?
CONFIGURING OUTLOOK oc}oesecu re

This document has 2 sections: déb Virtual Oﬁice

e Quick Start Guide
e Configuration Walkthrough - where
each installation step is explained
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Up and running solutions at an affordable price

within 1 minute

e |If you have any problems please
don’t hesitate to contact
support@SecureVirtualOffice.com
quoting your username.
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Quick Start Guide

There are a few short steps to get you
receiving and sending emails. This
only as to be done once.

® Launch Outlook

® Run through the wizard

® Select a server type of Microsoft Exchange Server

® Enter Microsoft Exchange server as:
svodemol.svodemo.local
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1) Launch Outlook

After you have logged on the site launch outlook from the Applications web page.

a Applications - Microsoft Internet Explorer ﬂﬂ I n Ovat at | Ve, Val u e_ad d | n g

File Edit Wew Favorites Tools Help f o o
(@ ©- [ @ B Poorir Foroore BB 5 B - L solutions at an affordable price
JAddress @ https: funane  secureva, comfLaunchPad!NMHome . asp?pgid=MMapplications j Go |J Links @ RedDaot Ch 3
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SVO Applications

Applications

® Applications

® Connections This page shows all your applications. To launch an application, click its icon.

-
. gg::::ad Client 'IC'HDCLelfDr;;: Zgiri'nalnpplications list, click refresh application list. To logon as another user,
User: Application Description
SIS E Ty Access 2003 Database Application
Excel 2003 Spreadsheet Application
@ outlook 2003 Email application
Bl PowerPaint 2003 Presentation application
Publisher 2003 Desktop Publishing
@ Word 2003 Word processing application
@ https: f v, secureyvo, comfLaunchPad/NMHome, asp?pgid=MMApplications I_I_I_I_E|° Inkernet j




Configuration Walkthrough

2) Startup Wizard

You should be greeted by the Outlook 2003 Startup screen, Hit next.

J[=]F3

Microsoft Office Outlook
© Fle Edit Wew Go Tools Help

E-k) Find Type acontacttofind - | (@) !

Configuring Outlook

Configuring Outlook Accounts

Creating Welcome Message

Outlook 2003 Startup [x]

Outlook 2003 Startup

‘Welcome to the Qutlook 2003 Startup wizard, which will
guide vyou through the process of configuring Outlook
2003,

Type a question for help =

= Back I Next > I Cancel
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Configuration Walkthrough

Hit Next Again. The default yes will already have been selected to create an email account.
= EY

Microsoft Office Dutlook
Type a question for help -

© Fle Edit WYew Go Tools Help
:ZpFind Type acontacttofind - | @! |ﬂOV8.tatIVG, Value'addlng
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Configuring Dutlook

Configuring Outlook Accounts

Creating Welcome Message

Account Configuration [ <]

E-mail Accounts

Y¥au can configure Outlook to connect ta a Microsoft Exchange Server, Inkernet
E-mail, or other E-mail server, Wwould vou like to configure an E-mail account?
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Configuration Walkthrough

3) MS Exchange Server

Select Mircosoft Exchange Server and hit Next

Microsoft Office Outlook
© File Edit Yew Go Tools Help

iBoFind Typeacontact tofind - | @) !

Configuring Dutlook Accounts

Creating Welcome Message

IC uring Dutlook

E-mail Accounts [ x|

Server Type
‘¥ou can choase the bype of server your new e-mail acount will wark with,

Ji[=] B3

Type a question For help

& Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public Folders, and share
documents.,

" pOP3
Connect ko a POPS e-mail server ko download your e-mail,
 IMAP

Connect ko an IMAP e-mail server to download e-mail and synchronize mailbo:x:
folders,

" HTTP
Connect ko an HTTP e-mail server such as Hotmail ko download e-mail and
synchronize mailbox: Folders.

" Additional Server Types
Connect ko another workgroup or 3rd-party mail server.

< Back I Mext = I

Cancel
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4) Exchange Server Settings

Enter the Microsoft Exchange server as:

svodemol.svodemo.local Inovatative, value-adding
And hit Next. solutions at an affordable price
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Type a question for help -

Microsoft Office Dutlook

© Ele Edit Yew Go Tools Help

i BpFind Type acontacttofind - | (@ !

Configuring Outlook

Configuring Outlook Accounts

Creating Welcome Message

E-mail Accounts [ =]

Exchange Server Settings
‘¥ou can enter the required information to connect to your Exchange server,

Type the name of vour Microsoft Exchange Server computer. For information, see wour
syskem administrator,

Microsoft Exchange Server: |sv0dem01 .svodema.local
I™ Use Cached Exchange Mode

Type the name of the mailbox set up For vou by your administrator, The maibox name
is usually vour user name.

LUser Mame: Chigck Hame |

[Mare Settings ...

< Back | Tt = | Cancel |
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5) Finish
That's it. You are done. Hit finish.

(8 Microsoft Ofice Outlook Pl X Inovatative, value-adding

© Fle Edit Wew Go Tools Help Type a question for help ~
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Configuring Outlook Accounts

Creating Welcome Message

E-mail Accounts =

Congratulations!
‘ou have successfully entered all the infarmation required ko
o sebup your account.
To close the wizard, click Finish,
|
™




Configuration Walkthrough

3) MS Exchange Server

Select Mircosoft Exchange Server and hit Next

Microsoft Office Outlook
© File Edit Yew Go Tools Help

iBoFind Typeacontact tofind - | @) !

Configuring Dutlook Accounts

Creating Welcome Message

IC uring Dutlook

E-mail Accounts [ x|

Server Type
‘¥ou can choase the bype of server your new e-mail acount will wark with,

Ji[=] B3

Type a question For help

& Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public Folders, and share
documents.,

" pOP3
Connect ko a POPS e-mail server ko download your e-mail,
 IMAP

Connect ko an IMAP e-mail server to download e-mail and synchronize mailbo:x:
folders,

" HTTP
Connect ko an HTTP e-mail server such as Hotmail ko download e-mail and
synchronize mailbox: Folders.

" Additional Server Types
Connect ko another workgroup or 3rd-party mail server.

< Back I Mext = I
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Outlook should launch and you can now send and receive emails.

8] inbox - Microsoft Outlook | _ O] x|
Type a question for help

{ Fle Edit Wiew Go Tools Actions  Help

Pgdlew | S B3 X | EhReply ERReply to Al 6 Forward | FSendfReceive - | SpFnd

Favarite Folders Arranged By: Date |Newest onkop T A|

@ Inbiox There are noitems to shaw in this view,
L thread Mat
L For Folowr L
@ Sent Ikems

All Mail Folders
=] (@ Mailboz: - paul bookcheck

(&l Deleted Ttems

@ Drafts

ﬁz Inbox

3 Junk E-mail

@ Outhox

E Sent Items
[ search Folders

| @ Typeacontacttofind - | @) !
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[~ Mail
7 calendar
|8=] contacts
ﬂ Tasks

L@z -

‘D Ttems ||£| Online 2
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e |f you havelany problems please don/t hesitate to contact Cheltenham UK

support@SecureVirtualOffice.com +44 (0) 1242-525298
HHCHNTNOH www.securevirtualoffice.com
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