The configuration of Outlook 2003

The configuration of the mail accounts is available in “Mail” menu, which is placed in “Control
panels”. For configuration of the mail accounts in Windows XP follow these steps (in other OS can
be the path slightly different):

Start — Settings->Control Panel -> Mail

1. Choose “Show Profiles”.

1 * Mail Setup - Dutlook

E-mail Accounts

| _]] Setup e-mail accounts and directories, E-rrail Accounts...

Data Files
| + Change seFtings far the files Qutlook uses ta Data Files. .. |
F ﬁg stare e-mai messages and documents,
I Profiles

| Setuplmultiple .prDFiIes of e-mail accounts and Ao B s, |
data files, Typically, wou only need one,

Close: |

2. Choose “Add...” and insert the profile name.

General |

& New Profile

'y ;
IS Create Mew Profile
Cancel |

Profile Marne:

Add... | Rermove Propetties Copy...

when starting Microsoft Office Outlook, use this profile;
* Prompt for a profile to be used
' Always use this profil

Outlook, j

QK Cancel | Apply |




3. Choose “Add a new e-mail account”.

M 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
™ View o change existing e-mail accounks

Directory

E  Add a new directary or address book,

|X| 7 Wiew or change existing directories or address books

= Bach Mext = Close
4. Choose “Microsoft Exchange server”.
& E-mail Accounts E3

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

(¥ Microsoft Exchange Server

Connect ko an Exchange server to read e-mail, access public falders, and share
docurments,

" poP3
Connect ko a POP3 e-mail server ko download your e-mail,

= IMAP
Connect ko an IMAP e-mail server ta download e-mail and synchronize mailbosx
falders,

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

" Additional Server Types

Conneck to another workgroup or 3rd-party mail server.,

< Back I Mexk = I Cancel




Fill the field "Microsoft Exchange Server": 'mbx1.eoutlook.cz' and "User name" in format
user.name@domain.xx (user name was sent to you in first activation e-mail). Then choose
"More settings..." It could happen that other window as the window on the screenshot will
be displayed. If so, close dialog window by using "Cancel" button and continue with the
next point.

il & E-mail Accounts E3

| Exchange Server Settings
‘fou can enter the reguired information to connect ko vour Exchange server,

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

Microsoft Exchange Server: |mbx1 .eoutlook.cz

¥ Use Cached Exchange Mode

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

User Mame: [jan.novak@priklad.cz| Check Mame |

More Settings ... |
< Back, I Mexk = I Cancel |

Window with tabs will appear. On tab “Security” tick “Encrypt data...” and in section
“Logon network security” choose “Password authentication NTLM”.

*. Microsoft Exchange Server E3 I

" General I Advanced  Jecurity |Connection I Rermate Mail I

—Encryption

¥ Encrypt data between Microsoft Cffice
Outlook and Microsoft Exchange Server

r~User identification

[ always prompt For user name and password

Logon nebwork securiby:

d Authent

[a]4 I Cancel Apply




7. On tab “Connection” choose “Connect to my Exchange mailbox using HTTP”. Then you
choose “Exchange Proxy Settings...”

] a Microsoft Exchange Server E I

| General I fdvanced I Security  Conneckion |Remote Mail I

Connection

Use these settings when connecting ko my Exchange
server when working offline;
1 ' Connect using my Local Area Metwork (LAR]
" Conmect using my phone line

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

Madenn

se the Fallawing Dial-Up Networking connection

|

Properties, .. fdd, . |

Exchange over the Internet
¥ Connect ko my Exchange mailbox using HTTR

Exchange Proxy Settings... |

[ a4 I Cancel | Apply

8. In section “Connection settings* complete “mbx.eoutlook.cz” and tick “On fast networks
... and “On slow networks ...” In section “Proxy authentication settings” choose “Basic
authentication”.

* Exchange Proxy Settings

IMicrosoft Office Cutlook can communicate with Microsoft Exchange Server over the
Internet by nesting Remote Procedure Calls (RPC) within HTTP packets, Select the
prokocal and the identity verification rethad that wou want ko use, IF wao don't know
which options to select, contact wour Exchanges Serwver Administrator,

— Connection setkings
Idse this URL ko connect ko my prosy server For Exchange:
hkkps: iy Imbx.eoutlook.c2|

¥ | Connect using S50 anly
[ mMutually authenticate the session when connecting with SSL
Brincipal mame far @roxy server:

¥ On Fast networks, connect using HTTP first, then connect: using TCPIP

¥ ©n slow networks, connect using HTTP first, then connect using TCPIP

 Prowy authentication settings
|Jse this authentication when cannecking ko r prosey server Far Exchange:
Basic Authentication ;I

Ok I Zancel




9. Choose “Check name”, dialog window will appear, complete “User name” for
authentication and “Password”.

4 E-mail Accounts

Exchange 5 * Piipojit se k mbx.eoutlook.cz [ 7]

‘fou can

Tvpe the name waur

system admini:

Microsoft B piipojovani k mbx.eoutlock.cz

|UZivatelske jméno: IE jan.novak@priklad.cz j J

Heslo: I sesasas

Tvpe the name BMme

is usually wour

Ok I Storno

More Setkings ... |

< Back. | Mext = | Cancel |

10. If the connection between Outlook and Exchange server will be successfully established, the
user name will appear underlined. Choose “Next” and “Finish”. Your account have been
successfully configured!
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Exchange Server Settings
‘fou can enter the required information to connect to vour Exchange server,

Type the name of your Microsoft Exchange Server computer, Far information, see your
system administratar,

Microsoft Exchange Server: |MB><1 .eoutlook,.cz
¥ Use Cached Exchange Mode

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

User Mame: IMI Check Mame |

More Settings ... |
! < Back. I Next = I Cancel |




