Exchange (UCMAIL) Configuration Procedures

Last Updated: 09/04/2008 by Jon Adams, UCit Email Services
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New Features for Exchange 2007

Autodiscover

With the introduction of Exchange 2007, Outlook 2007 and Entourage 2008 should be configured using a
ySé6 aSNBAOS OFfftSR da! dzizaRA&A02JFSNIDE ¢CKA&d aSNIAOS |
were necessary for oldelient versions, and maket possible for users to satbnfigure an Outlook

client quickly and easily.

Outlook Anywhere
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allows a user to access his or her Exchange mailbox from i@stdeuside the Campus network,

without using a VPN connection. This service uses secure HTTP to establish a connection with the

UCMAIL system, and will generally work from any location that allows access to the internet.



Supported Mail Clients

UCit reommends usingutlook 2007(Windows) oiEntourage 200§Mac), with all available updates
installed. Outlook 2003and Entourage 2004re also compatible and supported.

POP and IMARusing SSL encryption) are alsaitable and are compatible with a widange of client
applications. UCit supports configuration of the following POP/IMAP clients:

Mail 3.2for Mac OS X
Eudora 7.(Windows only; Mac version is incompatible)
Thunderbird(Windows or Mac)

Outlook Web Access recommended for users who do neish to install a full email client. Outlook
Web Access is availakldehttps://ucmail.uc.edu

ActiveSynds available and supported on most compatible client devices, including Windows Mobile 5
and 6, Windows Mobile@3 Pocket PQ003), palm Treo devices, and the iPhone 3G. ActiveSync is
open to all UCMAIL users, and is available at no charge.

Unsupported or Incompatible Mail Clients

UCit has discontinued support for the following mail clienlise to lack of vethor support system
incompatibility,or because they have become otherwise obsolete:

Outlook XP (2002), 2000, @8Surpassed in features and security by Outlook 2003 and 2007.
Outlook Express 6 (or earlieg)Incompatible.

Entourage X or earlier versionsSurpassed in features and security by Entourage 2004 and 2008.
Eudora 6.X (or earlier) for WindowsVendor support and development discontinued; incompatible.
Eudora for Mac (ALL VERSIONSENdor support and development discontinued; incompatible.


https://ucmail.uc.edu/

Outlook 2007 Configuration

Note: Outlook 200how usesthe Autodiscover service to acquire client settimggomatically. @Gents
O2y FAIdzZNBR dzaAy3a (GKS ! dzi2RA&A02O3SNJ aSNBAOS 4|
so they will function ormally whether they are on the Campus network or on an outside network.
There is no additional configuration necessary to establish this functionality.

Note: This procedure works when connected to the Campus netwofkom any external network with
access to the internet.
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screen, similar to the following:

3 Add Mew E-mail Account p— |£|

Auto Account Setup
Clicking Mext will contact your e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings.

E-mail Address: adams2jt@UCMAIL. UC.EDU

Example: barbara@contoso.com

[ Manually configure server settings or additional server types

< Badk Mext = ] [ Cancel




Enter your full UCMAIL addressérname@ucmail.uc.eduand clickNext. A series of tests will occur,
followed by a messageadicatingthat youraccount has been comfiuired, similar to the following screen.

(Some clients will be prompted for a username and passwadkdo, enter your aername in the format
AD\usernameand then enter your password and cliol)

T DA g———

Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:

"  Establish network connection
v/ Search for adams2jt@UCMAIL,UC.EDU server settings

\/ Log on to server

E_'gl Your e-mail account is successfully configured to use Microsoft Exchange.

[ Manually configure server settings

< Back Finish ] [ Cancel

ClickFinish. Account setup is complete.


mailto:username@ucmail.uc.edu

Reconfiguring Existing Outlook 2007 Clients for Outlook Anywhere

Outlook 2007 clients who wish to take advantage of the Outlook Anywhere feature may do so by using
0KS awSLI ANE FdzyOlGA2y I @FAtlIoftS Ay | OOmagy i { SidzLid
Account Settings Select the Microsoft Exchange accquand click thé&Repairbutton:

CEETREE o

E-mail Accounts
‘You can add or remove an account, You can select an account and chanae its settings.

E—ma||| Data Files | RSS Feeds I SharePoint Lists I Internet Calendars I Published Calendars | Address Books

tew... HPRepar.. P change.. @@ SebasDefaut X Remove # 8

Mame Type
Microsoft Exchange Exchange (send from this account by default)

Selected e-mail account delivers new e-mail messages to the following location:

Mailbox - Adams, Jon (adams2jt)\Inbox

This will initiate the Account Setup procedure outlined in the first section of this document. By using the
Fdzi2YFGAO | O02dzyi O2y FAIAdzNI A2y S hdzif 221 SAtE YI A
Outlook Anyhere connection.

Outlook 2003 clients must be reconfigured from scratch, since they do not support Autodiscover.



Outlook 2003 Configuration

Note: Outlook 2003 support®utlook Anywhere, but it is not configured automatically and is genere
not necesary. Workstations that never leave the campus network will never use Outlook Anywhe
configuring it i;mot recommended Mobile users who connect to external netwednd wish to use
Outlook Anywhere may do so by following the second configuragion ii K A & O@t®dk 2002 y

A ¥ 4 A x
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Outlook 2003 clients connected to the Campus network

After Account Setup begins, selédd a new email accountand clickNext:

E-mail Accounts

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

E-mail

(%3iAdd a new e-mail account:

(" View or change existing e-mail accounts
Directory

() Add a new directory or address book
(" View or change existing directories or address books

< Back [ Next = ] l Close




SelectMicrosoft Exchange Servéor Server Type, and clitdext:

x)

E-mail Accounts

Server Type
You can choose the type of server your new e-mail acount will work with.

(%) Microsoft Exchange Server

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

) poP3
Connect to a POP3 e-mail server to download your e-mail.
) IMAP

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

O TP

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 ” Mext = l[ Cancel ]

In the Microsoft Exchange Servédield, typeUCMAILBE&Nd in theUser Namédfield, type your
username (6+2)and thenclickCheck Name ClickNext.

E-mail Accounts El

Exchange Server Settings
You 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: |ucmai|be1
[[Juse cached Exchange Made

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

User Name: |adam52jt] | IChedgName

More Settings ...

< Back ” Mext = l[ Cancel




ClickFinish. Account setup is complete:

E-mail Accounts

Congratulations!

‘¥ou have successfully entered all the information required to
setup your account.

To dose the wizard, dick Finish.

< Back




Outlook 2003 Clients Connected to External Networks (Outlook Anywhere)

After Account Setup begins, seléadd a new email accourdand clickNext:

E-mail Accounts

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

E-mail

(®)iddd a new e-mail account;

() View or change existing e-mail accounts
Directory

() add a new directory or address book
() View or change existing directories or address books

< Back I_ Mext = ] [ Close

SelectMicrosoft Exchange Servéor Server Type, and clitdext:

E-mail Accounts

Server Type
You can choose the type of server your new e-mail acount will wark with.

(%):Microsoft Exchange Server

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

) POP3
Connect to a POP3 e-mail server to download your e-mail,
O mar

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

O 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 ][ Mext > ]l Cancel




In the Microsoft Exchange Servdield, typeUCMAILBE&Nd in the User Namédfield, type your
username (6+2), bubO NOTclick Check Name. Cliglore Settings:

E-mail Accounts le

Exchange Server Settings
You 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: |ucmai|be1
[]use cached Exchange Mode

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

Liser Name: |adam52jt] | IChedgName

More Settings ...

< Back ” Mext = l[ Cancel

Click on theConnectiontab at the top of the window. Check the box nextQonnect to my Exchange
mailbox using HTTRnd then clickExchange Proxgettings:

Microsoft Exchange Server

General | Advanced Security| Connection | Remate Mail

Connection

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

() Connect using my Local Area Network (LAN)
() Connect using my phone line
() Connect using Internet Explorer's or a 3rd party dialer

Maodem

Exchange aver the Internet

[¥IEennect o my Exchanae mailbox using HTTE

[ Exchange Proxy Settings... ]

[ oK. H Cancel ][ Apply
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In the Principal Name for Proxy Servéeld, typeMSSTD:UCMAIL.UC.EDU

Make sureNTLM Authenticationis selected undeProxy authentication settings:

Exchange Proxy Settings @

Microsoft Office Outlook can communicate with Microsoft Exchange Server over the
Internet by nesting Remote Procedure Calls (RPC) within HTTP packets. Select the
protocol and the identity verification method that you want to use. If you don't know
which options to select, contact your Exchange Server Administrator.

Connection settings
Use this URL to connect to my proxy server for Exchange:
https:// [ ucmail.uc.edu

Connect using SSL only
Mutually authenticate the session when connecting with SSL
Principal name for proxy server:

;
| msstd:ucmail.uc.edu

["]on fast networks, connect using HTTP first, then connect using TCP/IP
On slow networks, connect using HTTP first, then connect using TCP/IP

Proxy authentication settings
Use this authentication when connecting to my proxy server for Exchange:
lNTLM Authentication v |

[ OK ][ Cancel ]

ClickOKtwice, and thenclickNext. ClickFinish Account setup is complete.

(Some clients will be prompted for a username and passwadirgo, enter your username in the format
AD\usernameand then enter your password; cli€k

E-mail Accounts

Congratulations!

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

To close the wizard, dick Finish,




Entourage 2008 Configuration

Note: UCit strongly recommends that you update your Entourage installation to the latest availabl
release. At the time at which this document was published, Entourage 2008 is at version 12.1.2
Updates can be obtained by using the biuiltUpdates functiorin Entourage, or on the web at
http://www.microsoft.com/mac/downloads.mspx

Start Entourage, andick onTools thenAccountsb ¢KS a! O02dzyiaé¢ G6AYyR2¢
800 Accounts o
{ Mail | News Directory Service 1

CTRiclick in the window, ath selectNew:

800 Accounts =

{ Mail | News Directory Service 1 E
| | Sub

e

Help b
Main Window
Progress

Mail

Open Address Book in New Window
Open Calendar in New Window
Notes

Tasks
Projects
[ New |
Run Schedule »
"ﬁ Find... t
Work Offline
Apply Rule

Rules...



http://www.microsoft.com/mac/downloads.mspx

If the following window appears, click @etup Assistant

Add new mail account

Aosount type:

( Setup Assistant ) ( Cancel ) Hl—a

N

c

Type in your email address, in the formaername@ucmail.uc.edu &8 St SO0 G KS OKSOlo02E
FOO2dzyd Aa 2y |y cliekEhd RghtyirB® to 20BtNEBS NE ¢ | y R

Set Up a Mail Account

e

This assistant will automatically determine your account settings
based on your e-mail address. Type your e-mail address below.

E-mail address:

| username @uemail.uc.edy| I

g My account is on an Exchange server
If you are part of a large organization, ask your local network
administrator whether you are on an Exchange server. If you select

this check box, you must be connected to the Exchange server
network to complete account setup.

Click the right arrow to continue.

( Configure Account Manually ) q|1

¢8I Ay d!5¢é F2N) GKS R2YFAYy FASERT SydSNI @2dzNJ dza S|
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Enter account information.

Daomain: |-‘“‘D |

Account 1D: | username |

Password: l-----nn----n{ l

gSave password in my Mac 05 keychain

( Cancel ) H
-
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After a moment, Entourage should indicate that account configurationsuasessful. Click the Right

arrow to proceed:

successfully determined.

To view, confirm, and complete
please click on the right arrow.

Automatic Configuration Succeeded

L&

The settings for mail account "adams2jt@ucmail.uc.edu” were

the setup of your e-mail account

Click the right arrow to continue.

( Configure Account Manually )

wSOASE 82dNI ASGGAYIET YR YI1S Lhckte Right rdwtp { [

proceed:

information.
Your name:
E-mail address:
Account 1D
Domain:
Exchange server:

LDAP server:

Verify and Complete Settings

To finish account setup, verify and complete the following

.

Adams, Jon (adams2jt)

adams2jt@ucmail.uc.edu

adams2jt

AD

| ucmail.uc.edu

| ucmsbad.ad.uc.edu

E Use SSL for these servers

Click the right arrow to continue.

( Configure Account Manually )

[a]+[p]

T2NJ
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Optional: Verify Settings

If you want to verify your account settings, make sure your computer
is connected to the network, and then click Verify My Settings.

( Verify My Settings

)

Results

Click the right arrow to continue.

( Confi Account Manually )

(4] [p]

Type in a name for the account and, ckdRish Your account setup is complete.

Setup Complete

e

Your mail account has been created successfully and is ready for use.

Please type a name for this account. This name is used only for

display purposes.

Account name: | UCMAIL

E Add this new e-mail address to your "Me" contact

To save these settings, click Finish.

(f' figure Account M

ly )




Entourage 2004 Configuration

Note: UCit strongly recommends updating your Entourage 2004 installation to the most recent rel
At the time at which this document vggoublished, Entourage 2004 is currently at version 11.5.0.

Updates can be obtained using the biiltUpdates feature in Entourage, or on the web at
http://www.microsoft.com/mac/downloads.mspx

hLISy 9yid2dzNF 3ST Of AO01 2y d cNewahditles selécEx@hangéd ! 002 dzy i {

e 06 Accounts

3“‘ New ~ Edit Delete Make Default

[ Mail = News Directory Service F“E’(ﬂllﬂgt"ﬁ

On the Account Setup Assistant window, clidafigure Account Manually.

e o Account Setup Assistant

Set Up a Mail Account @

This assistant will automatically determine your account settings
based on your e-mail address. Type your e-mail address below.

E-mail address:

W My account is on an Exchange server
User ID:

Domain:

Password:

Click the right arrow to continue.

{ Configure account manually ) 411 7b—



http://www.microsoft.com/mac/downloads.mspx

On theAccount Settingpage, make sure the following settings are in place:

Account Name:UCMAIL

Name: (your full name)

Email Addressusername@ucmail.uc.edu

Account ID: (your username)

Domain: AD

Password:(your password)

Save Password in my Mac OS keych@imecked (optional)
Exchange Serveucmail.uc.edu

This DAV service requires a secure connection (8Bégked
Override Default DAV portJnchecked (disabled)

Edit Account

—{-'Atmm'lgr-{ Options " Advanced Delegate I

Security

Account name: UC“AIL

Personal information

Name: User Name

E-mail address: username@ucmail uc.edu

Server information _

Account ID; username

Domain: ad

PassWOfd: LR Y

g Save password in my Mac OS keychain

Exchange server; Ucmail.uc.edu

Exchange server administrator.

| Override default DAV port: 443

You can also enter Outlook Web Access server addresses,
such as http://mail.example.com/exchange, into the
Exchange server field. For more information, contact your

B This DAV service requires a secure connection (S5L)

( Cancel ) 0K



mailto:username@ucmail.uc.edu

On theAdvancedpage, make sure the following settings are in place:

Public Folders Serveucmail.uc.edu
This DAV service requires a secure connection (8B&gked
Override default DAV portUnchecked (disabled)

Edit Account

- — Account Settings ] Options | Advanced | Delegate [ Security

Public Folder Settings

Public folders server: | ucmall.uc.edu
This server Is also used for free/busy information,
g This DAV service requires a secure connection (SSL)

() Override default DAV port: 443

ClickOK Your account is configured.



Windows Mail Configuration

hLISy 2AyR26a alAfx Of A01 2 yAddbotdre SeleEEmailiAkcSuyiand ! O O 2 dzy |
clickNext.

(=]
Select Account Type

What type of account would you like to add?

‘;7] E-mail Account
i:a Newsgroup Account
ﬁl Directory Service

What information do I need to set up my account?

I Next I Cancel

Type in your name as you would like it to appear on your outgoing messages, amteglick

Your Name

When you send e-mail, your name will appear in the From field of the cutgoing message.
Type your name as you would like it to appear,

Display name: User Numd

For example: John Smith

here can I find my e-mail unt information?

(hee ] [ Concel ]




Type in your full email address (examplesername@ucmail.uc.edluand clickNext.

Internet E-mail Address

Your e-mail address is the address other people use to send e-mail messages to you.

E-mail address: username@ucmail.uc.edy|

For icrosoft.com

p

Where can I find my e-mail account information?

{ St 800G 22dNJ LINBTFTSNNBR aLyO2YAy3 SYI Af

aSNBSNJ G&LIS:

ucmail.uc.eduas both the incoming and outgoing email server name. Select the check box for
Ghdzi32Ay3 { SNIBSNJ NBljdzANgE a | dziKSyGAOlFGA2Yy ¢ YR

2 - 0 v

Set up e-mail servers

Incoming e-mail server type:

Incoming mail (POP3 or IMAP) server:

ucmail.uc.edu

Qutgoing e-mail server (SMTP) name:

ucmail.uc.edu

[¥]Qutgoing seryer requi hentication

Where can | find my e-mail server information?

Of ;


mailto:username@ucmail.uc.edu

Type in your username (6+2) and Central Login password, antNektk

Internet Mail Logon

Type the account name and password your Internet service provider has given you.

E-mail username: username
Password: | oooooooooocl
Remember password

{StSO0 GKS OKSOlo6REYB2MIVG32 y&Fini&Kaddayia vSe

3\
|' Congratulations

You have successfully d all of the inf i quired to set up your account.

To save these settings and download your e-mail, click Finish,




i
R
0p]
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Properties.

Internet Accounts _"l [=x=]]

Set up new e-mail accounts or newsgroup subscriptions by clicking Add.
To make changes, export, or remove an account or subscription, select it first.

Mail -
‘a ucmail.uc.edu (default) Add...
il username@ucmail.uc.edu i

Directory Service v Remove

?ropfﬂies J
fault

" Export... J

[ Set Orderc

|

Click on theAdvancedtab, and use the following settings:

Outgoing mail (SMTP587

This Serveraquires a secure connection (SSthecked

Incoming Mail (POP3) (if you chose POP3 as your account 8¢&):
Incoming Mail (IMAP) (if you chose IMAP as your account tyg89:
This server requires a secure connection (S&igcked

i S

General | Servers | Connection | Securty | Advanced

Server Port Numbers

Qutgoing mail (SMTP): 587

7| This server requires a secure connection (S5L)
Incoming mail (POP3): 995

[¥] This server requires a secure connection (SSL)

Server Timeouts

Short ~T Long 1 minute
Sending

[7] Break apart messages larger than 60 = KB
Delivery

[¥] Leave a copy of messages on server

[ Remove from server after 5 = day(s)

V|Remove from server when deleted from ‘Deleted ltems?

OK | [ Concel ][ aopy

=}

All other settings are optional. If you chose POP3 as your account type, it is recommended that you
SylrofS GKS a[ SH@S | 02Lk 20Kan$hantloset Yaur a2opuntisS NIIS NE 2 |
configured.
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a new account. (To reconfigure an existing account, skip the next few steps to the manual configuration
options below).

Accounts E A fi | Mailbox Behaviors ~ Advanced }ﬁ

Account Type: IMAP

Description: Work, Personal
Email Address: janedoe@example.com

Full Name: Your Name

Incoming Mail Server: mail.example.com
User Name: janedoe

Password:

QOutgoing Mail Server (SMTP): [ ucmail.uc.edu:helpdesk (Of 3 |

@ Use only this server

Enter your Name, email ddess (in the formatisername @ucmail.uc.eduand Central Login password,
and clickContinue

Add Account

You’ll be guided through the necessary steps to set up
an additional mail account.

To get started, fill out the following information:

Full Name: User Name

Email Address: username@ucmail.uc.edu

Password: lu--uuuuunl I

) (Coteck ) (N



mailto:username@ucmail.uc.edu

SelectExchangeF 2 NJ 6 KS | O02dzy i ¢@LIST F2N 6KS RSaAONARLIIAZ2Y X
useucmail.uc.edu Enter your username and password, athail.uc.eduf 2 NJ ahdzif 221 2 So6 ! ¢
{ SNI?S N@oatinue/ £ A O

Incoming Mail Server

Account Type: | €% Exchange "3]

Description: UCMAIL

Incoming Mail Server: ucmail.uc.edu

User Name: username

Password: Ssscsscssscssces

Outlook Web Access Server: | ucmail.uc.edu|

®

[ Cancel ) ( GoBack ) ( Continue )

On theOutgoing Mail ServetJr 3SX Sy (1 &Ndz(i60 2/ dayl RE[ F2NJ G KS 5SaONALIGA 2
ucmailucedd & G KS ahdzNBSNWAE afk 5t SP8 (KS OKSO102E F2NJ &
GKS OKSO1062E F2NJ a! asS ' dzikKSyiAOl GA2y déContidug. 0 SNI & 2 dz

Outgoing Mail Server

Description: UCMAIL - Outbound

Outgoing Mail Server: |ucmail.uc.edu B

E Use only this server

M Use Authentication

User Name: {username J

Password: esecsscssscsse

©)

[ Cancel ( Go Back ) ( Continue )




Mail will check the server for the appropriate settings, and will present the disedwsettings on the
next screen. Clidkreate

( Go Back )G—&w——)

Account Summary

Account Description: UCMAIL
Full Name: Jon Adams
Email Address: adams2jt@ucmail.uc.edu
User Name: adams2jt

Incoming Mail Server: ucmail.uc.edu
SSL: on

Outgoing Mail Server: ucmail.uc.edu
ssL: on|

™ Take account online

O( [N

A 2y (KS RNRLR2gY

UCMAIL
Exchange

Accounts (A f | Mailbox Behaviors  Advanced b

Account Type: Exchange

Deseription: |UCMAIL |

Email Add : lu;cn mail.uc.edu I

Full Name: |User Name |

Incoming Mail Server: |ucmai|.uc.edu |

User Name: | username |

Password:

Outgoing Mail Server (SMTP): [ UCMAIL - Outbound )
E Use only this server

Outlook Web Access Server: | ucmail.uc.edu |

tAad

¢ 0 K SAtcoants eBIdctSHeBogolrd that you jlsycreatadf A O1 2 Y
t 1

FT2NJ &hdzi
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following settings are in place:
Server Port:587

Use Secure Sockets Layer (S&hécked
Authentication: Password

Description | Server Name In Use By Account |
UCMAIL = Qutbound ucmail.uc.edu UCMAIL

{ Account Information | Advanced }

Server port: 587 E Use Secure Sockets Layer (S5L)

Authentication: [ Password I-H

User Name: adams2jt

PaSSWDrd: AAEERSGEEEREES

® ( Cancel jj f—en—}

A

ClickOK,close thePreferenceswindow, and then cliclsave. Your account is configured.



Thunderbird Configuration
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below. Users who are migrating from Eudora will be presentitd tire option to import their settings
and mail; once this is complete, they should verify their settings against those listed below.)

z

Open Thunderbird; the New Account Setup wizard will start automatically. $ecét | A f ! OO0 2 dzy
clickNext.

¢

Account Wizard L2 ]

New Account Setup

In order to receive messages, you first need to set up a Mail or
Newsgroup account.

This Wizard will collect the information necessary to set up a Mail or
Newsgroup account. If you do not know the information requested,
please contact your System Administrator or Internet Service Provider.

Select the type of account you would like to set up:

@ Email account
) RSS News & Blogs
7 Gmail

) Newsgroup account

<Back | [ Net» | [ cancel |

Enter your full name, and your full email address (in the foros#rname@ucmail.uc.edu ClickNext

Account Wizard BN @

e B

Identity

Each account has an identity, which is the informaticn that identifies
you to others when they receive your messages.

Enter the name you would like to appear in the "From" field of your
outgoing messages (for example, "John Smith").

Your Name: [User Namd

Enter your email address. This is the address others will use to send email
to you (for example, "user@example.net").

Email Address: username@ucmail.uc.edu

<Back | [ Net> || Cancel



mailto:username@ucmail.uc.edu

Select your preferred connection method (POP or IMAP), and then eateail.uc.edufor both the
IncomingServerand Outgoing Server (POP users: select the checkboxdee Global Inbox) Click
Next

Server Information

Select the type of inceming server you are using.

©) IMAP

Enter the name of your incoming server (for example,
"mail.example.net").

Incoming Server: | ucmail.uc.edu

Uncheck this checkbox to store mail for this account in its own directory.
That will make this account appear as a top-level account. Otherwise, it
will be part of the Local Folders Global Inbox account.

Use Global Inbox (store mail in Local Folders)

Enter the name of your outgoing server (SMTP) (for example,
"smtp.example.net”).

Outgoing Server: ’ ucmail.uc.edu

| <Back | [ Net> || Cancel |

Enter your username (6+2) and cIN&xt.

User Names

Enter the incoming user name given to you by your email provider (for
example, "jsmith").

Incoming User Name: ‘ usernams J

Your outgoing (SMTP) server, "ucmail.uc.edu”, is identical to your
incoming server, your incoming user name will be used to access it. You
can modify outgoing server settings by choosing Account Settings from
the Tools menu.

<Back | | Net> || Cancel
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Account Wizard

Account Name

Enter the name by which you would like to refer to this account (for
example, "Work Account”, "Home Account” or "News Account”).

Account Name: username@ucmail.uc.edu| \

[ < Back ][ Next > ][ Cancel ]

Unchekii KS OKSO102E F2NJ a52¢yfFhitshR aS&aal 3§ Y20z

Congratulations!

Q)¢
oM~
<
Py

Please verify that the information below is correct.

Account Name: username@ucmail.uc.edu
Email Address: username@ucmail.uc.edu
Incoming User Name: username

Incoming Server Name: ucmail.uc.edu

Incoming Server Type: POP3

QOutgoing User Name: username

Outgoing Server Name (SMTP):  ucmail.uc.edu

[7]: Download messages now

Click Finish to save these settings and exit the Account Wizard.

<Back | [ Finish | | Cancel
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the left pane. Verify that the following settings are in place:

Server nameucmail.uc.edu
Port: 995
Use Secure Connectiol®SL

ltf 20KSNJ aSddAay3a INB 2LIA2yLf otht dzASNARY Al A
GKS aSNWBSNE aSiidAay3aovo

=l username@ucmail.uc.edu

: -
Server Settings RETVEL et

~~Copies & Folders Server Type:  POP Mail Server
Composition & Addressing Server Name: l ucmail.uc.edu i Port: }(995 | Default: 995
~-Disk Space : S
é--)unk Settings User Name: | username }
~-Return Receipts e
- Security - Security ings
= Local Folders Use secure connection:
‘Disk Space ©) Never (@) TLS,if available @) TLS @ SSL
NSNS [] Use secure authentication
Outgoing Server (SMTP)
 Server Settings
Check for new messages at startup
Check for new messages every |10 i minutes
Automatically download new messages
["] Fetch headers only
I Leave messages on server
| [T] For at most days
Until I delete them
[] Empty Trash on Exit
Local directory:
[ Add Account... ] = : i

| ;C:\Users\-\AppData\Roaming\Thunderbird\Proﬁles\ab(] Browse...

|

’ Set as Default

[ Remove Account ]

[ ok || cancel |
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SelectOutgoing Server (SMTR)Y (G KS f STl LI ySo { St SOG adzOYl At ©dzO«
Edit

= username@ucmail.uc.edu
B 2 Outgoing Server (SMTP) Settings

Copies & Folders Although you can specify more than one outgoing server (SMTP), this is only
e & 9 for advanced users. Setting up multiple SMTP servers can cause
Disk Space esrors when sending messages.
aon Settinge [ username - ucmad.uc.edu (Defaul
Retun Receipts
Security

= Local Folders

Disk Space !
Junk Settings Set Default

o <not speciied>

me ucmailuc.edu

0

e usemame
 None

| Add Account...

(o) (comat.)

In the SMTP Servewindow, make sure the following settings are in place:

Server Nameucmail.uc.edu
Port; 587

Use name and passworadhecked
Username:(your usernane)

Use Secure ConnectiofLS

SMTP Server

~ Settings

Description: } UCMAIL Outbound

Server Name: | ucmail.uc.edu

Port: 587 | Default: 25

-~ Security and Authentication

Use name and password

User Name: ‘ username

Use secure connection:
@ No @ TLS, ifavailable @ TLS @ SSL

[ ok ][ conce |

ClickOKtwice. Your account is configured.



Eudora 7.1 Configuration (Windows Only)

Note: Support for the Mac version of Eudora has been discontinued due to incompatibilities. Vers
of Eudora for Windows oldehan 7.1 should be upgraded to the latest available rele&ee the Notes
at the beginning of this document for further details on Supported and Unsupported mail clients.

Configuring a New Account
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New Account Wizard 8 — L]
T Y Welcome to Eudora!
This wizard will help you in configuring Eudora to setup a
new email account. Please dick the Next button to begin
the setup.
Email
Account Setup -
QUALCO/\NV\
Badk next> | [ cancel | [ Hep

0 dzLJz ¢

O
O
No
g
[«
Q)¢
(V)]

(St 800 G{1ALI RANBOGEE (2FiisROI yOSR
New Account Wizard

Y. T¥ Account Settings

Would you like to :

() Create a brand new email account

Email (©) Use an ACAP server to get your settings

Account semF (@ Bkip directiy to advanced account setup:

<geck || Fish | [ cancel | [ hep |




On theGeneric Propertiepage make sure the following settings are in place:

Real Name{(Your full name)

Email Addressusername@ucmail.uc.edu

User Name:(your username)

SMTP Serverucmail.uc.edu

Authentication Allowed:checked

Userelay personalitychecked

Use submission port (587¢hecked

Secure Sockets when SendiRequired, STARTTLS

On thelncoming Mailtab, make sure the following settings are in place:

Configuration:POPor IMAP (either one will work)
Authentication Style:Passwords
Secure Sockets when Receivifgquired, Alternate Port

Account Settings for <Dominant>

| Generic Properties | Incoming Mail

Account Settings_fdr <Dominant>

Generic Properties | Incoming Mail

i . Server: ucmail.uc.edu
Personality Name: <Dominant>
Configuration: @ POP () IMAP
Real Name: User Name
Email Address: username @ucmail.uc.edu
User Name: HSeRome [¥] Leave mail on server j
SMTP Server: ucmail.uc.edu [ pelete from server after 0 days

[¥] Authentication allowed
Use relay personality, if defined
[¥] Use submission port (587)

[¥] pelete from server when emptied from Trash

Default Domain: D Skip messages over 40 Kin size
Default Stationery: | <No Default>
Default Signature: [ <No Default>
Secure Sockets when Sending A:?:::::ZZ s?"egzerberos © apop © rPA

Required, STARTTLS ! '] [ Last S5 Info ] Secure Sockets when Receiving

Reguired, Altemate Port_| v| [ LastsSLinfo |

Check Mail

[ oc J[ conced J[ reb |

[ ok J[ cancel |[ Heb

ClickOK. Enter your password, and cli€Kagain. Your account is configured.
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Reconfiguring an Existing Account
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and make sure the following settings are in place:

Real Name{your full name)

Email Addressusername@ucmail.uc.edu
Mail Server (Incoing): ucmail.uc.edu
User Name:(your username)

SMTP Server (Outgoing)cmail.uc.edu
Allow Authentication:checked

&

Checking Mail

Incoming Mail

>

Sending Mail

%

Composing Mail

Internet Dialup

-
Getting Started 5

Real name:

User Name

Email address:

username @ucmail.uc.edu

Mail Server (Incoming):

ucmail.uc.edu

User Name:

username]

SMTP Server (Outgoing):
ucmail.uc.edu
Allow authentication

-

t SO

iKS

aDSdGAyYy3

Select theChecking Maitategory from the left pane, and make sure the following settings are in place:

Mail Server:ucmail.uc.edu

Secure Sockets when ReceivifRequired, Alternate Port

(All other settings are optional.)

Category:
Getting Started
P
-7
Checking Mail

Incoming Mail
Sending Mail
L3

| Mail Server:

ucmai.uc.edu

User Name:

username

Check for mai every 0 minute(s)

| Don't check without a network connection
[ Don't check when using battery

V|Send on check
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Select thedncoming Mailcategory from the left pane, and make sure the following settings are in place:

Server ConfigurationPOP or IMAReither one willwork)
Authentication Style:Passwords
(All other settings are optional.)

—_— ——
Options .o we " E‘L
Category: 'I
4 » | Server configuration: @) f_OP ©) IMAP
Getting Started =
Leave mail on server
[ Delete from server after 0 ~ day(s)
Checking Mail Delete from server when emptied from Trash
) q
@Y
=7 —
Incoming Mail [] skip messages over 40 K in size
(I [ offiine
Sending Mail
!
=2 Authentication style:
Composing Mail (@ Passwords (©) Kerberos
() APOP (C)RPA
InternetDialup ~ « [ ok ] [ Cancel ] [ Help ]

Select theSending Maikcategoryfrom the left pane, and make sure the following settings are in place:

SMTP Serverucmail.uc.edu

SMTP Relay Personalityone

Allow Authentication:Checked

Use Submission Port (587 hecked

Secure Sockets when SendiiRequired, STARTTLS
(All other settings are optional.)

2 | Email address:
m username @ucmal, uc.edu

GettingStarted = ponain to add to unqualified addresses:

Checking Mail SMTP server:
g ucmail.uc.edu
o | SR Pty

[V] Alow authentication
L @l medae end
Sendng Mail [7] Send on check
%3 [¥] Use submission port (587)
Secure Sockets when Sending
g il Requred, STARTTLS | ~| [ LastsSLinfo |
| hemetOeie o ][ conca ] [ heo |

ClickOK. Your account is configured.



POP and IMAP Configuration Guidelines

Note: The following gidelines should apply to all POP and IMAP mail clients; however, some clien
may not be able to use nestandard SMTP ports, and are therefore incompatible. At the time of
publication, the only recent mail client that exhibits this behavior is Outlogkdss (Windows Mail, the
successor to Outlook Express on Windows Vista, works fine).

Note: POP and IMAP configurations are generally intended only for advanced users who are fami
with POP or IMAP account configuration on their preferred mail client. Users who are unfamiliar v
these settings should try to use one of the recommended pli@hts, or Outlook Web Access.

POP Client Settings

Email addressusername@ucmail.uc.edu
POP (Incoming) ServedCMAIL.UC.EDU

POP EncryptionEnabled using SSL

Secure Password Authentication (SPBisabled
POP Server Porf95

Username:(your network username)
Password:(your password)

SMTP (Outgoing) ServddCMAIL.UC.EDU
SMTP Server Porg87

SMTP AuthenticationRequired, using the same settings as the Incoming server
SMTP EncryptionEnabled, using TLS

IMAP Client Settings

Email addess: username@ucmail.uc.edu

IMAP (Incoming) ServetJCMAIL.UC.EDU

IMAP EncryptionEnabled using SSL

Secure Password Authentication (SPBisabled

IMAP Server Port993

Username:(your network username)

Password:(your password)

SMTP (Outgoing) ServddCMAIL.UC.EDU

SMTP Server Porg&87

SMTP AuthenticationRequired, using the same settings as the Incoming server
SMTP EncryptionEnabled, using TLS

Outlook Web Access Server (used by Mac Mhttps://ucmail.uc.edu
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ActiveSync Configuration

Note: While the following procedure is intended for Microsoft Windows Mobile devices, the same
configuration settings apply to palm Treo devices that use ActiveSync, as well as the iPhone 3G.

{ Sf BciiveSyné FNRBY (GKS {GFNI YSydz 602NJ FNRY {GFNIZ t NRS3

§ & V<

€, Today

i Calendar

FB Contacks

= Internet Explor

& Messaging
I Phone

§ Windows Media

anks
) ActiveSync
fig; Programs
¥; Settings
? Help

‘acket MSM!

Motification Contacks

¢F L) 2NIMesuF GR PR i KB/ Serwed SoBréely &

_f. |Active£rnc T o | 4 X

To sy with a desktop computer, install
ActiveSync on your computer and then
connect this device,

If your company supports syncing directly
with its Exchange Server you can set up

your device to sinc wiith it.

Leatrn rore aky
SErver,

Add Server Source...

Connections...
Connect via IR
Connect via Bluetooth

Connect via DMA...

SY¥NC = _ Men



Enterucmail.uc.edufor the server name, and check the box nextit@ K A a
0{{[V O2yySOlA2YyEY

_f. I ActiveSync

G e

Edit Server Settings

Server address:

Mote: This is the same as vour Qutlook, Web
Access server address,

This server reguires an encrypted (S5L)
conneckion

Cancel E MNext

Enter your username, password, aAbfor the domain, and then taplext

_f. I ActiveSync

D & Tl
Edit Server Settings

User name: |usernamd

Passwurd: |**************

Damain: |,.'J.,D

Save password
frequired for automatic sync)

| Advanced...

Back E= Next
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Select the Exchange views that you wish to synchronize, anéinégh. Account setup is complete.

,rj = I ActiveSync

Edit Server Settings 0

Choose the data you want to synchronize:
Calendar
(=) E-mail
Tasks

[ Settings...|

Back E= Finish




