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Open Outlook select Email Accounts 5] www.plustech.co.uk

“TOOIS” from the menu and E";‘::';?;‘;::se the e-mail accounts and directories that Outlook uses., @
then click “E-Mail 7
Accounts...” s i

& Hjew o change existing e-mail accounts:

Directory
" add a new directary or address book

" Wiew or change existing directories or address books

¢ Back I Mext > I Close |

Leave the default settings Email Accounts %)
and click “Next” E-mal accounts -

¥ou can select an account and change its settings or remove it,

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

Click on “Change”

[ Type n Change. ..
>

Exchange (Default) A,
Remove
Sef as Default
Move Up

I [EX] Move Dowrr |

Deliver pew e-mail to the Following location:

[Mailbox - Adam Easter | Mew Outlook Dsta File...
< Back I Firizh I Cancel |

E-

unts L;PJE
Then select “More Settings’>| "o s 3

‘ou can enter the required information to connect ko your Exchange server,

vpe ame of your Microsoft Exchange Server computer, For information, see your system
administratoPy

Microsoft Exchange

Type the name of the mailbox set up ou by your administrator, The mailbox name is usually
YOUr User name.

User Name:  [adam Esster

More Settings ...
< Back I ezt | Cancel |
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First select the “Manually

Microsoft Exchange Server ﬁ

control Connections State’
option. Then Check the box
“Choose the Connection
Type when Starting™

Then click the “Advanced®
tab

Q\-‘\hen starting
\ Autornatically detect connection state

Gieneral |."-‘«dvanced| Eannectianl Remate MaiII

Exchange Account

Tvpe the name by which vou would like to refer to
this account, For example: "Work! or "Microsoft
Exchange Server”,

IMicru:usoFt Exchange Server

\g%anually contral conneckion state

v Choose the connection type when starting
Default connection state

|7ﬁ' Connect with the netwark,

" work offline and use dial-up networking

| 30 Seconds Unkil Server Connection Timeauk

Ok I Cancel Apply Help

Click the “Offline Folder

Microsoft Exchange Server ﬁ

File Settings...” button.

General Advanced Eonnectionl HemnteMaiII

—Mailboxes
Cpen these additional mailboxes:

\Mailbe: - Jarnes Timmns i add. ..

M Remowve |

ilbox - Katalin Bedocs

Logon network security: \

IPasswnrd Authentication ;I

Cffline Eolder File Settings. .. |

o]

Cancel | Apply | Help

Select the location save the

Offline Folder File Settings

“outlook.ost” file. —— |
Then click “OK”

It will ask if you want to
create outlook.ost. Say
“Yes”.

—
File: | DatalMicrosoftioutlook)outlook. ost Erowse |

Encryption Setting

£~ Mo Encryption
% Compressible Encryption
(o Best Encryplion

Reduces the size of vour offline

Compack Mow
Eals Folder File

The offline Folder file will nok be

Disable Offline Use
opened on startup

o]

Cancel | Help
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Click “OK” again and then
click “Next”

Then in the final box click
“Finish”

Now from the “Tools” menu
select “Send\Receive
Settings”. Then “Define
Send\Receive Groups”. The
following box with then
appear.

Click on “edit”

Now ensure all of the check
boxes on the right hand side
are selected.

\_

Also check any other folders
which you want to be
synchronized.

Click “OK” then “Close”

iy i [B%]

E-mail Accounts
*You can select an account and change its settings o remaove it

Dutlook pracesses e-mail for these accounts in the Following arder:

| Change...
Add...

Mame

Wicrasaft Exchande server

Type
Exchange (Default)

Remove

< M &l | Hovesown |

Deliver new e-mail ko the follawing location:

IMa\Ihﬂx - Adam Easter d ew Outlook Data File. ..
<Back [ Freh | Cancel |

Send/Receive Groups W

@ A Send/Receive group contains a collection of Qutlook accounts and

K’Qg folders, You can specify the tasks that will be performed on the group
during a sendjreceive, You can also specify different group options for
when Cutlook is online and offline.

Group Name Send/Receive when
se——
All Accounts Orline and Offline : e, ..

Edit...
Copy...

Remove

il

Rename

Setting for group "all Accounts”

When Outlook is Online
¥ Include this group in sendreceive (F3),

[ schedule an automatic send/recsive every I 5 _I:j mirites,
[ Perfarm an aukamatic sendjreceive when exiting.

When Outlock is OFfling
¥ Include this group in sendreceive (F3),

[ schedule an automatic send/receive every I 5 _lj minukes,

Close

| |

Sand/Re
fecounts |
¥ Include account in this sendjreceive group Account Properties. .
Microsaft Check folders to incude in sendjreceive

Exchange Server

Mailbox - Adam Easter [a ¥ Zend mail items
- Mg Calendar

m v Receive mail items

Tk
(7 Deleted Items (53
155 Drafts

1 Inbox

13 Journal

[1§2s Mates m

¥ Make Folder home pages available
offline

v Synchronize Forms

¥ Download offline address book
U Address Book Sethings. ..

Any filker options applied ta this Folder will also
apply o every sendjreceive group that this Folder
isincluded in,

Limit Message Size... Download options applied to the inbox will also
= apply ta every sendfreceive group that the inbox is

included in,
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When Se'ecting f0|de|’s to Send/Receive Settings - All Accounts 2J&d
SynCh ron |Ze, remember to _Egu_nt's_l ¥ Includs account in this sendjrecsive group Account Properties. .
select sub-folders 2

Microsoft Check folders to indude in sendjreceive
individually as they are not = v W +4z} 12t96 ;35894Z
1 — | e Rou ¥ Receive mall items www.plustecn.co.u

picked up by default. — L e P

B Inbox _ || ¥ Make folder home pages svallsble

13 Journal 7 = nfflwns .

1 1 H [1§2 Motes ¥ Synchronize Forms

Then click on “Limit CI6 ot -

155 Sent Ttems I Download offline address book

Message Size”

Spam
= [l e B
©ptions for Falder "Job";
Eilter Selected Foldsr ., Ay filker options applied ta this Folder will slsa
- apply to every sendjreceive group that this Folder

o
\ is included in,
Limit Message Size... Download options applied to the inbox will also
= apply ta every sendfreceive group that the inbox is

included in,

Here you will need to Download Options BAx]
deselect the “Don’t Message sizs it

“fou can limit the size of messages that are downloaded to your Inbox if you want to minimize

down IOad messages Iarger conneck time., Cutlook will create a rule that will move all messages larger than the size

specified to the designated folder on your server and notify vou when it does,

tha‘n e '” CheCk bOX \\‘_ Dont download messages larger than: | S0 33 KB

Exceptions

Gutlook will dewnload the large message bo vour Inbox if it meets any of these conditions;
] Erom... | |
I™ Marked as high priority:

I™ | Flagged ta: I ;‘

can cl tions by modifying the "Latge Fule" Fule using

|

Now Select “TOOIS” > ‘Z5 Outlook Send/Receive Progress u =] E
“Send\ReCe ive" > “Send 1 of 2 Tasks have completed successfully
i ” l et ails
and Rec_elve AI I ' “ » I~ Don't show this dialog box during SendjReceive ﬁl
Alternatively press “F9
.. Tasks | Errars
When this is done the Jorr |

. . Mame | Progress | Remaining
fOI IOWI ng bOX WI I I appear ¥ Microsoft Exchange Server Processing
¥ Microsoft Exchange Server - Sending Processing

When this is done your files
WI“ be Synchronized. Microsoft Exchange Server Cancel Task |

Synchronizing Forms

a1
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