How to Set-up Microsoft Qutlook to Connect to your Arrowmail Exchange Mailbox

Although you can use Outlook to connect to Arrowmail using POP3 or IMAP, by far the best email
experience is obtained by connecting to our Exchange serversin "native" mode.

Outlook and Exchange were designed to work together and, when both PC and server arein the same
office, they connect using the RPC protocol.

Because you will always be connecting to our Exchange servers over the Internet, you'll use the
Internet version of RPC called RPC-over-HT TP (Remote Procedure Call over HyperText Transfer
Protocol).

Using this method, Outlook communicates with Exchange server just asif it was on the same local
area network, except that all communications pass via secure HTTP port 443.

This port is open on the vast mgjority of firewalls so full Outlook/Exchange functionality is enabled
from anywhere you can get an Internet connection and security is maintained by using strong data
encryption.

Only Windows XP (both Professional and Home editions) and later operating systems together with
Outlook 2003/2007 are capable of this connection method.

If you have an earlier version of Windows or Outlook you can still connect to our Exchange servers
by using RPC over a VPN connection but thisisn’t as straightforward or as likely as RPC-over-
HTTP to work through any firewall.

To connect to our Exchange servers you do not have to change the Domain or Workgroup that your
PC is amember of.

Although an Outlook profile can contain many different email accounts, is can only have one native
Exchange Server account. If you need to connect to multiple Exchange servers then you'll haveto
setup adifferent profile for each one and then set Outlook to ask you which profile you want to use
each time it starts.
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Step-by-step instructions for setting up an RPC-over-HTTP profile for Outlook 2003
on your PC

(The procedure for Outlook 2007 isvery similar.)

Click Start — Control Panel — Mail

(If there'sno Mail icon in Control Panel it's because Outlook has never been run under your logon name.
Run it once and the M ail icon should be created.)

Click Show Profiles... — Add...
Let’s call the new profile Arrowmail
Select Add a new E-mail account and then Next >

Select Microsoft Exchange Server then Next >

E-mail Accounts : 5'

Server Type
You can choose the tvpe of server vour new e-mail accounk will work, with,

{* Microsoft Exchange Server

Zonneck ko an Exchange server ko read e-mail, access public Folders, and share
docurnents.,

" poOP3
Canneck ko a POP3 e-mail server ko download your e-mail.
" IMAP

Conneck to an IMAFP e-mail server to download e-mail and synchronize mailbo
Folders.

" HTTP

Conneck ko an HTTF e-mail server such as Hokmail to download e-mail and
synchronize mailbox Folders,

" additional Server Types
Connect to anokther warkaroup or 3rd-parky mail server,

= Back I Mk = I Cancel
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In the Microsoft Exchange server box type exchange.arrowmail.co.uk
Put atick in Use Cached Exchange M ode
(For an explanation of the pros and cons of using Cached ExchangeM ode see later in this document.)

In the User Name box type your username — we’ve used john.smith in our example, your username

will be different.
(Don’t click Check Name as this only works when your PC is on the same network as the Exchange

server.)

E-mail Accounts : x|

Exchange Server Settings
You can enter the required information ko connect ko vour Exchange server,

Type the name of ywour Microsoft Exchange Server computer, For information, see wour
system adminiskrakar,

Microsaft Exchange Server; |exu:hange.arrnwmail.cu.uk
¥ Use Cached Exchange Mode

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

Lser Mame: [iohn.smith Check Mame |

More Settings ... |

< Back I Mexk = I Zancel |

Click More Settings...
Y ou will now get awarning message that the action could not be completed:-

Microsoft Office Dutlook x|

A

The action could nok be completed. The connection to the Microsoft Exchange Server is unavailable, Qutlook must be
anline aor connected to complete this ackion,
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Thisisaresult of not being directly connected to the Exchange server.
Click OK tothisand OK again to the next window until you see the Micr osoft Exchange Server
window.

On the Gener al tab change Microsoft Exchange Server to the name you want this account to be
referred to as. We recommend typing your primary email address here so that if you want to be able
to send emails usingdifferent “From” addresses, this will make it easy to determine who you are
“sending as”.

General |Ad'u'ar1::ed I Security I Connection | Remote Mail I

Exchange Account

Type the name by which you would like to refer to
this account. For example: "Work™ or "Microsoft
Exchange Server”,

Iju:uhn.smiﬁﬁ @arrowmail . co.uk

—When starting
™ Automatically detect connection state
%" Manually control connection state

[T Choose the connection type when starting
|'De1'ault connection state

¥ Connect with the network
i~ wWork offiine and use dial-up networking

| 30 Seconds Until Server Connection Timeout

oK Cancel Apply

On the Security tab put atick in Encrypt data between Microsoft Office Outlook and Micr osoft
Exchange Server and set the L ogon networ k security dropdown box to
Password authentication (NTLM).
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On the Connection tab put atick in Connect to my Exchange mailbox using HTTP and click on
Exchange proxy settings... and make it appear exactly as follows, watch out for typos:

Exchange Proxy Settings . ﬂ

Microsaft OFFice Cutlook can communicate with Microsoft Exchange Server over the
Internet by nesting Remote Procedure Calls (RPC) within HTTP packets, Select the
protocol and the identity werification method that you want to use, IF you don't know
which aptions ko select, conktack your Exchange Server Administrakor,

—Conneckion setkings

Llze this URL ko connect o my proxy server For Exchange:

https: [f Iexchange.arruwmail.cn.uk

¥ Conmect using 551 anly
v Mutually suthenticate the session when connecting with S50
Brincipal name Far prowy server;

I msskd:exchange, arrowmail. oo, uk,

v 1n Fast nebworks, connect using HTTP Firsk, then conneck using TCRYTR:

¥ ©n slow netwarks, connect using HTTP First, then conneck using TCRIR

—Proxey authentication settings
Use this authentication when connecting to my prosxey server For Exchange:
NTLM Authentication |

(] 4 I Zancel

That’s it!

Click OK and Next until you get back to screen that shows the Profile names. If you have more than
one profile setup, either select “Prompt for a profile to be used” or select “Always use this profile”
and choose Arrowmail.

Click OK to finish.
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Start Outlook and logon as follows:-

Connect to exchange.arrowmail.co.uk

Connecting ko exchange, arrowmail oo, Uk,

User name:! I € srrowmailijohn, smith j

Passward; | sssess

v Remember my password:

O, I Zancel

Select “Remember my password” if you’re happy for Outlook to start each time without a password
prompt.
Outlook should now start to load your mailbox.

In the bottom-right corner of the Outlook window click on the down arrow next to the word
“Connected” and we recommend the following settings:-

Download Full Tkems
v Download Headers and then Full Ttems
Dawnload Headers

v On Slow Connections Only Download Headers

Wark Offline

all folders are up to date.

@ Connected
O [@ 1759
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What is Exchange Cached Mode and when should you use it?

In Cached Exchange Mode, afull copy of all your email folders, contacts, calendar items etc is kept
on your PC’s hard drivein afile, usually called outlook.ost and located in:-

C:\Documents and Settings\<your username>\Local Settings\Application Data\M icrosoft Outlook\

The contents of this OST fileis kept synchronised with the master copy on the Exchange server.

An OST fileissimilar to a PST file which stores all your Personal Folders data when Outlook is used
in standalone mode instead of in conjunction with an Exchange server.

The advantages of using Cached Exchange Mode are:-

1 - If the connection between Outlook and Exchangeislost, you can carry on working: reading and
creating emails and editing other information.
Thisis called Offline Mode and in this mode emails can’t be sent or received until the connection
with Exchangeis restored.

2 - If the connection to Exchange is lost permanently due to some disaster or dispute, you can copy
all your Exchange data from the OST fileto alocally stored PST file, obtain a POP3/SMTP email
account and continue to operate independently with no loss of data. While most Exchange servers
have good backup systems, your OST fileisyour personal backup which isunder your control.

3 - If you accidentally delete everything in your Inbox, bypassing Deleted I1tem, and the retention
period on the server expires or you can’t find anyone to restore your Inbox from a backup, your
OST file can come to your rescue.

Not the OST file on the computer you performed the deletion on but, if you use Outlook in
Cached Exchange Mode on another PC, perhaps your home PC, you can turn this PC on (after
first disconnecting it from the Internet so that it doesn’t synchronise with your, now empty,
Inbox), copy the contents of your Inbox to a new Personal Folders Inbox, reconnect to the Internet
and finally copy everything back to your Exchange Inbox from the Personal Folders Inbox.

After synchronisation, everywhere you use Outlook will now have your Inbox restored.

The disadvantages of using Cached Exchange M ode are:-

1 - Cached Exchange M ode operates more slowly that Non-Cached Mode.
Thisis most noticeable when your PC is on the same network as Exchange and so has avery fast
connection to it.
Y ou won’t notice much difference connecting to Exchange over the Internet.

2 - If you have alarge amount of datain your Exchange mailbox — perhaps 500mb — it will take a
very long time to perform an initial synchronisation over the Internet and the 500mb OST file will
occupy a substantial amount of space on your hard drive and cause Outlook to take longer to start.

3 - Therewill be acopy of al your Exchange data on every PC on which you use Outlook in Cached
Exchange M ode.
Although the OST file format has built-in security to stop it being read easily, there are now
several utilities than can convert an OST fileto aPST file and so, using Cached Exchange M ode
means your Outlook Datais less secure against being accessed by others.
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Our advice is:-

e Use Cached Exchange Mode on at least 2 secure PCs, especialy in situations where a
permanent connection to Exchange is not guaranteed.

e Don’t use Cached Exchange Modeif you're setting up Outlook on a PC on atemporary basis
only, say, on someone else’s PC. In such circumstances consider making do with OWA.

e Toimprove Cached Exchange M ode performance, keep your Outlook data to a minimum by
deleting unimportant emails, archiving important ones over ayear old, and regularly
emptying your Junk E-Mail and Deleted Items folders.

I’ve seen OST files grow to over 3 gigabytes.
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