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Microsoft Exchange Server

Exchange is Microsoft's messaging system that provides email, calendaring, and other features. It resides on a
server rather than on your computer. Because of this, you'll never see an Exchange application on your

computer. Instead, you will use a standalone application, such as Microsoft Office Outlook or Entourage.

These applications allow you to access your Exchange account with all of its powerful features:

maintain your email with folders and anti-spam 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 collaborative projects
delegate (or proxy) your email 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

UNIVERSITY OF MICHIGAN WEBLOGIN

Active Directory password. This is also
y
your EXChange paSSWOrd. AUTHENTICATED RESQURCES

=+ Wolverine Access

You can set your password through the A web-based Imerface to UM acministrative systems with lnks to pages for new and prospecive

students, current students, parents/family of students, and employees.

Weblogin =+ mail.umich.edu

A web-based interface to the University's IMAP mail service. Read and manage your umich.edu mail

page. httpS'//weblogin umich edu from any computer with an Internet connaction and a web browser.

+ directory.umich.edu

- ‘MWEH‘W Pgs Onli d\re:tury'MvaEe 9roups. c.u:t.a.::?hm Wd}yuur .

b

g - -
‘A service matchm}peume‘mmrastad in participating in research with apprapriate research studi%s.

[+ COW: Conferencing On the Web
"Conferencing on the Web" provides a simple, non-threaded discussion forum.

mprint:

eb-based, charged-for printing service.

MCE: Balances & Subscriptions

how much mail & file storage space you have left, how many pages you've printed, how many hours
ve disled-up, etc.

=+ kpasswd: Change Your Kerberos Password
‘Your Kerberos passg&\' dprotects both your privacy and your virtual identity; keep it secret, keep it safe.
=+ Log Out

When you are finished Using all authenticated web resources, be sure to log out.

Y

Log in with your unigname and UMICH Kerberos password.

v s UNIVERSITYOEMICHIGAN

KPASSW NOVELL EDIRECTORY ~WINDOWS ACTIVE DIRECTORY

CHANGE UMICH.EDU KERBEROS PASSWOR

umigname: UNIVERSITY OF MICHIGAN WEBLOGIN
Current Password: e

New Password: RE-AUTHENTICATION REQUIRED @ Plasre Re-suthantiate
Retype New Password: Te protect your personal information, you must verify your Login ID UNGRAME [gm 2
password. Please type your password and click the "Re- Swtch Urer
" button to continue. Password |

Set Kerbed

1f you are not ungname, you may Switch Users and log in as » MToken
.
R Re-Authenticate
Forgot your password?

Login Help
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Create your password. A good password should be at least six characters long and contain MIxeD cAsE
letters, numbers, and punctuation.

« 4 WNIVERSITYOE MICHIGAN

KPASSWD  NOVELL EDIRECTORY ~ WINDOWS ACTIVE DIRECTORY
RESET WINDOWS ACTIVE DIRECTORY PASSWORD erhdows
New d ‘--------.--. |
Retype New d: ‘ ------------ /
[ Reset Windows Active Directory Password |

Connecting Outlook to the Exchange Service

Outlook 2007 On-Campus Setup
Start up Outlook 2007. Click Next in the Startup Wizard, then select Yes to configure Outlook.

Outiook 2007 Startup L8]
Outlook 2007 Startup e (]
Wakeeme: 5 the Cutiook 2007 Star b Wizaed, which wil guide you thesugh the E-mail Accounts
process of configuring Outiook 2007,
Yfou can configure Outiook to connect to Internet E-mal, Mirosoft Exchange, or
sther E- . Woud you lie 5 eonfiure an E-mad sccount?
e
Bk (bt ]
[ « Bace i Pagxt > I Cancel

Auto configuration

Enter your name and University email Add New E-mail Account s
address, then your Active Directory Auto Account Setup
Clicking Next will contact your e-mail server and configure your Internet service provider or Microsoft
password (not your Kerberos password). Exchange server account settngs.
Your Name: |Bryan Wilkerson |

Example: Barbara Sankovic

E-mail Address: |brvww|k@um|d’1‘edu |
Example: barbara@contoso.com

Retype Password: |““‘=“"‘ |

Type the password your Internet service provider has given you.

|| Manually configure server settings or additional server types

PO I
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The configuration will now check with the
server to verify your account. When the
Connect To dialog box appears, enter
“umroot\” followed by your unigname as
the User name and enter your Active
Directory password.

Once the verification is complete, select

Finish.

E § N
Add New E-mail Account g
Online search for your server settings...
r 3
- Connect to TGS ECLE 1S5 ol oot des tpra | LN B2 |
Configuring e-mail serve Er ; “%
" Establish M
" Searchf
Logonta| | Connecting to ITCS-ECLS-1-V52. adsroot. ites.umich.edu
User name: 3 umroot\brywik - |__1
[ Remember my password
\
< Back |; Next > Cancel
Add New E-mail Account g

Online search for your server settings...

Configuring

Configuring e-mail server settings, This might take several minutes:
«  Establish network connection
\/ Search for brywilk @umich.edu server settings
‘/ Log on to server

| E/g| ‘Your e-mail account is successfully configured to use Microsoft Exchange.

[“1Manually configure server settings

oo ol

Manual Configuration

Select Manually configure server settings. .. in the
bottom left corner.

Add Hew E-mail Account

Aaito Accoisnt Setup

Woawr Morme:
E-mail Address:

Password:

Retype Password:

mwmwaﬂdwﬂmm

[ <Back ][ Het> | [ cance
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Select Microsoft Exchange and click Next.

Enter setup-exchange.umich.edu as the Microsoft
Exchange server. Enter your unigname for the
User Name and click Check Name.

You will then be prompted to log into your
account. Your user name is “umroor\” followed
by your unigname. The password is your
Active Directory password.

Add New E-mail Account

Choose E-mail Service

") Internet E-mail
Connect to your POP, IMAP, or HTTF server to send and receive e-mail messages,
@ Microsoft Exchange
Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.

) Other
Connect to a server type shown below,
| Outlook Mobile Service {Text Messaging)

[ <Back |[ next> | [ cancel |

Add New E-mail Account

Microsoft Exchange Settings
‘fou can enter the required information to connect to Microsoft Exchange.

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

Microsoft Exchange server: ;semp-ex&vange‘ﬁmlﬂmedur
Use Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator. The mailbox name
is usually your user name.

User Name: | brywik| Check Name

More Settings ...

<Back || next> | [ cancal |

B Add New E-mail Account {Not Responding)

ol

Microsoft Exchange Settings
‘fou can enter the required information to connect to Microsoft Exchange.

T
Connect to setup-exchange.umich.edu ‘@|—

Type the name of your

administrator. @
Microsoft Exchange _f' \§\
R
Type the name of the m3 | Connecting to setup-exchange.umich.edu

is usually your user nam

User | User name:

ﬁ umroot\brywilk = |mj

Password:

[ Remember my password

o] T

More Settings ...

[ <Bak || mext> | [ caneel |
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The actual Exchange server name will appear
and the User Name will be populated with
your full name. Click Next.

Click Finish to start using your new Exchange
email account.

Outlook Anywhere for Off-Campus Setup

Outlook Anywhere is one of the ways to access your ITCS Exchange account when you are not on campus —

i e ot ]

You can enter the required information to connect to Microsoft Exchange.

Type the name of your b change server. For i ‘see your system
istrator.
S
[¥] Use Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator. The mailbox name
is usually your user name.

User Name: | Wilkerson, Bryan

| [[checkhame |

Add New E-mail Accor ) |

Congratulations!

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

To dose the wizard, cick Finish.

<ot ]

at home, for example, or traveling. Outlook Anywhere is a special configuration that allows you to use
Outlook and all of its features, including working off-line.

Do not use the Outlook configuration wizard to set up your Exchange account.

Find the Mail icon in the Control Panel to open your Mail Setup.

| Fle Edt Vew Favorites Tock Help

O O P

{0 Control pane

i Fle Edt Vew Favortes Toos Help
3@5=<\-°~@,Om[g_m.s [0 (i) Fodor syne

Adddress | B Control Panel

B controt panel

B switch o Classc view

‘ Pick a category

= :
G e B

Printers and
Dther
- T tordware

Pick a task...

3 Create s new ueome

(s
e speech, and
2 audio Devices

Perfarmance
) and =
S Maintenance icon

e
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Click Show Profiles.

Mail Setup - adkeiser

Profiles

E-mall Accourts
5 Setup e-mail accounts and directaries,
|
Data Files

4+ Change settings for the files Outlook uses to
(D5 store ema messages and documents.

E-mail Accounts. .
DataFiles...

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

Show Prafiles. .

Close

Click Add to create a new profile.

Enter a name so you can identify your off-campus
connection.

Select Manually configure server settings... then
click Next.

When the setup Wizard starts, click Next to
begin.

Choose Microsoft Exchange Server in the Email
Accounts window.

In the Exchange Server Settings window, it's
important that you enter the server address exactly.
You can copy it here and paste it into the Microsoft
Exchange Server field.

itcs-ecls-1-vsl.adsroot.itcs.umich.edu

Mail

General |

@ The following profiles are set Up on this camputer: ‘

’73.1@53, New Profile
. oK
@ Create New Profile Lﬁ\;]
add. ] Rem Loncel
J%: Prafile Name:
‘When startig Micrasof|  outlook anywhere|
" Prompt for a pr

& Always use this profile

[adkeiser

=1

e | apphy ‘

Add New E-mail Account

Auto Account Setup

ally configure server settings or addtional server types

=iy

Add Mew E-mail Account

Choose E-mail Service

() Internet E-mail
Cannect to your POP, IMAP, or HTTP server to send and receive e-mail messages,
rosoft Exchange

Connect to Microsaft Exchange for access to your e-mal, calendar, contacts, Faces and voice: mal

() other
Connect to a server bype shown below,

<gace [ Next‘.w[ Cancel

Add New E-mail Account

Microsoft Exchange Settings
*ou can enter the required information ko connect to Microsoft Exchange.

Type the name of your Microsaft Exchange server, Far information, see your system
adminiskrator.

Micrasoft Exchange serverites-ecls-1-vs1, adsroot ites, umich.edy

& Cached Exchange Mode

Type the name of the mailbox set up Far vou by your administratar, The mailbox name
is usually your user name.

User Nama:_ Chack Hams

More Settings ...

< Back H Next > }[ Cancel
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When you receive this error message, click OK.

Click Cancel in the Microsoft Exchange Server
window that opens.

You can now set up the connection

The action

Microsoft Office Outlook

N

could not be completed.  The connection to the Microsoft Exchange Server

is unavailable, Cutlook must be online of connected to complete this action,

Microzoft Exchange Server

Gereral

Microsoft Exchangs server:

Cnce the names have been chedied and are underined,
eick. 0K,

= o=y

Microsoft Exchange

manually:
Click the Connection tab
Select your connection method:

e Ifyouare using a high-speed
connection, such as the campus
Ethernet, DSL, or a cable modem,
select Connect using my Local Area

Network (LAN).

If you are using a telephone modem,
select Connect using my phone line then
find your dial-up connection from the

General | Advanced Setur\tyl Connection

Remote Mail

Connection

Use these settings when connecting ko
Exchange when working offline:

() Chninect using my Local Area Metwork {
() Cghnect using my phone line

TV Connect using Internet Explorer's or &
Modem
Use the Following Dial-Up Metworking o

Microsoft

Hew Connection Wizard

Type of Connection
Select the lype of the connection

() Dial-up to private network.
Comnect usng my phone ine [modem o ISON]

\ [

() Connect to a privale network thiough the Intemet.
Ciaate aVitusl Private Netwoek [VPM] connaction or tunnel thiough the intemet

Cutlook Anywhere Ié

[[] connect ko Microsoft Exchange using H

() Connect directly to another computer.
Connect using my seial, parallel, or infrared pot

() Connect o the network via broadband
Comneet through my brosdbard connection

()

Ok ] [ Cancel

pull down menu.

J(

Apply

If you have not already setup a dialup
connection, click Add. Enter the
information for your internet provider
using the New Connection wizard.

Check Connect to my Exchange mailbox. ..

Microsoft Exchange

Click Exchange Proxy Settings.

In the Exchange Proxy Settings window

L.
2.
3.

Enter exchange.umich.edu

Check both fast and slow networks.
Select Basic Authentication from the
pull-down menu.

Click OK.

General || Advanced | Security | Connection

Remote Mail

Connection

Use these settings when connecting o Microsoft

Exchange when working offline:

(&) Connect using my Local Area Network (LAM)

Microsoft Exchange Proxy Settings

() Connet using my phone line
() Connet using Internet Explorer's o a 3rd pa

sel
IModem

Use the Following Dial-Up Networking connect

Outlogk Anywhere

[¥] Connet ta Microsoft Exchange using HTTP

Exchange Proxy Settings. %‘

Microsoft Office Outlook can communicate with Microsoft Exchange over the Inkernet by
nesting Remote Pracedure Cals (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

Connection settings
Use

this UEL bo-se rtmprazy server for Exchange:
http&f] | exchange.umich.edu

Connect using 551 only

Proxy authentication settings

Use this authentication when connecting o my prosey server far Exchange:

lect, conkack your Exchange Administrator.

[CJonly connect to prosey servers that have this princinal nams in their certificate:

Fast networks, connect using HTTP first, then connect Lsing TCR/IP

slows networks, connect using HTTP first, then connect using TCP{IP

[ ML uthentication

o

Easic Authentication
MTLM Authentication

Cancel
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Click OK in the Microsoft Exchange Server

window.

Click Check Name in the Email Accounts

window.

If you are asked to authenticate,

1. Enter “umroor\” plus your unigname.
Enter your Active Directory password.
Neverselect Remember my password.

3. Click OK.

When your User Name has been verified, the Microsoft

Exchange Server name will change and your User Name

will show your full name underlined.

Click Next then Finish.

If you frequently use different profiles, select Prompr Mail

for a profile to use.

Add New E-mail Account

Microsoft Exchange Settings
You can enter the required information to connect ta Microsoft Exchange.

Type the name of your Microsoft Exchangs server, For information, sse your system
administrator,

Microsoft Exchange server: ikes-gcls-1-vs1,adsrost. tes.umich.edu
Use Carhed Exchangs Made
Type the name of the mailbox set up For you by your administrator, The mailbox name:
is Usually yoLr user name.

User Mame:  adkeiser|

Check hame

More Settings ...

<Back | mWext> | [ caneel

)

Connecting to webspace. bus.umich.edu,

User name: ‘ € UMROOTIURigname [V]

Password:

**Active Direclory Passwort

[Cremember my password

Add New E-mail Account

E

Microsoft Exchange Settings
¥ou can enter the required information to conneck ko Microsoft Exchange.

Type the rame of your Micrasoft Exchange server, For information, see your system
adhministrator,

Vicrosoft Exchange serve_|

Type the name of the mailbox set up For you by your administrator. The maibox name:
is usually your user name.

More Settings ...

<Back [ mextipo) [ Cancel
N ( J

General 1

@ The Following profiles are set up on this computer:

adkeiser
CQutlook Anywhere
RTUG
Add, .. Remove ‘ Pmperties| COpY...

‘Wwhen starting Microsoft Office Outlaok, use this profile:
" Prompt: for a profile to be used
" Always Use this profile

| E

Ok | Cancel | ‘
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You can set the default profile:

1. Select Always use this profile.
2. Choosing the profile.
3. Select Prompt for a profile to use.

Now the chosen profile will always be shown first in the

prompt dialog box when you open Outlook.

Using Brightmail to Control Spam

Mail

General |

@ The fallowing profiles are set up on this computer:

adkeiser
Cutlook Anywhere

Add... | Remove Froperties

Copy...

" prompt for a profile to be used

“ r Always use this profile

‘When strsj i Micrasaft Office Qutloak, use this profile:

adkeiser

wl

adkeiser
—————|Outlook Anywhere (3)

is

T i

Choose Profile

Profile Name: | Outlook Anywhere

g I Mew...

adkeiser
Outlook Anywhere

[ QK ] [ Cancel I[Options E

Exchange uses the Brightmail spam detection system. To take advantage of Brightmail, you need to

configure Outlook.

NOTE: No spam filter is perfect. Brightmail captures most suspected spam and moves it to the appropriate
folder. Some messages may slip through the filter and arrive in your 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.

In Outlook, choose Rules and Alerts from the
Tools menu.

ltv) Inbox - Microsoft Outlook

{OFlle Edit View Go | Tools | Actions  Help

,3] Al Mail Rems Ot of Office Assistal

;IQ_{;?'Maimnx Mailboz Cleanup...
(g Deleted tems | 5} Empty "Deleted Trems” Folder
L7 Dratts
B[ Inbex 5 Recower Deleted [tems..
(g Junk E-mail Forms
[ Outhox

[ Quarantine e

L[ Rss Feeds
[1=3 sentItems

Account Settings...

Trust Center..

PaiNew - Y X Send/Receive
m Instant Search

i (i Address Book...  CirlsShifteB
all % Organize
Favorite Folders
Mail Folders ﬁ*} Rules and Alerts...

Lol

N

i VB HsendiReceive + | [ Sear
2 an=FE-9
Subject 1

There are na ikems to show in this view.

[ J Spam
e — Customize..,
o~ Mail
Options...
3 Calendar E-mail Scan Properties...
8=) contacts Scan for Threats...
=
7] Tasks

Page 9
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Click New Rule.

Choose Start from a blank rule at the top of the

window and make certain Check messages when they

arrive is highlighted. Click Next.

Scroll down the list of conditions and
place a checkmark next to with specific
words in the message header. In the
Rule Description window (bottom
window), click on the underlined
words specific words.

In the first line of the dialog window,
type the following phrase EXACTLY

as shown:
X-Spam-Flag: YES

Click Add then click OK to return to
the Rules Wizard window and click
Next.

Rules and Alerts

E-mail Rules | Manage Alerts

h<_‘}uew Fal=d,, Change Rule - 53 Copy... X Delete Run Rules Mow... Options

d in the order shown)

| Rule (d[l:i Actions

Clear categories on mail {recommended) Pt

Rule description (click an underlined vwalue ko edit):

apply this rule after the message arrives
assigned to any category
clear message's categories

[CJEnable rules on all RSS Feeds

84 ] [ Cancel ] [

Apply ]

Start from a template or from a blank rule
Step 1: Select a templats
Stay Drganized
23 Move messages From someone to a Folder
B Move messages with specific words in the subject to a folder
L5 Mowe messages sent to a distribution list to a Folder
X Delete a conwersation
Y Flag messages from someane For Follow-up
3 Waowe Microsoft Office InfoPath Forms of a specific tvpe ko a Folder
L Mowe RSS items from a specific RSS Feed to a folder
Stay Up to Date
; Display mail from someane in the Mew Item Alert Window
J) Play a sound when I get messages from someone
@ serd an slert o my mobile device when T get messages from someane
Start from a hlank rule
& | Check messages when they arrive
= CPeck Mesames ST sending

Step 2: Edit the rule description (click an undetlined value)
Apply this rule after the message arrives

Cancel

(i

Al

Rules ¥izard

Rules Wizard

‘which condition(s) do you want to check?

Step 1: Select condition(s)

(] Fram people or distribution list [~
(7] with specific words in the subjeck 1l
(] through the specified account

(] sent only to me

(] where my name is in the To box

[] marked as importance

[] marked as sensitivity

[] flagged for action

(3)
[ where: my name is in the Cc box AN 7

Search Text
[] wihere: my name is in the To or Ce box

[ where my name is not in the To box
ent: to peale or distribution list
kth speciic words in the body

Specify a word or phrase ta ssarch for in the messags header:

-Spam-Flag: YES|

he message header Search list:
WAITED erds-irthereripient s a0 eSS
[ with specific words in the sender's address

[] assigned to category category

Apply this rule af message arrives
with sperfic wordSTrEhe message header

Step 2: Edit the rule d:mptlun {click an underlined value)

Cancel

g

4

< Back

Cancel Firish

Mext =
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Place a checkmark next to move it to the
specified folder. In the Rule Description
window, click on the underlined word

specified.

Choose the Junk Email folder from the list
then click OK.

Click Finish to return to the Rules and
Alerts window.

Click Run Rules Now to remove any junk
email already residing in your Inbox.

Click OK to close the Rules Wizard
window. New spam will now be identified
by Outlook and moved to the Junk Email
folder.

Right-click the Junk Email folder and choose Emptry

“Junk Email” Folder to permanently remove the spam

from your Exchange account.

Rules Wizard

X1

Wht wau want ko do with the message?
St 1 lect action(s)
e it to the specified Folder

[] assign it to the cateqory category

[] delete it

[] permanently delete it

] mowve a copy to the specified Folder

[ Forward it to people or distribution list

[ Forward it to people or distribution list a5 an attachment
[ redirect it to people or distribution list

[ hawe server rephy using a specific message
[] rephy using a specific template

[] flag message For follow up at this time

[ clear the Message Flag

[ ] clear message's categories

[ ] mark it a5 importance

] print it

[ play a sound

[] start application

[] mark it as read

Step 2: Edit the rule description {click an underlined value)
Apply this rule after the message arrives

Rules and Alerts

Choose a folder:

= 24F Malbox ~

ﬁ Calendar 1
|84 Contacts
(&) Deleted Ttems
(7| Drafts
[ Inbox
S Joumal
[ g Junk E-mail 1]
| Motes
(5] outbox
j2il Quarantine
L) R3S Feeds

j - ES in the message header =
2 it ko the specified Folder l_j" ?ent lane L"l
(%] i |2
4
Cancel ] [ < Back ” Next = ] [ Finish

Rules and Alerts

E-mail Rules | Manage alerts |

if‘;mew Rule,.. ChangeRule= 3 Copy... X Delste

& % RunPRules MNow,., Options

|Rule {applied in the order shown)

#-Spam-Flag: YES
Clear categories on mal {recommended)

-

"‘"“"«" ‘-t—-_’rf R

| Actions |§ |
n
IS

livy Junk E-mail - Microsoft Cutlook

® [ Inbox
[ @ Junk F-maik 111

T

: File Edit View Go Tools Actions Help '
E_Jjﬂew - @ ,L‘ X ] Mat Junk @ Reply b Replyto All bg Fonward a
i Got | @Back @ |[CH E | Ghl ﬁ:i Messages =] %
Malil « ||Lg Junk E-mail S
Favorite Folders || 4% 0B/ From Subject
Mail Folders E3
] Al Mail Tte ms « ||2) pate: Today i
.:I%J)Ma\\bux ~< Wacho... Wachovia Customer Sup"

(a) Deleted ems

L7 Drafts

L[5 Outby 5 Open
1A Quar:
[y rssF
[ sent1 &
[ Spam|
= [0 seardl

[~ Mail i
ﬁ Calendar

S
Q Tasks

Contacts

1Ttem

Newr Folder...

Propetties

Dpen in Mew \Window
Empty "Junk E-mail” Folder
i Mowe “Junk E-mail"..

05 Copy “lunk E-mail”.

i Delete "Junk E-mail”

ae  Rename “Junk E-mail".

Add to Favorite Folders
Mark All as Read
Process Al Marked Headers
Process Marked Headers

Change Sharing Permissions..

Jw*\/\ A By ) By
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Connecting Entourage to the Exchange Service

Note: Ifyou previously used Entourage 2004 on the same computer that you're installing Oftice 2008,
Entourage 2008 can copy your settings. Therefore, you do not need to perform these configuration
instructions.

File Edit View

About Entourage
Online Registration

From the Entourage menu, select Account Settings. K

Preferences... 8,
Account Settings... |
Work Offline

In the Accounts window, click the down arrow next to New, eIl =

and select Exchange.

Mail...
News...

" . ctr Si i
Directory Service... ——ov>cmce

Exchange...

In the Setup a Mail Account window:

Set Up a Mail Account @
a. Enter your email address. e
Click the right arrow. oot o oottt

E-mail address:

Ca [hjensen@umich.edu\ I

E My account is on an Exchange server

If you are part of a large organization, ask your local network
administrator whether you are on an Exchange server. If you select
this check box, you must be connected to the Exchange server
network to complete account setup.

Click the right arrow to continue. @
oy

Configure Account Manually 4l
In the Account Information window: L. MAccountinformation
a. in the Domain field, enter umrooz. Fraria-cotnintoomion
. . - umraat
b. in the Account ID field, enter your unigname. g pomain
: . . Account ID: | bjensen
c. in the Password ficld, enter your Active Directory A feE

o Password:  [seseesseessecs ]

D Save password in my Mac OS keychain @

(Gne) o)

password.

d. click OK.

You should see your Exchange account being built within Entourage. Microsoft only provides a message at
this stage if there is an error.

Manually Configuring Entourage for Exchange

In the error message window, click Configure Account O Account Setup Assistant
Manually Account Setup Incomplete @

Entourage cannot automatically set up the account for
“bjensen@umich.edu’,

Name

Exchange server

Directory server
Free/Busy server

To verify and complete your account settings, click the right arrow.

To enter or select a different account, click the left arrow.

————
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In the Edit Account window:

= om oo oo

select the Account Settings tab.

in the Account Name field, enter a name that will identify
this email account; for example, "Exchange."

NOTE: This is solely for your personal use.

in the Name field, enter your name as you want it to
appear in the From field of your email messages.
in the Email address field, enter your email address.

in the Account ID field, enter your unigname.

in the Domain field, enter umroot.

in the Password field, enter your Active Directory

password.

in the Exchange server field, enter in lower-case letters

exchange.umich.edu.

click the checkbox next to This DAV service requires a

secure connection (SSL.).

select the Advanced tab at the top of the window.

in the Public folders server field, enter in lower-case letters

exchange.umich.edu.

click the checkbox next to This DAV service requires a

secure connection (SSL).

in the LDAP server field, enter in lower-case letters

ldap.adsroot.itcs.umich.edu.

click the checkbox next to This LDAP server requires a

secure connection (SSL).

click OK.

D, Edit Account, @
=

Account Settings | Options _ Advanced  Delegate  Mail Security |

Account name: | Exchange

| @ Personal information

Mame: | Barbjensen

Authentication .
(=) Use my account information
Account ID: | biensen

Domain; | umroot

sessssnsnneenn

Password:
o ("] save password in my Mac OS keychain

(0) Use Kerberos authentication
Kerberos ID: | None

Server information _

@ Exchange seryer; | xchange amich.cds ]

¥ This DAV service requires. a secure connection (S5L)

() Override default DAV pert: 443

arn ut connecting to an Exchange a« nt
Cancel 0K

Edit Account

| Account Settings Oalio«s( Advanced )Delegale Mail Security |

Public Folder Settings

Public folders server: | exchange.umich.edy

This server iis also used for free/busy information.
@ [ This DAV sarvice requires a secure connection (L)

" override default DAV port: 443

Directory Settings

@ LDAP server: | Idap.adsroot.itcs.umich. edu |

™ This server requires me to log on

[¥ This LDAP server requires a secure connection (S5L)

[ override default LDAP port: 3269

4+

Maximum number of results to return: | 1000
Search base: |

Cliem Certificate-based Authentication

Client certificate:  <No certificate selected>

Select...

{ Cancel E 0K ;3

You should see your Exchange account being built within Entourage. Microsoft only provides a message at
this stage if there is an error.

Using Brightmail to Control Spam

Exchange uses the Brightmail spam detection system. To take advantage of Brightmail, you need to
configure Entourage.

Entourage only stores the Brightmail setting on the computer you set it up on. If you access your Exchange
account from more than one computer — from one at work and at home, or from a desktop and a laptop — you
have two options for the Brightmail spam detection system to work on all of your computers:

1.

If one of your computers runs Windows, or you have access to a Windows computer, you only need to
configure Brightmail once using Outlook. Outlook stores the Brightmail settings on the Exchange
server, so you always have spam protection regardless of the computer you use.

Configure Entourage on each Mac.
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NOTE: No spam filter is perfect. Brightmail captures most suspected spam and moves it to the appropriate
folder. Some messages may slip through the filter and arrive in your 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.

3 EM&JI&JM View Message Format [RERIE Window Help 9

Run Schedule

Select your Exchange Inbox. Under the

Tools menu, select Rules. Send & Receive
Spelling... XL
‘I'r)llsaurus... ANER
. Dictionary... NO®ER
| Spelling Language »
[Ply@left[pliom | AutoCorrect...

Open

=5 Sent ltems
W6 Deleted ems Akt :
= Junk E-mail -
[ Calendar Toolbox >
@ Contacs
g + Junk E-mail Protection...
= towvitations Mailin Llsi Managel
5 auarantine
(i RSS Feeds Outof Ofﬁce
» |3 Syne lssues m
¥ |3 Folders on My Computer Signatures
:!. fnbae Schedules...
| Drafts Accounts...

A ke

In the Rules window, click the down arrow next to

New and select Exchange. Mail (POP...

Mail (IMAP).... T T R T Ty
Mail (Windows Live Hotmail),,, ttvetoumall  Mail(Exchange) ews Outgoing |

Mail (Exchange)... ;.

News...
Qutgoing...

A

In the Edit Rule window: F e ]
8 ) Rule name: Brightmail

a. create a name for the filter such as Brightmail or Spam so — r o= O

that you can recognize it later in the Rules window. ethee ) e )
from the first pull-down menu, select Specific header. ( = reT—=

¢. in the next field, enter exactly

. %+ Inbox (On My Computer)
Deleted tems (On My Computer)

Set category
X-Spam-Flag ST

d. from the next pull-down menu, select
Is
e. in the next field, enter in all upper-case letters
YES

f. from the next pull-down menu, select Move message.
from the next pull-down menu, select Choose a folder.

In the Choose Folder window:

a. under Exchange, select the Junk Email folder. &) onahs
b. click Choose. 5 senthems

By Deleted nems

Invitations
Quaranting

RSS Feeds

> Syne lssues

¥ [0 Folders on My Computer
Inbox

Drafts

Outbox @ |
New Folder Cancel Eﬂmma

g Al Al a5 |

BEE® 3
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Your Edit Rule window should now look like this.
Click OK.

Note: If you create other rules, your spam rule must
always be first in the list for it to work.

a.

Newly created rules always appear first in the
Rules window. After creating one, select the spam
filter you created above.

Click the Up arrow until your spam filter is first in
the list.

Close the Rules window.

Make Sure You Get Your Exchange Email

Rule name: | Brightmail

L3

[ 8 Remove Criterion | Execute | if all eriteria are met =]
|(specific header ) [¥-spam-iag [ BIE |
T_|_|Iﬂ

(5P AddAction ) (3§ Remove Action )

{ Move message 4] [ Junk E-mail (Exchange) ¥
' Do not apply ether rules to messages that meet these criteria
o bl (&

BdBoo Rules @):T

- Mail | News Outgoing |

Email sent to you from other Exchange users is available only in an Exchange client such as Outlook or
Entourage. If you only use Outlook or Entourage, this is not a problem. However, if you sometimes read
your email in other email programs, such as the web-based webmail.umich.edu, you will not see messages sent
to you from other Exchange users. This can be confusing, because you'll see all your email within Outlook or
Entourage but only some of it in, for example, webmail.umich.edu.
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