STEP-BY-STEP CONFIGURATION GUIDE % Managed
PC & Web Access and PC & Web Access Ultra EXChange

These instructions are for setting up either a Managed Exchange ‘PC & Web Access’ or
a ‘PC & Web Access Ultra’ mailbox.

Different Methods of Access

The five different types of Managed Exchange mailboxes have varying access methods as shown below:

allpox A e ethod
Mailbox Tvpe Microsoft Outlook Web Mobile
yp Outlook Access Access Access
PC & Web Access v v v
Ultra
PC & Web Access v v v
Web Access x v v
Solo Web Access x v v
Basic Access x v v

The following instructions will assist you to:

e Configure DeskControl.
e Create a mailbox;
e Enable Managed Exchange — PC & Web Access or PC & Web Access Ultra

Please note: To follow these instructions you will need:

1. A WebCentral account

2. Your username and password for WebCentral's Mission Control system — most of the set-up for your
Managed Exchange mailbox is done in Mission Control.

Please note: The Primary Contact or Administrator of your WebCentral account is the only person with
access to the Mission Control username and password. If you are not the Primary Contact or Administrator,
please contact that person to arrange for the Managed Exchange mailboxes to be set up. The username
and password can be reissued to the Primary Contact only by calling our Sales & Service team on

1800 800 099 (ext 2).

Your email address and mail password to log in to DeskControl
Access to the internet
Windows XP with service pack 1 and hotfix Q331320*

Internet Explorer 5.5 browser or preferably Internet Explorer 6.0

o a0 b~ w

* This hotfix is required if you wish to use RPC over HTTP to connect to WebCentral's Managed Exchange
servers. We recommend that you use RPC over HTTP as it avoids connection problems when your ISP is
blocking Port 135. Port 135 can be blocked by ISPs as it may be accessed by viruses and other malicious
exploits. You can download the required patches at

http://support.microsoft.com/default.aspx?kbid=331320
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STEP-BY-STEP CONFIGURATION GUIDE
PC & Web Access and PC & Web Access Ultra

Step 1.
Log on to Mission Control via
https://mc-au.server-secure.com

Address |@ https: /mc-au.server-secure, com

Step 2.
Enter your username and password

Connect to Mission Control

Username: Ivs'l 33005

Passwaord: I’““‘“‘“““’“’“““‘““

FPleaze Note:
“ou must enable "cookies" in vourweb bromser,
in orderto access Mission Control.

[o]4 " Cancel

Verify DeskControl Configuration
DeskControl is a free product
provided by WebCentral that you use
to access your Outlook over the
internet, from any computer.

If you do not already use
DeskControl, you will need to
configure this to use Outlook Web
Access.

Step 3.
Click on “Add Component” on left
hand menu

Select “Add Component” from the
sub menu

Step 4.
Select “Add/Configure DeskControl”

F GCetling Started
b Edit Your Details
F Acccuuis

¥ Add Component

Add Companent

F L Sre Ex'ls

P Internet Access
F Mailboxes

P Web Server

F Ecommerce

F Online Help

F Job System

F Advanced Menu

Click on the links to add the following features...

O_2Add Standard SGL Service

O Add Premier S0L Service (fris feature is not auziable o cusomers on Hhis lered)

O_Add InetStore %2 (16 - 1000 Products)

O_Add a Domain Email Alias

O _Add Payment Proxy Server Product

O _AddfCanfigure DeskContral

B _CaldFusion o

Feature Page
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STEP-BY-STEP CONFI

PC & Web Access and PC & Web Access Ultra

GURATION GUIDE

Step 5.
Your current DeskControl status will
be indicated with green shading.

If you are currently using
DeskControl Personal, you should

Current DeskControl Status
) DeskControl Personal
DeskCaontrol Standard
O DeskControl Professional

Configure DeskControl

Upgrade to DeskControl C g Yes

select “Upgrade to DeskControl
Standard”

Click on “Save changes” —

You will receive a confirmation email
that this upgrade has taken place.

Step 6.

Select DeskControl Administrator
The DeskControl Administrator would
usually be someone in your IT
department or your IT services \
consultant. All help requests generated
within DeskControl will be sent to this
person. This person will also be able to
set up DeskControl access for new staff.

Select HR Manager —

The HR Manager should be the person
responsible for Human Resources within
your business. This person will be
granted access to all staff contact details
held within DeskControl.

DO NOT upgrade to DeskControl
Professional. Make sure that ‘No’ is
selected here.

Click on “Save changes”

>

Standard?

// Save Changes

O DeskContral Personal
O DeskContral Standard
O DeskControl Professional

Configure DeskControl

“avhich person will be the 7, Systems Administrator will raceive help requaests from staff
Administrator of the I.Jane Dos

systermn?

-

Which person will be the 1o HR Manager will receive access to all staff cantact details.

__—p HR Manager of the =
system? |Jne Bloggs J

Upgrade to DeskControl @ 1a

Professional? £ Yes

Save Changes

Current DeskControl Status

Mailbox Set-Up

If you wish to enable Managed
Exchange on an existing mailbox,
click ‘Edit’ on the relevant mailbox
and go to Step 10.

If you wish to enable Managed
Exchange on a new mailbox, follow
the steps below

Step 7.

Select ‘Mailboxes’ from the left hand
menu and then ‘User Mailboxes’
from the sub menu.

F Getting Started

k Edit Your Details
¥ Accounts

¥ Add Component
F Office Extras

F ADSL/Broadband
¥ Dialup Access

¥ Mailboxes

hiailing List Instr

F Web Server
F Ecommerce
} Online Help
F Job Sy=tem
F Advanced Menu

Step 8.
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STEP-BY-STEP CONFIGURATION GUIDE
PC & Web Access and PC & Web Access Ultra

Choose “Exchange 2003 — PC &
Web Access” from the drop down
box at the base of the screen.

(Note — you may also wish to choose PC &
Web Access Ultra which has a larger storage
allocation than the standard PC & Web
Access product).

Then click ‘Create mailbox’

Scroll down to the “General Settings”
section

Mainta

User Accounts
MlUser Setup _ISummary Report _IMailbox Usage Report _|Exchange Distribution Lists

There are several ways that you can search for a user account. You can:

e Wiew all user mailboxes by clicking the "Show All" button,
Search for a mailbox id (e.g. mh123456h),
Search for a mailbox name (e.g. Joe Bloggs),
Search for a mailbox alias (e.g. joeb),
Enter a letter (e.g. ) to retrieve all user mailboxes and aliases that begin with that letter.
Iailbox I

Search SBErChl Show All |

You must select the type of mailbox that you want to create. After creating the mailbox, you rmust switch the Mailbox Status to "On"
in order to activate it

+ Standard (POP) Email is the default mailbox type. This is a normal mailbox that uses Post Office Protocol for sending / receiving

email. POF mailboxes are included with your hosting plan.

o Exchange 2003 - Weh Access Only. This is an Exchange server mailbox. Access to the mailbox s via a web browser only
ditional charges do apply. Click here for pricing

+ Cxchange 2003 - PC & Web Access. This is an Exchange server mailbox, Access to the mailbox is either via a web browser or

the W Cutlook 2003 email client. Additional charges do apply. Click here for pricing.

+ Excfange 2003 - Solo Access. This is an exchange server mailbox. Access to the mailbox is via a web browser only. Calendars,

contacts\and tasks cannot be shared with other Exchange mailbox users. Additional charges do apply. Click here for pricing.

New hailb || Create Mailhox I

-- Pleage Choose -

Flease Choose -
dard (POP) Mail - (Included with y

=) our plan)

Search Resu

Fullnarne Status  Export Status Action

Step 9.
Change the ‘Mailbox Status’ to ‘On’.

Make sure that the ‘PC & Web
Access’ option is selected

Select the level of Public Folder
Access that you require

Most staff will have public folder
author privileges. Your malil
administrator would usually have
publishing editor privileges.

Enter the mailbox name and the
main email address

Enter e-mail alias or aliases in the
‘Extra Email’ options

These addresses will be directed to your
main email address, but can use other
variations of your name or a generic
name like sales@promo.webcentral.com.

Set quotas for this mailbox

Each Managed Exchange mailbox comes
with 200MB (200MB for Ultra) of included
storage. Set ‘warning’ and prohibit’
quotas to help you to manage your
mailbox storage. Additional storage
space can be purchased, so you are not
limited to using only 100MB.

Enter password

This will be the password that you use to
enter DeskControl and view Outlook Web
Access

Click on ‘Save’

Go to Step 14

General Settings
¥l General Settings —I Extra Settings | Auto-Responder I Outlook SWS Add On
Mailbox Name: mb1086820

& on O Of Furge failbox

" (Terms and Conditions apply to the use of Outlook 2003
€ Managed Exchange - Solo access
Exchange Type: © Managed Exchange - Web access only
@ Managed Exchange - PC & WWeb access

Mailbox Status:

© Thiz account is a public folder publishing editor
@ This account is a public falder author

Full Marme: |Robert Jones

Main Email Address: W@pmmn wehcentral.com

Extra Email: lbub—@prumu_web:emra\.cum

Extra Email: W@prnmn webcentral.com

Extra Email W@pmmn wehcentral.com

Extra Email: l—@promu.web:entra\.cum

Warning Quota: |40 ME - Vou will receive a warning email when you reach this limit (0 means thers is no limit)

Prohibit Send Quota: |48 WE - ou will be prevented from sending email when you reach this limit (0 means there iz no limit).

Prohibit Send and Receive |50 WEB - You will be prevented fram sending and receiving email when you reach this limit [0 means there is no
Quota: limit).

Password: fou must supply a password.

Custorers using Exchange Server are charged for additional MB of storage

Setting quotas on mailboxes helps you to better manage your email environment and control your additional monthly storage costs.
‘ [Fec]

Public Falder Access:
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STEP-BY-STEP CONFIGURATION GUIDE
PC & Web Access and PC & Web Access Ultra

Please note: These changes will
take up to 2 hours to take effect

Upgrade an existing mailbox
Change an existing POP mailbox to
a Managed Exchange PC & Web
Access or PC & Web Access Ultra
mailbox

Step 10.

Select ‘Mailboxes’ from the left hand
menu and then ‘User Mailboxes’
from the sub menu.

F Getting Started

k Edit Your Details
¥ Accounts

¥ Add Component
¥ Office Extras

F ADSL/Broadband
¥ Dialup Access

* Mailboxes

hiailing List Instructi

F web Server
F Ecommerce
F Online Help
F Job System
F Advanced Menu

Step 11.

Select ‘Edit’ for the mailbox that you
wish to upgrade to Managed
Exchange.

Fullnarme Mumber
mb 108652
mb108652n

business@promo.webcentral.com mb108652b

enterprise@@prormo webcentral.co mb 108652

infa@proro webcentral corm mb 1086525

Jane Doe mb105552d

Joanne Roberts mb 1086521

Joe Bloggs mb 108652

John Doe mb108652)

MWacro Demo mb 108652k

Madia test mb108682m

prormoiE@promo webcentral com mb108652:

roadshow mb105652g

roadshowZ003 mb 1086520

Robert Jones mb 1086520

Mailbox Type
Standard

Standard

Wyeh Access
Standard

Standard

PC & Weh Access
PC & Web Access
PC & Web Access
PC & Web Access
Standard

Standard

Standard

Standard

Standard

PC & Web Access

Search Results £

Status Export Status

Operational Edit
Cperational Edit
Operational Edit
Cperational Edit
Operational Edit
Cperational Edit
Operational
Operational Edit
Cperational Edit
Cperational Edit
Cperational Edit
Operational Edit
Cperational Edit
Cperational Edit
Cperational Edit

Step 12.
Scroll down to the “General Settings”
section

Click ‘Upgrade to Exchange’ from the
top left hand side of the screen

General Settings

il 3 Extra Settings —JAuto-Responder _lAuto-Forwarder —IMailbox Test Page instructions ASpamTrap
_AUpgrade to Exchange

Mailbox MNarme: rmb108602f

Mailbox Status: & On O Off

Full Mame: |Joanne Roberts
ain Email Address: [joanner E@promo.webcentral.com
Extra Email: W@pmmo.webcemral.cum
Extra Email: ljD—@promo.webcentral.cum
Extra Email: lr@pmmn webcentral.com
Extra Email: l—@promo.webcemral.cum
Password: W You must supply a password

Save
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STEP-BY-STEP CONFIGURATION GUIDE
PC & Web Access and PC & Web Access Ultra

Step 13.

Make sure that the ‘PC & Web
Access’ or ‘PC & Web Access Ultra’
option is selected

Select the level of Public Folder
Access that you require

Most staff will have public folder
author privileges. Your mail
administrator would usually have
publishing editor privileges.

Set quotas for this mailbox

Each Managed Exchange mailbox comes
with 100MB of included storage except
for the Managed Exchange PC & Web
Access Ultra mailbox which comes with
200MB. Set ‘warning’ and prohibit’
quotas to help you to manage your
mailbox storage. Additional storage
space can be purchased, so you are not
limited to using only 100MB or 200MB

Click on ‘Save’

It will take up to 30 minutes for
Managed Exchange to be enabled
on this mailbox

Important: if you decide that you no
longer wish to have Managed
Exchange enabled on your mailbox,
the only way to remove this service
is to log a job on your account.
Currently, Managed Exchange
cannot be disabled in Mission
Control.

Upgrade to Exchange
_AGeneral Settings _IExtra Settings —1Auto-Responder _{Auto-Forwarder _Ihailbox Test Page _lInstructions —ASpamTrap
#lUpgrade to Exchange

mb 1086521 (Terms and Conditions apply to the use of Outlook 2003, which can be downloaded here.
Click here for pricing.)

Managed Exchange Type@F’C & Weh Access O Weh Access Only © Salo Access (Mo Sharing)

Mailbox Name:

" This account is a public folder publishing editor
& This account is a public folder author

Warning Quota |4U ; ME -* ou will receive a warning email when you reach this limit {0 means there is no
imit).

Prohibit Send Quata .45 i MB - ou will be prevented from sending email when you reach this limit {0 means there
iz no limit).

Prohibit Send and Receive [50] WE -¥ou will be prevented from sending and receiving email when you reach this limit

Quota 1) means there is no limit)
——
)

Public Folder Access

Step 14.
Log out of Mission Control

Mission Contro!

Thirmee ar sanvril waryss thit you can seach lor s usor account

® You can swarch foe all your users’ mailboxes by chokang the *Show AlIY butlon,

+ You can snter the name of & user's mailbox (a5 mb1234558),

* You can sisrch foe o eniers raemo {0y Joo Bloggs),

« 'ou can search for & user's mailbox alias (2q; joeb),

» You can mput o lotlor feg 7] and ot ol your usies’ modboges and alasos that g widb the lolte

st Mailbox

Masdtion Sparch |

Search | Show All

Managed Exchange Settings

Szeneral Seltings <IEatra Sellings ZlAuto Respander ZUhulo-Forwarder Zi0ullook SME Add On sManaged
Exchange —IMailbox Test Page instructions —dSpamTrap
Maithax Mane mbmoc
Mailbox Fuliname S1afi
£ 8 Managad Exchanga for thes mailhax

Exchange Web Access ($14.95/mth)
Anywhearg, anytine access to your email, calendar and contacts wa & web browser from any intemet
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STEP-BY-STEP CONFIGURATION GUIDE
PC & Web Access and PC & Web Access Ultra

Verify Outlook Web Access has
been set up

Once Managed Exchange has been
enabled on your mailbox, you should
log into DeskControl to verify that all
new mail is arriving in the Managed
Exchange mailbox. After you have
confirmed this, you can then proceed
to migrate your existing mail into this
new mailbox.

Step 15.
Go to DeskControl

Step 16.
Use your e-mail address and
password to log on

. Address |@ https: fide-au. server-secure . com/f

Login

Forgot Password

Supported Browsers

Fleaze enteryour Username (vour email alias eg myname@mydeomain.com) and your

Fazaword.

Ernzil Address:

|johns@acmeairlines com |

Fasswiord:

2
== Security Options:

@ Fublic Kiogde'Shared Computer (extra security)
O my PC(normal security)

O Keep me logged in until I logout (low security)

Step 17.
Click on ‘Messages’ then ‘Show
Inbox’

Select the ‘High bandwidth’ option if
you are using broadband and ‘Low
bandwidth’ if you are using a dial up
connection.

uEIEEV I Messages

Show Inbo¥Low Bandwidth
UL High Bandwidth
DeskControl SMS.,.,
Cutlook SM3,..
Desk MNetMeeting

e.l’ﬂpﬁ Promotions Manager I

Step 18.

You will now be able to verify that
your email is being delivered into
your new Managed Exchange
mailbox.

You can also now use Outlook Web
Access via DeskControl to manage
your email, calendar and contacts
from any internet-connected
computer.

Microso

Books

Rooms MyOffice Do

We

fy-to-tise company

ft Exchange

Vs we will place an arder this month

AedarCiagbebes.. Tes we vl place an crder B .. Mo H10E001 4. Oy ieiaregh com]

AdsmSqip.. My nes Difice Mon /187003 7B
AdamC k.. Yes we sl place sn ordes — Mon 6/18/7003 . 7 KB

)
4 )
= S AdemCikn Morthers Region Prajedt  Mon 8182003 . 2K8
1 4 dwcobche... Soon Men B0 1. 208 a
1 i ndacpaist... Soon Mo 102003 1= 10290
| e i iedCipghgte.. My fom Cifce Mo ENMIOBH ... 128 L)
(e 4 Aot Saks Prpat Men NN LEB
= Skt ] - 7
0 | AdamOSqip.. SDITIT Vou lghts are Onf Meon /18,7003 78
3 I Adamibke.. tem rister T
] T B—
- Cie THIE Doc
DOCUNENTS PROVIDED PURSUANT
S Adarbagh fight te Melbouse Men/18/2003 . 2K8 T0 THIS PROGRAN ARE FOR
I Adabakp st Redaction Men /1872003 2K8 INFORRAT
| AdamPaqky German SelesRrport  Menf/I8/7003. 7K8 The ing
Pkt ] G ik, Cos fsdunn Mon SRE0 | . LD
] Calendar 4 Admbbch... M Sakes Frares Mon SN LB
L Contacts N s Pt L]
| Adsmwaosn_ Sports HeonB/18/7003 . 268
o] Tasks =] ae T
| Pt robders 4 dmioh... i Aedaren Mo IO 1 LK
Gt | Adsmwaosn_ Sports HonB/18/7003 188
i Adweioh... S Raduren Mo OG- 2R
: =] -z
)
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STEP-BY-STEP CONFIGURATION GUIDE

PC & Web Access and PC & Web Access Ultra

Migrate your existing email,
calendar and contacts

Once Managed Exchange ‘PC &
Web Access’ or ‘PC & Web Access
Ultra’ has been enabled on your
account, you will need to migrate
your existing Outlook data (if
applicable) and then download the
latest version of Outlook 2003 from
Mission Control.

A .pst file can be created in Outlook
as a way of storing data. The .pst file
is also used during the Managed
Exchange migration process. The
types of data that you should migrate
would include your inbox, sent items,
calendar and contacts.

Step 19.

Open your existing Outlook client.
These instructions should be correct
for Outlook 2000 and 2002 as well.

Select ‘File’, then ‘New’, then
‘Outlook Data File’

I m

& Inbnx - Microsoft Outlook

»

Falder

3

File | Edit Wiel Go Tools Actions Help
| e / P| Mail Message Chrl+M

%.] postin This Folder  Crel+shift+5

ndfReceive - |

archive..,

Import and Export. ..

Ctrl+3hift+F

| ( Outlook Data Eile...)

Prink. ..

Chrl+-P

& Outlook 2003 Team

Exit

i ¥

fa) Deleted Items

@ Drafts

@ Inbox (1}

£33 Junk E-mail

@ Outbox

E enk Ikems
Ea Search Folders

ﬁ Personal Folders

Step 20.
Choose the .pst type that you would
like to create.

Then click ‘OK’

New Outlook Data File E |

T';.-'pes of storage:

Outlu:u:uk a7-2002 F'ersu:unal Fu:ulu:lers FI|E { st]l

Description

Provides more skorage capacity for items and Folders,
Supports mulkilingual Unicode data, Mok compatible wikh
Cutlook 97, 98, 2000, and 2002,

o]

Cancel
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STEP-BY-STEP CONFIGURATION GUIDE
PC & Web Access and PC & Web Access Ultra

Step 21.
Save the .pst file to a suitable
network or local location.

Then click ‘OK’

Make sure you remember where you
have saved it!

Create or Open Outlook Data File

I Deskkop

Sawve in:

@ X %) [ - Tooks

F&‘ My Documents
L vy Camputer

7 A

Deskkop

[ portal Server
ik test123, pst

My Documents

My Comter

Iy work
Flaces

Fil= name:

Save as type: IPersonaI Falders Files {*.pst)

=l oK I
j Cancel |‘

Step 22.
.pst files can be encrypted and
password protected.

Create Microsoft Personal Folders
Eile: I Ci\Documents and Settingsilukec, POWERLIP
AU P conal Folders

Name your .pst file

Maintain the default option for
encryption, which should be
‘Compressible encryption’ i
This encrypts your offline folder file so
that it can be compressed if your
computer uses disk compression to help
with file storage management.

You can choose to enter a password
to protect your .pst file if you wish.

Then click ‘OK’

Farrnak: I Personal Folders File

—Encryption Setking

i~ Mo Encryption

> ; :
@Cnmressmle Encryption

High Encryption

—Passwiord

Passwiord; I

‘erify Password; I

[ Save this password in your password list

( (0] 4 t Cancel
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STEP-BY-STEP CONFIGURATION GUIDE
PC & Web Access and PC & Web Access Ultra

Copy content into the .pst file
Copy the items from your current
version of Microsoft Outlook that you
want to migrate to your new
Managed Exchange mailbox.

Step 23.

Underneath your mailbox is a new
folder called ‘Personal Folders’. This
is your .pst file.

You can now drag and drop items
into this new ‘Personal Folders’
location.

Or you can right click on folder(s)
you wish to copy, such as your:

e Inbox

e Sent ltems

e Calendar and

e Contacts

Select ‘Copy’ from the menu that
appears when you right click on the
item

Favarite Folders Arranged By: Date |Newest on top T *-|

Inbox (1)

Linvead Mai & Today

R For Folow L
@ Sent Items

B4 Outlook 2003 Team
Welcome bo Microsoft Office Qutlook 2003

2:33 PM

Al 1ail Folders

= S8 Personal Falders
(&) Deleted Items

£3) Drafts
now TEN
B o & Qpen
% ?"“ Cpen in Mew Window
er]
\\ m Sed Send Link ko This Folder
= Person Advanced Find. ..
&) Dell
s T .
0 sed. e
<|% Copy "Inbox".. )
ale Rename "Inbox"...
A Mew Folder..,
y Remove from Favorite Folders
Mark &ll as Read
Process all Marked Headers
@ Mail Process Marked Headers
=] calends SUlie oS
Properties

Contacks T

Step 24.

Then select the new .pst file
‘Personal Folders’ as the destination
to copy the item to.

Then click OK.

Repeat this ‘Copy’ process for each
of the items in your Outlook that you
wish to migrate to your new
Managed Exchange mailbox. All of
the items can be copied to the one
.pst file.

Copy Folder

Copy the selected Folder ko the Folder:

= @' Personal Folders
E Calendar
Contacts
fa} Deleted Ttems
07 Drafts
@ Inbox (1)
(g Journal

C3 Junk E-mail
fa] Motes
\ ) Outho

@ Sent Ikems
\ Tasks
SN} rsonal Folders
fa) Deleted Therns
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STEP-BY-STEP CONFIGURATION GUIDE
PC & Web Access and PC & Web Access Ultra

Download Microsoft Outlook 2003
software from Mission Control
The next step in the migration
process is to download the Microsoft
Outlook 2003 software by returning
to Mission Control. Please note that
installing this new version of
Outlook will replace your existing
version of Outlook.

If you already have the latest version
of Outlook 2003 on your computer,
please go to Step 30.

Step 25.
Log on to Mission Control via

https://mc-au.server-secure.com with
your username and password

Step 26.

Select ‘Mailboxes’ from the left hand
menu and then ‘User Mailboxes’
from the sub menu.

Step 27.

Select ‘Edit’ for the mailbox you have
already enabled Managed Exchange
on.

Connect to Mission Control

Lsernarme:

[ws193005

Password:

I

FPlease Note:
“fou must enable "cookies" in yourweb browser,
in order to access Mission Control.

Ik

H Cancel

F Getting Started

} Edit Your Details
} Accounts

F Add Component
} Office Extras

F ADS5L/Broadband
¥ Dialup Access

* Mailboxes

up hiailing
hdailing List Instruct

F Web Server
} Ecommerce
F Online Help
F Job System
} Advanced Menu

Fullname

business@@prornowebcentral com
enterprise@proma.webcentral.co

infoi@promo webcentral. com
Jane Doe

Joanne Roberts

Joe Bloggs

John Doe

Macro Dermo

Madia test

promoEprome. webcentral. com

roadsho
roadshow2003
Robert Jones

Murnber hailbox Type

rmb 1086321 Standard
mb108652n Standard

rmb 108652k Weh Access
mb108652c Standard

mb 1086524 Standard
mb108652d PC & Web Access
mb108652f P& Web Access
b 1086521 PC & Web Access
mb108652] FC & Web Access
b 108652k Standard
mb108682m  Standard

mb 108652 Standard
mb108682g  Standard
rmb108652h Standard
mb1086520 PC & Web Access

Off
off
[y
On
[y
On
[y
Or
Cin
Or
Off
Or
Cin
On
On

Operational
Operational
Ciperational
Operational
Ciperational
Operational
Ciperational
Dperational
Operational
Dperational
Operational
Dperational
Operational
Operational
Operational

ch Results

Status Export Status
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STEP-BY-STEP CONFIGURATION GUIDE
PC & Web Access and PC & Web Access Ultra

Step 28.
Read the Terms & Conditions that
apply to the Outlook 2003 software

Please note that this software download
is only available to customers signed up
for either the Managed Exchange PC &
Web Access or PC & Web Access Ultra

product. /

Write down your mailbox number —
which is in the format mbxxxxxxx —
and password as you will need this
to complete the set-up process. \

General Settings
MGeneral Settings _1Extra Settings _lAutg-Bespondar - I0utlook SMS Add On

mb 1086621 Terms and Conditions gaply to the use of our MAPI client software )
R ————
C Off Purge ailbia |

& PC &%eb Access © Web Access Only © Solo Access (No Sharing)

Mailbox Marme:

© & 0On

" Thiz account i a public folder publishing editar
& This account is a public folder author

Full Mame: IW

Main Ermail Address: Ioanmer @nroma.webcentral com
Imanne @ promaoswebcentral com
I'D @promo.swebcentral com
W@pmmo.webcemral cam
I @promoswebcentral com

I4U MB -¥ou will receive a warning ernail when you reach this limit (0 means there is no
lirnit).

I‘18 MB -¥ou will be prevented from sending email when you reach this limit (0 means there
is no limit).

ISU MB -¥ou will be prevented from sending and receiving email when you reach this limit {0
means there is no limit).

: IEfghEE?E You must supply a passward

older Access

Extra Email:
Extra Email:
Extra Email:

Extra Email:

Wyarning Quota

Prohibit Send CQuota

Prohibit Sed and Receive

Cuota

=R

Step 29.

The link for the Microsoft Outlook
2003 software and the product key
are available at the base of the
Terms & Conditions page.

8. WARRANTIES AHD LIABILITIES

To the extent permitted by spplicable lsw, we do not mske sny represertations or express warranties and disclaims all warranties, duties and conditions with
respect to the Softveare, whether express | implied or statutory, including but not limted to, implied weatranties or conditions of merchantabiity, finess for a
particulat purpose, lack of viruses, accuracy of completeness of responses o results | of correspondence to description. The entire risk as to the guality of or
arizing out of use or performance of the software products, if any, remainz with you. Notwithstanding anything in thiz agreement, consumers may have the benefit
of certain rights or remedies pursuant to the Trade Practices Act 1974 (Cth) and similar state and territory laws in Australia in respect of which lisbility may not be
excluded. If 0, then to the maximum extent permitted by lavw, such lisbilty is imited st our option, inthe case of goods to either (i) replacement of the goods or (i)
correction of defects in the goods, and in the case of services to ether (i) resupply of the services or (i) the cost of the resupply of the services

9. PRODUCT SUPPORT
Wi will only provide basic configuration support for the Software. Microsott or its atfilates or subsidiaries will not provide any procuct support

10. HOT FAULT TOLERANT

THE SOFTWARE MAY CONTAIN TECHMOLOGY THAT IS NOT FAULT TOLERAMT AND IS NOT DESIGNED, MANUFACTURED, OR IMTENDED FOR USE IM
EMVIRONMENTS OR APPLICATIONS INWHICH THE FAILURE OF THE SOFTVWARE COULD LEAD TO DEATH, PERSONAL INJURY, OR SEVERE PHYSICAL, PROPERTY
QR ENVIRONMENTAL DAMAGE.

11. EXPORT RESTRICTIOHS

The Software is of S, origin for purposes for LS. export control laves. You sgree to comply with all applicable international and national laws that apply to the
Software, including the U.S. Export Administrstion Regulations, s well as end-user, end-use and destination restrictions issued by U5, and other governments
For addtionsl information, see hitp: MAaww microsoft comsesxportings.

12. LIABILITY FOR BREACH
In addition to any liakility you may have to us you sgree that you will also be legslly responsible directly to Microsoft for any breach of these terms and condtions.

Ifyou are a PC ccess customer and you accept these Terms and Condill e click here to
dowinload the software (download size 173MB)
to e TS TS SO Try T e T ettt ve license
5. MYFIWW-T2G49-TTY4P-REBVPYV-WGEBE

* Only PC and Web Access customers ars entitlied
* The product key for the client softwa

Configure RPC over HTTP
connection to Managed Exchange
Managed Exchange 2003 supports a
new connection protocol called RPC
over HTTP. When this method is
used, connections to the Managed
Exchange servers are made over
ports 80 and 443 eliminating the
need for port 135, which has been
blocked by many ISPs due to worms
such as MSBlaster.

These connections should be set up
through an Outlook Profile file (PRF)
prior to importing your existing mail,
calendar and contact information.

Step 30.

We have developed an easy-to-use
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STEP-BY-STEP CONFIGURATION GUIDE
PC & Web Access and PC & Web Access Ultra

wizard to assist you in creating an
Outlook Profile (PRF)

Visit this special page on our web
site to create your PRF.

http://www.webcentral.com.au/mgde
xchangeprfwizard

Optians & Pricing

Sign Up & Install

Product Terms

Try it today
Test drive Managed
Exchange Web Access
nowe

Welcome to the Outlook Profile Wizard

Please Note: This Wizard is to be used by Managed Exchange PC & Web Access and Managed
Exchange PC & Web Access Ultra customers only,

Why create an Outlook Profile?

Managed Exchange PC & Web Access and PC & Web Access Ultra support a new connection protocal
called RPG over HTTP. when this method is used, connections to the Managed Exchange servers are
made over parts 80 and 443 eliminating the need for port 135, which has been blocked by many
I5Ps due to warms such as MSBlaster.

These connections shauld be set up through an Outlook Profile file, known as a PRF, prior to
imparting your existing mail, calendar and contact information. This Wizard will generate the Outlook
Frofile needed for you to set up your Mansged Exchange mailbox.

Step 31.
Enter your Managed Exchange
mailbox number.

Click the ‘Create Outlook Profile’
button.

Please note: RPC over HTTP
requires Windows XP with service
pack 1 and hotfix Q331320. You can
get the required patch at
http://support.microsoft.com/default.a
spx?khid=331320

If for some reason you are not able
to use RPC over HTTP, please
contact our Technical Support team
on 1800 800 099 (ext 1) to discuss
other options that may be available
to you.

Step 1 Step 2

Click the button below and save the

T T s Y L

Create Outlook Profile )

er your Managed Exchang
mailbox number {eg. mh12345a)*

Click ‘Save’ to save the PRF on your
computer.

Make sure you remember where you
have saved it!

Some files can harm your computer. |f the file infarmation below
looks suspicious, or you do not fully trust the source, do not open or
save this file.

File name: mb108682f. prf
File type:  Microzoft Office Outlook Profile Settings

From: wiw, mahagedexchange. com.au

‘wiould you like to open the file or zave it bo your computer?

More Info

[V Always ask before opening this type of fil
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STEP-BY-STEP CONFIGURATION GUIDE
PC & Web Access and PC & Web Access Ultra

Installing the PRF file and creating
your Outlook profile

Step 32.

Once you have saved the PRF file,
you need to open Control Panel on
your computer by using the ‘Start’
bar

Step 33.
Then double click on the Mail icon

Address t} Control Panel

Step 34.
Once open, select the ‘Show
Profiles’ option.

é Internet _) My Documents

Internet Explorer

\I_Ll_l E-mail
= | Micrasoft OFfice Outlook

b My Recent Documents »

_f} My Pictures

=, - )
mj Mow You're Cooking! 5,63 =2y My Music

g’ My Computer
% ExACT Dental

=
g My Metwork Places

B Motepad
ontrol Panel

i Microsaoft Office Word 2003 Sek Program Access and

Ciefaulks

% Windows Update a_, Cannect To 3

'\dé Prinkers and Faxes

!’) Help and Support:
).) Search

&ll Programs D =) Run...

Turn ampuker

f'r."‘ start 7. 5 Internst Explarer M Instructions[1]

- Control Panel

File Edit view Favorites Tools Help

\_)Back J l.@ pSearch H__ Folders -

e % = o

R" Control Panel 6 - E Cﬁ
ihccessibil

[} Switch bo Category Wiew i Ophions @

¥ @ v P

Remow... Tonls

see Also
Folder Options Fonts Game Internet
% Windows Updatz Controllers Options
Q) Help and Suppart g N T
Metwork Phone and  Power Options  Printers and
Connections Modem ... Faxes
v 9 g D
Sony Sounds and Speech Symantec
Moteb... Audio Devices LiveUpdate

82

User Accounts  VAMAHA
AC-1G

ail Setup - Outlook

Add Hardware Add or Administrative Adobe Gamma Date and Time Display

v
® P &

=

Keyboard

@

Regional and  Scanners and  Scheduled
Language ... Cameras Tasks

System Taskbar and UI Design
Start Menu Selectar

".%
O i

E-mail Accounts

3 Setup e-mail accounts and directories.,

SS

Data Files

4 Change settings For the files Cutlook uses to
&@ store e-mail messages and documents,

[ Data Files. .. ]

Priofiles

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

[ Show Profiles, ]

/

Close
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STEP-BY-STEP CONFIGURATION GUIDE
PC & Web Access and PC & Web Access Ultra

Step 35.
Then select ‘Add’

Hail £3)]

zeneral |

@ The Following profiles are set up on this computer:

Cuklook

N
\| add.., |[ Remave ][ Properties H Copy...

When starting Microsoft OFfice Qutlook, use this profile:
() Prompt for & profile ko be used
() Always use this profile

|Out|cu:uk b

[ o]’ l [ Cancel Apply

Step 36.

Enter a unigue name for this profile,
so that you will be able to easily
identify it in the future.

Then click ‘OK’

Hews Profile

@ Create Mew Profile

J Prafile Mame:

Cancel

Mail — 1nanne Rnherte l

Step 37.
Select ‘Close’

Then click ‘OK to the resulting pop
up box.

You have now created a blank Outlook
profile into which you will import the data
you saved in the .pst file and the
necessary information for the new RPC
over HTTP connection.

E-mail ficcounts

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

E-mail

(O Wiew or change existing e-mail accounts

Directory

(O add a new directory or address book,
() view or change existing directories or address books

< Back Mext = ( Close }

Hicrosoft Office Outlook

j Cancel

i IF wou want ko create a profile with no e-mail accounts, click OK. If vou do not want to create a profile at all, click
S Cancel,
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STEP-BY-STEP CONFI

GURATION GUIDE

PC & Web Access and PC & Web Access Ultra

Step 38.

Select ‘Always use this profile’

And select the profile you have just
created

Click ‘OK’

This is a crucial step as the PRF import
will alter the default profile. If you do not
set this correctly you may lose your
current mail settings. Once selected, you
can go back and select either the ‘Prompt
for profile to be used’ or ‘Always use this
profile’ radio buttons once you have
selected the correct profile.

General |

Mail — lnanne Roherts

@ The Following profiles are set up on this computer:

[ Add... ][ Remove ][ Properties H Cop...

) Prompt for a profile to be used

i Iwa';.fs use khis profile
-

When starking Microsaft Office Qutlook, use this profile:

\“ Mail — Joanne Roberts

o

m[ Cancel ][

apply

Step 39.

You now need to access the file that
you downloaded using the PRF
Wizard in Step 31.

Make sure that your Microsoft
Outlook program is closed and
double click on the PRF file

Select ‘Yes’ when the dialogue box
appears.

Then start your Microsoft Outlook
program and select the profile you
have just created in Step 36.

Enter your username and password
when prompted.

Your username is your mailbox number
and should be preceded by EXCHANGE
and a backslash, so it will need to be
entered in this format:

EXCHANGE\MbXxXxxxxx —
If you do not have your mailbox
username and password, you will need to
get these from Mission Control or from
your administrator.

File Edit Wiew Favorites Tools  Help

eBack < \_/J l.ﬁ /:._\’ Search i Folders v

sddress |[E] CiManaged Exchangeimb] 234C, Zjhmmm

Folder Tasks ; [ |

] Extract all files

Other Places

mb108682f

[3) Managed Exchange
My Documents

|C5) Shared Documents
‘:i Iy Metwork Places

Details

Microsoft Office Dutlook - Enter Password b

mﬂ EXCHANGEYmb123456ab

Aok
Password: I |

Damain Marme: I

K I Cancel |

Change Passward. ..
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STEP-BY-STEP CONFIGURATION GUIDE
PC & Web Access and PC & Web Access Ultra

Import your saved Outlook data
Now that you have set up your
Outlook profile, you can import the
Outlook data saved in your .pst file
into your new Managed Exchange
mailbox

Step 40.
Select ‘Open’ and then ‘Outlook Data
File’

Please note: The first sync that you do
between the Managed Exchange servers
and your Outlook 2003 software after
your data has been migrated will take
longer than usual.

Inbox - Microsoft Outlook

brward | 4

(| File | Edit Wew Go Tools  Ackions  Help
| (Qpen ) s | Selected Items  Chrl+O
= (= Print... Ctr+P ither User's Folder. ..
¥ Cwtlook Data File. .,
L:m There are noitems to shiow in
il Lhread vagd
L For Folbw Up

[a Sank Trame

Step 41.
Select your .pst file from the saved

location. \

Select ‘OK’

Step 42.

Your saved .pst file will appear
beneath your existing mailbox items
in ‘Personal Folders’.

You can now copy or drag and drop
items from these Personal Folders
into your Managed Exchange Inbox,
Sent Items, Contact and Calendar.

THE END

You have now finished setting up
your Managed Exchange PC & Web
Access or PC & Web Access Ultra
mailbox!

If you need any further
information, please contact our
Technical Support team on 1800

800 099 (ext 1).

Open Outlook Data File

Look in:

| @' Deskiop

"l@' L|@><L'_.|@'Tool_s-

.

My Documents

My Cormpuker

My Metwork,
Flaces

mr_-IJMY Documents

N :J My Computer
D
1P ey sonal Fols ersil)

NQ My Metwork Places
[C)Unused Desktop Shortcuts

File name: |

v C e D

Files of type: |Personal Folders Files

v | Cancel

! Fle Edit Wew Go

Dadew v | 8 3 X | LReply

Inbox - Microsoft Outlook

Tools

Actions

HPRE

Favorite Folders

Arranged By

[ Inbox

L Lhread Mai
o Folowr L
L= Sent Ttems

All Mail Folders

=) Today

| Dutloc
Welcon

= i Personal Folders
& Deleted Items
L7 Drafts
[ Inbax
1 Junk E-mail
[ Outbix
L[5 Sent Items
# [l search Folders
= Personal Folders
& Deleted Items

& Inbox [4¥

[ Search Falders

Page 17




	Mailbox Access Method
	Mailbox Type
	Verify DeskControl Configuration 
	Click on “Save changes” 
	Mailbox Set-Up 
	Upgrade an existing mailbox 
	Step 11. 
	Step 12. 
	Scroll down to the “General Settings” section 
	Step 13.  
	Migrate your existing email, calendar and contacts  
	Copy content into the .pst file 
	Step 33. 
	Step 34. 
	Step 35. 
	Step 36.  
	Enter a unique name for this profile, so that you will be able to easily identify it in the future. 
	Step 37. 
	Step 38. 
	Step 39. 
	Import your saved Outlook data 


	Step 41. 
	Step 42. 
	THE END 




