Welcome to Exchangewith Microsoft Office Outlook

Exchange is Microsoft's messaging system that prawidiéscalendaring, and other featutesesides on

a server rather than on your compuBsrcause of this, you'll never see an Exchange application on your
computer. Instead, you will use a standalone application, such as those katnosofifOfficeOutlook
(2003 or 2007).

These applications allow you to access your Exchange ach@lhofiis powerful features:

maintain your enail with folders and arsipam filtering

keep a personal calendar and schedule meetings with others

manage your contacts and tasks

use shared calendars, e mail groups, and task lists for collaboratise proje
delegate (or proxy) younmil and calendar

sync with a PDA (such as a Palm)

Getting Started: Your Exchange/Windows Active Directory
Password

Before you can use your Exchange account, you must have a Windows Active Directory password. This is
also yar Exchange password.

Connect thttps://accounts.www.umich.edu/kpasswd/
HINT:Cf dbvtf zpv'sf nbljoh b sbfgduvfssfhttpd.puouogf.d u(j po, cf

Log in with your unigname and UMICKerberos password.

e T RO+ AL W r-:-m“

a. Click Windows Active Directory.

SRR I

KPASSWD NOVELL EDIRECTORY WINDOWS ACTIVE DIRECTORY

MW!
. Windows
b. Following the rules found )
MNew Password: *=r==r=r==" below the Reset button,

enter your new password.

Retype New Password: setssienans) c. Confirm your new password
by reentering it.

:’_R:set Windows Active Directory Pas swurdj‘

I d. Click Reset Windows Active Directory. }



https://accounts.www.umich.edu/kpasswd/

Connecting Outlook to the Exchange Service

DON'T CONFIGURE IN OUTLOOK: Please do not use the Outlook configuration wizard to set up your
Exchange account.

Open Mail Settings

To begin, open the Mail Settings window anc [ffji# Sat T
click Show Profiles.

E-mail Accounts

3 Setup e-mail accounts and directories,

=
Data Files
=, ‘Change settings For the files Cutlook uses to Data Files. ..
&é store e-mail messages and documents. =
Profiles

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

Close

Jo uif Qspgjmft xjoe Mail X

General ]

@ The Fallowing profiles are set up on this computer:

Training

add... Remove Properties Copy...

wihen starting Microsoft Office Qutlook, use this profile:
" Prompt For & profile to be used

% Always use khis profile

|Training ﬂ
Ok | Cancel | |

Give the profile a name, such as Exchange ¢ New Profile '
Outlook Anywhere. —
i R— g

Y Create Mew Profile

Cancel

x)

Profile Name:
|E><change |




You will now access the Email Accounts wizard. Follow the stedsliowhieg screenshots.

E-mail Accounts

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

a. Select Add a new
e-mail account.

@ padd 3 new e-mail account
" Wiew ar change existing e-mal accounts

Directory

7 add a new directory or address book
 Wiew ar change existing directories or address books

(h. click Next. [ wets[ ]  cose |

E-mail Accounts

Server Type
‘You can choose the type of server your new e-mail acount vell work with,

(a Select Microsoft Exchange Server)

{* Microsoft Exchange Server

Connect ko an Exchange server to read e-mail, access public folders, and share
documents,

" POP3

(b click nese. Y| Naxt:l\J Cancal |

The settings from this point forward will depend on whether you are configuring Outlook on or off campus.

On CampusServer Settings

In the Exchange Server Settings window:

|E-mail Accounts

Exchange Server Settings
You can enter the required information to connect to your Exchange server,

I;’;:;h’ ml Ill a. Enter exchange.umich.edu. , For information, see your
Microsoft Exchange Server: Iexchange.umlch.edu

(b. Leave the IV Use Cached Exchange Mode
Use Cached

Exchange Mode
9 ch“kbg,‘ active. x‘ c. Enter your unigname, ’Themaiboxnm
User Name: biensen] ] Check Name |

NOTE: If your unigname is similar

to others, you may receive a pop-up f{ d. Click Check Name.
box of people with similar unignames. ; ;
Select your name from the list. Continue to the section
\ on Authenticating and
< Back | Completing the Setup




Off CampusServer Settings

Because the configuration is easier, we recommend that you set up your laptop whitecgonpaise
However, if you are not on campus, you need to use the steps provided here.

In the Exchange Server Settings window, it's important that you enterghadsiess exactly

eclustys3.adsroot.itcs.umich.edu

Exchange Server Settings
¥ou can enter the required information to connect ko vour Exchange server,

Type the ”a.ﬁ. Enter EXACTLY e::Iust2-v53.adsrnot.itcs.umich.edu.)
systermn admi

Microsaft Exchange Server: |ec|ust2-v53.adsrnot.itcs.umich.edu |

ii. Leave the Use Cached Exchange Mode
Use Cached

Exchange Mode
checkbox active.

)

iii. Enter your uniqname)e mailbesx name

: |biensen | [ check mame |

iv. Click More Settings.

You'll have to wait 2

for a while before Mare Settings ...

the next window
\_ appears.

| <Back || Mext: ][ Cancel J

When you receive this

” Microsoft Office Outlook
error message, cliCik.

L | ": The action could not be completed, The connection to the Mickosoft Exchange Server
is unavailable, Outlook must be online or connected to complete this ackion,

In this Microsoft Exchange Server windoy

. Microsoft Exchange Server
clickCancel

General |

Microsoft Exchange server:

sk 253, adsroot,itcs, umich, edyl |

TMailbo::

|bjensen | [CheckName ]

once the names have been checked and are underlined,
click QK.

[0]'4 H Cancel N\; Apply




In the next Microsoft Exchange Server window:

Microsoft Exchange !

i. Click the Connection tab. } x|

g

General I Advanced I Security  Connection |Rem0te Mail |

Connection
Use these sattings when connecting to my E

Connect using my Local Area Network (LAN)

T Connect using my phone line

Modem

.

ii. Select your connection method:

[ e If you are using a high-
speed connection, such as
the campus Ethernet, DSL,
or a cable modem.

e If you are using a
telephone modem to make

\
Use the Faollowing Dial-Up Metworking connectior T

|Dia|—up Connection Q
Exchange over the Internet
v Connect to my Exchangs mailbox using HTTP

a dial-up connection. y

iii. If you are using a telephone
modem, select your dial-up
connection from the pull down
menu.

See the DIAL-UP NOTE below
if you have not already created

a dial-up connection.

., o

iv. Check the | Exchange Proxy Settings... |
Connect
to my
Exchange... . .
checkbox. y ('u. Click Exchange Proxy Settings.

M,

In the Exchange Proxy
Settings window:

Ci. Enter exchange.umich.edu

Exchange Proxy Settings

DIAL-UP NOTE: If you will

be using a dialp connection
but have not already
configured your computer for
one (or wish to create a new
one), cliclAdd (not shown in
this picture; it's located behind
the pultdown menu) and
follow the New Connection
Wizard. Then select your new
connection from the pull
down menu.

Microsaft Office Owudlook can communicate with Microsoft Exchange Server aver the
Internet by nesting Remaote Procedure Cals (RPC) within HTTP packets. Select the
protoool and the sdentity verification method that vou want bo use, IF wou don't krow
which options to seect, contact your Exchange Server Administracor,

.

)xv server for Excharnge:

hkkpes: it |evc|:ha-u;|a.umir_|-u.ed_|

¥ Connect using S5L only

I™ Mutually authenticate the session when connecting with 550
Brincipal mame For proxs seryver:

ii. Check both the
fast and slow
networks
checkboxes.

[+ ©n Fast networks, connect using HTTP First, then connect usng TCPIF
¥ On slow netwerks, connect using HTTP first, then connect using TCPJIP

~Proxy authentication settings

Use thiz authenkication when connecting to my prowy server For Exchangs:

| Basic Authentication

(n

i. Select Basic Authenticatiun)

from the pull-down menu.

hd
OK[:I

Cancel |

t iv. Click OK. '




Click OK until you return to the Email Accounts window

E-mail Accounts

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

Type the name of your Microsoft Exchange Server computer. For information, see your
system administrator.

Microsoft Exchange Server: [eclustZ-vs3.adsroot.itcs.umich.edu
Lse Cached Exchange Mode

|
”
Click Check Name.

Continue to the next

Type the name of the mailbox set up For you by your administrator. The maiboxd Section.

is usually your user name,

User Name: ijensen l Check Name |

NOTE: If your unigname is similar
to others, you may receive a pop-up

box of people with similar unignames. More Settings ...

Select your name from the list.

[ < Back ][ MNext > ] [ Cancel ]

Authenticating and Completing the Setup

If youare prompted tauthenticate:

Connect to exchange.umich.edu

a. Enter umrooty, followed by
your unigname. Be sure to
use a backslash ().

User name: Iﬁ umnrookibjensen j J
Passward: I ssenssens b. Enter your Exchangef
Wind Bcti Direct
MEYER select "Remember my ™ Remember m p::::s'l:ﬁr!::l 1ve Lirectory
password.” See WARNING! .
below for details.
(a4 Cancel |

t c. Click OK. }

WARNING! NEVERd mj d | ui f & Sf nf ncf sDoingzso ajldws dnyopes e, di f d
gaining access to your computer to use your Exchange aaoaungt other things, that person can
read your e mail and could send malicious messageqianyeur



There will be a short delay after clickitgeck Naméand authenticating, if required), then the information
in the Exchange Server Settings window will change.

E-mail Accounts

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

Type the name of your Microsoft Exchange Server computer, For information, see wour
system administratar,

Microsoft Exchange Server: !ECLLIST1-\.-'52.adsruot.itcs.umich.edu
¥ Use Cached Exchange Mode

Liser Mame; |Jensen, Barb Check Mame |
Mare Setkings ...
When your user name has been h —I

verified, the Microsoft Exchange
Server name will change and your
User Name will change to your full (Elick Ne:-ct.) Mext = RI Cancel |

name {last name first). B oth items
will also be underlined.

S

Click Nextand therFinishin the Congratulations window. If you receive the foltpeiror screen, click
Yesand proceed with the following steps.

Microsoft Office Dutlook ; x|
Mail Fromn Ehis Mecrosaft Exchanges Server account will ba deliverad to the axisting Perzonal Folder an vour lacsl

' l() computer. IF wou wish ko keep wour mail on your server, wou must change the defaulk delivery location using the
E-mail Accounts command From the Tools menu. Do vou wish bo continue?

N

Back in the Mail Setup window:

Mail Setup - bjensen X

E-mnail Accounts

5 _J'l Setup e-mail a(l:lil:lc E-mail .ﬂ.l:l:nunts.)l E-mail Accnunl{s...

Daka Files
+. Change settings for the files Outlook uses to Data Files... 1
}'f' iy store e-mail messages and documents,
Profiles

Setup multiple prafiles of e-mail accounts and Show Prafles .. i
data files. Typically, you only need one,




In the Email Accounts window:

E-mail Accounts

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

" add a new e-mai account

a. Select ¥iew or
Change existing
e-mail accounts,

& view or change existing e-mail accounts

Directory

" Add a new directory or address baok
i view or change existing directories or address books

(v click new. )] Nm>M Cose |

If you are not logged into your Exchange account, you will receive the log in window.
In the next Email Accounts window

E-mail Accounts x|

E-mail Accounts
You can seleck an account and change its sethings or remaove it.

Qutlook processes e-mail for these accounts in the following order:

Marns | Tvoe | Change... |
Microsoft Exchange Server Exchange (Default)

Add... |

I Moye Dawn |

Deliver new a-mail ko the Following location:
{Personal Folders ~|  tew outlook Data Fike... |

a. From the pull-down menu.‘
select your name. <ack | Ensh | concel |

‘ h. Click Finish. '




Accessing Your Email

MAKE SURE YOU GET YOUR EXCHANGE E-MAIL: E-mail sent to you from other Exchange users is
available only in your Exchange account, whether you check this account with Outlook, Entourage, or
webaccess. If you sometimes read y@gages in otheinaail programs$ such as the wdiased
web.mail.umich.edtyou will not see messages sent to your Exchange. adtisucdgn be confusing,
because you'll always sesad sent to you gburunigameé@umich.edu in botButlookand other UM e

mail services.

Using Windows Connect to exchange.

Start Outlook:

a. Enter umroot) followed by
your unigname. Be sure to
use a backslash ().

User name: IE urnrootibiensen j J
Password; | esennnens (h. Enter your Exchange/ ]

Wind Acti Direct
[NE\"F.R select "Remember myJ I~ Rameamber Incows Active Lirectory

assword.
password.” See WARNING! p
below for details.

| | Ok i I Cancel I
t . Click OK. }

WARNING! NEVERd mj d | ui f 2Sfnf ncf sDoingzso alldws anyopes e, di f d
gaining access to your computer to use your Exchange aoaungt other things, that person can
read your e mail and could send malicious messages in your name.

Using Outlook Web Access (OWA)

Point your web browser littps:/éxchange.umich.edu

At the login screen:
Ea Microsoft Office

.0utlook Web Access

......

003
(a. Enter umroot), followed by your n.lnin:|name)Z

Make sure you use a backslash.

Domainiuser name: Iummat'llbjensen

Password; I...l.l‘l...| Log Cn I
EL Enter your W‘indows)

A ctive Direckory Client (what's this?)
password. % Premium (c. Leave the Premium )

¢ Basic radio button selected

Security (what's this?)

d. See the Security Y Public or shared compuker
note below.

™ Private computer

rq
e. Click Log On. l
SECURITY NOTE: If you are:

e notusing your personal computer, leav@thiic or shared computer radio butelectedFor
your security, if you have not sent or receimedlér 30 minutes, you will be disconnected.

e using your own computeaalick thePrivateradio button You will not be disconnected unless your
account has been inactive for 24 hours.


http://web.mail.umich.edu/

Using Brightmail to Control Spam

Exchange uses the Brightmail spam detesystemTo take advantage of Brightmail, you need to
configure Entourage or Outlook.

NOTE: No spam filter is perfect. Brightmail captures most suspected spam and moves it to the appropriate
folder. Some messages may slip throught he filter aedragrour Inbox. Likewise, some legitimate

messages may accidentally be caught by the Brightmail filter. You should periodically check your spam
folder to verify that it does not contain any genuine email messages.

Outlook for Windows

USING MORE THAN ONE COMPUTER? Outlook stores the Brightmail settings on the Exchange server,
so you only need to configure Brightmail once. The Brightmail rule will work on any computer you use, as
well as when you access your account via the web.

Open Outlook and |Og in. Inbox - Microsoft Outlook
From your Inbox, seleRules Ele Edt Yew Go | Tools | Actions Help
and Alertdrom theToolsmenu. ainew - | A 22 X Find ’
Ll Address Book... Ctrl+Shift+8  H
I a. Select your Inbox, i1 Rules and Alerts, I
Inb E-rnail a)
P j L-:".l:;idﬂfdo‘ b. Click the Tools menu and
' Cust select Rules and Alerts.
| For Folow Up )
{7 Serk Items Options. ..,
All Mail Eolders E-rnail Scan Properties...
= 26t Mailbox Scan for Viruses. .,

SelecNew Rule

| Select New Rule. ;;;;e.b.lertsl
ijﬂew RL'E.-l\_«: Change Rule = 53 Copy... )" Dedeke a

|Rule (applied in the order shown)

Select the "New Rule" button to make a rule.,

Choose the rule template.

(¥ start creating a rule from a template
" start From a blank rule

Step 1: Select 5 templabe

Stay Organized | I+ Select Move messages with specific
oY words in the subject to a folder.
L 3 Move messag

2 Move messages with specific wards in the subject to a Falder
L3 Mave messages sert to a distribution list to a Folder

ii. Click Next.
Cancel < Back I Mext = [_:I Finish |




First select the conditions t
check:

Modify the rule description,
starting with the Search Text
condition:

Enter the following text
stringexactly X-Spam
Flag: YES

Next edit the folder in the rule
description:

Rules Wizard

Which condition{s) do wou want to check?
Step 1 Select condition(s)

:| in the message header

ii. Scroll down and check with specific\

words in the message header. J

.

Rules Wizard

Step 2: Edit the rule description (click an underlined valus)

Apply this rule after the message arrives
withispecific wondsiin the message header
mave it ko the Fied Falder

(Click on specific wurds.)

x|

Cancel I < Back l Mext = I Firish

Search Text

X

Specify a word or phrase to search For in the message header:

IX-Spam-FIag: YES
(a Enter exactly X-Spam-Flag: ?ES.)

b. Click aAdd.

(Ile sure there is one space between the colon (:) and ‘l') HETEYE I

o ] cencel |

| Rules Wizard

Step 2: Edit the rule description (click an underlined valus)

apply this rule after the message arrives
wikh X-Spamn- Flag ¥ES in thie message header

move it bo the; sgeclfed Folder
(Click on speciﬁed)

Cancel |

Finish

< Back l Mext = I

x|




Have spandeliveredo the Junk E
mail folder.

Click Nextthrough the windows until

zpv sfbdi 2Gjojti svmf tfuvqgl/l, Hj wf
the Rule a name, make sure the rule is

turned on, and review the description.

Click Finish.

If you create other rules, this rule must always be the first in thardist to take full advantage of
Csjhiunbjm t tqgbn efufdujpo tztufn/



