How-To Guide: How to setup Microsoft Exchange
mail on Outlook 2003
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2. Click on Mail.
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3. Click on Email Accounts.

Mail Setup - Outlook

E-mail Accounts

| E-mail Accounts.., |

L.“:j Setup e-mail accounts and directories.

Data Files
g3
Profiles

&

Change settings for the files Outlook uses to

Data Files...
store e-mail messages and documents., [ = ]

Setup multiple profiles of e-mail accounts and

Show Profiles...
data files. Typically, you only need one. [ e — ]

Close




4. Select “View or change existing e-mail accounts” and then Next.

E-mail Accounts

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

E-mail

() Add & new e-majl account

(%) }fiew or change existing e-mail accounts}

Directory

() Add a new directory or address book
() View or change existing directories or address books

< Back L_ﬂext:b J [ Close ]




5. Click on Add.

E-mail Accounts @

E-mail Accounts
¥ou can select an account and change its settings or remaove it.

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

Mame Type [ Change... ]

mail. swinburne.edu.my POP/SMTP (Default)
Remove

Deliver new e-mail to the following location:

Personal Folders b | [ Mew Qutlook Data File, ..

< Back ][ Finish ][ Cancel




6. Click on Microsoft Exchange Server and then Next.

E-mail Accounts

Server Type

You can choose the type of server your new e-mail account will work with,

{(*)Microsoft Exchange Server

Cornect 1o an Exchange server o read e-mail, access public folders, and share

documents,
) POP3

Connect to a POP3 e-mail server to download your e-mail.
) IMAP

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

folders,
(I HTTP

Connect to an HTTP e-mail server such as Hotmail to dawnload e-mail and

synchronize mailbox folders.
i) additional Server Types
Connect to another workgraup or 3rd-party mail server.
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7. Do the following in sequence:

a. Key in Server name “mymaill.swinburne.edu.my”
Check the box “Use Cached Exchange Mode”

b
c. User Name is your existing user name
d

Click More Settings

E-mail Accounts

Exchange Server Settings

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

Type the name of your Microsoft Exchange Server computer. For information, see your

system administrataor.

Microsoft Exchange Server:

mymail 1. swinburne.edu.my |

Use Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator. The mailbox name

is usually your user name,

User Name

|Willy Smith]

| Check Mame

Mare Settings ...

X

= Back ” Mext = ][ Cancel




8. On Security tab, check the box “Encrypt data between Microsoft Office Outlook
and Microsoft Exchange Server. Then click OK.

Microsoft Exchange Server

| General | Advancef | Security | Connection || Remote Mail |

Encryption

[*]Encrypt data between Microsoft Office l:]utlnnk
and Microsoft Exchange Server g

User identification

[] Always prompt for user name and passwaord

Logon network security:

|Kerber|:|s,."r'JTLM Password Authentication w

Ok Cancel ] [ Apply




9. Click Check Name.

E-mail Accounts [E

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

Type the name of your Microsoft Exchange Server computer. For information, see your
system administrataor.

Microsoft Exchange Server: |mymail 1.swinburne.edu.my

Use Cached Exchange Mode

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

User Name: |"-"'-"i"3" Smith| | Check Name

Mare Settings ...

10. Key in your user name and password. Ensure to include prefix “suts\” before your
user name. Click OK

Connect to mymail1.swinburne.edu.my

Connecting to mymail 1. swinburne, edu.my

User name: | € suts\wsmith hd |

Password: | sssssnns |

[ 1remember my password

[ Ok l [ Cancel




11. If Check Name is successful, you will notice that the Server and User name is
underlined. Click Next.

E-mail Accounts E'

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

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

Microsoft Exchange Server: | YMATL 1,suts, internal
IUse Cached Exchange Mode

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

User Name: |"-"'-"i|| Smith Check Name

Mare Settings ...

< Back ” Mext = ][ Cancel

12. Click Yes.

! i } Mail from this Microsoft Exchange Server account will be delivered to the existing Personal Folder on your local computer. If you wish to keep your mail

on your server, you must change the default delivery location using the E-mail Accounts command from the Tools menu. Do you wish to continue?

[ ves Mo




13. At “Delivery new e-mail to the following location:”, change from “Personal
Folders” to “Maibox”.

14. All e-mail will be delivered to your Exchange Mailbox in the server instead of
Personal Folder.

X

E-mail Accounts

E-mail Accounts
¥ou can select an account and change its settings or remaove it.

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

Mame Type Change...
mail. swinburne.edu.my POP/SMTP (Default)
Microsoft Exchange Server Exchange

Remove

{il

Mawve Dawn

Deliver new e-mail to the following location:

Personal Folders |*|| | New Outlock Data File. .. ]

Mailbox - Willy Smith

< Back ” Finish ][ Cancel




15. Click on your previous email profile and then click Remove to remove the
account completely. This only removes the POP3 account but not your data.
Your previous email would be intact in the Personal folders.

%]

E-mail Accounts

E-mail Accounts
¥ou can select an account and change its settings or remaove it.

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

Type Change...
POP/SMTP (Default)
Exchange

Remove

Ih[
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) o

Mawve Dawn

Deliver new e-mail to the following location:

Mailbax - Willy Smith v | [ New Qutiook DataFie... |

< Back ” Finish ][ Cancel

16. Click Yes to confirm removal.

Account Manager

\.‘i) Are you sure you want to remove the ‘mail. swinburne, edu.my' account?

Yes | Mo




17. Click Finish.

%)

E-mail Accounts

E-mail Accounts
¥ou can select an account and change its settings or remaove it.

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

Mame Type Change...
Microsoft Exchange Server Exchange

Remove

Deliver new e-mail to the following location:

Mailbax - Willy Smith v | | New Qutlook Data File. .

[ = Back ][ Finish ] Cancel

18. Click OK. You need to restart Outlook for the change to take effect.

Account Manager

You have changed the default delivery location for your e-mail. This will change the location for your Inbox, Calendar, and other folders. These
. changes will take effect the next time you start Qutiook,

Ok, Cancel




19. You will be prompted for user name and password again. Key in accordingly and
click OK.

Connect to Mymail1.suts.internal |E| |E|

%%

Connecting to MYMAIL 1.suts.internal

User name: | € suts\wsmith b |

Password: | YT |

[ ]remember my password

QK Cancel

20. Close the Mail setup window. This completes the Otulook setup.

Mail Setup - Willy Smith

E-mail Accounts

3 Setup e-mai accounts and directories.

Siv:

| E-mail Accounts. .. |

Data Files

4, Change settings for the files Outlook uses to [ Data Files ]
% store e-mail messages and documents, =

Profiles

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

Close




Logging on to Outlook for the First Time

1. Key in your user name and password. Remember to prefix “SUTS\” before your
username.

Connect to Mymail1.suts.internal

%

User name:

Password:

Connecting to MYMAIL 1.suts.internal

| 7 suts'wsmith v |

[ 1remember my password

L Ok, J Cancel ]

2. During the first time log on, Outlook will sets up a local copy of your mailbox.
This will take a short while. A notification dialog box will pop up at your system
tray to notify you about this.

x

1 Microsoft Office Outlook

Outlook is setting up a local copy of your mailbox. It may be
several minutes until all of your data is available,

a My Computer
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3. Once your local mailbox copy is done, the status shows “All folders are up to
date” and the connection’s status showed “Connected”.

il folders are up to date. Connected -

E Sent Items

All Mail Folders

3:09 PM

” = it Mailbox - Willy Smith

7 Drafts
(5 Inbox

[ @ Junk E-Mail

ﬁ Outbox

E Sent Items

ezl a Search Foldsrs

Mailbox resides in the server.
All email will be delivered to your
Inbox under this Mailbox.

= 5 Personal Folders

—rDeleted T
(7| Drafts
(5] Inbox

[ @ Junk E-mail
(4 Outbox
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Your personal folders holding your
previous email will appear below
the Mailbox.

You may use it to archive old
mails.




