Configuring your E-Mail Account

This document will guide you through the process of setting up your e-mail account. This article
assumes you don’t have any previous e-mail to import into your new YourOfficeAnyWhere mailbox. If
you do need to import data then you should review the following article before you continue.
http://support.yourofficeanywhere.co.uk/Customer/KBArticle.aspx?articleid=3

Download Outlook 2007

The first thing you will need to do is configure Outlook 2007. If you don’t have a copy of this you will
need to download it from our servers. To download Outlook you will need your username and
password. This should have been sent to you or given to you by your primary technical contact.

1. To download Outlook 2007 click on the following link.

2. http://support.yourofficeanywhere.co.uk/yoa-help/outlook2007/install/Outlook2007.zip you
should now see the following screen.

Connect to support.yourofficeanywhere.co.uk | § |[+85)

Connecting to support. yourofficeanywhere. co.uk.

User name: g -

Password:

[] Remember my password

[ oK J[ Cancel ]

3. Enter you username and password. You should now see the following:
File Download ==

Do you want to open or save this file?

E Mame: Cutlook2007.zip
Type: WinRAR ZIF archive, 204MEBE

From: support.yourofficeanywhere.co.uk

Open ][ Save ]| Cancel |

Always ask before opening this type of file

harm your computer. f you do not trust the source, do not open ar

I@' While files from the Intemet can be useful, some files can potentialhy
L
= save this file. What's the risk?



http://support.yourofficeanywhere.co.uk/Customer/KBArticle.aspx?articleid=3
http://support.yourofficeanywhere.co.uk/yoa-help/outlook2007/install/Outlook2007.zip

4. Click the Save button and save the file to My Documents (Documents folder on Vista).

5. When the download has completed click the Open Folder button or open Windows Explorer and
browse to your Documents folder. Select the Outlook2007.zip file (if you used the open folder
button the file will be selected for you).

6. Right click and select Extract All this will launch the extraction wizard.

Extraction Wizard

Welcome to the
Compressed {zipped)
Folders Extraction
Wizard

The extraction wizard helps you copy files
framn inside a ZIF archive,

To continue, click Mest.

< Back Cancel |

7. Click Next
8. Click Browse and select the My Documents folder then click Next. This will extract the

installation files for Outlook 2007.
9. When the extraction has completed ensure the Show Extracted Files box is ticked and click

Finish
Extraction Wizard Ed |

Extraction Complete —
Files have been successfully extracted from the ZIP archive.

Files have been successfully extracted to the fallowing
directony:

C:ADocuments and Setiingshadm.. Ay Documents

To see your extracted files, check the box below:

Fress finizh o continue.

£ Back I Finizh I Cancel

Install Outlook 2007



1. Open the Officel2 folder and double click setup.exe this will start the Outlook 2007 installation
Wizard.

2. You will need the product key for Outlook 2007 before you can complete the installation. This
can be downloaded here http://support.yourofficeanywhere.co.uk/yoa-
help/outlook2007/install/productkey.txt (you will need your username and password to view it).

3. When prompted enter the product key in the box show on screen and click continue.

§l Microsoft Office Outlook 2007

»

IE Enter your Product Key

Type your 25-character Product Key.

Although you are not required to enter yvour Product Key now, we recommend you do sa for ease of
walidating wour Microsoft COffice License. For information about where wour Product Key is located, click the
Help button.

Conkinue
(7]}

4. Accept the license agreement and click continue.
5. Click Install Now. This will install Outlook using the default settings.

Configure Outlook 2007

Automatic Configuration
Once Outlook has been installed you then need to configure it to connect to your mailbox.

1. Launch Outlook (Start -> Programs -> Microsoft Office -> Microsoft Outlook 2007)
2. Click Next at the Outlook Startup Page.


http://support.yourofficeanywhere.co.uk/yoa-help/outlook2007/install/productkey.txt
http://support.yourofficeanywhere.co.uk/yoa-help/outlook2007/install/productkey.txt

Account Configuration

E-mail Accounts

Yfou can configure Outlook ko connect ko Internet E-mail, Microsoft Exchange, or
other E-mail server, Would vou like to configure an E-mail account?

< Back I Mext = I Cancel

3. Click Yes and then Next
4. You should now see the Account Details page. Enter your account details.
‘A Add New E-mail Account - @

Auto Account Setup

Clicking Mext will contact your e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings.

Your Name: Paul Monaghan

Example; Barbara Sankovic

E-mail Address: paul @paulmonaghan. co.uk

Example: barbara@contoso,com

Ea ssword: EEEEEEEEL

Retype Password: | ===

Type the password your Internet service provider has given you.

I [ Manually configure server settings or additional server types

]
0
=

[ Mext = ][ Cancel ]

5. Click Next

6. At this point Outlook will attempt to automatically configure you settings for you. You may be
asked for your username and password again. If so enter the correct details and click OK
7. When you see the following click “Don’t Ask....” And click Allow



A Microsoft Office Outlook ‘ l , ﬁ
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7). Allow this website to configure demol@yoatest.co.uk server

(-

') settings?
https: //webmail. yourofficeanywhere. co.uk/autodiscover fautodiscover. xml

Your account was redirected to this website for settings.
You should only allow settings from sources you know and trust.

Don't ask me about this website again

[ Mow | [ concel |

L4
8. After a few seconds you should see the following screen:

3 2dd New Frat e D =)
.!,. Add Mew E-mail Accoul —, e

Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:
Establish network connection
Search for paul.monaghan@cardium.co.uk server settings
Log on to server

Your e-mail account is successfully configured to use Microsoft Exchange.

[ Manually configure server settings

<Back || Finish i[ Cancel

9. Click Finish
10. Outlook will now configure you mailbox.

Manual Configuration
This process should be used if you received any errors during the automatic configuration of your
mailbox.



1. Launch Outlook as detailed in the automatic configuration process.
2. When you reach the Account Settings screen tick the box Manually configure server settings...

and click Next
Add New E-mail Account

Auto Account Setup

Your Name: I.ﬂ.dministrator

Example; Barbara Sankovic

E-mail Address: IP.I:Iministrator@yourofficeanywhere.c.uk

Example: batbata@cantoso, com

Password: |"‘****"‘

Retype Password: I******

Twpe the password yvour Internet service provider has given yaou,

¥ tanually configure server settings or additional server bvpes:

< Back. I Mext = I Cancel

Select Microsoft Exchange and click Next
Enter YOA-EXVS02.YOA.NETWORK in for the servername
Enter your e-mail address for the username
Tick the Use Cached Exchange Mode
Add New E-mail Account

oukWw

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

Type the name of your Microsoft Exchange server, For information, see wour system
adrninistratar,

Microsoft Exchange server: Iyoa-exvsﬂ&yoa.netwnrk

¥ Use Cached Exchange Made

Type the name of the mailbox set up For vou by your administrakor, The mailbox name
is usually your user name,

Ussr Mame:  |paul.monaghan@cardium.co.uk| Check Mame |

More Settings ... |
< Back I Mext = I Cancel |

7. Click More Settings
8. Click OK at the error you should now see the following screen



Microsoft Exchange |

General |F'.|:Ivan|:eu:| I Securiky I Connection I Remate Mai I

Exchange Accounk

Type the name by which vou would like to refer ko
this accounk, For example: "Work" or “Microsaft
Exchange",

IMin:rn:ns::nFt Exchange

—When skarting
* automatically detect connection state
i~ Manually control conmeckion skake

[T cGhoose the conmeckion type when skarting

Default connection stake
% | Conmect with the netwark

€ waork offline and use dial-up metworking

| 30 Seconds Unkil Server Connection Timeouk

I, I Cancel Apply

9. Click the Connection tab
10. Tick the box Connect using.... and click the Exchange Proxy Settings button



Microsoft Exchange |

zeneral I fdvanced I Security  Conneckion IRethe Mail I

Connection

Ise these settings when connecting to Microsoft
Exchange when warking offline;

' Fonneck using my Local area Metwork (LARY

" Connect using my phone line

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

Madem

IUse the following Disl-Up Metworking conmneckion:

[4

Broperkies, .. add., |

Cutlook Anvwhere
¥ Connect to Microsoft Exchange using HITP

Exchange Proxy Settings. .. |

Ik I Cancel | Apply

11. Enter webmail.yourofficeanywhere.co.uk in the field Use this URL ....
12. Tick the box On fast networks.....
13. Select Basic Authentication from the Proxy Authentication Settings drop down box




Microsoft Exchange Proxy Settings |

Microsoft Office Outlook can communicate with Microsoft Exchange over the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets, Select the prokocol and the
idenkity werification method that wou wank to use, IF wou don't know which options to
select, contact vour Exchange Administratar,

— Connection setkings
Ise this URL ko conneck ko my proxy server Ffaor Exchange:
https: i Iwel:umail.ynurnfﬁceanywhere.l:l:u.uk

¥ | Conmect using S5L anly
[ only connect to proxy servers that have this principal name in their cerkificate:

¥ ©n Fask networks, connect using HTTP first, then conneck using TCRJIP
¥ on slow networks, connect using HTTP First, then connect using TCRJIP

Proy authentication settings
Ilse this authentication when connecting ko my proxy server for Exchange:

Basic Authentication

| (04 I Cancel

14. Click OK three times and click Next

15. Click Finish
16. You will now be prompted for you credentials. Enter your e-mail address and your password and

click OK
17. You should see a message “Now preparing Outlook for first time use”

If you are still unable to connect to your mailbox contact the helpdesk via e-mail
helpdesk@yourofficeanywhere.co.uk or by phone on 01282 425111.
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