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1 Introduction

1.1 OVERVIEW

This document explains about adding and removing accounts to the various Exchange administrator roles
within Exchange 2007 organization.
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2 IMAP and POP Configuration

The following sections provide details for configuring IMAP and POP protocols for MS Outlook XP and
Outlook Express clients. Please contact Exchange server administrators for configuration of Windows
CE, Palm Pilots and other devices.

2.1 IMAP CONFIGURATION USING MICROSOFT OUTLOOK
To create a new profile in Exchange using Microsoft Outlook:

1. Double click the Mail icon in your Control Panel.

B Control Panel |'__| |E| _|
File Edit View Favorites Tools Help -:,'
) ) @) >
: O </ lﬁ 7 Search W= Folders
: Address |G‘ Control Panel V| Go i Links
— MName Comments S
ﬂa- Control Panel k '&.Accessibilig Options Adjust your computer settings for ...
¥ Add Hardware Installs and troubleshoots hardware
G' Switch to Category View ‘LY Add or Remove Programs Install or remove programs and Wi...
'gg.-'-\dminish'aﬁve Tools Configure administrative settings f...
annark Client Preferences and statistics for Anar...
See Also % sutomatic Updates Set up Windows to automatically d...
‘“ Windows Update =¥ Date and Time Set the date, time, and time zone ...
: i E\Disglai Change the appearance of your d...
(D) FEDET S eams | Folder Options Customize the display of files and f...
=Y Fonts Add, change, and manage fonts o...
‘& Game Controllers Add, remove, and configure game ...
Elnhel R) GMA Driver Control the graphics hardware fea...
j’Inhernet Options Configure your Internet display an...
&5 Java PlugHn Java Plug-in Control Panel
@Keyjboard Customize your keyboard settings,...
Microsoft Outlook Profiles
'_')'M Customize your mouse settings, su...
QNE! Microsoft Outlook Profiles i Connects to other computers, net... B
LPh Configure your telephone dialing r...
‘%Power Cptions Configure energy-saving settings f...

2. Click Show Profiles.

Mail Setup - c-damccorm |

E-mail Accounts

3 Setup e-mail accounts and directories,

N
Data Files
+, Change settings for the files Outlook uses to Data Files. .. |
\JQ,}E store e-mail messages and docurnents, =
Profiles

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

Close |
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3. Click Add to create a new E-mail profile.

General I

@ The Fallowing profiles are set up an this camputer:

c-damccorm

CWOpa Spam

DamccormicksTa

Devlab

devpridz-1-1

en. emtbbsalerts LI

Remowve Properties | Copy... |

When starting Microsoft OFfice Qutlook, use this profile:
¢ Prompt For a profile to be used
' Always use this profile

c-damccarm b |

X

(04 | Cancel | Apply

4. Enter the Profile Name: IMAP and click OK. This will start the E-mail Accounts wizard.

Mew Profile

Zancel

X
[ Ok |
I| Create Mew Profile

Prafile: Mame:
[rmap|
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5. Select “Add a new e-mail account” and then click Next.

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

7 wiew or change existing e-mail accounts

Directory

= add a new directory or address book,
i~ Wiew or change existing direckaries or address books

= Back I Mext = I Close

6. Select IMAP, and then click Next.

E-mail Accounts x|

Server Type
‘ou can choose the bype of server your new e-mail account will work with,

" Microsoft Exchange Server

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

" POP3

ck ko a POP3 e-mail server to download your e-mail,

Connect ko an IMAP e-mail server to download e-mail and synchronize mailbox
folders,

" HTTP

Connect ko an HTTP e-mail server such as Hotmail ko download e-mail and
synchronize mailbox Falders,

" additional Server Types
Connect ko another workaroup or 3rd-party mail server.

< Back I Mext = I Cancel
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7. Configure Internet E-mail settings (IMAP) for the account you are creating.

a. Incoming mail server (IMAP) = webmail.state.pa.us.
b. Outgoing mail server (SMTP) = smtp.state.pa.us.

E-mail Accounts x|

Internet E-mail Settings {(IMAP)
Each of these settings are required to get wour e-mail account working,

User Information Server Information
Your Mame: Iusername Incoming mail server (IMAP): Iwebmail.state.pa.us
E-mail Address: Iusername@state.pa.us Qukgoing mail server (SMTP): Ismtp.state.pa.us

Logon Information

User Mame: Iusername

Password: I**********|

¥ Remember password

I Log an using Secure Password Mare Settings ... |

Authentication (SPA)

< Back, I Mext = I Cancel

8. When complete, click More Settings.
]

Internet E-mail Settings {(IMAP)
Each of these settings are required to get wour e-mail account working,

User Information Server Information
Your Mame: Iusername Incoming mail server (IMAP): Iwebmail.state.pa.us
E-mail Address: Iusername@state.pa.us Qukgoing mail server (SMTP): Ismtp.state.pa.us

Logon Information

User Mame: Iusername

Password: I**********|

¥ Remember password

I Log an using Secure Password Mare Settings ... |

Authentication (SPA)

< Back, I Mext = I Cancel
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9. Select the Outgoing Server tab and select the settings:

a. Check “My outgoing server (SMTP) requires authentication”.
b. Select “Log on using”, and enter the log on credentials.
c. Check “Log on using Secure Password Authentication (SPA)”

Internet E-mail Settings | 7]

General Outgoing Server I Eonnectionl Advancedl

[+ Py oubgoing server (SMTP) requires authenkication;

iv Use same setkings as my incoming mail serwer

" Log on using

User Mame: |damcc0rmick

Password: |

¥ | Bemember password

— Logan using Secure Password Suthentication

Ok I Cancel

10. Select the Advanced tab, select the settings shown below, and then click OK:

a. Check “This server requires an encrypted connection (SSL)”

b. Click the Use Defaults button and auto resolve will set the IMAP port being used by the

Client Access Server (CAS):

i. Incoming server (IMAP) = Port 993.
ii. Outgoing server (SMTP) = Port 25
c. Check “This server requires an encrypted connection (SSL)”.

Internet E-mail Settings

General I Cuukgoing Server I Connection  Advanced I

Server Pork Numbers

Incoming server (IMaP); I 293 Use Defaults |

¥ This server requires an encrypted connection (SSL)

oukgoing server (SMTR): I 25

V¥ This server requires an encrypted conneckion (5510

Server Timeouks

Short = F—————— Long 1 minute

Folders

Rook folder path: |

x|

Ok I Cancel

11. Click Next and then click Finish to complete the E-mail Accounts wizard.
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2.2 POP CONFIGURATION USING MICROSOFT OUTLOOK

To create new POP profile in Exchange using Microsoft Outlook:

1. Double click the Mail icon in the Control Panel.

trol Panel

File Edit View Favorites Tools Help

QBack -J l,@ pSearch H__:* Faolders v

: Address |E} Control Panel

e MName -
ﬂ" Control Panel P90 | ™. Accessibility Options

& Add Hardware
G- Switch to Category View (LY Add or Remove Programs
48 Administrative Tools

B Anark Client

‘“ Automatic Updates
:)9 Date and Time

% Display

|} Folder Options

=9 Fonts

‘&= Game Controllers
EHntel(r) GMA Driver
9 Internet Options
g Java Plug-n

@ Keyboard

See Also

% Windows Update
Q) Help and Support

M
gNE Microsoft Qutlook Profiles
Ph

% Power Options

Comments A
Adjust your computer settings for ...
Installs and troubleshoots hardware
Install or remove programs and Wi...
Configure administrative settings f...
Preferences and statistics for Anar...
Set up Windows to automatically d...
Set the date, time, and time zone ..,
Change the appearance of your d...
Customize the display of files and f...
Add, change, and manage fonts o...
Add, remove, and configure game ...
Control the graphics hardware fea...
Configure your Internet display an...
Jawa Plug-in Control Panel
Customize your keyboard settings,...
Microsoft Qutlook Profiles
Customize your mouse settings, su...
Connects to other computers, net...
Configure your telephone dialing r...
Configure energy-saving settings f...

2. Click Show Profiles.
i

E-mail Accounts

Setup e-mail accounts and directories,

Data Files
4, Change settings For the files Qutlook uses to Data Eiles. .. |
&@ store e-mail messages and docurments, =
Profiles

Setup multiple profiles of e-mail accounts and Show Profiles. .. |
data files, Twpically, you anly need one, =

Close |
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3. Click Add to create a new E-mail profile.

General |

@ The fFollowing profiles are set up on this computer:

c-damcoorm

CLONA SParT

DamccormicksSTaE

DevlLab

devpriz-1-1

&n, emtbbsalerts ;I

Remove P[n:npertiesl Copy... |

When starting Microsaft Office Qutloak, use this prafile:
= Prompt For a profile to be used

" Always use this profile

In:-u:lamu:u:u:urm - I

Ik Cancel | Gl

4. Enter the Profile Name: POP3 and click OK. This will start the E-mail Accounts wizard.

MNew Profile x|
I .
I| Create Mew Profile

Cancel

Profile Mame:
|Por3

EXCHANGE 2007 USER GUIDE
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5. Select “Add a new e-mail account” and then click Next.

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

E-mail

' Aad 3 new email account;
7 wiew or change existing e-mail accounts

Directory

= add a new directory or address book,
i~ Wiew or change existing direckaries or address books

= Back I Mext = I Close

6. Select POP3, and then click Next.
x|

Server Type
‘fou can choose the bype of server your new e-mail account will work with,

" Microsoft Exchange Server

Conneck ko an Exchange server ko read e-mail, access public folders, and share
documents.,

Connect to a POPS e-mail server ko download your e-mail,

" IMAP
Connect ko an IMAP e-mail server to download e-mail and svnchronize mailbo:
folders.

" HTTP
Connect to an HTTP e-mail server such as Hokmail to download e-mail and
synchronize mailbox Folders,

" additional Server Types
Connect ko another warkgroup ar 3rd-patty mail server.

< Back I Mext = I Cancel
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7. Configure Internet E-mail settings (POP3) for the account you are creating:

a. Incoming mail server (POP3) = webmail.state.pa.us.
b. Outgoing mail server (SMTP) = smtp.state.pa.us.

E-mail Accounts

Internet E-mail Settings {(POP3)
Each of these settings are required to get your e-mail account working.

User Information Seryer Information

Your Mame: Iusername Incoming mail server (POP3): |webmai|.state.pa.us

E-mail Address: Iusername@state.pa.us Outgaing mail server (SMTR): |smtp.state.pa.us

Logon Information Test Settings

User Mame: Iusername Afker filling out the information on this screen, we
recommend you test your account by clicking the

Passward; I*********** button below, (Requires network connection)

¥ Remember passwaord
Test Accounk Setkings ... |

r Log on using Secure Password

Authentication (SPA) Mare Setkings ... |

< Back I Mext = I Cancel

8. When complete, click More Settings.

Internet E-mail Settings (POP3)
Each of these settings are reguired ko get vour e-mail account working.,

User Information Server Information

Your Mame: |username Incoming mail server (POP3): |webmai|.state.pa.us

E-mail Address: Iusername@state.pa.us Dubgoing mail server (SMTP): Ismtp.state.pa.us

Logon Information Tesk Settings

User Mame: |username #After Filling out the information on this screen, we
recommend vou test your account by clicking the

Passward: I*********** button below, (Requires network connection)

I Remember password
Test Accounk Setbings ... |

I Log on using Secure Password

Authentication (SPA) Mare Setbings ... |

< Back I Next = I Cancel
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9. Select the Outgoing Server tab and select the settings:

a. Check “My outgoing server (SMTP) requires authentication”.

b. Select “Log on using”, and enter the log on credentials.

c. Check “Log on using Secure Password Authentication (SPA)”
Internet E-mail Settings EE3

General Outgoing Server I Connection I Advancedl

W ¥y oukgoing server (SMTRY requires aukhentication:

o Use same settings as my incoming mail server

' Log on using

User ame: darnccormick

Passinord:

¥ Remember passward

- Log am wusing Secure Password Authentication

Ok I Cancel

10. Select the Advanced tab, select the settings shown below, and then click OK:

a. Check “This server requires an encrypted connection (SSL)”
b. Click the Use Defaults button and auto resolve will set the POP3 port being used by the
Client Access Server (CAS):
i. Incoming server (POP3) = Port 995.
ii. Outgoing server (SMTP) = Port 25
C. Check “This server requires an encrypted connection (SSL)”.

Internet E-mail Settings x|

General I Cukgaing Server I Connection  Advanced I

Server Pork Mumbers

Incoming server (POP3): I 295 Use Defaults |

[¥ This server requires an encrypted connection (S5L)

Cukgoing server (SMTR): I 25

[V This server requires an encrypted connection (S50

Server Tinmeouks

Short = F———— Long 1 minute

Delivery

[T Leave a copy of messages on the server

I™ Remove From server aFterI 10 Eﬁ days

I™ | Remove From setver when deleted From Deleted| Tkems!

Ok I Cancel

12. Click Next and then click Finish to complete the E-mail Accounts wizard.
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2.3 IMAP CONFIGURATION USING OUTLOOK EXPRESS

To create a new profile in Exchange using Outlook Express:

1. Open Outlook Express and then select Tools / Accounts.

¥ Outlook Express

Create Mail S

S

Folders
I“_;i] Cutlook Express
= @ Local Folders

&2 Inbox

File Edit View [REGEEN Message Help

Send and Receive
Synchronize All
Synchronize Folder

Address Book...

Message Rules

Cirl+5hift48

3

¥ outbox
B sentItems|  OPtions..

{3 Deleted Items
B} Drafts

There are no unread Mail messages in vour Inbox

@ Create a new Mail message

Read Mail

2. Select the Mail tab and then click Add in Internet Accounts. The Internet Connection Wizard
will be displayed.

e [ |

All t il |NE.'W$ I Directory Ser\-'ic:el

Add 3

Account

| Tupe

| Connection

| Femawve |

Broperties |
Set az Default |
Impaort... |
Erport... |

Seb Mrder... |

Cloge

EXCHANGE 2007 USER GUIDE
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3. Enter a Display name and click Next, on the Your Name screen.

Internet Connection Wizard

Your Mame

When vou send e-mail, your name will appear in the From field of the outgaing message.
Type pour name ag pou would like it to appear.

Dizplay name: IU semame)

For example; John Smith

¢ Back I Mext » I Cancel

4. Enter the E-mail address of the user (address other people use to send e-mail messages to you)

and click Next, on the Internet E-mail Address screen.

Internet Connection Wizard

Internet E-mail Address

'our e-mail address is the addrezz other people uze to zend e-mail mezzages to you.

E-mail address; |Username@state.pa.us

For example: zomeone@nmicrozaft, com

< Back I Nest = I Cancel
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5. Select IMAP from the drop-down list in the My incoming mail server field and enter the
settings shown below. When complete click Next, on the E-mail Server Names screen.

a. Incoming mail (POP3, IMAP, or HTTP) server = webmail.state.pa.us
b. Outgoing mail (SMTP) server = smtp.state.pa.us

Internet Connection Wizard

E-mail Server Names

ke incoming mail gerver iz a IIM.&F’ vI FEVEL

Incoming mail [POF3, IMAF ar HTTP] server:

webmail. state.pa.ug

An SMTP server is the server that is used for your outgoing e-mail.

Dutgaing mail [SMTP] server:

smkp.state. paus

< Back I Mest » I Cancel |

6. Enter the Account name (cwopa domain /username) and Password, on the Internet Mail Logon
screen. Click Next.

Internet Connection Wizard E |

Internet Mail Logon

Type the account name and pazzword pour Internet zervice provider haz given you.

Account name:; Icwupa\.usemame

EaSSWDIdZ Ixxxxxxxxxs1
v Remember password
It wowr Internet service provider reguires pou to use Secure Password Authentication

[SP&) to access your mail account, select the 'Log On Using Secure Pazzword
Authentication [SPA]' check bow.

[ Log on using Secure Password Authentication [SPA]

< Back I Mext > I Cancel

EXCHANGE 2007 USER GUIDE PAGE 17 OF 34



COMMONWEALTH OF PENNSYLVANIA ENTERPRISE MESSAGING

7. You have successfully entered all of the information required to set up your account. To save
these settings, click Finish.

Internet Connection Wizard

Congratulations

'ou have successfully entered all of the information required to get up your account.

Ta zave these zettings, click Finish.

< Back | Finizh | Cancel |

8. Go to the Internet Accounts window, click on the IMAP internet account that was just created,
and click Properties.

9. Select the Servers tab, check “My server requires authentication” in the Outgoing Mail Server
section, and then click the Settings button.

% Webmail.state.pa.us (1) Properties

General Servers | Eonnectinnl Securityl .t’-‘-.dvancedl IMaP I

Server Information
My incoming mail zerver iz a IIM.f-‘«F' SEIVEr

Incoming mail [IMaP]: IWebmaiI.state.pa.us

Outgoing mail [SMTP): |smtp.state.pa. uz

Incoming kail S erver

Azcount nanme; IUsemame

Pazzword: |uuu.
v Remember password

™ Log on using Secure Password duthentication

Outgoing Mail Server

W iy server requires authenticatiors Settingz. .. |

ok I Cancel Apply
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10. Click OK to accept the displayed information.

Outgoing Mail Server |

Logon Information

0 |lze zame setings as my incoming mail server

" Log on uging

Account name: Idamccurmick

Pazaword; I----------
[¥ | Bemember passwond

™| Logon using Secure Password Suthentication

Cancel |

11. Click the Advanced tab and enter the settings shown below. When complete click OK.

a. Check “This server requires a secure connection (SSL)”.

b. Set Outgoing mail (SMTP) = 25

€. Check “This server requires a secure connection (SSL)”.

d. Set Incoming mail (IMAP) =993

"‘ﬁ Webmail.state.pa.us (1) Properties |

Genelall Sewersl Eonnectiunl Secuity Advanced |IM.-’-‘-.F' I

Server Port Murnbers

Qutgaing mail [SMTP): 25 Wsze Defaults |

[w This server requires a secure connection [S5L)

Incaming mail [Ik&F]): |993

v Thiz server requires a secure connechion [S5LF

Server Timeouts

Shot —F———— Long 1 minute

Sending

[~ Break apart messages larger than IEEI 3: KB

0k I Cancel Apply
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24  POP CONFIGURATION USING OUTLOOK EXPRESS

To create new POP profile in Exchange using Outlook Express:

1. Open Outlook Express and then select Tools / Accounts.

¥ Outlook Express

Create Mail 5S¢
Folders

I“_;i] Cutlook Express
= @ Local Folders

&2 Inbox

File Edit View [REEEE Meszage Help

Send and Receive
Synchronize Al
Synchronize Folder

Address Book...

Message Rules

Cirl+5hift48

{3 Deleted Items
B} Drafts

There are no unread Mail messages in yvour Inbox

@ Create a new Mail message

Read Mail

' _
¥ outbox
A SentItems|  Options...

2. Select the Mail tab and then click Add on the Internet Account screen. The Internet Connection
Wizard will be displayed.

temetpccoumes B

All t il |NE.'W$ I Directory Ser\-'ic:el

Add »

Account

| Type

| Connection | Hemave |

Broperties |
Set as Default |
Impaort... |
Erport... |

Seb Mrder... |

Cloge
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3. Enter a Display name and click Next, on the Your Name screen.

Internet Connection Wizard

Your Mame

When vou send e-mail, your name will appear in the From field of the outgaing message.
Type pour name ag pou would like it to appear.

Dizplay name: IU semame)

For example; John Smith

¢ Back I Mext » I Cancel

4. Enter the E-mail address of the user (address other people use to send e-mail messages to you)

and click Next, on the Internet E-mail Address screen.

Internet Connection Wizard

Internet E-mail Address

'our e-mail address is the addrezz other people uze to zend e-mail mezzages to you.

E-mail address; |Username@state.pa.us

For example: zomeone@nmicrozaft, com

< Back I Nest = I Cancel
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5. Select POP3 from the drop-down list in the My incoming mail server field and enter the settings
shown below. When complete click Next, on the E-mail Server Names screen.

a. Incoming mail (POP3,IMAP,or HTTP) server = webmail.state.pa.us
b. Outgoing mail (SMTP) server = smtp.state.pa.us

Internet Connection Wizard

E-mail Server Names

ke incoming mail gerver iz a IF'DF'3 vI FEVEL

Incoming mail [POF3, IMAF ar HTTP] server:

wehrail state pa.us

An SMTP server is the server that is used for your outgoing e-mail.

Dutgaing mail [SMTP] server:

smitp.state. pa.us

< Back | Mest » | Cancel |

6. Enter the Account name (cwopa domain /username) and Password, on the Internet Mail Logon
screen. Click Next.

Internet Connection Wizard E |

Internet Mail Logon

Type the account name and password your Intemet service provider has given wou,

Account name: Icwnpa\umrname

Eassword: I xxxxxxxxxxxx >1
¥ Remember password
If pour Internet service provider requires you to uze Secure Password Authentication

[SP4]) to access your mail account, zelect the Log On Using Secure Password
Authentication [SPA] check box

[ Log on using Secure Password Suthentication [SPA)

< Back I Meut » I Cancel
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7. You have successfully entered all of the information required to set up your account. To save
these settings, click Finish.

Internet Connection Wizard

Congratulations

'ou have successfully entered all of the information required to get up your account.

Ta zave these zettings, click Finish.

< Back | Finizh | Cancel |

8. Go to the Internet Accounts window, click on the POP internet account that was just created,
and click Properties.

9. Select the Servers tab, check “My server requires authentication” in the Outgoing Mail Server
section, and then click the Settings button.

"“_...; webmail state.pa.us Propetrties EHE |

General Servers | Eonnectionl Securit_l,ll .-’-'l.d\-'ancedl

Server Information
v incoming mail zerver iz a IF'EIF'3 SEIYVEL

Incoming mail [POP3): |wehmail.$tate.pa.u3

Dutgoing mail [SKTP]; |smtp.state.pa.us

Ihcoming bail Server

Account name: ILlsemame

Pazaword: I-------
[ Remember password

™ Log on using Secure Password Authentication

Outgoing Mail Server

W iy zerver requires authentication Settingz... |

0Ok I Cancel Apply
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10. Click OK to accept the displayed information.

Outgoing Mail Server |

Logon Information

0 |lze zame setings as my incoming mail server

" Log on uging

Account name: Idamccurmick

Pazaword; I----------
[¥ | Bemember passwond

™| Logon using Secure Password Suthentication

Cancel |

11. Click the Advanced tab and enter the settings shown below. When complete click OK.

a. Check “This server requires a secure connection (SSL)”.

b. Set Outgoing mail (SMTP) = 25

€. Check “This server requires a secure connection (SSL)”.

d. Set Incoming mail (POP3) = 995

#® webmail.state.pa.us Properties [ 7| |

General | Servers | Connection | Security  Advanced |

Sepver Port Mumbers

Outgoing mail [SWTP); 25 Usze Defaults |

v This server requires a secure connechion [S5L]

Inhcoming mail [POP3): |E|E|5

v Thiz zerver requires a secure connechon [SSLE

Server Timeouts

Shott —=F————— Long 1 minute

Sending
[~ Break apart messages larger than IED 3: KB
Delivery

[” Leave a copy of messages on server

I™ | Bemave fram senver after |5 3: day(z]

™| Bemove fiom server when deleted from 'Teleted lems!

0K I Cancel | Apply
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3 Mailbox Access

3.1 MAILBOXACCESS USING OUTLOOK ANYWHERE FROM OUTLOOK 2007 CLIENT

You must create a new profile and then assign the appropriate settings:

1. Enter a new Profile Name and then click OK.

New Profile |
:
‘ Create Mew Profile

Cancel |
Profile Mame:
|RPC_HTTP fisgar]

2. Select Manually configure server settings or additional server types, and then click Next.

Add New E-mail Account B

Auto Account Setup

Your Name: I.ﬁ.sgar Rizwan

Example; Barbara Sankowic

E-mail Address: Ie—arizwan@EZK?.beta.state.pa.us

Example; barbara@contosa, com

v Manually configure server settings or additional server types:

= Back I Mexk = I Cancel
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3. Select Microsoft Exchange, and then click Next.

Add New E-mail Account

Choose E-mail Service

" Internet E-mail
Conneck ko your POR, IMAP, or HTTP server ko send and receive e-mail messages,

Connect to Microsoft Exchange For access bo yvour e-mail, calendar, contacts, Faxes and voice mail,

" Dther
Connect to a server type shown below,
Cublook Mobile Service (Text Messaging)

< Back I Mext = I Cancel

4. Enter the required information to connect to Microsoft Exchange, and then click Next.

Add New E-mail Account BE

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 vour svstem
administratar,

Microsoft, Exchange server: ISBXMBXF\DI PA-ERKFLCL
™ Use Cached Exchange Mode

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

User Mame; |Asgar Rizwan CheclgNameI

Mare Sektings ... |
« Back I Mexk = I Cancel |
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5. Select Connect using my LAN and check Connect to Microsoft Exchange using HTTP, and

then click OK.

Microsoft Exchange E |

General I Advanced I Securiby  Conneckion |Remu:ute Mail I

Conneckion

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

* Conneck using my Local Area Metwork (LA

" Conneck using my phone line

" Conneck using Internet Explorer's or a 3rd parky dialer

Maodern

Use khe Following Dial 2Up Metwarking conmnection;

|

Propetties. .. Add, .. |

Cutlook Amwhere

Exchange Proxy Settings... |

(] 4 I Cancel | Appl |

6. Select the protocol and the identity verification method that you want to use, and then click OK.

Microsoft Exchange Proxy Settings E |

Microsoft Office Qutlook can communicakte with Mickosoft Exchange over the Internet by
nesting Remote Procedure Calls {RPC) within HTTP packets. Select the protocol and the
identity werification method that wou want ko use, IF vou don't know which options to
select, contact vour Exchange Administrator,

—Conneckion setkings

Ise this URL to connect to my prosxy server For Exchange:

[¥ Connect using 35L only

[ only connect bo proxy servers that have this principal name in their certificate:

[~ ©n fast networks, connect using HTTF first, then connect using TCRJIP

v ©n slow networks, connect using HTTP First, then connect using TCRJIP

—Praoxy authentication settings
se this authentication when connecting to my proxy server For Exchange:
NTLM Authentication |

(6] I Cancel
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7. Test E-mail Auto Configuration and then review the results.

Test E-mail AutoConfiguration HE |

E-mail Address I g-atizwan@EZK 7 .beta,stake.pa.us

Password I

v Use AukoDiscosver WV Use Guessmark ¥ Securs Guessmart Authentication Test | Zancel |

(NEEEEEE NN NI NIENENENENEN NN NN NN NN NN ENNNNNNNNNNNNNNNNNNNNNNNEnE

Results ||_.;.g IxML I

Login Marne: e-atizwan d
Aveailability Service URL: https: ffsbxcas0l, pa-e2k? . Icl/EW S Exchange. asmx

QOF URL: hktps: ffsbxcas0l pa-e2k? IcfEWS/Exchange, asm:

DAE URL: Public Folder

nified Message Service URL: https:/fsbxcas0l . pa-e2k? lclUnifiedMessaging)Service, asmix
Auth Package: Unspecified

Protocol; Exchange HTTP

Server; sbwoa.eZky? beta,state.pa.us

Lagin Mame: e-atizwan

S5L: Yes

Mutual Authentication: Yes

Availability Service URL: https:ffsbxcas0l, pa-e2k? . lcl/EMWS Exchange, asm
QOF URL: https:[fsbxcas0l,pa-e2k? . Ic/EWS/Exchange. asmix

DAE URL: Public Folder

Inified Message Service URL: bttps:/fsbxcas0l.pa-e2k? IclUnifiedMessaging)Service, asm:x
Auth Package: Basic

Certificate Principal Mame: msskd:shxoa.e2k? . beta.state.pa.us

141
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4 Using and Creating ‘PST’ Personal Folders

Personal Folders can be created in Microsoft Outlook so that you can store, manage, and archive your e-
mail on your local computer's hard drive. By using Personal Folders, you may reduce the amount of space
used on the central mail server, and avoid receiving warning messages that you are over quota.

The Commonwealth of PA provides 50 MB of storage space for each Exchange e-mail account. To check
how much space you are using, in Microsoft Outlook, right-click Mailbox - Your Full Name, click
Properties, and click the Folder Size button. This will show you the total amount of space used by your e-
mail account as well as the amount of space being used by each individual folder.

NOTE: It is important to remember that any messages in your Personal Folders are stored on your local
computer's hard drive and not on the server. If your computer's hard drive ceases to work or the .pst file is
deleted or becomes corrupted, the messages you've placed in this folder will be lost. To protect yourself
from data loss, make certain to back up your .pst file regularly to another location such as your personal
or departmental network storage.

Procedure:
1. Creating a Personal Folder in Microsoft Outlook 2003 and Outlook 2007:
a. Select the File menu, point to New, and click Outlook Data File.

b. In the New Outlook Data File window, select Office Outlook Personal Folders File
(.pst), and click OK.

c. Inthe Create or Open Outlook Data File window, in the File name box, enter a name
for the file, and click OK.

d. Inthe Create Microsoft Personal Folders window, in the Name box, enter a name to use
for this folder if you would like it named other than Personal Folder, and click OK.

e. The folder will now be listed in the All Mail Folders section of the Navigation Pane.
2. Creating a Personal Folder in Microsoft Outlook 2002
a. Select the File menu, point to New, and click Outlook Data file.
b. Inthe New Outlook Data File window, select Personal Folder File (.pst), and click OK.

c. Inthe Create or Open Outlook Data File window, in the File name box, enter a name
for the file, and click OK.

d. Inthe Create Microsoft Personal Folders window, in the Name box, enter a name to use
for this folder if you would like it named other than Personal Folder, and click OK.

e. The folder will now be listed in the Folder List. NOTE: If your view is not set to the
Folder List, select the View menu, and click Folder List.

3. Creating a Personal Folder in Microsoft Outlook 2000
a. Select the File menu, point to New, and click Personal Folders File (.pst).

b. Inthe Create Personal Folders window, in the File name box, enter a name for the file,
and click OK.

c. Inthe Create Microsoft Personal Folders window, in the Name box, enter a name to use
for this folder if you would like it named other than Personal Folder, and click OK.

d. The folder will now be listed in the Folder List. NOTE: If your view is not set to the
Folder List, select the View menu, and click Folder List.
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5 Outlook Archive Options

You can archive your Outlook email in two different ways. Either option will work properly, but the
choice of one over the other is dependent on how much control you wish to have over the Archive
process.

Option 1: Manual Archive

The manual Archive option requires you to create an Archive.pst file and manually move the messages
and/or folders that you no longer need in your main .pst file. This option gives you more control over the
Archive process, allowing you to select folders and messages to archive, regardless of date.

Option 2: AutoArchive

Outlook's AutoArchive wizard archives mail by modified date. Specify a date and the AutoArchive folder
will archive all email modified before that date. The modified date differs from the received date in that if
you receive a message on 8/1/2007 and forward it on 9/1/2007, it is then modified and will not be
archived if you select all mail before 9/1/2007. Copying, replying to, and importing items will also
change the modified date.

This option is faster and easier than the manual archive procedure and preserves your current Outlook
email folder structure. However, it does not provide the same level of control and flexibility as a manual
archive.

Due to the manner in which Outlook imports mail and address items, you will not be able to run the
AutoArchive wizard on any email messages or contacts that were imported from email programs other
than Outlook. If you are attempting to archive items that were imported from Eudora or Outlook Express,
use the manual archive procedure.

51 MANUAL ARCHIVE—OPTION 1
To start the archive process, you will need to create an Archive.pst file:
1. Open Outlook.
2. Click the File menu, click New, and then choose Outlook Data File.
3. Select Office Outlook Personal Folders File (.pst) and click OK.
4. Type archive.pst in the File name field and click OK.
5. Type Personal Folders Archive in the Name field and click OK.

You should now see a Personal Folders Archive in the list of "All Mail Folders" on the left side of the
Outlook window. If Outlook is not configured to show the list of mail folders, click the View menu then
click Navigation Pane.

You can now move email messages out of your main .pst file into the Archive folder. If you want to move
mail folders, left-click on the folder and drag it into the Archive folder. If you want to move only certain
messages to the Archive folder, first make a folder within Archive to hold the messages, and then drag the
messages out of the main Personal Folder into the Archive folder.
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5.1.1 Compacting the Personal Folders File

Once you have moved all of the email folders and messages that you wish to archive, you need to
"Compact" your main .pst file.

This step is important, as Outlook does not automatically shrink the .pst file when you archive data. For
example, if you archived out 100 MB of email from a 500 MB Outlook.pst file, the Outlook.pst file will
not shrink to 400 MB until you compact the .pst file. This process may take between 5 and 30 minutes to
complete, depending on the size of your Outlook.pst file.

To compact your .pst file:
1. Click on the File menu, and then click Data File Management.
2. Select the Personal Folders (not Personal Folder Archive) and then click the Settings button.
3. Click the Compact Now button to compact the mailbox.

Personal Folders @

General i

Name: [Personal Folder ‘

Filename: EAD:\Documents and Settings\Administrator My Docum ’

Encryption: | No Encryption ’ ’

Format: : Personal Folders File ’

Changes the password used to access

Change Password... the personal folder file

educes the size of your personal
Ider file

[ Compact Now ]

Comment

[ OK ][ Cancel ]

4. Once Outlook finishes compacting, you're done!
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5.2 AUTOARCHVE—OPTION 2
To start the AutoArchive wizard:
1. Click the File menu and select “Archive...”

2. Select the folders you wish to archive, and then select a date for which old items should be
archived. All email older than this date will be archived.

3. If you wish to have the AutoArchive wizard archive all folders in the Personal Folder File,
click Personal Folders and make sure the option to Archive this folder and all subfolders is
selected.

4. Click OK to archive your selected folders and subfolders.

O Archive all folders according to their AutoArchive settings
() Archive this folder and all subfolders:

— ;\.‘7 |
=R Personal Folders A
14 Calendar "

83| Contacts

(a] Deleted Items (777)
7| Drafts [38]

L 7] Inbox (19)

S& Journal

L@ Junk E-mail [57]

[ kis-help (4012) ‘
# |3 kis-help (old) v |

=

Archive items older than: %TTue 6/'5);2004 vw
[[Jindude items with "Do not AutoArchive® checked

Archive file:
iD:\Documents and Setﬁngs\Administrator\LocalS‘ | Browse... l

[ o ][ Cancel ]

NOTES:

The archive process may take as long as 30 minutes. Please refrain from using Outlook while Archiving is
in progress. You can monitor the archive status in the lower right corner of the screen (i.e., "Archiving
Deleted Items to D:\Documents and Settings...").

Using Outlook Web Access (OWA) is a solution for remote access to CWOPA email. OWA allows you
to use your favorite web browser to access email from anywhere at anytime. Just log on from our OWA
web page and you can check and send messages, find names from the Global Address List (GAL), and
add appointments to your calendar.
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6 Email Access using Exchange 2007 OWA

1. Type the following link in your web browser. https://webmail.state.pa.us/.

2. Enter your log in credentials and click Log On.

e Mimfs?i‘ncne Outlook Web Access

_{ol x|
% File Action ‘View Favorites ‘Window Help | = Iﬁllil
& = |2
Drew Patel - Dutlook Web Access - Microsoft Internet Explorer -
File Edit Yiew Favorites Tools  Help
Qback - ) - [x] A @|pSearch < Favorites 42 | @v & - i
Address @ https:fiwww . e2k7 beta,state, pa,us/owal j E
Ir) Microsoft
riv. Office Outlook web Access e DR | =
co jerosoft Exchange
[ail & | Inbox (9 Items, 5 Unread)
=] ﬁ Drew Patel A AdMew - e % * LE - % i Reply Q Reply ko Al Q Forward
ﬁ Calendar
W .
Gl Seeren Inbo: £ - ¥ Microsoft Office Outlook Test Mes
|2 Deleted Items (11
@ Dralts [2] Arrange By: Date Mewest ontop Direwy Patel
@ Inbox (5) Last Week “ | Sent: Friday, Movember 16, 2007 12:32 PM
Ela Jurik. E-mail 0 Drew Patel Frit1j1e To:  Drew Patel
@ :Uizs Wicrosoft Office Cutlook Test Message
utbas .. . .
B3 Quarantine =] Drew Patel Frillf16 This is an e-mail message sent automatics
= RIS Feeds Microsoft Office Outlook Test Message Microsoft Office Outlook while testing th
T sent Ttems ] Drew Patel Frill/16 © for your account. |
@ 5@ Sync Issues Microsaft OFfice Outlook Test Message
-
B e =] Drew Patel Frill/16
9 Mail Microsoft OFfice Outlook Test Message
=] Drew Patel Fri11/16 ©
ﬁ Calendar Wicrosaft Office Cutlook Test Message
= = Allen, Ronald wied 1114 ¥
=| Contacts 0 P Test =
«| | 3
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7 Appendix A - Resources & References

Provide supplementary material, if available. If there are multiple appendices, add section additions (i.e.,
Section 5, Section 6, etc.) as required.
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