Outlook 2003

Setting up Outlook 2003 for use with LACA's Exchange Server

Go to Control Panel on your PC. This is necessary because you have to set up Exchange
connections while Outlook is closed. Click on the "MAIL" icon in the Control Panel

Click the "E-mail Accounts..." button.
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3 Setup e-mail accounts and directaries,
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Drata Files

# Change settings For the files Qutlook uses to [ Data Files, .. ]
&ré stare e-mail messages and documents, =

Prafiles

Setup mulkiple profiles of e-mail accounts and [ show Profiles ]
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3. Choose "Add a new e-mail account”, click Next.

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:

" iew or change existing e-mail accounts

Directory

{7 add a new direckory or address book
{1 Wiew or change existing directories or address books
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4. Choose "Microsoft Exchange Server", click Next.

E-mail Accounts

Server Type
You can choose the tyvpe of server vour new e-mail acount will work with,

{*) Microsoft Exchange Server:

Conneck ba an Exchange server to read e-mail, access public Folders, and share
docurnents,

) POP3
Conneck o a POP3 e-mail server ko download wour e-mail,
i IMAP

Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
fFolders.,

{JHTTP

Conneck ba an HTTP e-mail server such as Hotmail ko download e-mail and
synchronize mailboy Folders,

i) additional Server Types
Connect to another workgroup or 3rd-party mail server,
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5. In the field "Microsoft Exchange Server", put in "exchange.laca.org". Select "Use Cached
Exchange Mode". This will increase performance by storing copies of the information from
the Exchange server into off-line folders on your local PC. For more information on this
option, see the following link:
http://www.microsoft.com/resources/documentation/office/2003/all/reskit/en-
us/outb04.mspx. Putin your username in the "User Name" field. Click "Check Name".




E-mail Accounts
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Exchange Server Settings
Youl can enker the required information to conneck ko your Exchange server,

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

Microsoft Exchange Server: |exchange.laca.urg

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: |'Z':-3r5':'l'l| | Check Marne

Mare Settings ...

You will be prompted for your username and password. Be sure you have LACA's
OURGANG domain name in front of your username.

Connect to exchange. laca.org
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Connecting to exchange.laca.org
User name: | ﬁ ourganglccarson W |
Passwiord; | TIITTITIINY |

[]remember my passwaord

[ Ok H Cancel ]

This may take a minute or two, but your full name should be returned (underlined) in the
User Name field. The server name will also change to scooter.ourgang.laca.org, the actual
name of the Exchange server within LACA's OURGANG domain. Click Next.




E-mail Accounts
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Exchange Server Settings
Youl can enker the required information to conneck ko your Exchange server,

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

Microsoft Exchange Server: |sc|:u:|ter.OurGanq.Iaca.qu

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 Marne: |Chad Carson

Mare Settings ...
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8. You will be presented with a warning message that mail will be delivered to your personal
folder. This is NOT what we want, but you have to click "Yes" to continue. We'll change
this to the correct location in step 13.

Microsoft Office Qutlook x

- Mail From this Microsoft Exchange Server account will be delivered to the existing Personal Folder on wour local
‘EI) computer, IF wou wish to keep your mail on wour server, wou must change the default delivery location using the
E-mail Accounts command From the Tools menu, Do you wish ko conkinue?

[ ves | [ Mo




9. Click Finish.

E-mail Accounts

Congratulations!

¥ou have successfully entered all the information required to
setup wour account,

To close the wizard, click Finish.
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10.Now click the "E-mail Accounts" button again.
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3 Setup e-mail accounts and directories.
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&, Change settings For the files Outlook uses ko [ Data Files ]
% store e-mail messages and documents., =

Prafiles

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

Close




11.Choose "View or change existing e-mail 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

(%) ¥iew or change existing e-mail accounts!

Directory

{7 Add a new direckory or address book
{3 Wiew or change existing directories or address books
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12.When prompted for your username and password, enter your username (preceded by
OURGANG)\) and your Exchange e-mail password. It may take a minute to authenticate

Connect to exchange. laca.org

Connecting to exchange.laca.org

User name: | 7 curganglccarson [+ |

Passwiord; | TIITTITIINY |

[]remember my passwaord

L Ok J [ Zancel




13.Under the drop down field labeled "Deliver new e-mail to the following location" chose
"Mailbox - User Name" where "User Name" will be your account name. Click Finish.
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E-mail Accounts

E-mail Accounts

Yo can seleck an account and change iks setkings or remove ik,

Cukloak processes e-mail for these accounts in the Follawing arder:

Marme
Microsoft Exchange Server

Tvpe

Exchange (Default)

Deliver new e-mail to the Following location:

Personal Folders

b

Mew Qutlook Data File, .

Personal Folders

Mailbox - Chad Carson

Change...

Remove

[ < Back ” Finish

] [ Cancel
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14.Click OK when warned that you have changed your default delivery location.

Account Manager

Ok i [ Cancel

X]

' You have changed the defaulk delivery location far wour e-mail, This will change the location For vour Inbo,
. alendar, and other folders, These changes will take effect the next time wou skark Qutlook,




15.Click "Close" to exit Mail Setup.
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16. Start Outlook, and enter your username (preceded by OURGANG\) and your password.

Connect to exchange. laca.ong
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Connecking to exchange.laca.org
User namne: | ﬁ ourganglCearson b | L
Passwiord; | TYTTITTIIINY |
[ ]remember my password
[ (04 ] [ Zancel

17.You should be connected to the Exchange server now, and should see your messages.




