ <Back [ text> D[ cancel

Add New E-mail Account

Microsoft Exchange Settings
You can enter the required information to connect to Microsoft Exdhange.

Type the name of your Microsoft Exchange server, For information, see your system
adminkstrator.

Mikrosoft Exchange server: |EXCHEE1Z

m-dzmm
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Step 10 Enter your full email address | vt name o the mabos set up for you by your sdeisrator The makoox name
in the User name text box, ez [T,
then click the More Settings (ore settings .. )
button.
[ <mock [ memt> | [ concet |
Step 11 An error message will appear. Don't worry, click the OK button, then click Cancel on the
next window.

! Thie action could not be completed. The connection ta the Morosoft Exchangs Server is unavalable. Cutlook must be

. online or connected to complete this action.

(.
Step 12 A window headed Microsoft Exchange Server will open. Click the Connection tab.
Step 13 Ensure the Connect using my Local Area Microsoft Exchange [E
Network (LAN) radio button is selected. | General | Advanced | Security | Connection | Remote Mai |
Connection
Use these settings when connecting to Microsoft
Exchange when working offline:
@:m‘lect using my Local Area Metwork (LAN)
() Connect using my phone line
() Connect using Inkernet Explorer's or a 3rd party dialer
Modem
Step 14 Towards the bottom of the window, there should Hodem
be a section headed Outlook Anywhere Check
the box marked Connect to my Exchange
mailbox using HTTP, then click the Exchange Outlook Arywhars
proxy Settings button. ([#Donnect to Microsoft Exchange using HTTP
[(Exchange Proxy Settings... )|
Lo J[ comel J[ aooty |
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Step 15

Step 16

Step 17

Step 18

Step 19

Step 21

9 Note: If the Exchange Anywhere section is not shown, you need to upgrade

to the latest version of Windows XP or Windows 2003.

A new window will open. Under
Connection settings, enter
exchange.promailbox.net or
exchange.yourdomainname.com
(replacing yourdomainname.com
with your domain name).

Ensure all the check-boxes are
unselected and that the drop-down
list under Proxy authentication
settings is set to Basic

Authentication.

Microsoft Exchange Proxy Settings E|

Microsoft Office Outlook can communicate with Microsoft Exchange over the Intemneat by
nesting Remote Procedure Calls (RPC) within HTTP packets. Select the protocol and the
identity verification method that you wank to use. IF you don't know which options to
select, contact your Exchange Administrator.

Conneckion settings

Llse this LIRL for Exchange:
https:fi{ | exchange ralphsdomainname. com

[ only connect to proxy servers that have this principal name in their certificate:

[[] On Fast networks, connect using HTTP first, then connect using TCPJIP
[#] On slow netwarks, connect using HTTP first, then connect using TCPIIP

Proxy authentication settings
1 er for Exchange:

Basic Authentication w

Lok J[ conce |

Click OK, then click OK in the Microsoft Exchange Server window.

Click Next in the Add new E-mail Account window. Then click Finish to close the wizard

Open Outlook 2007 and select your
new profile, when prompted.

Choose Profile

Profile Mame: |my@mwdomain, com| w [ Tew... ]

my@rmydomain, com
Cutlook

Ok l [ Cancel ][thions 53

i1 2006 Microsoft Corporation. Al rights reserved,

Enter your full email address in the username text box, then your password, when

prompted.

Page 6 of 18




Step 22 Outlook will now load and synchronize with your Microsoft Exchange mailbox. For a new
mailbox this will take no more than a few seconds.

You have now configured Outlook 2007 for use with your Microsoft Exchange mailbox.

Setting up Outlook 2003

Step 1 Click the Windows Start button and open the Windows Control Panel.
Step 2 The next step will depend upon the display mode on your computer.

Category view: If your Windows Control Panel is in Category view, click User accounts,

then click the Mail icon located at the foot of the screen.

.l

Mail

.

Classic view: If your Windows Control Panel is in Classic view, click the Mail icon.

Step3  Clickihe Show Profiles buton.

E-mail Accounts

5 Setup e-mail sccounts and directories.
S|
Data Files
%, Change settings for the files Outlook uses to Data Files. ., |
9;1\, store e-mail messages and documents.
Prafiles

B Setup multiple profiles of e-mail accounts and
daka files. Typically, you only need one. SlEiEie

Close: I
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Step 4 Check the box marked Prompt for a profile to Mail X

be used. General |

,@mMﬁMaesﬂmesm:

_

Add... | Remove | Pwpettios| Copy... |

When starting Microsoft Office Outlaok, use this profile:
{5 FPrompt for a profile to be used
[ Bhsays use this profile

[ =

Step 5 Click the Add button. T X

Gana-dl

Qmm«rﬁwﬁsmmmmmm:

_

{ Add.. 1 Remaove | Prupemes] Copy... |

When starting Microsoft Office Outlook, use this profile:
{* Prompt for & profile to be used
(" Ahways use this profile

[outioo E

Step 6 A dialog box will open, asking you to name the
new profile. Once you have entered a name, click
the Ok button.
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Step 7

Step 8

Step 9

Step 10

The Email accounts wizard
will open. Ensure the Add a
new email account radio
button is selected, then click
the Next button.

Select the Microsoft
Exchange Server radio
button, then click the Next
button.

Enter the Microsoft

Exchange server name for
the mailbox, ensuring Use
cached Exchange mode is

selected.

e Example: EXCH-BEO4

Enter your full email address
in the User name text box,
then click the More Settings

button.

E-mail Accounts < |

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

E-mail

@wdd & new e-mail sccount
() Wiew or change existing e-mal accounts

Directory

() Add & new directory or address book
() Wiews or change existing directories or address books

< Back E ek > i Close I

E-mail Accounts (<]

Server Type
You can choose the type of server your new e-mail account will work with.

(EMicrosoft Exchange Server
Connect boan Exchange server to reéad e-mal, access public Folders, and share
docurments.

C)PoP3
Connect bo a POPS e-mall server to download your e-mail.
O IMap
Connect to an IMAP e-mail server bo download e-mail and synchronize mailbox
S
(CIHTTP

Connect to.an HTTF e-mail cerver such as Hotmail to download e-mal and
synchronize maibox folders,

() Additional Server Types
Connect to another workgroup or 3rd-party mal server,

< Back ek > [ﬁw
E-mail Accounts a
Exchange Server Settings ./1/.
ou can enter the required infarmation to connect to youwr Exchange server,
Type the name of your Microsoft Exchange Server compiuber, For information, ses your
systam administrabor, _
Microsoft Exchange Server: |EXCH-BE12
([Dhse cached Exchange tode
Type the name of the maibox set up for you by your administrator, The mailbox name
15 usually your user name. ; :
et [0l
e setrge D
[ <Back J[ mwext> | [ comcal |

Page 9 of 18




Step 11 An error message will appear. Don't worry, click the OK button, then click Cancel on the

next window.

' The action could ot be complsted. The connection ko the Microsoft Exchange Server is unavalable. Cublock must be
L3 orling or connected bo complete this action.

()
Step 12 A window headed Microsoft Exchange Server will open. Click the Connection tab.
Step 13 Ensure the Connect using my Local Area Network (LAN) radio button is selected.
Step 14 Towards the bottom of the window, there should be a section headed Exchange over the

Internet. Select the Connect to my Exchange mailbox using HTTP check box, then click

the Exchange Proxy Settings button.

»-

Microsoft Exchange Server

 General | Advanced | Security | Connection | Remote Mail |

‘Connection

Use these sektings when connecting to my Exchange
server when working offine:

(%) Connect using my Local Area Network (LAK)
() Connect using my phone line
() Connect using Internet Explorer's or a 3rd party dialer

odem

Exchange over the Internet
onnect to my Exchange malbox using HTTP

(fE:u:ha‘nge Proocy Sethings.::)]

[ QK ]I Cancel ][ Apply |

6 Note: If the Exchange over the Internet section is not shown, you need to

upgrade to the latest version of Windows XP or Windows 2003.

Step 15 A new window will open. Under Connection settings, enter exchange.promailbox.net or
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exchange.yourdomainname.com (replacing yourdomainname.com with your domain name).
Step 16 Ensure all the check-boxes are unselected and that the drop-down list under Proxy
authentication settings is set to Basic Authentication.

Microsoft Exchange Proxy Settings g|

Microsoft Office Outlook can communicate with Microsoft Exchange ower the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets, Select the protocol and the
identity verification method that you wank to use. If you dont know which options to
select, contact your Exchange Administrator.

Conneckion settings

Lse this URL for Exchange:
https:ff{ | exchange. ralphsdomainnanne. com

[CJonly connect ko prowxy servers that have this principal name in their certificate:

[C] on Fast networks, connect using HTTP first, then connect using TCP{IP
] on slow netwarks, connect using HTTF first, then connect using TCPJIP

Proxy authentication settings

er For Exchange:

Basic Authentication v

| o || cancel
Step 17 Click OK, then click OK in the Microsoft Exchange Server window.
Step 18 Click Next in the Email Accounts window, then click Finish to close the wizard.
Step 19 Open Outlook 2003 and select il
Choose Profile E|
your new profile, when prompted.
Profile Mame: | my@rmydomain. com| [ [ New, .. ]
my@mydomain, com
Qutlook
a4 l [ Cancel ] [thions =

2008 Microzoft Corporation, All rights reserved,

Step 20 Enter your full email address in the username text box, then your mailbox password in the

Password field when prompted.

Outlook will now load and synchronize with your Microsoft Exchange mailbox. For a new

mailbox this will take no more than a few seconds.
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Setting up Mac Mail

Step 1 Open Mac Mail.
Step 2 Click Preferences from the Mail menu. m File. Edit. View. Mai
B0 About Mail |
a Services [
"ONI Hide Mail #H
+rss| Hide Others CEH
Show All
Quit Mail #0
Step 3 Click the Create an account button to open the Add Account wizard. This is ":

located under the Accounts list, on the bottom-left of the window.

Step 4 Enter your name in the Full Name text-box. This is what most people will see when you

send them an email. Type your email address in the Email Address text-box.
Enter the password for the mailbox in the Password text box.

Click the Continue button.

Add Account

You'll be guided through the necessary steps to set up
an additional mail account.

To get started, fill out the following information:

Full Name: | Ralph Smith ]

Email Address: ralph@ralphsdomainname.con

Password: sssssssssssns
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Step 5

Step 6

On the Incoming Mail Server page, enter the following information:

@

Account Type: Select Exchange from the drop down menu.

Description: Enter a name for this account so you can identify it. This is only
visible to you.

Incoming Mail Server: Enter exchange.yourdomain.com (replacing
yourdomain.com with your own domain name).

User Name: Enter your full email address.

Password: Enter the password for the mailbox.

Outlook Web Access Server: Enter exchange.yourdomain.com (replacing
yourdomain.com with your own domain name).

Incoming Mail Server

Account Type: | € Exchange ed

Description: Ralphs Email

Incoming Mail Server: exchange.ralphsdomainarr

User Name: ralph@ralphsdomainame.c

PESSWBJ'dZ IR TR LT LR T L]

Outlook Web Access Server: [}e._ll'a_lphls”d__E_rrrjl_a_li_nlng_lng,l{ﬂm

Cancel ( GoBack \1 C Continue )

\ L

Click Continue when you are done.

Enter the following information on the Outgoing Mail Server screen:

Outgoing Mail Server: Enter smtp.yourdomain.com (replacing yourdomain.com
with your own domain name).

Use only this server: Check this box.

Use Authentication: Check this box.

User Name: Enter your full email address.

Password: Enter the password for this mailbox (the same password that you
entered on the previous screen).



Step 8

Step 1

Outgoing Mail Server

Description: | (optional)
Outgoing Mail Server: 5m:p.rarphsdomainnama
™ Use only this server

E Use Authentication

User Name: ralph@ralphsdomainname.

Password: [-----........| J

"‘.. Checking connection to mail server
“exchange.ralphsdomalnname.com™. ..

@ Cancel | GCo Back Continue

Click Continue when you have filled out this information.

Confirm the details you have filled out, and click the Create button.

Mac Mail is now configured to send and receive email from your Microsoft Exchange

mailbox.

Setting up Thunderbird

Open Thunderbird.

Quick tip: When you open Thunderbird for the first time, and you already

have mailboxes set up using other email software, Thunderbird's Import

Wizard may offer to import your email account settings. If you choose not to

import settings from another email program, the Account Wizard will open.

This guide takes you through setting up your Microsoft Exchange mailbox

using the Thunderbird Account Wizard.
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Step 2

Step 3

Step 4

Step 5

Step 6

The Account Wizard will open, if you don't have any
other mailboxes set up in Thunderbird. If the wizard
does not open automatically, click Account Settings

in the Tools menu.

Click the Add Account button.

Select the Email account radio button,
then click Next.

(1eos P8

Address Book Crl+-2
Add-ons
Message Filbers...
Import...
Error Console
Options...
Account Settings [x]
o
Disc Space
Jurik Settings The Following is a special account. There are no idenkities associated with it
Cutgaing Server (SMTP) Account Name: | Local Folders
Message Storage
[ Empty Deleted folder on Exit
Local directory:
[ CiiDocuments and settingsohn dantoni Apphcation Datal]
=
Account Wizard [z]
New Account Setup

In order to receive messages, you first need to set up a Mail or
Newwsgroup account.

This Wizard will collect the information necessary ko set up a Mail or
Newsgroup account, IF you do not know the information requested,
pleasa contack your System Administrator or Internet Service Provider,

Select the type of account you would like to set up:

) Emai account

) R55 News & Blogs
O Google Mai

O Negsgroup account

et > | Cancel

Enter your name in the Your Name text-box. This is what most people will see when you

send them an email. Then enter your email address in the Email Address text-box, then

click the Next button.

Click the IMAP radio button, enter exchange.yourdomain.com (replacing yourdomain.com

with your domain) in the Incoming Server text-box and smtp.yourdomain.com (again

replacing yourdomain.com with your domain) in the Outgoing Server text-box, and then
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Step 7

Step 8

Step 9

(optional)

Step 10

(optional)

click Next.

You will only see the Outgoing Server
option if this is the first mailbox you have

set up on your computer.

Enter your email address in the Incoming
User Name and Outgoing User Name

text fields, then click Next.

You will only see the Outgoing User
Name option if this is the first mailbox

you have set up on your computer.

Click the Finish button and then click OK
to close the Account Settings window.

Account Wizard &|
Server Information

Select the bype of iNCOmIng SErver you &ne using.

o G

Enker the name of your incoming server (for excampls,
“meadl. gxample net™),

Incoming Server: | exchangs.ralphadomain. com
Enker the name of your outgoing sever (SMTP) (for example,
ot eccammple, et "),

Outgoing Server: | smip.rsiphsdomain. com

Tl ()

Account Wizard m

User Names

Enter the incoming user name given ba you by your emal provider (for
example, "jsmith").

Incoming User Mame: _lalph@(alpl‘lsdumaimame.mm

Enter the outgoing user name given ko you by your emad provider (this
is typically the same as your incoming user name).

Qutgoing User Name: | ralph@ralphsdomainname. com|

[ < Back ]q MNext > DI Cancel ]

Account Wizard EJ

Identity

Each acoount has an identity, which is the information that identifies
you bo others when they receive your messages.

Enter the name you would ke to appear in the “From” field of your
outgoing messages (For example, "John Smith™).

Your Mame: Ralph Smith

Enter your email address. This is the address others will use to send
emai to you (For example, “user@example.net”).

Ernai Address: | ralph@ralphsdomasinname., codn]

| < Back ﬂ [ext > }l Canoel

If this was not the first account you have set up in Thunderbird, you need to set up your

SMTP server. Click on the Tools menu, then Account Settings.

Select Outgoing Server (SMTP) from the list on the left, and then click the Add button to the

right of the window.
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Account Settings %}

SR SLL e L Outgoing Server (SMTP) Settings

=l Local Folders

Junk, Setting
émmmﬁ -
) Drescript <ot specified>

Server Sethings
Copes & Folders Although you can specfy more than one outgoing server (SMTP), this is onhy

" Addrass recommendad for sdvanced users, Setting up miukiple SMTP sarvers cah coass
Compostion & Addresdng eroes whien sending messages.
Dok Space
Junk Settings ralphé®r alphs domasninames, com - srtp.ralphsdomatnnans, oo
Riebuen Receipts
Security

Dusk Space

«: srtp.ralphadonmasinnamss, oom

Step 11 Enter the following details for your outgoing (SMTP) server:

(optional)

Description: Enter a description to identify this SMTP server. This can be anything,
but it's a good idea to enter the email address.

Server Name: smtp.yourdomain.com (replacing yourdomain.com with your domain
name).

Port: You can leave this as 25.

Use name and password: Should be selected.

User Name: Enter the email address.

Use secure connection: Should be set to TLS, if available.

SMTP Server E
r Settings

Deescripkion: |rw@raﬂm“m.cuh
Server Name: |srﬂv-ratlﬁduwnm.mm

 Seourky and Authentication

[

L5 secune connection:

port: |25 Defak: 25

L name and password
Lisar Mage: I4WW.M

" Mo O TLS Favalable TS 55

C x D concn |

When you have entered everything click OK, then OK again to close the Account Settings

window.

9 Note: The first time you access your mailbox, Thunderbird will ask for the

password you chose when you created the mailbox in your Fasthosts
control panel.
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