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Creating an 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

= |
5! My Computer

ﬂ Email
W word |-l"' Conkral Panel
_ Eé Printers and Faxes
' Excel
B4

é Internet

&l Brograms  #

ﬁ' Log DfF

& start

3. Click on ‘Control Panel’

You then see this

- Control Panel

File Edit Wiew Favorites Tools  Help

i Back - £3 - ?’| ) Falders | & ¥ xu?l'

Address B’ Cantral Panel

Mame = |C|:|mment5 |
Microsoft Office Q...

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

E-rnail Accounts

3 Setup e-mail accounts and directaries,

|:__: _l

Drata Files

+, 'Change settings For khe files Gublook uses to Data Eiles. . |
\&ﬁ store e-mail messages and documents. =

Profiles

Setup mulkiple profiles of e-mail accounts and Shov Profiles, . |
data files, Twpically, you only need one. =

Close |

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

You then see this
Mail

General |

& The Fallawing profiles are set up on khis compuket:

[~

add. .. Remove F‘[u:upertiesl Cop, ., |

When starting Microsoft Office Outlook, use this profile:
" Prompt For a profile Eo be used
i always use this profile

IOutIu:u:uk j
ok I Cancel | apply |

6. Click the ‘Add’ button.

Page4‘

www.cambridgeshire.gov.uk




Page 5

You then see this
Mail

General |

Mew Profile | x| |

| ¥ Create Mew Profile
Zancel |

Prafile Mamme:

IExchange|

add. .. | Remove Properties Cop, .,

When starting Microsoft Office Outlook, use this praofile:
£ Prompt for a profile ko be used
i always use this profile

Cuaklaak, j

(0] 4 Cancel | apply

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 Ed

E-mail

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

& {add a new e-mail account

Directory

" add a new directary

™ Yiew or change existing e-mail accounks

S ™ Wiew or change existing directories or address books

or address boak,

= Back I Mext = I Close

9. Under the ‘E-mail’ heading, select ‘Add a new email account’

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

E-mail Accounts E3

Server Type
You can choose the bype of server wour new e-mail account will vork, with,

{* Microsoft Exchange Server:

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

" poP3
Conneck ko a POPS e-mail server to download your e-mail.
" 1Map

Conneck ko an IMAP e-mail server to download e-mail and synchronize mailboo
folders.

" HTTP

Conneck ko an HTTP e-mail server such as Hokmail o download e-mail and
synchronize mailbox Folders.

" additional Server Types
Connect ko ancther workgroup or Srd-party mail server,

< Back I Mext = I Cancel

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

You then see this
E-mail Accounts | x| |

Exchange Server Settings
You can enter the regquired information to connect to vour Exchange server,

Twpe the name of wour Microsoft Exchange Server computer, For information, see wour
system administrakar,

Microsoft Exchange Server: ImailclusterDDl .cambsed.nek

™ Wse Cached Exchange Mode

Twpe the name of the mailbox set up For you by your administrator, The mailbox name
iz usually your user name,

Liser Mame: deUE-WE| Check Name |

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

13. In the ‘Microsoft Exchange Server:’ box type ‘mailcluster00l1.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 E2

Congratulations!

You have successFully entered all the infaormation required to
sebup wour account,

To close the wizard, click Finish,

< Back " Finish

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

You then see this

Genetal |

@ The Following prafiles are set up on this computer:

Cuklook,

[

add. .. Remove F'[u:upertiesl Copy... |

When starting Microsoft Office Qutlook, use this praofile:
™ Prompt For a profile ta be used
% Always use this profile

IOutIu:u:uk j

| (] 4 I Zancel | Apply |

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 old emails into an account in Centrally Hosted MIS

1. Login to your Centrally Hosted MIS account
2. Click on the ‘Start’ button

You then see this

=
5! My Computer

ﬂ Ernail

W Word |-l"' Conkral Panel
E:é Printers and Faxes

221 Ercel

é Internet

&l Brograms  #

ﬁ Log OfF

& start
3. Click on ‘Email’

You then see this

4. Now click on ‘File’ in the top menu bar
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You then see this

Inbox - Microsoft Outlook
File | Edit Wiew Go Tools  Ackions  Help

Mew ]

kepks (5 Rephs to All B, Forward —_11 Senc
I open 3
Close All Tkems
= !| [ |Q|Frum |5ubject

Ther:

Falder 3

| Import and Expaort., ..

Page Setup 3

=4 Print... CtrlP

Exit

W
W

— T
<] Tasks
[+ L] Search Folders
[ = Public Folders

5. Click on ‘Import and Export...’ (you may have to expand the list by clicking the two arrows)

You then see this

Import and Export Wizard |

Chonse an ackion ko perfarm:

Export ko a File

Impork a MCARD File |(wef)

Imnport an iCalendar or vCalendar file §ves)
Import From anokher program or
Import Inkernet Mail Account Settings
Impart Inkernet Mail and Addresses

— Description

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

< Back I Mext = I Zancel

6. From the list select ‘Import from another program or file’
7. Then click the ‘Next’ button.
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You then see this
Import a File

Select file bype to import From:

Micrasoft Excel ;I
Cutlook Express 4%, 5., 6.
Personal Address Boak,

Personal Folder File ©.osk)

Schedule Plus Interchange {sc2)

Schedule+ 7.0

Tab Separated Yalues (D09

Tab Separated Yalues (Windows) i

< Back I Mext = I Zancel

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

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

Laok in: I j D@ Xy - Toos

C; My Computer

[ |

Microsoft Office Outlook

-
J) This operation has been canceled due ko restrictions in effect on this computer, Please contact vour swstem administrator,

File name: I Open

Cancel

Led Lo

Files of bype: IF‘ersu:unaI Folders Files (*,psk)

1
10. If so click the ‘OK’ button.
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You then see this
Open Personal Folders

Laak in: I j @ - Q X i B~ Toos~

_,l My Cormputer

File: marne: IF:'I,users'l,jdl:ue.we'l,emaiI| j Lpen
Files of bype: IF‘ersunaI Folders Files (*.pst) j Cancel | ;
&

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

You then see this

12. Select the ‘Outlook.pst’ click the ‘Open’ button.
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You then see this
Import Personal Folders |

File to impart

IF:'I,Llsers'l,ju:h:ue.we'l,EmaiI'l,DutInDk.pstl Browse, ., |

Options

* Replace duplicates with items imported
" allow duplicates to be created
™ Do not import duplicates

< Back I Bext = I Cancel

13. Click the ‘Next’ button.

You then see this
Import Personal Folders |
(2] Deleted Items

ﬂ
[ DIMNING HALLJRESOURCE BOOKIMNGS
L.#| Drafts LI

v Include subfalders Eilter. .. |

" Import ikems into the current Folder

Select the Folder toimpart From;

] Calendar
8=| Contacts

¥ Impart items inko the same Folder in:

m Mailboe: - Christine Galley j
< Back I Finish I Zancel |

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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Creating an Exchange email account in Outlook on your PC or

Laptop

1. Click on the ‘Start’ button

You then see this
r 2
\Mnl‘ .

4 My Computer

74 start

@& Internet Explorer
]_@] Shop for HP Supplies

9) Help and Support

,;) Search

7= Run...

. Access IBM

og Off @ Shut Down

| @ crib

all Programs D

~ & " & Control Panel

J My Documents

5! My Computer

.E; My Network Places

l’ Control Panel
*, Connect To
=)

Lﬂ Printers and Faxes

2. Then select ‘Control Panel’

You then see this

B Control Panel
File  Edit  Wiew

Help

\ Y =y
< \_/I lﬁ 7 Search i Folders

Provides options for you to customize the appearance and functionality of your
computer, add or remove programs, and set up network connections and user
accounts,

'

@ Document1 - Microsof ...

B[=]

[X)
T

address | Cantral Panel

See Also

-“ Windows Update
Q) Help and Suppork

Mame

&, Accessibility Opti...

% add Hardware

(L)Aadd or Remave P...
8 Administr akive Tools
‘u Automatic Updates

E2B0E Administrator
= Date and Time
§~ Display

[@Folder Options

ﬂFonts

‘#Game Controllers

£ 18M Jawa Plug-in ...
EInteI(R) Extreme ...

:‘)Internet Options
@Keyboard
o

yMouse

e._',Network Connect..,
LPhone and Mode. ..

'Q}Power Options

2y Printers and Faxes
a

Cormments

Adjust your comput. ..
Installs and trouble. ..

Install or remove pr...
Configure administr, ..
Set up Windows ko ...
Configures the Barl...

Set the date, time, ...
Change the appear...
Customize the displ. ..

Add, change, and ...

Add, remove, andc..,
Java Plug-in Control. ..
Cantrol the graphic. ..

Configure vour Inte..,
Customize your key..,
Microsoft Cffice Ou...
Cuskarmize yaur mo...

Connects to other ...
Configure wour kele. ..
Configure energy-s...
Shows installed prin...
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3. Find the ‘Mail’ icon and double click it

You then see this

Mail Setup - Outlook

E-mail Accounts
2 Setup e-mail accounts and directories.
Eai
et _{
Diata Files

& Change settings For the files Outlook uses to
\I@ﬁ store e-mail messages and documents,

Prafiles

Setup multiple profiles of e-rmail accaunts and
data files, Twpically, wou only need one.

| E-mail Accounts, ., |

[ Daka Files. ..

]

I Shiow Prafiles, . I

Close

4. Click the ‘Show Profiles’ button

You then see this
Mail

General

@ The Following profiles are set up on this computer;

Cuklook,

x]

I Add... H Remove ” Propetties H Copy...

Wi'hen skarking Microsoft Office Qutlook, use this praofile:
() Prompt: For a profile to be used
{(®) Always use this profile

Caklaak,

[ Ok l [ Zancel

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

Mew Profile

q" . (].4
I| Create Mew Profile

Cancel

il

Prafile Mame:

|Exchange |

6. Choose a name for this email profile, ‘Exchange’ is a good choice.

You then see this

X

E-mail Accounts

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

E-mail

(®iadd a new e-mail account;

() iew o change existing e-mail accounts

Directory
{71 add a new directory or address book,
Sy {7 view or change existing directaries ar address baoks
J
[ ek = ] [ Close ]

7. Under the E-mail heading, select ‘add a new e-mail account’ and click the ‘Next’ button
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You then see this

E-mail Accounts

Server Type
‘fou can choose the type of server your new e-mail account will wark with,

{(*)Microsoft Exchange Server

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

) poOP3
Cannect ko a POP3 e-mail server to download vour e-mail,
O IMAP

Connect to an IMAP e-mail server to download e-mail and synchronize mailbosx
folders.

CIHTTP

Connect to an HTTP e-mail server such as Hokmail to download e-mail and
synchranize mailbox Folders.,

() additional Server Types
Connect to another workgroup or 3rd-party mail server,

[ < Back. “ et = J[ Canicel ]

8. Select ‘Microsoft Exchange server’ from the list and click the ‘Next’ button

You then see this
E-mail Accounts El

Exchange Server Settings
‘ou can enter the required information to connect to wour Exchange server,

Tvpe the name of wour Microsoft Exchange Server computer, For information, see your
system adminiskratar,

Microsoft Exchange Server:  |mailcluster001, cambsed, net

IUse Cached Exchange Maode

Tvpe the name of the mailbox set up For you by your administrator, The mailbox name
is usually wour user name.

User Mame; |rwalker.chd Check Mame

More Sektings ...

[ < Back “ Mext = J[ Cancel ]

9. In the 'Microsoft Exchange Server box, type ‘mailcluster001.cambsed.net’

10. In the ‘Username’ box, type your username, then click the ‘Next’ button. (your username
is normally your first initial, surname followed by a dot and the three letter code for your
school. For example rwalker.chd)
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You then see this

Connect to mailcluster001.cambsed. net |E| E'

Connecking ko mailclusterdnl . cambsed. net

User name: |ﬂ cambsed. netirwalker, chd V|

Passwiord: | sessnsnnny |

[ ]remember my passwaord

[ Ok H Cancel ]

11. To log on, enter the cambsed.net \your username and your password as shown here, if
you select ‘Remember my password’ this will be remembered or all future log in attempts.
Then click the ‘OK’ button

You then see this

X

E-mail Accounts

Congratulations!

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

To close the wizard, click Finish,

12. Click the ‘Finish’ button
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You then see this

Mail

Gaeneral

Cuatloak, ]

@ The Following prafiles are set up on this compuker;

[ Add... H Remove H Properties ” Copy...

Ckloak,

When skarking Microsoft Office Qutlook, use this praofile:
) Prompt: For a profile to be used
(%) Always use this profile

Ok, H Cancel ]

13. under the heading ‘When starting Microsoft Office Outlook

’ Select ‘Always use this

profile’ and choose ‘Exchange’ from the pull-down list, and click the ‘OK’ button

You have now created your email account; you can open Outlook and test sending and

receiving emails.
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Logging in to your email via Outlook Web Access.

1. Open Internet Explorer

You then see this
/= HTML Redirection to https: - Intemnet Explorer provided by Dell

£ | http://mail.cambsed.net/

File Edit View Favorites Tools Help

W [G HTML Redirection to hitps: I_L

2. Type mail.cambsed.net into the address bar (this is the same at home and in
school)

You then see this

ffice Outlook Web Access

Security ( show explanation )
) This is a public or shared computer
@ Thisis a private computer

IUse Qutlook Web Access Light

User name: Brudiyfa]

@ Connected to Microsoft Exchange
& 2007 Microsoft Corporation, All rights resarved,

3. Type in your username and password (if you use central hosting this is the same
username and password), then click the ‘Log On’ button.
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You then see this

@& John Doe - Outlook Web Access - Internet Explorer provided by Dell

@l\‘/' - |§, https://mail.cambsed.net/owa/

- % |"f|X||Goog:'e

File Edit View Favorites Tools Help

@ John Doe - Qutlock Web Access

f-?i -8B - m - |2k Page ¥ G Tools ”

W

Sifice

onnected

i
i
PMail

= (5§ John Doe
'ﬁ Calendar
=] Contacts

[7 Drafts [1]
[F5 nbox (1)
L@l Junk E-mail
ﬂ_ MNotes
L= Outbox

® [C RSS Feeds
=) 5ent Items

._"}] Tasks

=4 Mail

rorosoit Exchangs

«

& Deleted Items

H A Sync Issues

Eﬂ Search Folders

Outlook web Access

Inbox (1 Items, 1 Unread)

[FER-

2 New

Search Inbox

Arrange by: Date -
Today

-1 1ohn Doe
test

8-
=
13

Calendar

Contacts

Tasks

Documents

=

¥

o .

Mewest ontop =

11:28

|Emﬁons|hmnaev|mgoﬁf

@ Help
I:% Feply

EdReplyto Al | (53 Forward

test

John Doe

Sent: 16 July 2008 11:27
Te:  John Doe

test

j Public Folders Items ko laof 1

Q. Local intranet | Protected Mode: Off 100% -

4. You are now logged in to your new email account.
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