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= Create an Outlook profile for users to use with Outlook anywhere

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, click User
accounts, 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

E-mail Accounts

3 Setup e-mail accounts and directories.,

!j:' o |

| E-mail &ccounts.,,

Daka Files

4 “hange settings for the files Cutlook uses to
&é store e-mail messages and documents.

[ata Files. ..

Profiles

Setup multiple profiles of e-mail accounts and Shaw Profiles
data files. Typically, you only need one. =

Close

4. In Mail, click Add.

Mail

E3

General |

ALl The Following profiles are set up on this compuker:

Caklook,

[ Remowve ][ Properties ][ Copw. .. ]

When starking Microsoft OFFice Qutlook, use this profile:
{*) Prompk for a profile to be used
) Always use this profile

e« JI

Cancel ]

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

apply

MNew Profile | B |

y .
Il _reake MNew Profile

Profile Wame:

d_f;c_changg.) |
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6. In the E-mail Accounts wizard, click Add a
new e-mail account, and then click Next

E-mail Accounts

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

E-mail

O Wiew or change existing e-mail accounts

Directory

() add a new directory or address book.
() view or change existing directories or address books

et ...
o> J [ o

7. On the Server Type page, click Microsoft
Exchange Server, and then click Next.

X

E-mail Accounts

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

BfYer to read e-mail, access public Folders, and share

documents.,
O por3

Connect ko a POP3 e-mail server to download your e-mail.
) IMAP

Conneck ko an IMAP e-mail server to download e-mail and synchronize mailbozx
Folders.

COHTTP
Connect ko an HTTP e-mail server such as Hotrail to download e-mail and
synchronize mailbox folders.,

) Additional Server Types
Connect ko another workgroup or 3rd-party mail server.
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8. On the E-mail Accounts page, do the following:
a. In the Microsoft Exchange Server box, type
ex10.sshg.local

b. Check 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.
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E-mail Accounts

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

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

Microsoft Exchange Serwver: qéxltl.ssbg.l@

(I~ Tuse Cached Exchange Mode

Type the name of the mailbox set up For you by your administrator, The mailbox name
is usually your user name.

User Marne: Eestll )
e

| [CheclgName

More Settings .. -"
P A%
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Note: Will be appear the warning dialog box

Microsoft Office Outlook

9. select ok will be appear the right pane, then click
‘Cancel’

Microsoft Exchange Server,

zeneral |

Microsoft Exchange server:

| =10, 55b. local |

Mailbio::
|test1 | [Checlg Marne ]

Once the names have been checked and are underlined,
click Ok,

| Ok | l: Cancel b

10. Choose Connect...using HTTP, then click
Exchange Proxy Settings.

Microsoft Exchange Server

| General || advanced || Security | Conneckion |Rem|:-te Mai||

Conneckion

sz these settings when connecting ko my Exchange
server when working offline:

(#) Connect using my Local Area Mebwark (LARN)
() Connect using my phone line

() Connect using Inkternet Explorer's or a 3rd party dialer

Modem

Exchange over the Internet

{ L] Fannect o my Exchanae mailbox using HITH:

Exchange Proxy Setkings. ..

[ [a]4 ] [ Cancel ] [ apply
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11. Fill this information to the blank place. Then
click ‘ok’

Exchange Proxy Settings [gl

Microsoft Office Outloak can communicate with Microsaft Exchange Server over the
Internet by nesting Remote Procedure Calls (RPC) within HTTP packets, Select the
protocol and the identity verification method that vou want ko use. I you don't know
which options to select, contact your Exchange Server Administrator,

Connection settings

IJse this URL ko conneck to my proxy server for Exchange:

https:,f,l'qn':u;il ) ssbg.coﬁ
e —

tually authenticate the session when connecting with S50

Erincipal name Far prosy server:
ﬁs-:s-tg: mail.ssbgrc-o-@

"n fast networks, connect using HTTP first, then connect using TCP{IP

on sloww niebworks, connect using HTTP First, then connect using TCRJTP

Prozey authentication settings

|dse this authentication when connecting to my proxy server for Exchange:

v

t-_ Ok _j [ Cancel ]

12. Select check name and then Enter

User name: Your email address
Password: password

Click ‘ok’

x|

— ===

Type 4 - tion, see your

syskd
Connecting ko EX10, 556G, LOCAL :I
User name: |£3 test1@sshg. com :d

Typel e Inailboz name:
Password: |......... |

is sl

T~k ame )
e o=t

( OF ﬂ)[ Caniel ]

More Settings ...
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13. If you enter the account correctly the “Microsoft
Exchange Server will change to EX10.SSBG.local
and the User Name will change to the actual user’s
Name.

Click next and finish

E-mail Accounts

]

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

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

B ————

Microsoft Exchange Server([Ex10.5586.LOCAL )
—
Use Cached Exchange Mode

Type the name of the mailbox set up For you by your administrator, The mailbox name
is usually vour user name,

User Mame: &E)
g —

Check Mame

More Settings ...

< Back ENext> } Canicel

14. 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.

E-mail Accounts

Congratulations!

‘fou have successfully entered all the information required to
sebup your account,

Ta close the wizard, click Finish,

< Back




