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Document Description: MCS Exchange Setup in Outlook 2003
For use by: All staff on who use the USYD Exchange Mail Server on Windows

Quick Start:

MCS Exchange Setup:

From the Control Panel select Mail

In the new window select Add a new e-mail account and press Next >
Select Microsoft Exchange Server and press Next >

The Microsoft Exchange Server is MAIL.mcs.usyd.edu.au

Select the Use Cached Exchange Mode option

For the User Name field, type in your full name and press Check Name.
Press Next > then Finish
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1 Setup Instructions for MCS using Outlook
1.1. To set up your MCS account in outlook open My Computer and then Control Panel and then
Mail

E-mail Accounts

4 Setup e-mai accounts and directaries,

[ E-mail &coounts., ., I

Diaka Files

= Change settings for the files Outlook uses bo I T I
y‘j stare e-mail messages and documents,

Prafiles

Setup mulkiple profiles of e-mail accounts and [ show Profiles ]
data files, Typically, vou only need one.

Close
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1.2. Select Add a New Email Account (To change existing settings select View or Change Existing

Email Accounts).

-

E-mail Accounts

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

E-mail

(%) add a new e-mail account
{1 view o change existing e-mail accounts

Directory

(1 add & new directory or address book
{1 view or change existing directories or address books

Back Mexk = l [ Close
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1.3. Select the Server Type, which is Microsoft Exchange Server

E-mail Accounts

Server Type
You can choose the bype of server wour nesw e-mail acount will wark with,

-~

{*) Microsoft Exchange Server

Conneck ko an Exchange server to read e-mail, access public Folders, and share
documents,

) poOP3
Conneck ko a POP3 e-mail server ko download your e-mail,

) IMaP
Conneck to an IMAP e-mail server bo download e-mail and synchronize mailbos:
Folders.

{JHTTP
Conneck to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders.

) additional Server Types
Conneck to anokher workgroup or 3rd-party mail server,

< Back ]L Mexk = J [ Zancel
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1.4. Fill in the next screen with the following details
1.4.1. Microsoft Exchange Server: MAIL.mcs.usyd.edu.au
1.4.2. User Name: Your full name (e.g. Billy Person).

E-mail Accounts @

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

Type the name of vour Microsoft Exchange Server computer. For information, see wour
syskem adminiskratar,

Microsoft Exchange Server:  |MAIL.mcs.usyd.edu.au

IUse Cached Exchange Mode

Type the name of the mailbox set up For wou by wour administrator, The mailbox name
is usually wour User name,

User Mame; | Firstname Lastname| Check Marme

| Moaore Settings ... |

< Back ”_ Mext = l[ Cancel

1.5. Click on Next and then Finish to complete the wizard. The setup of Outlook is now complete.
1.6. If you are connecting from a computer that is not on the MCS Exchange domain, a dialogue box
will now pop up requesting authentication. Fill in the fields with the following details
1.6.1. User Name: mcs\Unikey Login Name (e.g. "mcs\bperson™)
1.6.2. Password: Your Unikey password
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2 Configuring Outlook 2003
2.1. Configuring Calendar
2.1.1. Go to Tools then Options
2.1.2. Select the Preferences Tab
2.1.3. Select Options

%

Preferences

Hail Setup I IMail Formak I Spelling I Security I Other I Delegates I

E-rnail
_‘g Change the appearance of messages and the way they are handled.

| Junk E-mail... I E-mail Options. .. |

Calendar

o j Customize the appearance of the Calendar,
0 t

[ Defaul: reminder: |15 minutes j Calendar Options,.. |

- Tasks

- =¥ } Change the appearance of tasks.

U - Reminder time: IB:EIEI Al j Task Opkions. .. |

i Contacks

- g Change default settings for contact and journal.

il = Contack Opkians. .. | Journal Options. .. |
Mokes

Change the appearance of notes,

_ MNake Opkions. .. |

4 (0’4 | Cancel | apply |
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2.1.4. Select the Free / Busy Options button

Calendar Options @

Calendar work week
Mon Tue ed Thu Fti |:| Sat |:| Sun
First day of week:  |Monday w | Start bime: | S:00 AM w
First wesk of year: |Startsonlanl  » | Endtime: |5:00FM w

Calendar options
[15haw wesk numbers in the Date Mavigatar

o
Allow attendees to propose new times For meekings you organize

Use this response when you propose new meeting times: | Tentative -

Background color; R Flanner Options., .. ] [ Add Holidays...

f [use selected background color on all calendars

Advanced options

@ []Enable alternate calendar:

[ Free/Busy Options. .. ] [ Resource Scheduling... ] [ Time Zone. .. ]

[ K l[ Cancel ]

2.1.5. Free/busy Information is used by people sending meeting requests, to determine when
you are available for meetings. Change this option to say “Publish 3 month(s) of
Calendar free/busy information on the server” Click OK

FreefBusy Options @

Jpkions

Freefbusy information is used by people sending meeting requests, to determine when
yaou are available For meetings.

Publish |6 month(s) of Calendar free/busy infarmation on the server

Update free/busy information on the server every 15 minukes

Internet Free/Busy

[CJPublish at my location:

Search location:

(o] ] [ Cancel
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2.1.6. Change the Default Reminder to 15 Minutes

2]

Preferences IMaiI Setup I Mail Format I Speling | Security | Other | Delegates |

E-mail
_‘g Change the appearance of messages and the way they are handled.

| - Junk E-mail. .. I E-mail Options. .. |

Calendar

i ﬁ Customize the appeatance of the Calendar,
_ e

|V Default reminder: |15 minutes j Calendar Options. .. |

b Tasks

- =5  (Change the appearance of tasks,

7 J Reminder time: IS:DD A j Task Options. .. |
J Conkacts

J 8 Change default settings For conkack and journal.

il = Contact Options... | Journal Options. .. |
T Motes

Change the appearance of notes.

i Moke Options. .. |

J Ok | Cancel | Apply |
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2.2. Send / Receive Time Settings
2.2.1. Select Mail Setup tab in the Options Screen
2.2.2. Tick the box Send immediately when connected

Preferences| Mail Setup |Mail Fu:urmatl Spelling | SBcurit\;I Okher | Delegatesl

21X

E-mail Accounts
3 Setup e-mail accounts and direckories,

| | E-mail Accounts. ., I

Send/Receive

q Set send and receive setkings For e-mail messages and documents,

¥ Send immediately when connected Send/Receive... |

Data Files

Change settings for the files Outlook uses to store e-mail messages

A
5 and documents,
'Q"g Data Fi

les... |

Dial-up
@ Cantral how Outlaok connecks ko yvoor dial-up accounts,
' arn before switching an existing dial-up connection
™ plways use an existing dial-up connection
™ Automatically dial during a background Send/Receive

¥ Hang up when finished with a manual Send/Receive

(o4 Cancel

Apply
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2.3. Default mail composer format
2.3.1. Select the Mail Format tab in the Options Screen

2.3.2. Ensure that Use Microsoft Office Word 2003 to edit e-mails messages hox is
ticked

Preferences | Mail Setup  Mail Format ISpeIIing | Security | Other I Dielegates |

Message Format

jj Choose a format For outgoing mail and change adwanced settings.

Compase in this message format: IHTML j

¥ Use Micrasoft Cffice Word 2003 ko edit e-mail messages
[~ Use Microsoft Office Word 2003 to read Rich Text e-mail messages

Internet Farmat. .. | International Options. .. |

o L
ST T T T T T,

B Use skationery to change vour default Fort and style, change colors,
.r’i'." +  and add backgrounds to wour messages.

Use this stationery by default: |<None:> j

Fonts. .. | Stationety Picker... |

Signatures

:_d Select signatures for account: IMicrosoft Exchange Server j

Signature For new messages: IMonty j

Signature for replies and Forwards:

Signatures. .. |

O I Cancel Appky |
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2.4. Spelling
2.4.1. Make sure that the following options are ticked
e  Always suggest replacements for misspelled words
e Ignore original message text in reply or forward
e  Use AutoCorrect when Word isn’t the e-mail editor

Preferences I Mail Setup I Mail Format  Speling |Security I Other I Delegates I

| General options

1 53/ ¥ Always suggest replacements For misspelled words
[~ always check speling before sending

it [" Ignore wards in URPERCASE

| [ Ignore words with numbers

¥ Ignore original message text in reply or Forward

¥ Use AutoCorrect when Ward isn't the e-mail editar

AutaCarrect Options, .,

Edit custom dictionary

AE?I add, change, o remaoyve words From your custom dickionary,

Edit. .. |
International dictionaries

ﬁf—!? Choose which dictionary ko use when checking vour speling.

Language: IEninsh {Australia) j

i QK I Cancel | Apply

2.4.2. Ensure the Language is English (Australia)
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2.5. Default Email Program
2.5.1. Ensure that Make Outlook the default program for E-mail, contacts and calendar
box is ticked

Preferences I Mail Setup I IMail Format I Spelling I Security  Other IDeIegates I

General

i~ Make Outlook the default program For E-mail, Contacts, and

T [ Empty the Deleted Items Folder upon exiting

= .

29
| Calendar,

Navigation Pane Options. .. | Advanced Options. .. |

Autoarchive

L= Manages mailbox size by deleting old iterms or moving them ko an

= archive file and by deleting expired items.
Autoarchive. .. |

Reading Pane

Customize options For the Reading Pane.

Reading Pane... |

Person Mames
$ ¥ Enable the Person Mames Smart Tag

[ Display Presence Status in the From Field

(a4 I Cancel Apply

This form is produced by ICT Helpdesk Services
Website: http://itassist.usyd.edu.au Email: support@usyd.edu.au  Ph: 9351-6000 Fax: 9351-6004




The University of Sydney [Egeym

Information and Communication Technology

2.6. AutoArchive
2.6.1. Select AutoArchive button in the Options screen

Preferences I Mail Setup I Mail Farmat I Speling I Security  Other |Delegates I

General
T I Empty the Deleted Ttems folder upon exiting
24

Vv Make Qutlook the default program For E-mail, Contacts, and
Calendar.

Mavigation Pane Options... | Advanced Options. .. |

Aukodrchive
_ﬂ Manages mailbox size by deleting old ikems or moving them ko an

= archive File and by deleting expired items.
Autodrchive, ., |

Reading Pane

Customize options for the Reading Pane.

Reading Pane... |

Person Mames
% ¥ Enable the Person Names Smart Tag

W Display Presence Status in the From Figld

(0] 4 I Cancel | Apply |

2.6.2. Make sure all the settings for AutoArchive are as set as below. Once this is done select
Apply. Then select the button Apply these settings to all folders now
2.6.3.

[ |1
V¥ Run Autoarchive every |1 ﬂ days

™ Prompt befare Autodrchive runs
During Autodrchive:
[V Delete expired items {e-mail Folders only)
¥ archive or delete old items
IV Show archive Folder in Folder list
Default Folder settings for archiving J

Clean out items older than ISD ﬂ IDays 'l

& Mave old items to:

I Browse. .. | J

" Permanently delete old items

Apply these settings ko all folders nowe |

To specify different archive settings for any Folder, righk-click.
on the Folder and choose Properties, then go ko the J
Aukodrchive tab,

Retention policy

"'f The network administrator has not set retention policies.
A
Retention Policy: Information, .. |

[8]4 I Cancel |

0K | Cancel | Apply |
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2.6.4. Itis vital at this point that you actually turn the Run AutoArchive every 1 day button
OFF.

Autohrchive

T o]
™ Erompt before Autoarchive runs
Diuring Autofrchive:
¥ Delete expired items (e-mai folders anly)
¥ archive or delete old items
¥ Show archive Falder in Falder list

—Defaulk falder setkings for archiving

Clean out items older than ISD i’ IDays vl

% ove old items ko

I Browse. .. |

. Permanently delete old items

Apply these setkings ba all folders now |

To specify different archive settings for any folder, right-click
on the Folder and choose Propetties, then go ba the
Autodrchive tab,

Retention palicy:

':’) The network administtator has not set retention policies.

Retention Palicy. Information. . . |

[o]4 I Cancel |

2.6.5. Hit OK button

2.6.6. To put the folder list at the top select the double arrows on the bottom right of Outlook.
Select Navigation Pane Options

i Folder List =l Date: Tuesday
-~ Prognostics for Transend
— Mail - -

—1  HEAT Automated Mailer
E Calendar 3 heat@mail.usyd. edu.au
G| Contacts #  Show Fewer Buttons
;ﬂ Tasks Mawigation Fane Options. ..

add or Remove Bukkons [
= —
I 3 Cizsid i
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2.6.7. Highlight Folder List and click the Move Up button to put it at the top of the list

i Mavigation Pane Dpkions

_ Lisplay buttons in this order

2.6.8. Remove any other calendars other than the one title Calendar. You do this by right
clicking on the particular calendar and selection Remove from My Calendars.

Properties

August 2006 1OE
M TW T F 5 5
1 2345 6
7 8 91011 12 13 T
1415161718 19 20
2122232425 26 27 i
28293031 1 2 5 -
4 56 7T 8 910
My Calendars
[w] Calendar (70S) 12ﬂ
D I I, | i Al PO Tl
ale = . -
Other Cale S
Open in Mew Window
O and 0
O aGreg 1=
O Mad -
Open a Advanced Find... =
Share M —2|]D
L Copy "Calendar”... -
4 Delete "Calendar” S
| Fold 3%
— Maill Remave from My Calendars | -
ﬁ Cale i Mowve Upin List 4 o
8] Con Mark All as Read -
= —
)ﬂ Tash
ao
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3 Configuring the Live Archive File
3.1. To create a live archive File Outlook, Go to the Tools menu and select Email Accounts

E-mail Accounts x|

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

E-mail

 ndd & new e-mail account
@ View or change existing e-mail accounts
Directory

=]

 add a new directory or address baok
™ view or change existing directories or address hooks

= Back: I ek = I Close |

3.2. Click on New Outlook Data File, select Office Outlook Personal Folders File and click OK.
Select OK, and then Finish

J| E-mail Accounts x|

E-mail Accounts
‘ou can select an account and change its settings or remove it

CQutlook processes e-mail for these accounts in the following order:

IWame | Type | Change...
Microsoft Exchange Server Exchange (Default)

Ad
Remove
Set as Defaulk
Mave g

[fmye Down

Hd 0

Deliver new e-mail ko the Following location:

Mailbicee - Mark Finkelde j Mew Outlook Data File... |

< Back. I Finish I Cancel
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3.3. You will then be asked to browse to the location to put the new file. Go to this location
(preferably a network drive), type in the filename of the mail archive and select OK
Jl‘tmﬁﬂlllmimﬂ'- ZI

E-mail Accounts e acontacttofind — ~ | (@) I:@ Lo
‘You can select an account and change its settings or remove it —

~ SearchIn~ Inbox

Outlook processes e-mail for these accounts in the Following order: _
Mame | Type | Change... |

Microsoft Exchange Server Exchange (Default)

i |

Create or Open Dutlook Data File x|
Save jn: |_| Microsaft j @~ Q X [y Edr Todls~
7D Burning
@ JCredentials
Desktop [IFORMS
aInternet Explorer

iMedia Flayer
IMovie Maker

Deliver new e-mall to the Followir

r " My Documents () OFfice:
IMalIhnx - Mark Finkelde Syors

I iutlock
:)'5 visio
My Computer | windows
.. \ aWwindows Media
3
[ Project Emails My;}':ct:sork
| 550U
[ Student Marketing
[ SummerSchool File name: IMalIArchwa| d oK
+ Adg:;:;i:;‘ders Save as type: IPersonaI Folders Files {*.pst) j Cancel
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