How to connect Outlook 2003 to your Manex
mailbox using OPC.NET

Overview

This short guide explains how to connect Microsoft Outlook 2003 to your
Managed Exchange mailbox. This uses a tool called OPC.NET which will
update your computer with the necessary software components and
create a personalised profile in Outlook linked to your mailbox.

Notes & Requirements

Please make sure that:

1. The PC that you are using to create your Manex profile is running
Microsoft Windows XP and that Service Pack 2 is installed. You can
verify the service pack level as follows:

a. Click START then CONTROL PANEL then SYSTEM
b. On the GENERAL tab, note the “Service Pack” level under the

“System” section
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2. Please note that you can only create a profile with Outlook if you

have purchased a full feature *“MAPI” mailbox. This process will
not work if you have a POP3 or IMAP4 mailbox.

3. Itis NOT necessary to have Outlook 2003 installed — OPC will
install or upgrade the version for you automatically

4. If you already have Outlook installed, your existing profiles will
not be affected and you will not loose any of your mail. OPC
creates an additional Manex profile which does not impact on your
existing mail setup. OPC does however upgrade Outlook to
version 2003 if required, but this will also not adversely affect
your existing mail setup




5.  You can run OPC.NET on more than one PC, for example your
office and home PCs, so that either could be used for desktop
email access.

6. Once set up, you can use Outlook to access your email from any
location as long as you have an active broadband internet
connection.

Step-by-step guide

1. Open a browser and go to:
http://opc.itenergyonline.net/manex/setup.exe

File Download - Security Warning

Do you want to run or save this file?

Mame: setup.exe
Type: Application, 576 KB

From: opc.itenergyonline. net

Bun | [ Save | [ Cancel |

Wwhile files from the Internet can be useful, this file type can
o patentially harm your computer. [ yoau do not trust the source, do nat

run or save this software. What's the risk?

3. Click RUN. If your PC does not have the Microsoft .NET Framework
v2 installed, you will see this prompt (otherwise skip to step 8 ):
& Application Setup |

Far the fallowing components:

_MET Framework 2.0

Flease read the following licenze agreement, Press the page down key to
zee the rest of the agreement.

MICROSOFT SOFTWARE SUPPLEMENTAL LICEMSE TERMS -~
MICROSOFT MET FRAMEWORE 2.0

MICROSOFT WINDOWS INSTALLER 2.0

MICROSOFT WINDOWS INSTALLER 3.1

Microsoft Corporation [or based on where you live, one of itz affiliates)
licenses this supplement to pau. 1f you are licenzed to use Microzoft
Windows operating system software [the "software'"). you may use

thiz supplement. “You may nat uze it if you do not have a license for

the zoftware. ou may uze a copy of thiz zupplement with each

walidly icenzed copy of the software. “

@ Yiew ELILA for printing

Do you accept the terms of the pending License Agreement?

IF you chooge Don't Accept, install will close. To install you must accept
thiz agreement.

Accept |

5. click ACCEPT


http://opc.itenergyonline.net/manex/setup.exe
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® Application Setup

@ Downloading required files...

Diownloading fle 1 of 1.

LCancel

Allow the automatic installation to download and install (takes
about 5 minutes)

If you do have .NET installed, you will be asked to confirm
security access — please respond by clicking RUN then RUN on the
next page

The first login page now appears:

Enter Network Password

Connecting to manexbel. managedexchange. co.uk

Pleaze enter the zemame and Password for your Manex e-mail accaunt

Uszer name | itenergy. test@itenargy. net |

Pazzword

xxxxxxxxx:1 |

Please enter your Manex username and password. This will
validate if your account has been enabled for Outlook 2003
access. If you are not activated for Outlook 2003 access you will
see this message:

ProfileCreation

¥ou do nok have access to use this service

If you do have access you will see the OPC.NET status page:
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¥ Instal Microsoft Net Framework 2

This program will create a new Outlack 2003 profile ¥ Check for sppropriate operating system
oh your PC, linked to your Managed E xchangs mailbos
V" Inztall Microzoft Outlock. 2003

Uszer Create Profile

Once the profile is created, pou will be
asked to re-enter your Manex uzemame
and password. Your username iz

Create Prafile itenergy. tezt{@D omainM ame

Please note that you will have ko enter thiz beice.

The status page shows whether your PC has all the necessary
installed components to continue to the next step. If you see
three green tick boxes as shown above, your PC has all the
necessary software to proceed with the profile creation. If you
have one or more cross, please refer to the following section -
Installing additional components

Press CREATE PROFILE. Outlook will now load and ask you for
confirmation to proceed:

Microsoft Office Outlook

E-mail Account settings, YWould wou like to impoart the account setkings? (CQutlook will be opened after you dlick Yes or

T Qutlook is about ko import information into wour E-mail Accounts, This can pokentially modify or replace your exisking
L Ma,}

Click YES. The profile selection dialogue will appear:

Profile Marme: | tenet

qv.kest Mane:x| v| [ Mew, .. l

I (214 ] [ Cancel ][thiu:uns >>l

Choose the newly created profile and click OK. Outlook will now
prompt you to login:
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Connect to manexbel.managedexchange... |E|E|
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Connecting to manexbel managedexchange.co.uk

User name: |ﬁ energy kest@itensrgy .nek V|
Password: | FTTTTTITTIT) |
[ O, ] [ Cancel ]

Please ensure that you enter your full Manex login name and
password correctly. It is important to ensure the spelling is
correct. Usernames are NOT case sensitive but passwords ARE
case sensitive.

Press OK

Outlook will now automatically connect to the servers, open the
necessary files and folders and start synchronising your mailbox.

You may see status messages and pop-ups such as:
Microsoft Office Outlook

: w

-l"'/- ‘-"':x
Preparing Qutlook For first use,
Retrieving mailbox setkings. ..

(1] )

Please take notice of the status messages that appear at the
bottom right-hand corner of the Outlook window:

YWaiting to update this Folder, |__,l—| Connecked

All your email is copied to your local PC, but retained on the
servers for webmail, access from other PC’s and for backup
purposes. It can however take some time to synchronise your
mail, depending on how much you have in your Manex mailbox
and depending on the speed of your internet connection. Usually
you can start using Outlook after about 2 minutes, but the
synchronisation is only complete when you see:

all Folders are up to date, |__.J—| Connected -

You are now complete!




Installing additional components

When you reach the OPC.NET status page, OPC will inform you of whether
your PC has the necessary software components to continue. If any of the
three components are marked with a red cross, follow the instructions
below:

Check for appropriate operating system

If your PC is not running Windows XP Service Pack 2, you can still use the
premium service. Please download and install Windows XP Service Pack 2
from Microsoft then run OPC.NET. The easiest way to do this is to use the
Windows Update site:
1. Open a browser (Internet Explorer)
2. Click TOOLS then WINDOWS UPDATE then follow the prompts to
update your PC with the latest service packs.

If you are using an earlier version of Windows, please note that Outlook
2003 is only supported on Windows XP and Windows 2000. If using
Windows 2000 it is necessary to manually connect your Outlook to the
service. Please contact support@itenergy.net for a setup guide

Install Microsoft Outlook 2003

¥ opC.NET X
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L \L—/-f (///" -(:\/ C w The following procedures will be cared out
- /,_f'—._ az part of the process:

¥ Install Microsoft Net Framework 2

Thiz program will create a new Outlook, 2003 profile v Check for appropriate operating system
an your PC, linked to your Managed E xchange mailbox
Install Microzoft Outlook 2003

User Create Prafile

Once the profile iz created, pou will be
asked ta re-enter your Manex username
and password. Your uzername is:

Download Outlook itenergy_testi@Domaindame

Pleaze note that you will have to enter thiz buice.

In this scenario, the CREATE PROFILE button will instead display as
INSTALL OUTLOOK
1. Click DOWNLOAD OUTLOOK. OPC will now download all the Outlook
2003 installation files. This can take some time depending on the
speed of your internet connection, but a progress window is shown:


mailto:support@itenergy.net

P Downloading FEX

File Progress

[lllllllllllllllllllllllllllllllllllllll ]

Total Progress
[T ]

Dawnloading file: SCPRE1401.CAR

Fleaze uze the following key: |DHIZ! FE-I<THOQ-M2R47-HDH3IGATDHT

Cancel

3. After the download completes, the Microsoft installation program
will start automatically. Please follow the prompts in the installation
wizard to install the software

4. Start by entering the software license key as displayed:

i Microsoft Office Outlook 2003 Setup M=

Microsoft Office Outlook 2003

Product Key

In the boxes below, type vour 25-character Product Key, Yoo will find this number
on khe sticker on the back of the CD case or on your Certificate of Authenticity.

Product Key: |DHG7e  |-BxTHQ  |-Mer47  |-HDH3G |- [vTDHT

Mewxt = l [ Cancel
5

6. Click NEXT




{5 Microsoft Office Outlook 2003 Setup

Microsoft Office Outlook 2003

User Information

User name: |M3" name
Initials:
Organization: |My organisation

Microsoft cares about your privacy, For information about how Microsoft helps protect
the privacy and security of your data, please click the Help button,

7 Mext = l ’ Cancel ]
8. Click NEXT

i Microsoft Office Outlook 2003 Setup

Microsoft Office Outlook 2003

End-User License Agresment

To continue with Outlook installation, you musk accept the terms of the End-User License
pareement, To accept the agreement, click the check box belaw,

EMD-IJSER LICEMSE AGREEMENT FOR MICROSOFT SOFTWARE Y
IMPORTAMT—READ CAREFULLY: This End-User License Agreement {"EULA") is a

legal agreement between vou {either an individual or a single entity) and Microsoft
Carporation For the Microsoft software that accompanies this EULA, which includes
associated media and Microsaft Internet-based services ("Software™), An

armendment or addendum ko this EULA may accompany the Software, ¥OU AGREE

T3 BE BOUMD BY THE TERMS SF THIS EULA BY INSTALLIMG, COPYIMG, CR USING

THE SOFTWARE, IF YOU DO NOT AGREE, D MOT INSTALL, COPY, OR USE THE
SOFTWARE; ¥OU MAY RETURN IT TS YOUR PLACE OF PURCHASE FOR A FULL
REFUMD, IF APPLICAELE.

1. GRAMT OF LICENSE, Microsoft grants ywou the Following rights provided
that wou comply with all kerms and conditions of this ELILA:
1.1 Installation and use. You may:

(&) install and use a copy of the Software on one personal computer or
other device; and
(b} install an additional copy of the Software on a second, portable device

Frw Fhm moemlimim cem AF Fhm mvicec—ae 0 cim e oF Fhem Fivrb i o F Fhm SaFRoa—aen

[¥]T accept the terms in the License Agreement:

[ < Back ” Mext = l [ Cancel ]

9.
10.Tick the box to accept the license agreement and click NEXT




i Microsoft Office Outlook 2003 Setup

Microsoft Office Outlook 2003

Type of Installation
Recommended Install

(OhtY

or choose another type

() Complete Install
) Minimal Install
) Custam Instal

Description

Install Microsoft Office Cutlook with only
the most commonly used components,
Additional Features may be installed on First
use, or added later through Add/Remave
Programs in the Control Panel,

L =

Install to: |C:'|,Program Files\Microsoft OFfice), Browse. ..

< Back, ” Mext = ] ’ Cancel ]

12.click NEXT
i Microsoft Office Outlook 2003 Setup

Microsoft Office Outlook 2003

Summary

=3 CQutlook

13.

Setup is ready to begin installing and will perform the Following tasks:

- Install the following Microsoft Office 2003 applications
(Run From My Computer)

Space Required on C; 187 MB
Space Available on C: 1536 MB

< Back ] | Inskall | ’ Cancel

14.Click FINISH



i% Microsoft Office Qutlook 2003 Setup

Microsoft Office Dutlook 2003

Setup Completed

Microsoft OFfice Outlook 2003 Setup has completed successfully.

There may be additional components or security updates available online, Check the box
below to visit the OFfice site in your browser after Setup is finished.

[w]iheck the Wb For updates and additional downioads:

During Setup, Outlook installation files were copied to drive C:. Deleting these Files can
save approximately 54 ME of disk space, but it is recommended that wou keep them to
assist with Outlook maintenance and updates.

[ Delete installation files

15.

16.When installation is complete you should ensure the ‘Delete
installation files’ box is NOT ticked and if you wish you can tick the
‘Check the web for updates..’ box to connect to MS Office Update to
download service packs and patches for Outlook.

17.Finally, click CLOSE on the outlook download progress window

18. Outlook is now installed. Please revert to step 10 in the first Step-
by-step guide section

END

Managed Exchange / IT Energy
Operations 0870 224 9560
support@itenergy.net

OPC.NET is an IT Energy product. Reproduction or unauthorised use of this software is
prohibited under copyright law.
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