Hosted €Exchange Information Sheet il

Once your account(s) have been established you will receive your login information on a form similar to
the one below.

Hosted Exchange Information Sheet

Client Name Support Toucan Support Desk
Contact Technical T: 08450 260222
Details Contact E: support@
U DC PpD A s
Access your email on the go...
Access URL:
Username:
Password:

Toucan ActiveSync Service

Sync your mail to Mobile devices...
Server:

Username:

Password:

Standard Users
Username Email Address Password Additional Aliases
n/a

Please follow these easy steps exactly to configure Microsoft Outlook 2003 to work with our
Hosted Exchange.

First, click on your Start button
Then click on Control Panel.
When the Control Panel opens, double-click on Mail.

You will see this window.
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Internet

Mail Setup - BRNets |

E-mnail Accounts

o Setup e-mail accounts and direckaries,

i

[raka Files

+, ichange sel_:tings for the Files Qutlook uses to Data Files. .. |
\4@& store e-mail messages and documents,

Prafiles

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

Close |

Click “Show Profiles”

You will see this window:
Mail Ed|

General |

L\g The Following profiles are set up on this computer;

_g

i

add, .. Remoyve Properties | Cop.., |

Wehien skarting Microsoft Office Outlook, use this profile:
i Prompt For & profile to be used

" always use this profile

[Ertets |
(] 4 I Zancel | Apply |

Click “Add”
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hewprotie K|
[ Ok

@-'Cr_e’at’e_mew Profile

g Cancel |

Prafile Mame:
Itest@hastedexchangetrial.n:n:nml

Enter in your email address, and click OK.

E-mail Accounts

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

E-miail

+ Add a new e-mail accounk)
" View or change existing e-mail accounts

Directory

" Add a new directory or address book
" Wiew or change existing directories or address books

<Back | Next> Close I

Select “Add a new e-mail account” then click Next.
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E-mail Accounts Ed

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

(+ Microsoft Exchange Server:
Connect to an Exchange server to read e-mall, access public Folders, and share

" poP3
Connect to a POP3 e-mal server to download your e-mail,
" MAP
Connect to an IMAP e-mail server to download e-mail and synchronize mailbox

" HTTP
Connect to an HTTP e-mai server such as Hotmad to download e-mail and
synchronize mailbox folders,

" additional Server Types
Connect to another workgroup or 3rd-party mail server,

< Back Net> | Cancel |

Select “Microsoft Exchange Server” and then click Next.
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Add Mew E-mail Account

Microsoft Exchange Settings
‘¥ou can enter the required information to connect to Microsoft Exchange.

Type the name of wour Microsoft Exchange server, For information, see wour system
adminiskratar,

Microsoft Exchange server:  |mail. networkhosting. co,uk

Use Cached Exchange Mode

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

User Name: |Hosted User] Check Name

More Settings ...

« Back ” Mexk = ][ Cancel ]

Enter your details as follows:

Microsoft Exchange Server: mail.networkhosting.co.uk
User Name: See table at the start of this document

Click “More Settings”

You may experience an approximately one-minute delay followed by this window:

Microsolt Office Outlook E

The-action could not be completed. The connection bo the Micrasoft Exchange Server is unavailable. Cutlook must be online or

I conneched ko comphete this action.

Simply click OK and then “Cancel on this window:
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Microsoft Exchange

General

Microsaft Exchange server:

|mail.netwu:urkhu:usting.u:u:u.uk |

Mailbio s
|H|:|5teu:| User | [Check Marne ]

once the names have been checked and are underlined,
click O,

L (0] 4 J[ Cancel J apply

Now, this dialog is displayed:

Microsoft Exchange Server E

General | Advanced | Security | Connection | Remote Mail |

Exchange Account
Type the name by which you would like to refer to
this account. For example: "Work” or "Microsaft

~When starting
& putomatically detect connection state
" Manually control connection state
I CGhoose the connection bype when starting
Defaulk connection stake
% Connect with the network

€ Work offline and use digl-tp networking

[30  Seconds Uintil Server Connection Timeout
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Click on the tab named Connection:

General | Advanced | Securty Connection | Remote Mail |
Caonneckion

-server when working offling:
& Connect using ry Local Area Metwork (LAN)
" Connect using my phone line .
" Connect using Internet Explorer's or a 3rd party dialer

Maderm
[Ise the Following Bial-Up Netwerking conmection;
I Iz
Properties, Add.., I

Check the box beside “Connect to my Exchange mailbox using HTTP” and then click the button
labelled

“Exchange Proxy Settings”.
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Microsoft Exchange Proxy Settings

Microsaft Office Dutlook can communicate with Microsoft Exchange over the Internet by
nesting Femote Procedure Calls (RPC) within HTTP packets. Select the protocol and the
identity verification mekhod that wou want ko use, IF wou don't know which options ko
select, contact vour Exchange Administrator,

Conneckion setkings

Idse this URL ko connect ko my procy server For Exchange:

htkps: [f | mail. netwarkhosting, co,uk, |

Conneck using S5L only

[ onky conmect to proxy servers that have this principal name in their certificate:

on Fast networks, connect using HTTP First, then connect using TCPJIP
on slow nekbworks, connect using HTTP First, then connect using TCPYIP

Prozey authentication settings

Ilse this authentication when connecting ko my prowxy server for Exchange:

|Basi|: Authentication w |

L Ok J[ Cancel J

Fill out the dialog exactly as shown above and then click OK.

You will be returned to this dialog:
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Add Mew E-mail Account

Microsoft Exchange Settings
‘¥ou can enter the required information to connect to Microsoft Exchange.

Type the name of wour Microsoft Exchange server, For information, see wour system
adminiskratar,

Microsoft Exchange server: |mail.networkhosting.ca.uk

Use Cached Exchange Mode

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

Lser Mare: |H'35t9'2| User| | Check Mame

More Settings ...

[ < Back, ]L Mexk = J[ Cancel J

Click Next.
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TOUCAN
|i|| Internet

E-mail Accounts

¥ou have successfully entered all the information required b
Setup your account.

To close the wizard, chck Finish.

Click Finish.

You will return to the Mail control panel applet.
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Y

General |

"

_'u.\:g The Follmwing profiles are set up on this computer:

testi@hostedexchangetrial.com

Remove Properties Copy...,

Wehien skarting Microsoft Office Outlook, use this profile:
% Prompt for a profile to be used

£ ahways use this profile

BRMNets |

(] 4 Zancel | Apply |

Either select the profile you just created for permanent use (“Always use this profile”) or leave

the default setting of “Prompt for a profile to be used”.

Now Microsoft Outlook 2003 is set up to use our Hosted Exchange service!
To open Outlook, click on your Start button.

Click on All Programs then hover over Microsoft Office. Finally click on Outlook.
Select a profile if necessary:

Choose Profile |

AV ETEH hostedexchanoetrial.comilg Mew, ..

Ok I Cancel | thinns>>|

And then click OK.
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Connect to MAILD91.mail.lan

———

|

Enter your Email Address as your User Name, and enter your password when prompted.

The main Outlook window will open and Outlook will begin to synchronize to your mailbox.
Depending on the size of your mailbox, this may take quite a while. If it’s empty, it’'ll happen in

seconds:

'I-.|h|:--! Microsalt Dutlook {Loggeng Enabiled)
fle Ed Yew G0 Jook  fdions  fHelp
 nitiew | o By K Bfieely 40 ey o B, Py | (% SerclfRiagaive ~ | 2nFed @l | ) e s cotadiofind  w ‘“l

Faworibe Folders | | Arranged By: Date |Hewestonitop T -|

) Enbox Thesre are mo e bo show in this visw,
4 Livead val
L} For Folow U
] Sk e
| Al Mal Fokders |
| = ¥ Madbo - Test User
fa) Deleted thems
| Drafes
L2} Inbeoex
[ Jurk E-mal
[ O
L3 Sant: e
® [ Search Folders

Twpe & queshon for Felp =

|ﬂ“'h'i ]

This Fokder s up b date, | 0] Connected = |
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Notes:
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