Windows: Outlook 2010 (Exchange -

Manual)

This article will assist you with setting up Outlook 2010 with your Hosted Exchange mailbox.

1. Click on the Start Menu (or press the Windows key) and then search for Control Panel

2. Once in the Control Panel, Double-click on Mail

[Z3 All Control Panel Items

Adjust your computer's settings

2] Administrative Tools
’& BitLocker Encryption Options
Date and Time
@ Device Manager
& File Explorer Options
*§ HomeGroup
€ Internet Options
@ Mail
&Y Personalization
&8 Recovery
) Sound
8 System
Ea Windows Defender
@ Work Folders

A [EE > Control Panel > All Control Panel Items

(W3 AutoPlay
24 Color Management
[rg Default Programs
» Devices and Printers
@ File History
& Indexing Options
[£] Java (32-bit)
@ Mail (32-bit)
&9 Phone and Modem
9 Region
U Speech Recognition
&L, Taskbar and Navigation

o Windows Firewall

“'i;‘ Backup and Restore (Windows 7)

B Configuration Manager

& Dell Audio

R Display

Flash Player (32-bit)

f Infrared

<< Keyboard

@ Mouse

\;’ Power Options

& RemoteApp and Desktop Connectio...
¥ Storage Spaces

[ Troubleshooting

% Windows Mobility Center

3. When the Mail Control Panel opens, select Show Profiles

= m}

v U Search Control Pa..

View by:  Small icons ~

'& BitLocker Drive Encryption
@ Credential Manager
@ Dell Touchpad
‘@‘ Ease of Access Center

A Fonts
Intel® HD Graphics
% Language

':-'}'-' Network and Sharing Center
&y Programs and Features
¥ Security and Maintenance
® Sync Center

&, User Accounts

> Windows To Go

)




D Mail Setup >

E-mail Accounts

Kj Setup e-mail accounts and directories. E-mail Accounts...

Data Files

# Change settings for the files Outlook usesto | pata Files... ’
&é store e-mail messages and documents. |

Profiles

Setup multiple profiles of e-mail accounts and ‘ .
% data files. Typically, you only need one. | SR ’

Close ’

4. Select Add to add a new profile. Enter any name you wish and select OK



B Mail X

General

@ The following profiles are set up on this computer:

Add... Remove Properties Copy...

When starting Microsoft Outlook, use this profile:
(® Prompt for a profile to be used
Oﬁlways use this profile

0K | | Cancel Apply
tL@ New Profile X
d;) Create New Profile oK
Cancel

Profile Name:

5. Select Manual setup or additional server types. Click Next




Auto Account Setup
Manual setup of an account or connect to ather server types.

O E-mail Account

Your Mame:

Example: Ellen Adams

E-mail Address: |

Example: ellen@contoso,com

Password: | |

Retype Password: | |

Type the password your Internet service provider has given you,

(®):Manual setup or additional server types

6. On the Choose Service page, select Microsoft Exchange Server or compatible service. Click
Next



(®)iMicrosoft Exchange Server or compatible service

Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail

Q Qutlook.com or Exchange ActiveSync compatible service
Connect to a service such as Qutlook.com to access email, calendars, contacts, and tasks

() POP or IMAP
Connect to a POP or IMAP email account

7. On the Server Settings page, enter the following:

8. Server: outlook
User Name: example1@yourdomainexample.com
Use Cached Exchange Mode: Checked



M Add New Account @

Server Settings
Enter the information required to connect to Microsoft Exchange or a compatible service.,

Type the server name for your account. If you don't know the server name, ask your
account provider,

Server:

\V|Use Cached Exchange Mode

Type the user name for vour account,

User Name: Check Name

More Settings ...

< Back ][ MNext = ] [ Cancel ]

9. Click the More Settings button
10. Go to the Connection tab

11. Under Outlook Anywhere, check Connect to Microsoft Exchange using HTTP



:.;_9 Microsoft Exchange X

J General m Advanced I Security | “onnection |

Canneckion

se these settings when connecting ko Microsaft
Exchange when warking offline:

@ Connect using my Local Area Metwark, (LAN)
Connect using my phone line

Connect using Internet Exploret's or a 3rd party dialer

Modem

Properties. .. add, ..

Cutlook Anywhere
V| Connect to Microsaft Exchange using HTTP

| Exchange Proxy Setkings... |

12. Click the Exchange Proxy Settings button.

13. Within the box titled Use this URL to connect to my proxy server for Exchange, enter the

following URL: mex09.emailsrvr.com

Connect using SSL only is checked




Only connect to proxy servers that have this principal name in their certificate is unchecked

Ensure both checkboxes are checked:

On fast networks, connect using HTTP first, then connect using TCP/IP

On slow networks, connect using HTTP first, then connect using TCP/IP

Within the box titled Use this authentication when connecting to my proxy server for Exchange,

select Basic Authentication

i~

M Microsoft Exchange Proxy Settings @

Microsoft Outlook can communicate with Microsoft Exchange over the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets. Select the protocol and the
identity verification method that you want to use, If vou don't know which options to
select, contact your Exchange Administrator.

Connection settings
IUse this URL to connect to my proxy server For Exchange:
https: |}

Conneck using S5L only

| Only connect to proxy servers that have this principal name in their certificate:

V| On Fast networks, connect using HTTP first, then connect using TCPJIP
V| On slow networks, connect using HTTP First, then connect using TCP{IP

Proxy authentication settings

IUse this authentication when connecting to my proxy server For Exchange:

Basic Authentication v ’

[ QK J ‘ Cancel

-

14. Click OK in the Microsoft Exchange Proxy Settings window

15. Click OK in the Microsoft Exchange window

16. Within the window titled Add New Account, click Check Name. If you're prompted to enter your

Username and Password, do so now



17. Once the Server and User Name fields are underlined, click Next

A Add New Account 3

Server Settings
Enter the information reguired to connect to Microsoft Exchange or a compatible service.

Type the server name for your account. If you don't know the server name, ask your
account provider.

Server: Jc—qﬁba—ngﬂ-bﬁdc-BeclcFﬁg?‘g?b@emailmmDanv.nrh"

Use Cached Exchange Mode

Type the user name for your account.

| 4 | 1
User Name: |user@emailcompany.org ‘ | Chedk Name |

More Settings ...

<Back || mext> || cancel |

18. Click Finish to complete the configuration.

19. Finally, launch Outlook. Your email should begin downloading shortly.



