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3 Mail Setup - Outlook

E-mail Accounts

3 Setup e-mail accounts and directories,

Data Files

_[of x| MANUAL INSTALL for

RS
OFFICE 2007/2010 ONLY

In Control Panel Locate ‘Mail’ or ‘Mail
(32-bit)’

ﬁh Change settings for the files Cutlook uses ko Data Files. .. j If necessary switch Control Panel to

= store e-mail messages and documents.

Profiles

Classic View Icons / View by: Small Icons

¢ Setup multiple profiles of e-mail accounts and Shaw Profiles. .. In Mail, Select Show Profiles....
data files. Typically, wou only need one. =

If you are using office 2003 or earlier

ﬂ you will have no choice but to use Web

i 22 Keyhoard

LW Mail (32-bit)
i 7 Mouse
i R

. B Computer

Mail until it can be replaced

L Rl

General |

@ The Fallowing profiles are set up an this computer:

E2

add... Remove Properties | Copy... |

When starting Microsoft Outlook, use this profile:
(" Prompt For a profile ko be used

¥ Always use this profile

Outlook, ﬂ

ak | Cancel |

U Mew Profile

X|
*ta Create Mew Profile

Prafile Marme: Cancel

TsKmstail

We need to Add.... a new profile.
You can call it anything but the best is your

User Name !



M Add New Account @
Auto Account Setup To Manually Configure
Connect bo other server types,
the connection you
need to override the
B M EER auto-discovered
- settings by selecting
‘Manually configure...”
i Sptskgroup. co.ul
Text Messaging (SMS)
@ Manually configure server settings or additional server types!
< Badk [ ezt > ] [ Cancel

B Add New Account ==

Choose Service We use Microsoft

Exchange to collect

Internet E-mall our Email.
Connect bo POP or IMAP server to send and receive e-mail messages.

Connect and access e-mall messages, cakendar, contacts, Faxes and volce mall messages.
Text Messaging (SMS)

Connect to & mobile mes<aging service.

Dther

Connect bo & server bype shown below.,
Fasx Mal Transport

<Back || MNet> | | Cancel




Our mailbox serveris  DB3PRD0402.mailbox.outlook.com  Enter it exactly as written. If you are using a
laptop and want to carry a copy of your email with you then leave the ‘Use Cached Exchange Mode’ box ticked.
Remember your User Name is your primary email address i.e.  firsthame.surname@tskgroup.co.uk

-

B Add Mew Account @

Server Settings
Enter the infarmation required to connect ko Microsoft Exchange or a compatible service,

Type the server name Far vour account, IF you don't know the server name, ask vaur
account provider,

Server:  |DE3IPRDO40Z. mailboe, autloak. cam
Use Cached Exchange Made

Type the user name for wour account,

User Mame: |=8 es=Dtskgroup.co.uk Check Mame
More Settings ...
< Back |[ Mext = l | Cancel |
More Settings ... Connection Tab
¥ Microsoft Exchange ﬂ

General ] fdvanced ] Security  Conneckion |

Conneckion

Use these settings when connecting to Microsoft
Exchange when working offline;

* Y onnect using my Local Area Nebwork (LANT

" Connect using my phone line

" Connect using Inkernet Explorer's or a 3rd party dialer
Outlook Anywhere =

Modern
Tick Connect to Microsoft Exchange using HTTP

J Select ‘Exchange Proxy Settings...’

Cutlook Anyvwhere
[v Connect ko Microsoft Exchange using HITP

| Exchange Proxy Settings. .. |

O | Cancel | Apply



mailto:firstname.surname@tskgroup.co.uk

You must make sure you fill in these dialog boxes exactly as shown:

DB3PRD0402.outlook.com msstd:outlook.com Basic Authentication

Microsoft Outlook can communicate with Microsoft Exchange over the Inkernet by
nesting Remoke Procedure Calls (RPC) within HTTP packets, Select the protocol and the
identity werification method that wou want to use, IF you don't know which options to
seleck, contack vour Exchange Administratar,

—Conneckion setkings

IJse this URL to connect to my proxy server For Exchange:
https: [/ IDESPRDD4DE.DutIDDk.cDm

W Conmect using 350 only

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

I rnsskdouklaak, carm

[™ ©n Fast networks, connect using HTTP firsk, then connect using TCRYIP
W On slow networks, connect using HTTP first, then cannect using TCP/IP

~Proxy authentication settings

IJse this authentication when connecting ko my proxy server For Exchange:

OK OK Next to finish with the open dialog boxes from above...

Mail Application
Connecting to @ cesta@tskgroup.co.uk

| ik i@tk group.co.uk

M Remermber rry credentials

Cancel

If you enter the Correct password you get a ‘Congratulations!’ dialog with a ‘Finish’ button.

When you open Outlook you will get the above Windows Security dialog.

Ensure the user name is your email address and the password is typed correctly and ‘Remembered’



