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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/exchangé

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=33132Q
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 Malil
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..’

E-mail Accounts

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

E-mail

O View or change existing e-mail accounts

Directory

() Add a new directory or address book

() View or change existing directaries or address books

E-mail fccounts

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

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

Opor3
Connect to a POP3 e-mail server ko download your e-mail.

Omap
Connect to an IMAP e-mail server to download e-mail and synchronize mailbox:
folders,

CHTTP
Connect ko an HTTP e-mail server such as Hobmail ta download e-mail and
synchronize mailbox Folders,

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

Exchange Server Settings
*fou can enter the required information to connect ko ywour Exchange server.

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

Microsoft Exchange ServerﬂgaHoste_dD
Use Cached Exchange Mode

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

User Mame: Lsteve daViESD | [ Check Mame
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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’
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Microsoft Office Qutlook

A

The action could not be campleted. The connection ko the Microsoft Exchange Server is unavailable, Outlook must be

online or connected to complete this action.

Microsoft Exchange Server [‘5_<

General |

Microsoft Exchange server:

Mailbos:

|steve davies | [ Check Mame ]

Once the names have been checked and are underlined,
click oK.

QK Cancel Apply

Microsoft Exchange Server

@eneral |.0.|:Ivanced Security | Connection | Femote Mail

X

Exchange Account

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

@Host@

When starting
© automatically detect connection state
Tanually conkrol connection stake:

[ ] choose the connection type when skarting
Default connection skake
(®) Conneck with the netwark

(") wark offline and use dial-up netwarking

Seconds Until Server Connection Timeout

[0]4 H Cancel H Apphy
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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.

Microsoft Exchange Server

General{ﬁdVaﬂEEd)Security Connection || Remote Mail

Mailbosces
Open these additional mailboxes:

add...

Rermoye

Zached Exchange Mode Settings

T +|Use Cached Exchange Mads

[ Download Public Folder Favarites

Mailbos Mode

The mailbox mode is undefined and will be determined
the next time Outlook skarts.

[ Offline Eolder File Settings. .. ]

[ (o] 4 H Cancel H Apply

]

&)

Microsoft Exchange Serven @
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Encryption

Encrypt data between Microsaft Office Outloo
and Microsoft Exchange Server

Iser identification

: —
¢Tw|Always prompt For user name and password:
o

Logon nebwork security:

|KerberDsINTLM Password Authentication L |

[0]4 H Cancel ][ Apply
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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.

HWicrosoft Exchange Server rg|
General | Adwvanced | Security @ Remote Mail
Zonneckion

Use these settings when connecting ko my Exchange
server when working offline:

(%) Connect using my Local Area Metwork (LANY
() Connect using my phone line
() Connect using Internet Explorer's or a 3rd party disler

Maodem

Exchange over the Internet

onnect to my Exchange mailbox using HITE:

Exchange Proxy Settings...
——— -

[ [s]'4 H Cancel ][ Apply ]

Exchange Proxy Settings f’5__<J

Microsoft Office Outlook can communicate with Microsoft Exchange Server over the
Internet by nesting Remate Procedure Calls (RPC) within HTTP packets. Select the
protocal and the identiby werification method that vou want ko use, IF you don't know
which options to select, conkact wour Exchange Server Administratar,

Connection settings

Use this URL ko ko niy procey server For Exchange:
https: i €] mail.sohosted. biz

eck using 35L only
utually authenticate the session when connecting with 330

Principal name For procey server:
@td:mail.sohnsted.biz

o Fast nekworks, connect using HTTP first, then connect using TCPJTR
0n sl nebworks, connect using HTTP first, then connect using TCPJTP

Proxy authentication settings
Lise Ehj
TNTLM Authentication ) v/

jration vwhen connecting to my proxy server for Exchange:

[ oK l [ Cancel







