ANNEXURE A

Configuring Outlook

If you have been using Outlook with another type of email account (e.g., POP3), follow these
steps to configure Outlook to connect to the mail Server.

1. From the Start menu, select Control Panel » Mail
The Mail Setup - Outlook dialog box appears

NOTE: The location of this feature may vary depending on your computer setup.

CEEDTTR |

E-mail Accounts

- Setup e-mail accounts and directories.

T

Diata Files

#, Change settings for the files Outlook uses to Diata Files. ..
@g store e-mail messages and documents,

Profiles

Setup multiple profiles of e-mail accounts and o Profies. ..
data files. Typically, you only need one. =

Close I




2. From the E-mail Accounts section, click E-MAIL ACCOUNTS
In the E-mail Accounts section, click New to create e-mail account

B accourn serane: I S

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

T New... ¥ pepair... 5 Change... € Sstas Default 3 Remowve @ @

Mame Type

6 webmaster @mahatransco.in IMAP/SMTF (send from this account by default)
mailadmin@mahatransco.in IMAP/SMTF
mailadmin@mahatransco.in Microsoft Exchange

Selected account delivers new messages to the following location:

b sterd hatransco.in\Inbox
in data file C:\Users\Digvijay\. .. WOutookwebmaster @mahatransco.in.pst

3. Add New E-mail Account dialog box is displayed. Select Microsoft Exchange Server
and click NEXT



r — — —
A Add Mew E-mail Account - ﬁ

Choose E-mail Service

@ Microsoft Exchange, POP3, IMAP, or HTTP

Connect to an e-mail account at your Internet service provider (ISP) or your
organization’s Microsoft Exchange server,

! Other |
Connect to a server type shown below. |
Fax Mail Transport
|| Outiock Mobile Service {Text Messaging) .
[ ]

Mext = ] [ Cancel |

flax)
i
[

4. From the Add new E-mail Accounts dialog box displayed; Select Manually configure
server setting option Click Next

e = — . e
A Add Mew E-mail Account - ﬁ

Auto Account Setup

] —
s -d
[¥] pManually configure server settings or additional server type: s:
[ < Back “_ Mext = ] [ Cancel
I S — - =

5. From the Exchange Server Settings screen, in the Microsoft Exchange Server text box,
type msetclExMS.mahatransco.in deselect Use Cached Exchange Mode
6. In the User Name text box, type your email address



Enter the information required to connect to Microsoft Exchange or a compatible service.

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

Server: |m5edexMS.mahat'ansoo.in

] use cached Exchange Mode

Type the user name for your account.

User Marme: |mailad.rnir| @mahatransco.in

JL mext> ] [ cancel |

7. Click Check Name. Connect to msetclExMS.mahatransco.in dialog box will prompt for
Username and Password.

Type your email address and password; Click OK

Connecting to mzetdExMS. mahatransco.in

User name: | #8nahatransco ymailadmin

Password:

[] Remember my password




8. Click MORE SETTINGS...
The Microsoft Exchange dialog box appears.

Microsoft Exchange

zeneral I.ﬁ.dvanced I Security I Canneckion I Remake Mai I

x|

Exchange Account

Type the name by which you would like ko refer ko
this account, For example: "Work! or "Microsoft

Exchange",

IMiu:r-:usu:uFt Exchange

—WWhen skarking

* automatically detect connection state
" Manually control connection state

™| Choose the conmection kype when statking i

Defaulk connection skate
% Conmeck with the network

= wiork offline and/use disl-up networking

| 30 Seconds Until Server Connection Timeouk L

I

Zancel apply

9. Select the Connection tab

Microsoft Exchange

General | Advanced | Security  Connection IRemote Mail |

Zonneckion

Use these settings when connecting ta Microsaoft
Exchange when working offline:

* Connect using my Local Area Metwork (LAN)

" Connect using my phone line

" Connect using Internet Explorer's or a 3rd party dialer

Maderm

Ise ke fallawing Dial-Up Metworking conmeckion;

=

Properties. .. Add... |

Outlaok Anvwhere
[ Connect to Microsoft Exchange using HTTP

Exchange Proxy Setbings, .. |

o]

Cancel | Apply




10. Check mark Connect to Microsoft Exchange using HTTP

Microsoft Exchange x|

General I Advanced I Securiby  ‘“onneckion I Remoate Mail I

Caonneckion

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

{* Conmect using my Local Area Metwork (LAN)

" Conmect using my phone line

" Connect using Internet Explorer's or a 3rd party disler

Maodem

Wse the Following Dial-Up Mebworking conmection:

=

Properties. .. add., |

Cutlook Anywhere
¥ Connect to Microsoft Exchange using HTTR

Exchange Proxy Setkings. .. |

[0]4 I Cancel | Apply |

11. Click Exchange proxy Setting and Enter Settings shown in Screenshot below

Microsoft Exchange Proxy Settings |

Microsoft Office Cuklook can communicate with Microsoft Exchange owver the Internet by
nesking Femoke Procedure Calls (RPC) within HTTP packets. Select the protocol and Ehe
identikty swerification method thak wou want to use, IF wou don't know which options ko
select, contack wour Exchange administrator.

—_onneckion sektings

Use this LRL to conneckt ko my proxy server Ffor Exchanoge:

https: if nail. mahakransco.in

Iv Conneck using S5L only

Iv Only conneck ko proxy servers thak hawve this principal name in their certificake:

| msskd:mail.mahatransco.in

I ©n fast networks, conneck using HTTE Firsk, then connect using TCRJIF
I on slow networks, conmeck using HTTP Firsk, then connect using TCPJIP

— Prowxyw authenticaktion sekkings
Use this authentication when connecting to my proxy server Ffor Exchange:
|NTLM Authentication - |

| (o] 4 I Cancel I




12. Click OK 2 times Click Next to proceed configuration

The Microsoft Exchange Server dialog box appears.

13. Click FINISH

Outlook is now configured to access your emails.



ANNEXURE B

How TO CONFIGURE AUTO ARCHIVE OPTION

A. Outlook 2007
1) Open Outlook and click on Tools \ Options

Tools | Actions Help

Send/Receive 3

Instant Search 3

Address Book... Ctrl+5hift+B
w  Organize
Rules and Alerts...

Mailbox Cleanupg..
fa] Empty "Deleted fterns” Folder

Eorms 3

Macro 3

Account Settings...
Trust Center...

Customize...

Opticns...

2) Now click on the Other tab and click the AutoArchive button.

| Preferences I Mail Setup | Mail Format I Speling | Other |

General
— [ Empty the Deleted Items folder upon exiting
=2 Make Qutlook the default program for E-mail, Contacts, and Calendar.

Default programs. .. ] [Advanced Cptions. ..

Autoarchive

= Manages mailbox size by deleting old items or moving them to an archive file
=il and by deleting expired items.

AutoArchive...




3) The following screen specifying various Autoarchive options is displayed.

s = = ™
e e

[¥] Run AutoArchive every [1 :w days
[ Prompt before Autosrchive runs

During AutoArchive:
[¥] Delete expired items {e-mail folders only)

[¥] &rchive or delete old items
[¥] show archive folder in folder list
Default folder settings for archiving

Clean outitems older than |6 | [Days -

@ Move old items to:

| CWsers\Digvijay\Documents\Outiook |

7 Permanently delete old items

l Apply these settings to all folders now ]

To spedfy different archive settings for any folder, right-dick
on the folder and choose Properties, then go to the
AutoArchive tab.

| ok || Ccancl

Here, you can choose how often should AutoArchive run. The example above is shown for 1 day.
Also please select “Prompt before AutoArchive runs”.

NOTE:DO NOT SELECT THE OPTION FOR PERMANENTLY DELETE OLD ITEMS.

4) Enter Settings shown in Screenshotabove.

5) Click Apply these setting to all folder now.

6) Click OK and your settings are saved!



B. Outlook 2010

1) Click on the File tab to access Backstage View, and then click on Options.

-

]

Home Send / Receive Falder View Xobni

Open

Print

Help

| lﬁ:’] Options m

B4 Exit

Account Information

Mo account available, Add an e-mail accou

gp Add Account

e Account Settings
|@-ij Modify settings for thi:

Account
Settings =

_ Mailbox Cleanup
&_—.:' Manage the size of you



2) The Outlook Options window opens then Click on Advanced then the Auto Archive Settings
button.

General Outlook panes

Mail Customize Outlook panes. [ Mavigation Pane., ]

Calend
alendar [ Egad'mg F_’ar'lp... ]

Tasks

m

Outlook start and exit
Motes and Journal

| 7 Start Cutlook
Search L— in this foldern:

El Empty Deleted Items folders when exiting Cutlook

E@Duﬂookﬁnday | [ Browse... ]

Maobile
Language AutoArchive
Advanced l ‘-_l"ﬂ Beduce mailbox size by deleting or
-;I moving old items to an archive data [ Autodrchive Settings...
Customize Ribbon s I.:f'
Quick Access Toolbar Reminders
AddIns iff i\i-. ¥ Show reminders
- Blay ;
Trust Center reminder | reminder.wayv ! Browse...
sound: T

3) The following screen specifying various Autoarchive options is displayed.

(wovowe e

[¥] Run AutoArchive every [1 _Ew days

i Prompt before AutoArchive runs
During Autoarchive;
Delete expired items {e-mail folders only)
[¥f] Archive or delete old items
Showe archive folder in folder list
Default folder settings for archiving

Clean out itemsz older than i_ﬁ 5. _|,E. |I:t_ay;:, -

@ Move old items to:

_[-2:'l.l_Jsers‘l,Diguijay‘ﬂumments‘l,[]uﬁmkIE | Browse... |

") Permanently delete old items
[ Apply these settings to all folders now ]

To specify different archive settings for any folder, right-dick
on the folder and choose Properties, then go to the
Autodrchive tab,

ok | [ concel




Here, you can choose how often should AutoArchive run. The example above is shown for 1 day.
Also please select “Prompt before AutoArchive runs”.

NOTE:DO NOT SELECT THE OPTION FOR PERMANENTLY DELETE OLD ITEMS.
4) Enter Settings shown in Screenshot above.

5) Click Apply these setting to all folder now.

6) Click OK and your settings are saved!



