Configuring Outlook 2000 with Windows XP

Introduction

Now that you have your mobile card you will want to be able to send and receive your mail
while working away from your office and so you need to configure Microsoft Outlook to
provide you with this service. This is known as using offline folders and offline folders ensure
that whether you are in your office or mobile, your email remains synchronised at all times.

Microsoft Outlook also needs to know the type of connection that you are using and how it
should collect your email, so by configuring it in the best way for your connection you can
create the most efficient way to synchronise your mail.

Just a few steps are needed to set this up and you will now be guided through how to do this.

How to Configure offline folders

® In Outlook 2000, click on Tools and select Services.
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Services

Services IDeIiver_l,JI Addressing

The following information services are zet up in thiz profile;

Personal Address Book .
Personal Folders

Add... | Remove | Properties

Copy... | About. . |

Ok I Cancel Apply Help

@ Highlight Microsoft Exchange Server.

® Click Properties.

Microsoft Exchange Server

General |Advanced| Dial-Jp Metworking | Remate MaiII

Microsoft Exchange server:

Mailbo:
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—When starting
% automatically detect connection state
¢ Manually control connection skate

[T Choose the connection bype when starting
Default connection state
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€ work offline and use disl-up networking

| 30 Seconds Until Server Connection Timeout

0K I Cancel Apply Help

® Click the Advanced Tab.

Version: Outlook 2000, Win XP v1.2
Issue Date:
ISO Check: orange”



Configuring Outlook 2000 with Windows XP

Microsoft Exchange Servern %]

General Advanced | Dial-Up Networkingl Remote MaiII

—Mailbaxes
Open these additional mailboxes:

add...
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[~ when using the network
[ wWhen using dial-up networking

Logon network security:

INT Password Authentication LI

v Enable offline use Offline Folder File Settings. .. |
(n] 4 I Cancel Apply | Help |

® Click Offline Folder File Settings.

Offline Folder File Settings

File: Hioutlookiautl:

Encryption Setting

" Mo Encryption
& Compressible Encrypion
" Eest Encryption

Compact Mow | Reduces the size of vour offline
— Folder File
Disable CFfline Use | The offline Folder file will not be
= opened on startup
(o4 I Cancel | Help

® Click OK.

Microsoft Outlook Offline Folders

".. The file C:\Documents and SettingshAdministratoriLocal Settings\application DataiMicrosoftiOutlookioutlook, ost could
- not be found, Would vou like to create it?

@ |If you get the above message then click Yes.
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Microsoft Exchange Server %]

General  Advanced | Dial-Up Netwolkingl Remote MaiII

~Mailboxes
Open these additional mailboxes:

Add...

Remove |

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

Logon network security:
INT Password Authentication j

v Enable offline use Offline Eolder File Settings. .. |

QK I Cancel | Lpply | Help |

® Ensure Enable offline use is selected.

® Click Apply.
® Click OK twice.
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@ Click on Toolsand select Options.
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Options

Freferences  Mail Services | Mail Format I Speling I Security I Other I Delegatesl

Startup setkings
" Prompt for & profile to be used

M3 Exchange Settings LI

Mail options

@ Check, For new mail on:
: Microsoft Exchange Server

—I¥ Enable offline access
I when online, synchranize all folders upon exiting

I~ when online, automatically synchronize all offline Folders

EVErY Wi’ minutes

™ When offline, automatically synchronize

IAII Folders ;I EVERY ISD i’ rinukes
Offline Folder Settings. .. | Reconfigure Mail Support. .. |

QK I Cancel | Apply |

® Click on the Mail Services tab.

@ If you have more than one Outlook profile installed then select Prompt for a profile to
be used. This enables you to choose the correct profile for your location. Otherwise
select Always use this profile.

® Tick Enable Offline Access.
@ Click Apply.
® Click OK.
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How to configure Outlook to check mail every 10 minutes for
background synchronisation

® In Outlook 2000, click on Tools and select Services.
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Services

Services | Deliver_l,ll Addressing

The following information services are set up in this profile:

ticrozoft Exchange Server
Personal Address Book
Perzonal Folders

Add... | Femaove | Froperties

Copy... | About.. |

QK I Cahcel Apply Help

@ Highlight Microsoft Exchange Server.

® Click Properties.
® Click the Remote Mail tab.
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Microsoft Exchange Server

® Click Schedule.

General | Advanced | DiaUp Metwarking  Premate Mail |

~Remote mail connections
“p
© Retrieve items that meet the Following conditions:

Filter... | Retrieve al items

|v Disconnect after connection is Finished

~Scheduled connections

Schedule |Next Connection At MNone scheduled

* Process marked items
" Retrieve items that meet the Following conditions:

Filte. .. | Retrieve all items
(u] 4 I Cancel Apply Help

Schedule Remote Mail Connection |Z|

Connect using the Following schedule:

[~ ap IEIEI ;oo i’
v E WﬂHDUFS s Minukes

Mext Connection At 15/0902003 12:09

oK I Cancel | Help |

® Tick Every and enter 00: 10 (Ten minutes or your preferred time).

e Click OK.
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HWicrosoft Exchange Server 3

Genelall Advancedl Dial-Up Metwarking  Femate bai |

—Remote mail connections

" Retrieve ikems that meek the Following conditions:

Filter. .. | Retrieve all ikems

2 Disconnect after connection is finished

Scheduled connections

Schedule |Next Connection &t; None scheduled

% Process marked items
{7 Retrieve items that mest the Following conditions:

Filter. .. | Fetrieve all ikems
oK I Cancel Apply Help

® Click Apply.
e OK twice.

To Synchronise
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® Click on Tools, scroll to Synchronize and select All Folders. Alternatively press F9.

To check for Email manually

® Click on the Send & Receive button in the main tool bar.
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