How to Configure Windows Microsoft Outlook and Exchange
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How to Configure Outlook to connect to Microsoft Exchange.

Please proceed if you have MS Outlook configured to read your Axigen and or any other mails

1. Open MS Outlook and click on file in the upper left corner
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2. Click on Add Account
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3. Fill in your details (Name, Email Address and Password) as shown below. Do not check the manual
settings box and click next

Auto Account Setup |> Search People
[ Address Book
Move Rules OneNote Unread/ Categorize Follow Send/Receive
- - Read Y FitterEmail~ " Al Folders
(® E-mail Account G Move Tags Find Send/Receive ~
€2 Reply €2 Reply All (3} Forward
2 2 3
-] Microsoft Outlook <bonomah@ug.edugh> | enOnomeh None
Your Name: Ben Onomah
Example: Ellen Adams Microsoft Outlook Test Message v
E-mail Address: | bonomah@ug.edu.gh
BT S EERED This is an e-mail message sent automatically by Microsoft Outlook while testing the settings for your account.
o
Retype Password: | ***+rexsy|
Type the password your Internet service provider has given you.
(O Manual setup or additional server types
<pack [ Next> Cancel
'VACANCIES IN HOUSING UNITS- SENIOR MEMBERS & ENTITLE... Wed 3:12 PM
ear Al, Various housing
Microsoft Outlook
Microsoft Outiook Test Message Wed 256 PM
This is an e-mail message sent automatically by Microsoft
Gordon Abekah-Nkrumah
INVITATION TO UGBS SEMINAR Wed 12:56 M
INVITATION TO UGES SEMINAR The University of Ghana
Dean, International
Graduate Study Opportunity at University of Rochester Wed 1231 PM
Dear All, IPO invites UG graduate students, partcularly those
Dr. Langbong BIMI X
REMINDER - UTAG GENERAL MEETING Wed 8:56 AM Backup Reminder..
Dear Colleagues ) Micosoft Outiook Microsoft Outlook Test Message o, .
PC Backup 1t backing up your computer
! -
Mail Calendar People Tasks -+ Got Siostod,

mypcbackup.com
TEMS: 201 UNREAD: 193 A\ SEND/RECEIVE ERROR ———+

B S a m vilrd @ (D o -mOERO ;""“M‘

4. If all goes well you should have three green checks as shown below. Click on the “Finish” button. You
may be asked to restart MS Outlook Client.
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After restarting your MS Outlook Client, you will be prompted for a password to your exchange mail.
Please supply it and click on OK.
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You will be ushered into your new mail. Notice that you have two (2) mailboxes on the left side of your
Outlook Client. Your Axigen mailbox would be highly populated than your Exchange mailbox as shown

below.
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To set up MS Outlook to send mails from MS Exchange

click on the “File” menu at the top corner of the Outlook window and “Add Account” as shown below.
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Use Rules and Alerts to help organize your incoming e-mail messages, and receive
updates when items are added, changed, or removed.

Manage Rules
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You can notice from the screen shot below that there are two type of accounts. One by “POP/SMTP”
and one from “Microsoft Exchange”. The new mail is of type Microsoft Exchange.
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Select the new mail as shown below and click on “Set as Default” to be able to send and receive mails

from exchange.
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When it takes effect, you will notice that the “Exchange” type account moves to the top as shown
below. Click on close when done.
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You can now send from Exchange through the Outlook Client.




To Sync Mails from Axigen to Exchange through Outlook

Click on the Axigen mail box, select the entire inbox and drag and drop it on the Exchange mailbox.
Repeat this process for Drafts, Sent boxes. This would move your Axigen mails to Exchange.
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Sent ltems
Deleted ltems System Administrator 7 b e
- Undeliverable: Phase 2 skasamafo Proj... 9/7/2015
unk E-mai
41 et R Enuind k Admoii L J'

Mail Calendar People Tasks -:*

ITEMS: 3,352

If you get an error message as the one shown below,

Click OK and close MS Outlook,
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Microsoft Outlook Test Message v

This is an e-mail message sent automatically by Microsoft Outlook while testing the settings for your account.

A new Microsoft Exchange account cannot be manually configured
while Outlook s running. To add a manually configured account, ext
Outlook. In Control Panel, open Mail, and then click E-mail Accounts.
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Open “Control Panel”

In Windows 8, Open Control Panel by swiping in from the right edge of the screen, tapping Search (or if
you're using a mouse, pointing to the upper-right corner of the screen, moving the mouse pointer down,
and then clicking Search), entering Control Panel in the search box, and then tapping or clicking Control
Panel. Or

Press Windows key and the X key. This opens a menu in the lower-right corner of the screen, with
Control Panel listed among its options. Or

Press Windows-I. This opens the Settings menu of the charms bar on the right edge of the screen, with,
yes, the Control Panel as one of its options.
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Click on the “Category” button as shown and select large icons.
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Adjust your computer's settings View by‘ Category ¥ >

User Accounts and Family Safety
O Change account type
O Set up Family Safety for any user

System and Security
Review your computer's status

Save backup copies of your files with File History
Find and fix problems

Network and Internet
ﬁi Connect to the Internet
&2,  View network status and tasks
Choose homegroup and sharing options

~/ Hardware and Sound
View devices and printers
! Add a device

Appearance and Personalisation
Change the theme

Change desktop background

Adjust screen resolution

Clock, Language and Region
Add a language
Change input methods

Change date, time or number formats
Adjust commonly used mobility settings
@ Ease of Access

Let Windows suggest settings
Optimise visual display

Programs

Uninstall a program

Click on mail as shown below



vt » Control Panel » All Control Panel ltems.

Adjust your computer's settings

? Action Center
AutoPlay

Date and Time

i) Devices and Printers
m Family Safety

E Folder Options
& Indexing Options

&&» Keyboard

E-mail Accounts.
% Setup e-mail accounts and directories.

E-mail Accounts... 3

Data

e

gs
Change settings for the files Outlook uses to Data Files.. |
store e-mail d documents.

Setup multiple profiles of e-mail accounts and
data files. Typically, you only need one.

Show Profiles...

Close.

’ﬁ Devices and Printers
Family Safety
Folder Options
Indexing Options
Keyboard

Mail

Add features to Windows

’ 8.1

ﬂ Colour Management
Default Programs
Display
File History
Fonts
Internet Options
Language

Mouse

v Search Co... P

View h»‘ Largeicons ¥ ’

~

% Administrative Tools

Credential Manager
s Device Manager
@ Ease of Access Center
Flash Player (32-bit)
Q% HomeGroup

@ Location Settings

A Network and Sharing
‘* Center

Java

» All Control Panel ltems

Add features to Windows

’ 8.1

ﬂ Colour Management
Default Programs
! Display

% File History

k Fonts

% Internet Options.
& Language

a Mouse

All Control Panel ltems

5:51AM
9/24/2015

v & SearchCo.. P

Viewby: Largeicons ¥

Administrative Tools

Credential Manager
g Device Manager
@ Ease of Access Center
Flash Player (32-bit)

Q% HomeGroup

@ Location Settings

MM Network and Sharing
A
> Center

5:52 AM
9/24/2015
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Fill in the details as shown below using your Exchange credentials. Do not check the “Manual
Setup up or additional server types” button. Click on next button



All Control Panel ltems - ol
@ Account Settings | x | v/ ¢ | searchCon. p

Mail Setup - Outlook

E-mail Accounts

You can add or remove an account. You can select an account and change its settings. N
View by: Largeicons ¥

>

Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

Administrative Tools

Auto Account Setup _>|/_
Outlook can automatically configure many email accounts.
Credential Manager

© E-mail Account Device Manager
Ease of Access Center
Your Name: ‘Benjamin Cobblah |
Example: Ellen Adams
Flash Player (32-bit)
se E-mail Address: § | bcobblah@ug.edu.gh |
Example: ellen@contoso.com
HomeGroup
T [srssmnens |

Retype Passwol "*"*"'*"‘ |
Type the password your Internet service provider has given you.

Java

Location Settings

(O Manual setup or additional server types MM Network and Sharing

~'~". Center

5:53 AM

el )
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Mail Setup - Outlook All Control Panel Items = = “

v ] Account Settings n v ¢& | SearchCo.. O

E-mail Accounts

You can add or remove an account. You can select an account and change its settings. N N
Viewby: Largeicons ¥

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books ~
e} Add Account | x | o
g % Administrative Tools
1 Searching for your mail server settings... —)I’—
¢ Credential Manager
Configuring )
g Device Manager
Outlook is complet| (4 i
. @:
ase of Access Center
-

Flash Player (32-bit)

Se

Your account was redirected to this website for settings.
ould only allow settings from sources you know and trust.

Q% HomeGroup

Java

@ Location Settings

N Network and Sharing
= Center

6:03 AM
9/24/2015
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You should get three (3) check boxes as shown below.

B E S -
FILE HOME SEND / RECEIVE FOLDER VIEW
= !._\:] (Fx Ignore x L ) (L ) L_1 52 Meeting [ NDR &3 To Manager Y - @ n B [Search People T\D
55X Clean Up~ € € 9 g5y, Bl TeamEmail v/ Done =1 > [ Address Book -
New  New Delete  Reply Reply Forward =) —| Move Rules OneNote Unread/ Categorize Follow Send/Receive
[ = . M -
Email ltems~ 4o Junk~ All B More € Reply & Delete ¥ Create New - . Read - Up- Y FilterEmail All Folders
New Delete Respond Quick Steps [} Move Tags Find Send/Receive ~
Drag Your Favorite Folders Here ¢ Search Current |
Al Unread E-mail Accounts
4 okasamafo@ug.edu.gh A You can add or remove an account. You can select an account and change its settings. nu@ ug edu g h>
4Inbox 281 ) .
§ 4 Richard Af ROSOFT EXCHANGE", THE NEW EMAIL
MailBoxFull 3348
WELCOMEQ  E-mail  Data Files RSSFeeds SharePoint Lists Internet Calendars Published Calendars Address Books
NDR}3S Richard Ad: | ~
NotConfirmed 1 Hi, Iam cu‘ 2 a - - .~ —
Drafts [1 Add Account X
rafts (1] Richard Adi | N; [<]
Sent ltems Hi ltried1d | @ Congratulations!
Deleted Items y | i i
! rganusah¢ e new email platform wn_thout
Junk E-mail Phase 2 2kal system and | keep getting a
4 Lost & Found Dear Team, § Configuring which you can help me out?
GenuineMails | 1
TroubleMails g 3521}:5;?3 Outlook is completing the setup for your account. This might take several minutes.
Outbox Thanks for th +  Establishing network connection
N e
RSS Feeds Frederickl e O SO |.edu.gh&gt; wrote:
Search Folders v sel +  logging on to the mail server
Youare weld | 7@
I bcobblah@ug.edu.gh ) | AAIL PLATFORM
Nicole Shy C itulations! Ye il it sfull fi d and i dy t
ongratulations! Your email account was successfully configured and is reas 0 use. . -
WELCOME 0 9 J/E nk you for taking time to
Hello, 1am ‘m, Microsoft Exchange.
4 Wednesday
eamless.
Esther Sak,. _. .
WELCOME ONBOAI 'h Microsoft Exchange and we
Hello, Thanks fortl ve heen nrovided at e
[] change account settings Add another account...
Irene Appeanin ~
WELCOME ONBOA
Mail Calendar People Tasks oL G

ITEMS: 518

Click on finish, start outlook and login with your exchange credentials.

You have successfully configured Outlook Client to work with Exchange.



