Configuring Outlook 2002 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 flders 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 2002, click on Tools and select E-mail Accounts.
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E-mail Accounts

E-mail Accounts
‘fou can change the e-mail accounts and directories that Outlook uses. :

E-mail
" add a new e-mail account

& Yiew or change existing e-mail accounts:

Directory
¢ add anew directory or address book

©” View or change existing directories or address books

< Back I Mest » I Cloge

@ Highlight View or change existing e-mail accounts.

® Click Next.

E-mail Accounts

E-mail Accounts
‘You can select an account and change its settings o remove it. ;

CQutlook, processes e-mail For these accounts in the Following order:

fame | Tvpe | Change...
Microsoft Exchange Server Exchange {Default)

add
Rermowve

Set as Default

it

Move Up

£ |@  MoveDown

Deliver new e-mail to the Following location;
Personal Folders LI Mew Qutlook Data File. .. |

< Back I Firizh I Cancel

@ Highlight your remote Microsoft Exchange Server account.

® Click Change.
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Exchange Server Settings
Yol can enter the required infarmation to connect ba your Exchange server,

<

Type the name of your Microsoft Exchange Server computer, For information, see wour syskem
adrninistrator,

Microsoft Exchange Server:

Type the name of the mailbox set up For wou by vour administrator, The mailbox name is usually
YOUF USEr name.

Iser Mame: | Check Marne |

More Setbings ... |

< Back I et » |

Cancel |

® Click More Settings.

Microsoft Exchange Server

General |.f5.dvanced| Connectionl Remate MaiII

Exchange Account

Tvpe the name by which you would like to refer to
this account. Far example: "wark! or "Micrasoft
Exchange Server”,

—when skarting
& pukomatically deteck connection state
" Manually control connection state

I~ Choose the conmeckion type when starting
Default connection state
¥ Connect with the netwark

£ work offline and use dial-up networking

| 30 Seconds Until Server Connection Timeout

Ok I Cancel Apply Help

® Click the Advanced Tab.
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Microsoft Exchange Server %]

General Advanced IEonnectionI Remote MaiII

~Mailboxes
Cpen these additional mailboxes:

f oadd..
Remove |

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

Logon network security:

IPassword Authentication j

Offline Eolder File Settings. .. |

1] I Cancel Apply | Help |

® Click Offline Folder Settings.

Offline Folder File Settings

File:: | DatalMicrosoftyoutlookloutlook, ost

Encryption Setking

Mo Encrypion
{* Compressible Encryption
" EBest Encryption

Compact Now | Reduces the size of your offline
= falder file
Disable OFfline Use | The offline folder file will nok be:
= opened on startup
[o]4 I Cancel | Help

@ Click OK.

Microsoft Outlook Offline Folders

".. The file C:\Documents and Settings!AdministratoriLocal Settingsiapplication DatalMicrosoftiOutlookloutlook, ost could
- not be found, Would you like to create it?

e If asked whether you want to create the offline folder, click Yes.
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Microsoft Exchange Server,

General Advanced IEonnectiDnI Remote MaiII

~Mailboxes
Cpen these additional mailboxes:

P oadd...
Remove |

—Encrypt information

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

Logon network security;
IPassword Authentication ;I

Offline Eolder File Settings. .. |

QK I Caticel Apply | Help |

@ Click Apply.
® Click OK.
® Click Next and Finish.
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® To enable a folder to be available offline.

@ Select the appropriate folder in the Outlook Bar, click Tools, scroll to Send/Receive
Settings and select Make This Folder Available Offline.
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® To setup multiple folders for offline synchronisation.

® Click Tools, scroll to Send/Receive Settings and select Define Send/Receive
Groups.
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@ @ Rules Wizard... Make This Folder Available OFfline
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Send/Receive Groups

a A Send/Receive group contains a collection of Outlook accounts and
. '3 fFolders, ou can specify the kasks that will be performed on the group
% during a sendfreceive, You can also specify different group options For
when Outlook is online and offline.

Group Mame Send/Receive when

Al dccounts Criline and Offline e, ..

Edit...
Copy...
Remove

Rename

e

Setting For group "all Accounts”

When Qutlook is Online
W Include this group in send/receive (F3),
™ schedule an automatic sendreceive every Iﬂ minukes.,
[ Petform an automatic sendreceive when exiting.
When Qutlook is OFfline
" Include this group in sendfreceive (F9).

™ schedule an automatic send/receive every I 5 _I;‘ minukes.

Close

@ Highlight the Group Name that includes your remote account.

e Click Edit.
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Send/Receive Settings - All Accounts

Accounts
@ v Include account in this send|receive group Account Properties. ..
Micrasaft Check folders to include in send/receive
Exchange Server EI@ Mailbox - Orange Guides ~ v Send mail ikems
- W¢3 Calendar
VI Contacts ¥ Receive mail items
¥ {F Deleted Items
- [14E} Drafts = || T Make Folder home pages available
- WIE Inbox offline
D{ﬁ Journal ™ Synchronige forms
12 Motes |
@ Oukbox ¥ Download offline address book
Sent Items
.—..Eo% _ . ) Address Book Settings. ..
Filter Selected Folder, .. | Any filker options applied to this Folder will also
= apply to every sendfteceive group that this Folder
is included in,

| Download options applied to the inbox will also
apply to every sendfreceive group that the inbox is
included in.

Limit Message Size...

[u]4 I Cancel

@ Inthe list, tick the folders that you want to use offline.

® Click OK and Close.

How to configure Outlook to check mail every 10 minutes for
background synchronisation

® In Outlook 2002, click on Tools, scroll to Send/Receive Settings and select Define
Send/Receive Groups.
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send/Receive Groups

@ A Send/Receive group contains a collection of Qutlook accounts and
(\’ ‘\.l folders. You can specify the tasks that will be performed on the group
% during a send/receive, You can also specify different group options For
when Outlook is orline and offline.

Group Mame Send/Receive when

all Accounts Online and Offline

Edit...
Copy...

Remove

e

Renarme

Setking for group "All Accounts"

When Outlook is Online
v Include this group in sendjreceive (F2).

™ schedule an automatic send/receive every I 5 _I:j rinutes.
[ Perform an automatic sendfreceive when exiting.

When Outlook is OFfline
¥ Include this group in sendfreceive (F3).

™ Schedule an automatic send/receive every I 5 _I:j minukes,

Close

@ Highlight the Group Name that includes your remote account.

® Tick Schedule an automatic send/receive every and enter 10 (Ten minutes or your
preferred time).

® Click Close
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To Synchronise

& Inbox - Microsoft Outlook

Fle Edit “iew Favorites | Tools l Actions  Help
New - | S W | G | SendjReceive 3 | Send Al
nt SendfReceive Settings » This Folder {Microsoft Exchange Server)  Shift+F9 .
: om0k
@. ‘indows CE Inbox Transfer... | Send and Receive Al Fa |
Outlock Sharteuts | 4| 01 % 0] A
g k] Address Book...  Chrl-Shift+B 1 Microsoft Exchange Server
@ [ Rules Wizard. .. 2 All Accounts
Outlook Today [J Empty "Deleted Items" Folder Download Address Book...
{A Tools on the Web. ..
‘ E-mail Accourts, ..
Inbox Custornize, ..
Options...
¥
Falandar

@ Click on Tools, scroll to Send/Receive and select Send and Receive All. Alternatively
press F9.

To check for Email manually

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

% Send/Receive
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