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1. Background
These instructions are only relevant to PCs operating Outlook 2007.

2. Instructions
2.1.From the start menu, select Control Panel, and then Mail.
Note: You may need to switch to Classic View from the Category View to easily identify the Mail
icon. Otherwise, it may be located under the User Accounts category. The Mail Setup window will
appear (see below).
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2.2.From the Mail Setup window, select Show Profiles...

Mail Setup - MCS Exchange

E-mail Accounts

4 Fetup e-mail accounts and directories.

NI
Data Files
4 Change settings fFor the files Outlook uses ko Diata Files...
‘I’ﬁ stare e-mail messages and documents., =
Profiles

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

Close

2.3.From the Mail window, select Add. The New Profile window will appear.

Mail 4|

General l

Q The Following profiles are set up on this computer;

Add. .. Remove Properties Copy...

When starting Microsoft Office Qutlook, use this profile:
(" Prompk for a profile o be used

(* always use this profile

| =l
O, | Zancel | |
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2.4.0n the New Profile window, under the Profile Name, enter MCS Exchange. Then Click OK.

Mew Profile

[ |
X

‘ Ok
& Create Mew Profile -

Profile Mame:
MZ3 Exchange

2.5.From the Add E-Mail Account page, tick the checkbox marked Manually configure server
settings or additional server types and select Next.

Add New E-mail Account

Auto Account Setup
Clicking Mesxt will contact your e-mail server and configure wour Internet service provider or Microsoft
Exchange server account setkings,

Your Mame: |

Example: Barbara Sankavic

E-mail Address:

Example: barbara@contoso, com

Password:

Retype Password:

Type the password your Internet service provider has given you,

[ Imanually configure server settings or additional server bypes

Zancel
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2.6.Select Microsoft Exchange from the list and select Next.

Add New E-mail Account

Choose E-mail Service

() Internet E-mail
Conneck to wour POP, IMAR, or HTTP server ko send and receive e-mail messages,

{(¥) Microsoft Exchange!

Connect to Microsoft Exchange for access bo wour e-mail, calendar, contacts, Faxes and voice mail,

(") other
Connect to a server bype shown below,

< Back IL_Mext:b J I Cancel
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2.7.Fill in the details in the next screen
e Microsoft Exchange Server: mail.mcs.usyd.edu.au
e Use Cached Mode: Un-tick this Option
e Username: UniKey Username

.Add New E-mail Account ®

Microsoft Exchange Settings
You can enter the required information to connect to Microsoft Exchange,

Type the name of wour Microsoft Exchange server, For information, see your syskem
administratar,

Microsaft Exchange server: | mail.mcs, usyd.edu,au
[Juse Cached Exchange Mode

Type the name af the maibox set up For you by your administratar, The mailbox name
i= usually wour user name.

User Mame; |UMIKEY Check Mame

More Setkings ...

< Back IL_Mext:b ]I Cancel I

2.8.Make sure that you un-tick the option for “Use Cached Exchange Mode”.
2.9.DO NOT click next, but select More Settings. It may take a short interval before coming up.
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2.10. Click the Connection tab and go down to Exchange over the Internet. Tick the option
Connect to my Exchange mailbox using HTTP. Then select the Exchange Proxy Settings

Button.
Microsoft Exchange @

izeneral | Advanced | Security | Connection | Remote Mail

Connection

IJse these settings when connecting to Microsoft
Exchange when working offline:

{(®) Connect using my Local Area Metwork (LARN)

() Conmect using my phone line
() Connect using Internet Explorer's or a 3rd party dialer

Modem

Cutlook, Arywhere

I Exchange Proxy Settings. .. I

L (0] 4 ]I Cancel H Apply
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2.11.

Fill in the following details as shown below, and then select OK.

Microsoft Exchange Proxy Settings ®

Microsoft Qffice Outlook can communicate with Microsoft Exchange over the Internet by
nesting Remate Procedure Calls {RPC) within HTTP packets, Select the protocal and the

identity verification method that vou want to use, IF vou don't know which options to
select, contact wour Exchange Administratar,

Connection setkings

IJse this URL ko connect bo my prosxey server For Exchange:

htkps:ff | e, owa, usyd, edu, au

msskd v, owa, usvd, edu, au

on Fast networks, connect using HTTP first, then connect using TCPJIP
n slow netwarks, connect using HTTP first, then connect using TCPIF

Prosey authentication settings
IUse this authentication when connecting ko my proxy server For Exchange:

Basic Authentication w

Only conneck ko proxy servers that have this principal name in their certificate:

(8] 4 ]k Cancel |
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2.12. Select OK, OK, Next, and then Finish.
Change E-mail Account
Congratulations!
¥ou have successfully entered all the information required ko setup vour
accounk.
Ta close the wizard, click Finish,
2.13. Now open Outlook, and wait for outlook to load the profile. Then select Tools and then

Account Settings....

y [R50 Adtions  Help
Il Send/Receive [ B A Q‘ | gfiSend/Rggem e _Search addressbooks 7| (@) z
- Instant Search 3
| 5 - Invitation
|LL§ Address Book...  Ctrl=5Shift=B
| %g Organige
t: Wed 9/07/2008 9:59 AM
l_:j Rules and Alerts...
| Out of Office Assistant...
| Mailbox Cleanup... o b s e - =,
| : ; oo T'he University of Sydney
|@ Empty "Deleted tems” Folder o § ! = =
.@ Recover Deleted Items...
Forms »
[5 Macro 3

Account Settings...

Trust Center...

Customize...
Options...
-y

Role based unikey account...
e = Tue 10:51 AM
Black & White printer 0., !
=] Tue 10:03 AM
implify Compliance - Gain ...
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2.14.

Double Click Microsoft Exchange

Account Settings

E-mail Accounts
¥ou can add or remowve an account, Yoo can select an account and change its settings.

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | address Books

o New.. P Repair... 25 Change... X Remove ¥

[arme Tvoe

Microsoft Exchange Exchange {send From this account by default)

Selected e-mail account delivers new e-mail messages ko the Following location:

Mailbox - Aaron Prasad'Inbox

in data file C:\Documents and Settingstaaronph. . WOutlook)outlook, ost

Close
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2.15. Tick the box Use Cached Exchange Mode

Change E-mail Account @

Microsoft Exchange Settings
‘fou can enter the required information to connect to Microsoft Exchange.

Type the name of your Microsoft Exchange server, For information, see wour system
administrator,

Microsoft Exchange server:  |[MAILL.mcs.usyd.edu.au
| [¥]use Cached Exchange Made |

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

EMLO80-0708

User Mame:
2.16. Select Next, and then Finish. You will be required to restart Outlook. It may take some

time for outlook open up as it is making a local (cached) copy of all your email.
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