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Step 1

Professional Mailbox Setup Guide

Your new Professional mailbox uses Microsoft Exchange 2010 technology. The built-
in Autodiscover feature automatically detects your settings for you, allowing you to

complete the setup within a few minutes.

To take advantage of all the features available in Microsoft Exchange 2010 we
recommend that use Outlook 2010 (or Outlook 2011 for Mac users) to connect to

your Professional mailbox

Before you start

Outlook 2010 supports multiple email profiles, but each profile is only able to support
one Microsoft Exchange or Professional mailbox. If you are already using Outlook

with a Professional mailbox you will need to create a new email profile.

Setting up Outlook 2010

Using Autodiscover to configure Outlook 2010

Open Outlook 2010. If this is the first time you have used Outlook 2010 click Next
and Next again to start the new account wizard. If you already have an account set

up you should click File, then Add account to open this wizard.

0| [ ———
o
Home 5end / Receive Folder View
B save As

Account Information

Info

gk Add Account
Open

In the text boxes provided enter the following details:

e Your name: This is the name that other people will see when you email
them.
e E-Mail Address: This is the name of the Professional mailbox that you have

just created.


http://support.microsoft.com/kb/829918

e Password: This is the password you chose when you created your new
mailbox.

e Retype Password: Re-enter the password you chose when creating your

mailbox.
Add New Account - a - 4 : — 1
Auto Account Setup

Click Next to connect to the mail server and automatically configure your account settings.

@ E-mail Account
‘four Name: Ralph Smith
Example: Ellen Adams

E-mail Address: ralph@ralphsdomainname. com

Example: ellen@contoso.com

Password:  |eessssssss o

Retype Password:

Type the password your Internet service provider has given you.
_) Text Messaging (5MS)

) Manually configure server settings or additional server types

Once you have entered  [E R ]|

these details click Next. i1 Allow this website to configure
} ralph @ralphsdomainname.com server settings?

Step 2 A security box will https: fiexchange2010, livemail. co.ukfautodiscoverfautodiscover . xml

‘four account was redirected to this website For settings.

appear aSklng if the ‘fou should only allow settings From sources vou know and trust,

livemail.co.uk domain [ Don't ask me about khis website again

can provide you with the || Cancal |

settings for your mailbox.
Click Allow.

Step 3 You will be prompted to

Windows Security

re-enter the password for Microsoft Dutlook

. Connecting ko Ral phi@Ralphsdomainname.com
your new mailbox. Once atoRslpn@sle

done click OK.

| ’ Use another account

oD o |




Quick tip: Tick the Remember my credentials box to avoid being asked for

your password in the future.

Outlook will now set up your new Professional mailbox on your computer. This may
take a couple of minutes to complete.

Add New Account

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might kake several minutes:
«  Establish network connection
~  Search for Professional@Exchz010Testing. co.uk server settings
~  Logon to server

‘Your e-mail account is successFully configured.

™ Manually configure server settings Add another account, ..
< Back I Finish I Cancel |

Once complete, click Finish to close the wizard and start using your new mailbox.

The Autodiscover wizard has not worked

If the Autodiscover wizard doesn’t work, this is an indication that Autodiscover is not
setup within your DNS records. This record can be added easily by your domain

administrator.

Creating a new A record

Simply contact your domain administrator and request the following addition to your

domains DNS A record.

Host Name Points to

autodiscover.<domainname> 213.171.216.54

For example if your domain name is ralphsdomainname.com your domain provider



Step 1

can create an A record for autodiscover.ralphsdomainname.com to point to

213.171.216.54.

Once the A record has been added, you will be able to complete the steps in the

previous chapter and Outlook will automatically set up your Professional mailbox for

you.

If you do not have control over your DNS records, or do not want to add an additional

A record to your domain name, you can still set up Outlook manually. The following

chapter will show you how.

Setting up Outlook Manually

Before you set up your Professional mailbox manually, you will need to make a note

of the following details:

e Username

e Password

e Email address

e Exchange server name

With the Add New
Email Account
wizard open. Select
Manually configure
server settings or
additional server
types and click
Next.

P Add New Account

Auto Account Setup
Connect to other server types.

E-madl Account

Text Messaging (SMS)

@M figure server




Step 2

Step 3

Step 4

Step 5

Select Microsoft M Add Mew Account

Exchange or

compatible service

Internet E-mal

@ Microsoft Exchange or compatible service
button.

Connect and siress &-mal messages calender, tonkscts, Faves and voice rmdmem)

Tmm:up-p!ms}
Connect to & mobie messagng serice.

Other
Connect bo a server type shown below.

TN T I

Enter the Microsoft Exchange server name for your mailbox, ensuring Use cached

Exchange mode is selected.

e Example: EXCH-CASO1

Server Settings
Enter the information required io connect to Miorosoft Exchange o a compatible

Type the server name for your account. If you don't know the server name, ask your
Botount provader,

Server: | EXCH-CASH

@&Cad\ed Exchange ode

Enter your full email

Type the user rame for your acoount.

address in the User User hame: ralohiSraphadomainname. comd

name text box, and
then click the More

Settings button.

SEMVICE.

ek rame |

Carvel |

<M[M:J

A window headed Microsoft Exchange Server will open. Click the Connection tab.
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Step 6

Step 7

Step 8

Step 9

Step 10

Step 11

Ensure the Connect using my Local

Area Network (LAN) radio button is [ General | Advanced | Security | Connection |
selected. Connection

Use these settings when connecting to Mrosoft

Exchange when working offine:

0 Connect using my Local Area Network (LAN) )

Connect using my phone ine

) Connect using Internet Explorer's or & Jrd party diler
Towards the bottom of the window,
there should be a section headed Outockho)

@m: o Microsoft Exchange using HTTR
Outlook Anywhere Check the box
marked Connect to my Exchange
mailbox using HTTP, and then click the [ e || concel || Aoy |
Exchange Proxy Settings button.
A new window will open. Under Connection settings, enter
exchange2010.livemail.co.uk
(s : Te—
M Microsoft Exchange Proxy Settings =

Ensure all the check-
boxes are unselected
and that the drop-down
list under Proxy
authentication settings is
setto NTLM

Authentication.

Mrosoft Outiook can communicate with Mcrosoft Exchange over the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets. Select the protocol and the
dentity verification method that you want to use. If you don't know which options to
selact, contact your Exchange Administrator,

Connection settings

Use this URL to connect to my proxy server for Exchange:

https://  exchange2010.lvemail.co.uk

Comnect usng SSL only

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

fast networks, connect using HTTP first, then connect using TCP/IP
[V| On slow networks, connect using HTTP first, then connect using TCP/IP

Proxy authentication settings
Use this authenbcation v_&_:c_rl gom«w to my proxy server | for Exchange:
NTLM Authentication vJ

(o ][ concs |

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

Click Next in the Add new E-

wizard

mail Account window. Then click Finish to close the
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Step 12 Open Outlook 2010

and select your new

profile, when M Choose Profite
prompted.
Profile Name: Oliiool - l New J
Lo Outiook
[ ok ][ coxe | |optons>>)
_xxOfﬁC_e-
& 2010 Microsoft Corporation. All rights reserved. Cancel
Step 13 Enter your full email address in the username text box, then your password, when
prompted.

Outlook will now load and synchronise with your Professional mailbox. For a new

mailbox this will take no more than a few seconds.

You have now configured Outlook 2010 for use with your Professional mailbox.

Setting up Outlook 2011

Using Auto discover to configure Outlook 2011

Step 1 Open Outlook 2011 and select Accounts from the Tools menu.
® Outlook File Edit View Message Format Window Help $
faNo Run Schedule »
ﬂ ol o D @ J Send & Receive > L
‘.-Nomo. Or'uln’— ';;olsx | MAP | !
- = - Meeting f tf .
o & B | .
C-mall  New Delate Reply  Reply AS Forward Attachmed atey
< Inbo: Armange By. Conversations = Sync Services...
'G e Rules...
et Mailing List Manager...
¥ Deleted mems Junk E-mail Protection...

e

> SMART FOLDERS
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Step 2 In the Accounts window, click the Add an account button at the bottom of the

window, and select Exchange from the popup menu.

() ar

1 E-mal |

Directory Service...

Step 3 Enter your email address in the E-mail address field.

Enter your Exchange account information.

E-mail address: exchangE@-ralphsdumamname.cun"

Step 4 In the Authentication settings enter your email address in the User name text field,
and type your password. Select the Configure automatically check box.

Authentication

Method: | User Name and Password 4 ]

User name: professional@exch2010testing.co.uk

Password: ..-..-.aa|

™ Configure automatically

(" Cancel ) ( Add Account :l

Once you have entered these

details click Add account. Outlook was redirected to the server

exchange2010.livemail.co.uk to get new
s settings for your account
— professional@exch2010testing.co.uk. Do you
want to allow this server to configure your
settings?
A security box will appear

https:/ fexchange2010.livemail.co.uk/autadiscover/

X i X . autodiscover.xml

asking if the livemail.co.uk _ _ _
Click Allow only if you fully trust the source, or if your
Exchange administrator instructs you to.

domain can provide you with

. . O Al for thi
the settings for your mailbox. ways use my respanse for this server

Click Allow. ( Deny ) ( Allow )

Outlook will now set up your new Professional mailbox on your computer. This may

take a couple of minutes to complete.
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The Autodiscover wizard has not worked

If the Autodiscover wizard doesn’t work, this is an indication that autodiscover is not
set up within your DNS records. This can be easily added to your domain name by

your Domain administrator.

Creating a new A record

Simply contact your domain administrator and request the following addition to your
domains DNS A record.

Host Name Points to

Autodiscover.<domainname> 213.171.216.54

For example if your domain name is ralphsdomainname.com your domain provider
can create an A record for autodiscover.ralphsdomainname.com to point to
213.171.216.54.

Once the A record has been added, you will be able to complete the steps shown

above and Outlook will automatically set up your Professional mailbox for you.

If you do not have control over your DNS records, or do not want to add an additional
A record to your domain name, you can still set up Outlook manually. The following

steps will show you how.

Setting up Outlook Manually

Before you set up your Professional mailbox manually, you will need to make a note
of the following details:

e Username

e Password

e Email address

e Exchange server name



Step 1

Step 2

Step 3

Step 4

Step 5

Open Outlook 2011 and select Accounts from the Tools menu.

Outlook File Edit View Message Format [EENH Window Help &

Run Schedule -
Send & Receive >

NAAD Eal
IMAP Folders

A &]' ~ | Meeting Out of Office
e : o | Public Folders
C-mail New Delete Reply  Reply A Forward 0 """'
o Shore A Sl drlriabl e RS |
- L Amange By. Conversations = Sync Services...

FEET

Rules...
(5 sent rems Mailing List Manager...
¥ Deleted mems Junk E-mail Protection...

e
* SMARY FOLDERS

In the Accounts window, click the Add an account button at the bottom of the

window, and select Exchange from the popup menu.

-m -

Directory Service. ..

Enter your email address in the E-mail address field.

Enter your Exchange account information.

E-mail address: I:x;hang-e@rarphsdnmainnam.cun{ I

In the Authentication settings enter your email address in the User name text field,

and type your password. De-select the Configure automatically check box.

Authentication

Method: | User Name and Password 18] !

User name: exchange@ralphsdomainname.com

Password: | ssesssss| |

[_I Configure automatically

Enter exchange2010.livemail.co.uk in the Server text box and click Add Account.

Server: | exchange2010.livemail.co.uk |

Comn G |
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Step 6 Click the Advanced button at the bottom of the Accounts window.

Authentication

Method: | User Name and Password e

User name: exchange@ralphsdomainname.com

Password. sesccccee

Learn about Exchange account settings

Step 7 In the Directory Service settings, enter your Exchange server name in the Server text

field.

e Example: EXCH-CASO1

Directory service ——

Server: Qz}cu-c;\sm ):
[} Override default port
] Use SSL to connect (recommended)
M Log in with my Exchange account credentials

Maximum number of results to return: 1000

Search base:

Step 8 Click OK.

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

mailbox, this will take no more than a few seconds.

You have now configured Outlook 2011 for use with your Professional mailbox.
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