Enabling Synchronize and Offline use
within Outlook 2000.
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Right click on Microsoft
Outlook desktop shortcut Open
and select properties. Micro

Okl

Cuk

Create Sharkouk
Delete
Renarme

Properties

Then select the Microsoft Ms Exchange Settings Properties x|
exchange server and click Services | Defven | Addressing
properties
The Following information services are set up in this profile:
f'-"ilirlj::l:lft EZ:-:ZEhaFuJE SErver
Outlook Address Book
[
Add. .. | Remove |
Copy... | about, .. |
Show Prafiles., .. |
(1]4 | Cancel | Apply | Help |
On the General tab ensure Microsoft Exchange Server x|
that, ma_nua”y control General |.t'-‘«dvanced Dial-Up Metwaorking | Flemote Maill
connection state and choose Microsaft Exchan ,
) 20 Qe SErVEr:
the connection type are |SSER'u'1
selected. Mallbarc

IJames Timms zheck Name |

—When starking
" Automatically detect connection stake
' Manually control connection stake

W Choose the conneckion bype when skarking!

& Connect with the network:

Default conneckion state
’7(' ‘Whark offline and use dial-up netwarking

| 30 Seconds Until Server Connection Timeouk

0k I Canzel Apply Help

Enabling Synchronize and Offline use within Outlook 2000.doc
Enabling Synchronize and Offline use within Outlook 2000




Now under advanced click Microsoft Exchange Server x|
Ofﬂlne fOIder flle SEttIngS General Advanced | Dial-Up Netwolkingl FRemote MaiII

—Mailbioes
Open these additional mailboxes:
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C Add...
Bemove |

—Encrypt information
[ when using the network
[ when using dial-up networking

Logon nebwork, security:
INT Password Authentication j

™| Enable offline use Offline Folder File Settings... |

0K I Cancel Apply I Help |

Leave the file location as Offline Folder File Settings x|

default unless required
. R Ei|E.-: DiaktalMicrosofthoutookloutlook, ost Erowse
otherwise. Then click ok. —— _oreuso |

Encryption Setking

" Mo Encryption
* Compressible Encryption
- Eest Encryption

Reduces the size of your offline
Folder file

Disable OFfline Lse The affline Folder file will nat be
= opened an startup

Ok I Cancel | Help

Cormpack Mo

Microsoft Dutlook Dffline Folders

You are then prompted,

Would you Ilke to Create this @ The file C:iDocuments and Settings\AdministratoriLocal Settings|Application DatalMicrosaftiCutiookioutiook, ost could not be found, Wo
create it?

file, answer yes. The OST —

file will now be created.
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This will then return you to
the advanced screen but
enable offline use should
then be ticked. Click OK.
Then click OK again to exit
exchange properties screen.

Now launch MS Outlook.
You are now prompted to
choose connect or work
offline. Choose connect as
we are currently on the
network.

Select the tools menu, go to
synchronize and across to
offline folder settings.
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Microsoft Exchange Server

|

General Advanced | Diallp Netwnrkingl Fiemate Maill
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—Mailboxes
Qpen these additional mailboxes:

Add. ..
Remove |

—Encrypt infarmation

[ when using the petwork
[ when using dial-up netwarking

Logon netwark security;

INT Password Authentication j

¥ Enable offline use

(] | Cancel Apply | Help |

Microsoft Exchange Server

You can conneck ba the server using the
netwaork, ar wark offline and wse dial-up

netvaorking.

Wiark Offline Help

=) | iFhoeng  send

& Mailbox - James Timms - Microsoft Dutlook
J File Edt ‘iew Favorkes | Tools fctions Help
| Gen -

2.

SendfReceive }
Synchranize [ | Mai and Calendar
Remote Mail 3
Dial-Up Connection 4 Lk &
= This Eolder

Address Book. .

Chrl+Shift+8
Advanced Find...  ChrHShift+F
Find Public Folder...

Contacts
il Deleted Tter
Drafts

Trhm

Daownload Address Book.,.




Now ensure that all folders
that are required are ticked
for synchronization. This
can be done by expanding
folders and clicking the
empty box.

Ensure that all options are
ticked.

Click on download options
and remove tick for don’t
download messages larger
than 50kb. Click OK, OK
and these are then applied.

Select tools Synchronize
and then All folders. This
will synchronize up the
selected folders.

Offline Folder Settings

2lx|
All Folders I Quick Synchranization |

OFfline Faolders

ﬁf-\) Check the Folders that ywou want ko be available
f\_’% when working offline. {Mote: vour default Folders

are always available.)

i W] g% Contacts =]
A 63 Deleted Items

-lgEt Drafts J
2 Inbax

W55 Clients

w55 Microsoft Updates

k= rersonal
E ) = I P LI

Clear all |

Qpkions
[v Download offline address book
v synchronize Forms

Filter Selected Folder... |

Setkings. .. |

¥ synchronize Folder home pages

Download Sptions. .. |

o 1

Cancel apply

Download Options 21

Message size limit

‘fou can limit the size of messages that are downloaded ko vour Inbox iF you wank bo minimize
connect time. Qutlook will create a rule that will move all messages larger than the size
specified to the designated Folder on wour server and notify vou when it does.

I™ Dont downlnad messanes laraer thart |5U = w

Exceptions

Outlook will download the large message to your Inbox if it meets any of these conditions:

T Eom. ||

= marked as high priarity
™ Flaggedito; I j

Yfou|can create mare complex exceptions by modifying the "Large Message Rule” rule using
the Rules Wizard om the Tioals menu,

Restore Default Rule | OF I Cancel

JEiIe Edit View Favorites |IDU|5 fictions Help

Jﬁew - g ‘ %Send,l Send/Receive »

Mailbox - James

Falder Lisk X
B {utlook Today -

@ Calendar
]@ Cankacts

¢ [l Delsted Ttem

F o I

Ll

1 Mail and Calendar

Address Bogk,..  Ctrl+ehift+E

This Falder

@ Rules Wizard. .
'@ Empty "Deleted Items" Folder

Offine Folder Settings...

SBFYIES. . Download Address Boak...
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Now exit Outlook, then Microsoft Exchange Server

restart Outlook, this time ; o th .
. . au can connect bo the server using the

seleqtlng work o.ff-llne and @ netwaork, ar wark offline and wse dial-up

confirm that mail is present. networking.
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Wiark Offline | Help |

Synchronization can be run while offline by pressing “F9” or scrolling to the
tools, synchronization and selecting “all folders”. Offline usage of Outlook is
now possible, when connected on the LAN use Connect when starting
Outlook, at other locations use Work Offline and synchronize when a
connection is made Via VPN/Internet.
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