Cambridgeshire
County Councll

Centrally Hosted
Email User Guide

Produced By: e-systems Team
Reviewed By: Systems Support Team
Date: 18/07/08
Version 1.0
CAMERID RE EDUCATIOR
I h SIMS naace
L
service

www.cambridgeshire.gov.uk




Contents
Creating a new Exchange email account in Centrally Hosted MIS ..............ccoovvvivvnnnnnn. 3
How to import existing emails on Centrally Hosted MIS ..., 8

Pagez

www.cambridgeshire.gov.uk




Creating a new Exchange email account in Centrally Hosted MIS

1. Login to your Centrally Hosted MIS account

2. Click on the Start button

You then see this

John Doa

ﬂ Email
W word
SZ1 Ercel

é Internet

all Brograms  #

Eé Printers and Faxes

ﬁ Log Qff

& start
3. Click on ‘Control Panel’

You then see this

g~ Control Panel

File Edit VYiew Favorites Tools Help

- v (% Folders xX )| M-

Address IQ Control Panel

Name = ICDmments 1
Microsoft Office Ou. ..

4. Double click the ‘Mail’ icon.
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You then see this
Mail Setup - Outlook

E-mail Accounts

Setup e-mail accounts and directories. ‘

A

Data Files

Change settings for the files Outlook uses to

Data Files. ..

-
R:J s store e-mail messages and documents,

L7

Profiles

< Setup multiple profiles of e-mail accounts and
&~ datafiles. Typically, you only need one.

Show Profiles, ..

|

5. Click the ‘Show Profiles..." button.

You then see this
Mail

General l

_ “D The fFollowing profiles are set up on this computer:

[

Add... Remove Properties I Copy...

Close

|

When starting Microsoft Office Outlook, use this profile:
" Prompt for a profile to be used

(¥ Always use this profile

|Out|n-:-l<. j

6. Click the ‘Add’ button.
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You then see this

General l
New Profile I
- e
l Create New Profile
o Cancel
Profile Mame:
[Exchange
Add... | Remove Properties Copy...

When starting Microsoft Office Outlook, use this profile:
" prompt far a profile to be used

(% Always use this profile

Outlook

7. In the ‘Profile Name:’ box type ‘Exchange’ (this will name your Exchange profile)

8. Then click the ‘Ok’ button.

You then see this

E-mail Accounts Ei

E-mail

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

% ndd a new e-mail account;

Directory

™ View or change existing e-mail accounts

{™ add a new directory or address book
e ™ View or change existing directaries or address books

= Back: I Mext = I Close

9. Under the E-mail heading, select ‘Add New Email Account’

10. Then click the ‘Next’ button.
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You then see this

E-mail Accounts [ x|

Server Type
‘You can choose the type of server vour new e-mail account will work with,

{* Microsoft Exchange Server:

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

" pPOP3
Connect ko a POP3 e-mail server to download your e-mail.

" IMAP
Connect ko an IMAP e-mail server to download e-mail and synchronize mailbox
folders.

" HTTP
Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox folders.

" Additional Server Types
Connect to another workgroup or 3rd-party mail server.

< Back | Next = | Cancel

11. Select ‘Microsoft Exchange Server’
12. Then click the ‘Next’ button.

You then see this
E-mail Accounts I

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

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

Microsoft Exchange Server: [mailclusterl][ll .cambsed.net

=

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

User Name: [idoe wel Check Name I

More Settings ... |
< Back | Next > | Cancel |

13. In the ‘Microsoft Exchange Server’ box type ‘mailcluster00l.cambsed.net’
14. In the User Name box type your Centrally Hosted MIS Username e.g. jdoe.c9s
15. Then click the ‘Next’ button.
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You then see this

E-mail Accounts

Congratulations!

setup your account,

To close the wizard, click Finish.

You have successfully entered all the information required to

~ Finish ¢

16. Click the ‘Finish’ button.
You now return to this ‘Mail’ settings window

You then see this

|

General |

i ILD The following profiles are set up on this computer:

Outlook

[

Add... Remove P[Dperties‘ Copy... |

YWhen starting Microsoft Office Outlook, use this profile:
" Prompt for a profile to be used

¢ always use this profile

Il:jlutlr_uoli. LI

17. Under ‘When starting Microsoft Outlook’ select ‘Always use this profile’
18. Then in the pull down box select ‘Exchange’

19. Click the ‘Ok’ button.

This window will now disappear
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How to import existing emails on Centrally Hosted MIS

1. Using the Start button again, Open ‘Outlook’
2. Now click on ‘File’ in the top menu bar

You then see this

Inbox - Microsoft Outlook

File | Edit Wiew 1Go Tools  Actions  Help

Mew

l Qpen

Close all Items

Folder

P beply g Reply bo Al B, Forward g:_:l:':ISEI'I[

»

| Subject

Then

| Import and Export. ..

Page Setup

Exit

=4 Frint... Chrl+P

= B

<] Tasks
[+ O] Search Folders
[ =3 Public Folders

3. Click on ‘Import and Export..." (you may have to expand the pull down list by clicking the two little
arrows at the bottom)

You then see this

Import and Export Wizard

Choose an action to perform:

Export to a file
Import a YCARD File {.vcf)

iCalendar or vCalendar File {,vcs)
:Import From another program or file
Import Internet Mail Account Settings
Import Internet Mail and Addresses

Descripkion

Import data from other programs or files, including
ACT!, Lotus Organizer, Personal Folders (.PST),
Schedule+, database files, text files, and others.

I Mext = I Cancel

4. From the list select ‘Import from another program or file’

5. Then click the ‘Next’ button.
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You then see this
Import a File

Select file type ko import from:

Microsoft Excel :l
Outlook Express 4.x, 5.x, 6.x
Personal Address Book

‘Personal Folder File {.pst)

Schedule Plus Interchange (.sc2)

Schedule+ 7.0

Tab Separated Yalues (DOS)

Tab Separated Yalues (Windows) !

< Back I MNext = I Cancel

6. From the list select ‘Personal Folder File (.pst)’
7. Then click the ‘Next’ button.

You may see this pop up message
Open Personal Folders 7|

Loak in: I j D - o Q 2y lEH - Toolks +

:_-J My Cormpuker

Microsoft Office Outlook

-
J) This operation has been canceled due to restrickions in effect on this computer, Please contact vour syskem administrator,

File name: I j Open

Files of bype: IF‘ersnnal Folders Files (*.pst) j Cancel l
£

8. If so click the ‘dK’ button.
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You then see this

Open Personal Folders

Look in: I j @ - &Q X i - Tools-

J My Compuker

File nare: IF:'I,users'l,jdne.we'l,emaill j Open
Files af tvpe: IF‘erscunaI Folders Files (*,psk) j Cancel I
)

9. In the ‘File Name’ field type ‘F:\users\(username)\email’ (where (username) = your
Centrally Hosted MIS username, e.g. jdoe.c9s) and press ‘Enter’

10. Select the ‘Outlook.pst’ click the ‘Open’ button.

You then see this
Import Personal Folders

File to import

|F:\Users\jdoe. we\Email\outiook. pst] Browse. ..

Options
&+ Replace duplicates with items imported
" Allow duplicates to be created

" Do not import duplicates

< Back Next = Cancel

11. Click the ‘Next’ button.
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You then see this

Import Personal Folders

Select the folder to import From:

Sl JFersonal Folders ~
4] Calendar

4| Contacts
¥ (5] Deleted Items
| DINING HALL/RESOURCE BOOKINGS
7] Drafts Ll

IV Include subfalders Filter... |

" Import items into the current Folder

¢ Import items into the same Folder in:

Mailbox - Christine Galley Ll

< Back I Finish I Cancel |

12. Make sure ‘Include Subfolders’ is ticked
13. Make sure ‘Import Items into the same folder in:’ is selected
14. Click the ‘Finish’ button.

Your old emails will now import into your new mail account.
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