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1. Start Outlook

2. From the Menu, Click Tools, Services, Microsoft Exchange Server, Properties, General Tab

3. “Microsoft Exchange Server Click SXXXXXXXX
4. Mailbox = username
5. Click Automatically Detect connection state

6. Click 30

7. Click Advanced Tab

8. Logon network security Click NT PASSWORD AUTHENTICATION

9. Click Enable Offline Use (Other boxes blank)

10. Click Offline Folder File Settings

11. File Click C:\Documents and Settings\USERNAME\Local Settings\Application Data\Microsoft\Outlook\outlook.ost (Default) Click OK

12. Click Cancel

13. Click Dialup Networking Tab

14. Click Do not dial, use existing connection

15. Click Remote Mail Tab

16. Click Process marked items

17. Click Disconnect after connection is finished

18. Click OK

19. Click Outlook Address Book, Properties

20. Contacts: Mailbox – User Name
21. Show names by Click First Last (John Smith), CLOSE

22. Click Personal Folders, Properties 

23. Name should be Personal Folders

24. Path C:\Documents and Settings\USERNAME\local settings\application data\microsoft\outlook\outlook.pst

25. Click OK

26. Click Delivery Tab

27. Deliver new mail to the following location

28. Click Mailbox – USERNAME

29. Recipient addresses… the following order: 

a. Microsoft Exchange Transport

b. FaxServe Transport (If available)

c. Microsoft Exchange Remote Transport

30. Click OK 

31. Click Addressing Tab

32. Show this address list first: Click Global Address List

33. Keep personal addresses in: Contacts

34. When sending mail…following order:

35. Global Address List, Contacts

36. Click OK, Apply (If highlighted), OK

//FaxServe Properties Here//

37. From the Menu Click Tools, Customize, Options Tab

38. Click Menus show recently used commands first

39. Click Show full menus after a short delay

40. Leave Blank Large Icons

41. Click List font names in their font

42. Click Show screen tips on toolbars

43. Leave Blank Show shortcut keys in Screen Tips

44. Menu Animations: None

45. Click Toolbars Tab

46. Click Standard

47. Leave Blank Advanced

48. Click Menu Bar

49. Leave Blank Remote

50. Leave Blank Web

51. Click Close

52. From the Menu Tools, Options, Preferences

53. Click Email Options

54. After moving or deleting an open item: Return to the Inbox

55. Leave Blank Close original message on reply or forward

56. Click Save copies of messages in Sent Items folder

57. Click Display a notification message when new mail arrives

58. Click Automatically save unsent messages

59. On replies and forwards

a. When replying to a message: Include and indent original message text

b. When forwarding a message: Include original message text

60. Click Advanced email options

61. Save unsent items in: Drafts

62. Click AutoSave unsent every: 3 minutes

63. Leave Blank In folders other than the Inbox, save replies with original message

64. Click Save forwarded messages

65. Leave Blank Play a sound

66. Click Briefly change the mouse cursor

67. When sending a message

a. Set importance: Normal

b. Set Sensitivity: Normal

68. Click Allow commas as address separator

69. Click Automatic name checking

70. Click Delete meeting request from Inbox when responding

71. Click OK, OK

72. Calendar

73. Click Default reminder: 15 minutes

74. Click Calendar Options

75. Leave Blank Sun

76. Click Mon

77. Click Tue

78. Click Wed

79. Click Thu

80. Click Fri

81. Leave Blank Sat

82. First day of week: Sunday

83. Start time 8:00 AM

84. First week of year: Starts on Jan 1

85. End time: 5:00 PM

86. Calendar Options

a. Leave Blank Show week numbers in the Date Navigator

b. Leave Blank Always use local calendar

87. Background color: Yellow

88. Click Time Zone

89. Leave Blank Label

90. Time Zone: (GMT-05:00) Eastern Time (US & Canada)

91. Click Adjust for daylight saving time

92. Leave Blank Show additional time zone

93. Click OK

94. Click Resource Scheduling

95. Leave Blank Automatically accept…cancellations

96. Click OK, OK

97. Tasks – Reminder time: 8:00 AM

98. Click Task options

a. Overdue task: Red

b. Completed Tasks: Grey

99. Click OK

100. Contacts

101. Contact Options

a. Default “Full Name” order: First (Middle) Last

b. Default “File As” order: Last, First

102. Click OK

103. Ignore Journal Options

104. Ignore Notes

105. Click Mail Services Tab

106. Startup settings

107. Click Always use this profile: USERNAME

108. Mail options - Check for new mail on:

109. Click FaxServe (If available)

110. Click Microsoft Exchange Server

111. Click Enable offline access

112. Leave Blank When online, synchronize all folders upon exiting

113. Leave Blank When online, automatically synchronize all offline folders every 60 minutes

114. Leave Blank When offline, automatically synchronize

115. Click Offline Folder Settings

116. Click All Folders Tab

117. Offline Folders

118. Leave DEFAULT items under Mailbox – USERNAME

119. Leave Blank Download offline address book

120. Click Synchronize forms

121. Leave Blank Synchronize folder home pages

122. Click Settings

123. Click Download changes since last synchronization

124. Information to Download

125. Click Full Details

126. Choose address book: \Hospitals\Recipients

127. Click OK

128. Click Download Options

129. Click Don’t download messages larger than 50 KB

130. Exceptions ALL BLANK

131. Click OK

132. Click Quick Synchronization Tab

133. You can set up smaller…under Synchronize

134. Mail and Calendar

135. Settings for this group Synchronize these folders: Calendar; Drafts; Outbox; Inbox

136. Leave Blank Download offline address book

137. Leave Blank Synchronize forms

138. Leave Blank Synchronize folder home pages

139. Click Apply (if changed), OK

140. Click Mail Format Tab

141. Send in this message format: Microsoft Outlook Rich Text

142. Click Use Microsoft Word to edit email messages

143. Signature

144. Click Don’t use when replying or forwarding

145. Click Spelling Tab

146. Click Always suggest replacements for misspelled words

147. Click Always check for spelling before sending

148. Leave Blank Ignore words in UPPERCASE

149. Leave Blank Ignore words with numbers

150. Click Ignore original message text in reply or forward

151. International dictionaries

152. Language: English (US)

153. Click Security Tab

154. Click Attachments Security

155. Click None (This is required for HelpBooks to work)

156. Click OK

157. Click Other Tab

158. Click Empty deleted items upon exiting

159. Click Advanced Options

160. Leave Blank Warn before permanently deleting

161. Click OK

162. Click AutoArchive

163. Leave Blank AutoArchive every XX days

164. Click OK

165. Click Preview Pane

166. Leave Blank Mark messages as read in preview window

167. Leave Blank Mark item as read when selection changes

168. Click Single key reading using space bar

169. Click OK

Note: Regarding the Delegates Tab. If you have delegates, look up “Sharing Folders In Outlook” Help document in the System Use Guide in Public Folders.

170. Click Apply (if applicable), OK
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