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The guide is to describe how to manually set up Outlook 2010 using MAPI by manually setup,
i.e. Microsoft Exchange.
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1. Get Started
1.1 Start from Setting up an Email account

If you start from setting up an Email account, please go through the following steps. If you start from
setting up a Profile of email accounts, please go to 1.2.

Step 1: Click Start, Click Control Panel, and choose Mail (32-bit)

NOTE: If you do not see the Mail icon, click Control Panel. There is a View By selection box on the
top right corner. Change the View from Categories to Small Icons. Then you will find the Mail (32-bit)
icon. Alternatively, click Start > Control Panel, and type Mail in the Start Search box on the top right
corner.

g B " e e
@Uv[@ » Control Panel » All Control Panel ltems »

- -

Computer

{ Mail (32-bit)

Control Panel

Step 2: In the Mail Setup dialog box, click E-mail Accounts.
M Mail Setup - Outlook (3]
E-mail Accounts
<3 Setup e-mail accounts and directories. Bl I
N
Data Files
Change settings for the files Outlook uses to Data Files. .. |

-
&‘3 store e-mail messages and documents,

Profiles

Setup multiple profiles of e-mail accounts and Show Profiles. .. I
data files. Typically, you only need one.

Close I
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Step 3: In the Account Settings windows, click New.

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

"I g New... P@Repaw % Change... €% SetasDefaulk X Remove @ &

Tm—' Type

Step 4: Please skip point 1.2 and go to point 2. Add New Account.
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1.2 Start from Setting up Multiple Profiles of Email accounts

If you start from setting up an Email account, please go to 1.1. If you start from setting up a Profile of
email accounts, please go through the following steps.

Step 1: Click Start, Click Control Panel, and choose Mail (32-bit)

NOTE: If you do not see the Mail icon, click Control Panel. There is a View By selection box on the
top right corner. Change the View from Categories to Small Icons. Then you will find the Mail (32-bit)
icon. Alternatively, click Start > Control Panel, and type Mail in the Start Search box on the top right
corner.

i - L A B A o &2
u'[@ » Control Panel » All Control Panel ltems »

Computer

{ Mail (32-bit)

Control Panel

Step 2: In the Mail Setup dialog box, click Show Profiles.
M Mail Setup - Outlook (5]
E-mail Accounts
<3 Setup e-mail accounts and directories. S ey, I
N
Data Files
Change settings for the files Outlook uses to Data e |

-
& ;% store e-mail messages and documents,

Profiles

Setup multiple profiles of e-mail accounts anc Show Profiles. .. |
data files. Typically, vou only need one.

Close I
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Step 3: In the Mail Setup dialog, click Add.

ia

Remove Properties

When starting Microsoft Outlook, use this profile:
" Prompt for a profile to be used
% Always use this profile

Step 4: Give it a New Profile Name, and then click OK.

Q Create New Profile

[ ok ]
rroﬂeName: ]l Canod_]
I
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2. Add New Account

Step 1:

Step 2:

Choose Email Account. Then click Next.

(A Add New Account - - -

| Choose Service

@ E-mail Account

your organization.

Connect to an e-mail account provided by your Internet service provider (ISP) or

() Text Messaging (SMS)

Connect to a mobile messaging service.
() Other

Connect to a server type shown below.

Fax Mail Transport

<gack || nNext> J|[ cancel |

Choose Manually configure server settings. Then click Next.

- S—
(A Add New Account ] . g
» 7
Auto Account Setup -
Connect to other server types.
) E-mail Account
Your Mame:
Example: Ellen Adams
E-mail Address:
Example: el m
Type the pa: d your Internet ser p der ha ou,
() Text Messaging (SMS)
@ Manually configure server settings or additional server types
i
<Back| | Next> | | cancel |
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Step 3: Choose Microsoft Exchange or compatible service. Then click Next.
(A Add New Account e o — ! ! — S5
Choose Service Al

\I/
=/

() Internet E-mail
Connect to POP or IMAP server to send and receive e-mail messages.

@ Microsoft Exchange or compatible service

Connect and access e-mail messages, calendar, contacts, faxes and voice mail messages.
() Text Messaging (SMS)

Connect to a mobile messaging service.
) Other

Connect to a server type shown below.
Fax Mail Transport

[ <Bak |[ mext> | | cancel

Step 4: 1 Fill in the Server name “az10excas31.hosting.local” and check the box for Use Cached Exchange Mode.
2 Fill in the company email address.

3 Click More Settings.

'ﬁwmm:

Server Settings
Enter the nformation required to connect to Mirosoft Exchange or 3 compatble service.

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

J Server:| azl0excas31.hostng.local
[V Use Cached Exchange Mode

Type the user name for your account.

User Name:
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Step 5: 1 Choose Connection.
2 Select Connect using my Local Area Network.
3 Check the Connect to Microsoft Exchange using HTTP box.

4 Click Exchange Proxy Setting.

A Microsoft Exchange " [
- e 1
| General | Advanced | Security | Connection
Connection

i i i ft
IExd'langewhenwork‘ngofﬁne: |2

...............................................................................................

(©) Connect using my phone line
©) Connect using Internet Explorer's or a 3rd party dialer

Modem

Use the following Dial-Up Networking connection:

| Properties... ‘ Add...

rﬁ;
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Step 6:

1 Fill in the URL as “outlook.hgcbizmail.com”.
2 Fill in the box as “msstd:outlook.hgcbizmail.com”.

3 Check the two boxes:

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

4 Choose Basic Authentication.

5 Click OK.

() 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 you don't know which options to
select, contact your Exchange Administrator.

Connection settings

Use this :
https:// | outlook hgcbizmail.com

|V] Connect using SSL only

[V] On fast networks, connect using HTTP first, then connect using TCP/IP
[V] On slow networks, connect using HTTP first, then connect using TCP/IP

Proxy authentication settings
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Step 7: Click Apply and then click OK.

VQ Microsoft Exchange -
= i =
| General | Advanced | security | Connection

Connection

Use these settings when connecting to Microsoft
Exchange when working offline:

@ Connect using my Local Area Network (LAN)

(©) Connect using my phone line

(©) Connect using Internet Explorer's or a 3rd party dialer
Modem

Use the following Dial-Up Networking connection:

a

!Propertles... ‘ Add... 1

|| outlook Anywhere I
Connect to Microsoft Exchange using HTTP

“ | Exchange Proxy Settings... | l

| 2| o | | o]

Step 8: Click Check Name (SKIP this step if the service is not on yet).

3 %a New Account [=5)

Server Settings
Enter the nformation required to connect o Mcarosoft Exchange o 8 compatible service.

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

“ Server:  arilexcas3ihostnglocal
[V Use Cached Exchange Mode

Type the user name for your account.

s me: -

[ o<tss [ _met> ][ cod |
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Step 9: A Login window will be prompted up.

Fill in the email address and password and check Remember my credentials box.
Then click OK.

(SKIP this step if the service is not on yet).

r@ Windows Security s

Mail Application
Connecting to your-email-address@domain.com

@ — J

[/ Remember my credentials

Step 10: Click Next.

[ asaNew accoumt (=)

Server Settings

Enter the nformation required 1 connect 1o ft Excharge o » tbie service.

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

SCcount provider ..
“ Gerver:  AZMEXCASIA hostng Joca

[V Use Cached Exchange Mode
Type the user name for your account.
e Name w4 Check Name
1 ,
< fack | et > l‘ Cancel
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Step 11: Congratulations! The account has been successfully setup in Outlook 2010.
Click Finish.

You have successfully entered all the information required to setup your account.

To dose the wizard, dick Finish.

Step 12: Click OK to close the Mail window.

Generdl
@ The following profiles are set up on this computer:

Outiook -

When starting Microsoft Outlook, use this profile:
" Prompt for a profile to be used
& Always use this profile

|outiook
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3. Get Help and Support

We are glad to assist you with any enquiry or issue on the setup and use of service. Please contact our
Support team via phone at 3160 3160.
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