
    

1

 

Integrating SoHosted and MS 
Outlook 2003   

Objective 
This document instructs the user on how to successfully create a SoHosted email 
account within Outlook 2003. The SoHosted service also offers online email 
accessible via: https://mail.sohosted.biz/exchange

  

This will allow you to read/send e-mail and attachments as well as access to 
Calendar, Contacts, Tasks and Public folders. More information on the use of the 
Web Outlook client can be found in the Using Outlook Web Access to access 
SoHosted

 

document.   

Software Requirements 
A connection to the Internet, MS Outlook 2003 with Service Pack 1 or higher 
Microsoft XP with Service Pack 2 or Microsoft XP with SP1 and HotFix: 
http://support.microsoft.com/?kbid=331320

 

Windows 2003 with SP1 or higher can also be used.    

https://mail.sohosted.biz/exchange
http://support.microsoft.com/?kbid=331320
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Integrating SoHosted with Outlook 2003 
To integrate the SoHosted account within Microsoft Outlook a new Outlook profile 
must be created.   

Step 1 
In control Panel click on 
Mail . Then click on 
Show Profiles

          

Step 2 
You may have other 
accounts already running 
within Outlook these will be 
shown in the pane 
opposite.  
Please make sure Prompt 

for a profile to be used is 
selected unless SoHosted 
is to be your only Mail 
account. Click Add to 
create a new profile.      

   

Step 3 
Choose a Profile name 
for the Mail account, 
e.g. SoHosted, then 
click OK
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Step 4 
Ensure Add new e-mail 
account is selected and 
click Next

          

Step 5 
Choose Microsoft 
Exchange Server 
followed by Next

          

Step 6 
Enter SoHosted as the 
Microsoft Exchange 
Server: and enter your 
full name, i.e. John 
Doe. NB this is your 
First name and last 
name from the signup 
page not your 
username. Click More 
Settings..
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Step 7 
You then receive an 
error message as 
opposite. This is 
normal, click OK

  

Step 8 
Click Cancel on the 
screen opposite.            

Step 9 
Type the name by 
which you would like to 
refer to the account, 
e.g. SoHosted. Select 
Manually control the 
connection state            

       



    

5

 

Step 10 
Click the Advanced 
Tab. 
Please ensure the 
settings are as 
described opposite.                

Step 11 
Click Security

 

Please ensure Encrypt 
data . and Always 
prompt is selected. 
Ticking User 
identification  will 
require you to enter 
your password each 
time you access your 
email account, leave 
this un-ticked if you 
would like to save your 
password.  
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Step 12 
Click on the 
Connection tab. Click 
on Connect to my 
Exchange mailbox 
using HTTP and then 
click on the Exchange 
Proxy Settings

         

Step 13 
On the Exchange Proxy 
settings, please enter 
the information as 
highlighted opposite. 
Note that the Proxy 
address is: 
msstd:mail.sohosted.
biz Click OK when 
complete, followed by 
OK on the following 
page.   
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