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How to Setup account in Outlook

> Install Certificate in client PC

1. Go to Internet browser and login to: https://mail.jolirdomain/exchange

You can also use the link: https://mail.ssbg.com/exchange

2. Select View Certificate in Security Alert box, and install it.

Security Alert le

riril |nformation you exchange with thiz site cannot be viewed or
?. changed by others. However, there is a problem with the site's
; gecunty certificate.

& The zecurity certificate waz izzued by a company you have
hot chozen to tust, View the certificate to determine whether

you want ko brust the certifying authority.

a The zecurity certificate date is valid.

Q The zecurity certificate has a valid name matching the name
of the page vou are tiving ko view,

Do wou want o proceed?

o) [ ] (@encemiens)

Notel: if failed to show the Security alert dialog box in IE 7 press “view”, click “security report” and then “view

certificate”
Note2: if failed to show the Security alert dialog box in IE 6 double click “lock”, to show “Install Certificate” box
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3. Install Certificate in Certificate dialog box

Certificate

General | Details | Certification Path |

! Certificate Information

This CA Root certificate is not trusted. To enable trust,
install this certificate in the Trusted Root Certification
Authorities store.

Here your certificate info may appear as mail_Your Domain

Issued to:  mail. ssbg.com

Issued by: mail ssbg.com

valid from 5/29/2005 to §/29/2011

Issuer Statement

4. Click Next in Welcome to the Certificate Import Wizard, use all default select, then Finish wizard.
5. Click Yes to install certificate at last.

Security Warning H

'E ‘ou are about toinstall a certificate from a certification authority (CA) claiming to represent:
L

mail.ssb3.com —s Here your certificate info may appear as mail Your Domain

‘Windows cannot validate that the certificate is actually From "mail ssbg.com®. ¥ou should confirm its origin by contacting "mail. ssbg.com®. The Following
number will assist you in this process:

Thumbprint {shall: 5273BACF AADDABCC AFFAGEZT 92ABESAD FEE4ED
Wwarning:
IF vwou install this rook certificate, Windows will automatically trust any certificate issued by this CA. Installing a certificate with an unconfirmed

thumbprint is a security risk, IF vou click "res" vou acknowledge this risk,

Do wou want bainstall this certificate?
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> Create an Outlook profile for users to use with RPC over HTTP

1. On the client computer, click Start, open Control Panel.

2. In Control Panel, perform one of the following tasks:

If you are using Category View, in the left pane, under See Also, click Other Control Panel Options,

and then click Mail.

If you are using Classic View, double-click Mail.
3. In  Mail Setup, under Profiles, click Show Profiles.

Mail Setup - Outlook &l

E-mail Accounts

[ Setup e-mail accounts and directories.

e

| E-mail Accounts. ., |

Data Files

Change settings for the files Outlook uses to
y;‘é store e-mail messages and documents,

Data Files...

Profiles
—enn—..
Setup multiple profiles of e-mail accounts and ‘ Shaw Profiles )
data files, Typically, vou only need one. =

Close

4. In Mail, click Add.

Mail X]

General |

@ The following profiles are set up on this computer;

Cutlook,

[ Remaove H Properties H Copy...

When starting Microsoft Office Cutlook, use this profile;
(%) Prompt For a profile to be used
() always use this profile

ik ] [ Cancel
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5. In New Profile, in the Profile Name box, type a name (Exchange) for this profile, and then click OK.

New Profile

i |
[| Create Mew Profile

Cancel

Profile Mame:

df;chang_;) |

6. Inthe E-mail Accounts wizard, click Add a new e-mail account, and then click Next

E-mail Accounts

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

E-mail

() wiew or change existing e-mail accounts

Directory
() add a news directory o address book,
h (D Wiew or change existing directories or address books
i
< Back q ext = J Close

7.0n the Server Type page, click Microsoft Exchange Server, and then click Next.

E-mail Accounts E|

Server Type
‘fou can choose the tvpe of server your new e-mail acount will wark with,

Pyer:

(#)Microsoft Exchange Se

m - Brver to read e-mail, access public Folders, and share
docurnents.

(O POP3
Connect ka 3 POP3 e-mail server ko download ywour e-mail.
O IMAP

Connect ko an IMAP e-mail server ko download e-mail and synchronize mailbox
folders.

CIHTTP

Connect ko an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders,

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

N

< Back. “ Mext > J [ Cancel
——
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8. On the E-mail Accounts page, do the following:
a. In the Microsoft Exchange Server box, type _
b. Che ck Use Cached Exchange Mode box.
c. In the User Name box, type the name of the user account that you want to use.
d. Click More Settings.

E-mail Accounts E|

Exchange Server Settings
‘fou can enter the required information ko connect ko your Exchange server,

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

Micrasoft Exchange Server: lex ssbg.local/] Your Exchange Server Name E

Tvpe the name of the mailbox set up Far you by vour administrator. The mailbox name
is usually your user name,

o= -
LUser Name:G_test J Your Exchange account | | Check Mame
e

‘ More Settings ... -h

[ < Back ” Mext = ][ Cancel ]

[7 Note: At this stage, the client application attempts to resolve the user name on the Exchange server. If you
cannot access your Exchange back-end server directly by using TCP/IP, this operation will time out and present a
dialog box that prompts you to confirm your user name and mailbox. Click Cancel on this dialog box.

9.In the Microsoft Exchange Server dialog box, do the following:
a. On the Connection tab, in the Exchange over the Internet pane, select the Connect to my Exchange
mailbox using HTTP check box.
b. Click Exchange Proxy Settings.
Microsoft Exchange Server E|

General | Advanced || Security | Connection | Rermote Mail

Connection

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

() Connect using my Local Area Metwork (LAM)
() Connect using my phone line
() Cannect using Internet Explarer's or a Srd party dialer

Modermn

Exchange over the Internet
.n.n.a.;t.to my Exchange mailbox using HTTP:
(Exchange Proxy Seftings... J)
-"-l-l__‘_l_'_'_,_l-l-"-

I [0]:4 ] [ Cancel l ’ Apply
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10. In the Exchange Proxy Settings dialog box, in the Connections Settings pane, perform the following steps:
a. Enter the FQDN of the RPC proxy server in the Use this URL to connect to my proxy server for
Exchange box. The RPC proxy server is the Exchange server that users can connect to on the Internet.
For example, type mail.
b. Select the Connect using SSL only check box.
c. S elect the Mutually authenticate the session when connecting with SSL check box.
d. Enter msstd:mail._in the Principle name for proxy server box.

e. Select both the check boxes next to On fast (& slow) networks, connect to Exchange using HTTP
first, then connect using TCP/IP.

A Note:

Outlook defines a fast connection as a connection that is faster than 128 kilobits per second
(Kbps). Outlook defines a slow connection as a connection that is slower than or equal to 128
Kbps.

The following figure shows the Exchange Proxy Settings dialog box.

Exchange Proxy Settings E'

Microsoft OFfice Outlook can communicate with Microsoft Exchange Server over the
Internet by nesting Remote Procedure Calls (RPC) within HTTP packets, Select the
protocol and the identity verification method that you want to use, IF vou don't know
which options to select, contact wour Exchange Server Administrator,

Connection settings

Ilse this LRl te-cemmact ta my proxy server fFor Exchange:

https: (& |mail ssbg.com ) mail_Your Domain

tually authenticate the session when connecting with S50

Principal name Faor proxy server:
&isskdimail.ssbg. com msstd:mail . ¥our Domain

©in Fast nebworks, conneck using HTTP first, then connect using TCPSTP
"

in slow netwarks, connect using HTTP First, then connect using TCRJIP

Prosy authenkication settings

IJ=e this authentication when connecting ko my proxy server for Exchange:

ﬁ Easic Authentication " :
e

o K b Cancel
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E-mail Accounts ['5_(|

Exchange Server Settings
Youl can enter the required information to conneck to your Exchange server,

Type the name aof your Microsoft Exchange Server caomputer, For information, see wour
syskem administratar,

Micrasoft Exchange Server: | e, 5500, lacal

IUse Cached Exchange Mode

Type the name aof the mailboyx sek up Far wou By wour adrinistrator, The mailbox name
is usually wour user name,

User Mame: |tESt | Check Mame | )

More Settings ...

[ < Back ” Mext = l[ Cancel

Select check name and then

Connect to mail.ssbg.com

=
T

Connecting to mail ssbg. com.

YourDomainUserlD

User narme: | €7 sshaltest b ‘

Password |----u---| |

[Jremember my password

[ O, I [ Cancel

In user name add YourDomain\UserlD
Example: ssbg\test
Enter password then press ok
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E-mail Accounts [‘S_<|

Exchange Server Settings
Youl can enter the required information to conneck to your Exchange server,

Type the name aof your Microsoft Exchange Server caomputer, For information, see wour
syskem administratar,

Micrasaoft Exchange Server EK.SSBG.LOCE.D
[*]ise Cached Exchange Mode!

Type the name aof the mailboyx sek up Far wou By wour adrinistrator, The mailbox name
is usually wour user name,

User Marne: (Eest@sshg.cnm )
e —

More Settings ...

< Back ﬂ. Mext = :D[ Cancel ]
e

If you enter the account correctly the “Microsoft Exchange Server will change to EXISSBGHOeal and the user
name will change to the actual user's Name

Click next and finish.

11. Click OK in the Exchange Proxy Settings box, click OK in the Microsoft Exchange Server box, click Next
on the E-mail Accounts page, click Finish to close the wizard, and then click OK.
12. Open Outlook and choose profile “Exchange”. You will need to enter password and then the outlook will start

synchronizing with exchange server.

Choose Profile [‘5—(|

Caklonlk

Praofile Mame:

xchange
LTCITIOE

{_ Ik j[ Zancel ][thi-:uns =
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Connect to ex.ssbg.local

Connecking to ex.ssbg. local

Your Domainaccount
Liser narme: | 7 sshitest v |
Passwiord; |-u"uu |

[ ok H Cancel ]

Enter the password and press ok

13. Exchange server Connection status
To check the status, CTRL-left click the Outlook icon in the system tray and choose Connection status....

-+ Exchange Server Connection Status [g|
General |
Ackivity
SEerver name Type Inkerface Conn Skatus Req/Fail fivg Resp

EX.5560G.LOCAL Directory InteliR)F... HTTPS Established &/0 23
Ex. 556G, LOCAL Tl InteliR}F... HTTPS Established 97j0 3
EX.535BG.LOCAL Directory InteliR)P... HTTPS Established 10 a
E=. 558G .LOCAL Public Falders  Intel{lR)P... HTTPS Established 36/0 3]
EX.55BG.LOCAL Directory InteliR}P... HTTPS Established ifo i}
Ex.556G.LOCAL Tail IntellR}P... HTTPS Established 29(0 19
Ex. 556G, LOCAL Tl InteliR}F... HTTPS Established 9/a 19
< 2

Click to restore connectivity to your Microsoft Exchange Servers,

14. Download Email setup
Default configuration for downloading email is “Download Full Items”. You can click the red square below to
change the other options such as Download only Headers or download Headers and then Full Items.

v Download Full Ttems
Download Headers and then Full Items
Download Headers

v On Slow Connections Only Download Headers

1 Work Offline B
All folders are up to date. J Connecteq -




