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DETAILED: Apple Mail Configuration Instructions

These instructions show how to configure Apple Mail on Macintosh computers with OSX version 10.5 or
higher. Before proceeding with Apple Mail configuration, it should be noted that Microsoft Entourage for
Mac is no longer needed to work with MailStreet’s Microsoft Exchange-based servers—the combination of
Apple Mail, iCal, and Address Book provide similar functionality as the Entourage software.

Apple Mail can be configured to work with MailStreet through the “Exchange” service—this is selected when
you first begin configuring Apple Mail. With previous versions of Mac, a third party application (i.e.,
Entourage) was required to connect to Exchange-based systems. Now, with Mac OS X 10.5 Snow Leopard or
higher OS, support for all of the features and functionality of Exchange Server 2007 in built in.

Before configuring Apple Mail, ensure that you have already created the user mailbox/email address within
the MailStreet OnDemand™ web-based account control panel. The Apple Mail client utilizes Exchange Web
Services (EWS), which is part of the Outlook Web Access (OWA) feature. The OWA access must be enabled
when creating the mailbox (see screen below showing OWA and ActiveSync enabled for this example
mailbox)).

MailStreet Live Support: 866-82428-0128 Email Support: clientsupport@hostaccount.com
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Configure Apple Mail with Exchange Autodiscover
If you have not previously run Apple Mail or configured an email account:

1. You will be prompted with the “Welcome to Mail” window below when you first run Apple Mail. This
“wizard” will guide you through setting up your first email account after you click the Continue button.

e n New Account

Welcome to Mail

You'll be guided through the necessary steps to set up
your mail account.

NS
CRI |'.NO

To get started, click Continue.

(Gontinue )

If you do not see the “wizard” above or have previously used Apple Mail:

Run Apple Mail and go to the Preferences menu and then click the Accounts icon as shown in the picture
below. Then click the + symbol/button on the bottom left of the window.
Accounts

ﬂ# o R

Junk Mail Fonts & Colors Viewing Composing  Signatures

| Accounts { Account Information | Mailbox Behaviors ~ Adwanced

@ Apptix Excha...
&’ Exchamge 2007

Account Type: Exchange 2007

Description: Apptix Exchange

Email Address:  john.smith@acme.com

Full Name: John Smith

Internal Server:  mail.hostaccount.com

External Server: | external.example.com

User Name: john.smith@acme.com

Password: sessssssns

Qutgoing Mail Server: | Apptix Exchange (Exchange) | :i

™ Use only this server

=8

MailStreet Live Support: 866-82428-0128 Email Support: clientsupport@hostaccount.com
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2. You should now be at the New Account window as shown below. Enter your full name, email address
and password of your MailStreet Exchange account. Click the Continue button.

Welcome to Mail

Welcome to Mail

You'll be guided through the steps to set up your mail

= account.
\\ﬂ'

% To get started, provide the following information:
i._

'._ \ Full Name: John Smith

1 f Email Address: john.smith@acme.com

Password: |sesesasess

O F#;
?ﬁ |

\
|
W

f
S

® [ Cancel ) Co Back Continue

3. Exchange Autodiscover will gather the necessary information from the server and finish the
configuration. Note, in order for Autodiscover to function properly, your Network Administrator should
have configured an autodiscover.yourdomainname.com entry into your DNS service—please contact
your administrator for more information.

4. If the Exchange Autodiscover service does not automatically configure the client settings, you will have
to complete the steps below to complete the client setup.

MailStreet Live Support: 866-82428-0128 Email Support: clientsupport@hostaccount.com
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Configure Apple Mail Manually
If you have not previously run Apple Mail or configured an email account:

1. You will be prompted with the “Welcome to Mail” window below when you first run Apple Mail. This
“wizard” will guide you through setting up your first email account after you click the Continue button.

e n Mew Account

Welcome to Mail

You'll be guided through the necessary steps to set up
your mail account.

Ohgy o
ERTING

To get started, click Continue.

(Gontinue )

If you do not see the “wizard” above or have previously used Apple Mail:

Run Apple Mail and go to the Preferences menu and then click the Accounts icon as shown in the picture
below. Then click the + symbol/button on the bottom left of the window.
K. lals) Accounts

Gengm%mu Do L_/_I e R‘f

RSS  Junk Mail Fonts & Colors Viewing (Compaosing Signatures Rulu

| Accounts [ Account Infor i | Mailbox Behaviors | Advanced |

@ Apptix Excha. .
#f Exchange 2007

Account Type: Exchange 2007

Description:  Apptix Exchange

Email Address:  john.smith@acme.com

Full Name: John Smith

Internal Server: mail.hostaccount.com

External Server: | external.example.com

User Name: john.smith@acme.com

Password: ssessssess

Outgoing Mail Server: | Apptix Exchange (Exchange) | :i

E] Use only this server

MailStreet Live Support: 866-82428-0128 Email Support: clientsupport@hostaccount.com
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2. From the pull-down menu, choose Exchange 2007. | Enter a description for the account (for example,
Work or Exchange).

Welcome to Mail

Welcome to Mail

@ pop
& IMAP Incoming Mail Server

Account Typm_ I =
@ Exchange IMAP 3 Account Type: | € Exchange 2007 l-ei
Description e | T
Description: —

Incoming Mail Server: | mail.example.com . 5 ]
Incoming Mail Server: | mail.hostaccount.com

Incoming Mail Server

g criMameg]iohn.smith User Name: | john.smith@acme.com

Password: esssssssss
Password: | s« ss

Also set up: EAddrEss Book contacts

Also set up: gAddmss Book contacts
EiCa\ calendars

E iCal calendars

The Exchange 2007 server "mail.hostaccount.net” is not
respanding. Try checking the network connection, and that
the server name is correct. Otherwise, the server might be
temporarily unavailable. If you continue, you might not be
able to receive messages.

@ Cancel ) ( Go Back ) E"@umhme‘") ® Cancel

3. Enter the fully qualified domain name for the organization’s Exchange Client Access Server (CAS). The
default for MailStreet users is mail.hostaccount.com as shown below. Note that the CAS doesn’t
necessarily share the same address as the Outlook Web Access (OWA) Server—although they often do.
HTTP prefixes are not required.

Welcome to Mail

Incoming Mail Server

Account Type: | €3 Exchange 2007 ké\’l

Description: [k_xchange !

Incoming Mail Server: mail.hostaccount.com

User Name: | john.smith@acme.com

Password: ssssssssss

Also set up: gAddress Book contacts
E iCal calendars

The Exchange 2007 server "mail.hostaccount.net” is not
responding. Try checking the network connection, and that
the server name is correct. Otherwise, the server might be
temporarily unavailable. If you continue, you might not be
able to receive messages.

® @ ( Go Back ) ( Continue 3

MailStreet Live Support: 866-82428-0128 Email Support: clientsupport@hostaccount.com
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4. Enter the Exchange user name and password. The username is the full email address. | Make sure the
Address Book and iCal checkboxes are selected to automatically set up those applications. If these are

not selected, you can manually configure these applications later.

Welcome to Mail

Welcome to Mail

Incoming Mail Server

Account Type: | & Exchange 2007 \:i

Description: J‘.xchange

Incaming Mail Server: | mail.hostaccount.com
User Name: john.smith@acme.com

Password: ssssssssss

Also set up: EAddress Book contacts
EiCaI calendars

The Exchange 2007 server "mail.hostaccount.net” is not
respanding. Try checking the network connection, and that
the server name is correct. Otherwise, the server might be
tempararily unavailable. If you continue, you might not be
able to receive messages.

Incoming Mail Server

Account Type: | &3 Exchange 2007 I:i

Description: ;kx(hange

Incoming Mail Server: mail.hostaccount.com
User Name: john.smith@acme.com

Password: ssssssssss

Also set up: gAddress Book contacts
EiCaI calendars

The Exchange 2007 server “mail.hostaccount.net” is not
responding. Try checking the network connection, and that
the server name is correct. Otherwise, the server might be
temporarily unavailable. If you continue, you might not be
able to receive messages.

-~

@ ( Cancel ) (" GoBack ) ( Cnnt'mue) @ [ Cancel ) (" GoBack ) ( Cont'mue)

5. Asummary of the settings, see below, will appear. | Once you complete the account configuration and
optionally any import of legacy data, the main window for Apple Mail should display (as shown below).
Any email contained in your MailStreet account will be synchronized into your Inbox (or other folders).

Welcome to Mail

‘ann
Account Summary i =
e o )
L R Cot Matt Dmiwin k. Baphy  Baphy A bormaid  Mew Meviage  How To Os . Saah
st Account Descriptinn: Apptix Fychange m . ® fem Subiact Elate Baroivad .

Full Name: John Smith
Email Address: john.smith@acme.com
User Name: john.smith@acme.com

Incoming Mail Server: mail.hostaccount.cam
SSL: on

Outgoing Mail Server: mail.hostaccount.cam
SSL: on

¥ Take account online

@ [ Cancel ( CoBack ‘.E Create 3

MailStreet Live Support: 866-82428-0128 Email Support: clientsupport@hostaccount.com
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Configure additional Apple Mail settings

Additional settings for the Apple Mail client can also be configured. From the Accounts Pane, number 1
above, you can modify the account information (email address, password, etc.):

Accounts
,- — 4 1
I;E L 0 j ¢
General S Junk Mail Fonts & Colors Viewing Compaosing Si Rules
| Accounts { Account Information | Mailbox Behaviors | Advanced |
Apptix Excha...

Exchange 2007

Account Type: Exchange 2007

Description:  Apptix Exchange

Email Address: john.smith@acme.com

Full Name: John Smith

Internal Server:  mail.hostaccount.com

External Server:  external.example.com

User Name: john.smith@acme.com

Password:

Outgoing Mail Server: | Apptix Exchange (Exchange) | :i

E Use only this server

iz ®

A

You can also modify the following settings within the Mailbox Behaviors and Advanced screens of the
Accounts Pane:

N.Yals! Accounts Accounts
o — 5 ; - =2 A
2 . 5 . : o/
N [es IS R s A aTe Hl G
General RSS  Junk Mail Fonts & Colors Viewing Compesing Signatures Rules Fonts & Colors  Viewing G i Rules
Accounts | Account Information | Mailbox Behaviors | Advanced | Accounts I Account Information ~ Mailbox Behaviors | Advanced ]
Apptix Excha...

@ Apprix Excha...
Exchange 2007 Exchange 2007 ™ Enable this account

~7| Drafts ] Store draft messages on the server
- ™ Include when automatically checking for new messages

— Keep copies of messages for offline viewing

= .
= Notes [ Show notes in Inbox | Al and their attachments ]

Check with your system administrator before changing

=/ Sent ™ Store sent messages on the server any of the advanced options below:

Delete sent messages when: Internal Server Path:  EWS/Exchange.asmx

| Never E

Internal Port 443 [ Use SSL

™ Store junk messages on the server BRI TR

s Junk

External Port 80 [ use SSL

Delete junk messages when:

| Never E

E Store deleted messages on the server

@ Trash

Parmanently erase deleted messages when:

| One month old I

MailStreet Live Support: 866-82428-0128

Email Support:

clientsupport@hostaccount.com
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Configure iCal manually

Normally, iCal will be automatically configured to utilize Exchange if you first configured Apple Mail as
described above. If you need or wish to configure iCal manually, follow these steps:

1. From the Accounts Pane in the iCal application enter a description for the calendar. | Enter the
Exchange user name and password. The username is the full email address.

|00 Accounts

ann Accounts
- v,
q 1 B Fol = g
L1 R ok o [ AR ok
Ceneral | Accounts  Advanced — |
General | Accounts = Advanced
Accounts A it Inf tion | 5 Settil Dele gati }
[CAccount Information | Server Sertings UGN Accounts [ Account Information | Server Settings | Delegation |
I Apptix Exchange
I Apptix Exchange
W exchange 2007 .
" Description: | Apptix Exchange — Exchange 2007 Description: | Apptix Exchange
User name: | john.smith@acme.com User name: o S e oM
Password: ssesssesss Password: | seseseseee
Full name: John Smith Full name: John Smith
Refresh calendars: | Every 15 minutes H Refresh calendars: | Every 15 minutes ™

BE ® oo @

2. Use the pull down menu to choose the calendar refresh rate. | From the Server Settings tab, enter the
fully qualified domain name for the organization’s Exchange Client Access Server (CAS). (For example,
exchange01.example.com, not exchange01) Note that the CAS doesn’t necessarily share the same
address as the Outlook Web Access (OWA) Server—although they often do. HTTP prefixes are not

required.
ann Accounts L Hall Acccunts
o e ot
[0 by ik Lo |
General = Accounts  Advanced Ceneral | Accounts Advanuld
| Accounts ] { Account Information | Server Sertings | Delegation | Accounts |_Account Information | ServerSettings | Ly ien |
™ Apptix Exchange £5 Apptix Exchi}ge
& Exchange 2007 e W Exchange 2007 _
9 Description: | Apptix Exchange Internal server: | mail. hostaccount.com B — ]
User name: john.smith@acme.com Server path: | /EWS/Exchange.asmx
Password:  eeeseseses Port: Auto [ Use S5L
Full nama: John Smith
e e = External server: | cxample.apple.com
Server path: | /calendars fuser;
Port: | Auto ™ Use ssL
[+]-] @ ®

MailStreet Live Support: 866-82428-0128 Email Support: clientsupport@hostaccount.com
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3. The Server path should be /EWS/Exchange.asmx | Check “Use SSL”, if this is not already selected.

|ann Accounts

8ann Accounts

T

~{ Account Information |- Server Settings | Delegation |—

~—{ Accountinformation | ServerSettings | Delegation |

Internal server:  mail.hostaccount.com

Internal server: | mail. hostaccount.com <

Server path: | /EWS/Exchange.asmx

Server path: | /EWS/Exchange.asmx
— port: Auto | B UsessL —

Port: Auto | [ UseSSL

External server: | example.apple.com External server: | example.apple.com

Server path: | /calendars/user/ Server path: | /calendars/user/
port: Auto | [ UsessL Port: Auto | [ UsessL

L] @ o= @

4. Use the Delegation tab to grant other users access to your calendar. | Your default calendar will appear

and resemble the calendar below, depending on your review.
8N Accounts

—{_ Account Information | Server Settings F«qummr—}—

Accounts | can access:

Show | Users Calendars Tasks

_

You can change who can access your
acccunt by clicking the Edit button (_ Edit. )

¥ CALENDARS. 00 S Mardt Mo, Mo 33 Tus, Mar 23 Wl Mar 24 Tru M 35 Fri Ui 26 Sat Mae 7

T
*APFTIN [XCHANCE

& Calendar

o Taka

4 Masnomo  »
B
s 1 2 3 4,8 &8
7 8 910111213
1415 18 17 1819 20
£ = ERTETEEY
TR T

M&.—E

MailStreet Live Support: 866-82428-0128 Email Support: clientsupport@hostaccount.com
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P
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Configure Address Book Manually
Normally, Address Book will be automatically configured to utilize Exchange if you first configured Apple
Mail as described above. If you need or wish to configure Address Book manually, follow these steps:

1. From the Accounts Pane in the Address Book application enter a description for the contacts. |Enter the
Exchange user name and password. The username is the full email address.

[_lala Accounts 800 Accounts
i A e | | o e
o &8 E@ 0 B E@E
General | ACcounts  |emplte Phone wviard General Accounts Template Phone wCard
Accounts [ Arcount Information | Server Settings | Accounts [~ Account Information | Server Settings |
L On My Mac on My Mac
Local T — | Local
— Description. | Apptix Exchange — Description: Apptix Exchange
pptix Exchange £, Apprix Fxchange
W& Exchange 2007 Uszr name | john.smith@acme.com [ ——— Excharge 2007 User name: | john smith@acme.com

— Password: sssssssses

Password | see

Full name John Smith Full name: John Smith

Refresh contacts: | Every 30 minutes } ¢] Refresh contacts: | very 30 minutes ¥ C!

2. Use the pull down menu to choose the contacts refresh rate. | From the Server Settings tab, enter the
fully qualified domain name for the organization’s Exchange Client Access Server (CAS). (For example,
exchange01.example.com, not exchange01) Note that the CAS doesn’t necessarily share the same
address as the Outlook Web Access (OWA) Server—although they often do. HTTP prefixes are not

required.
ann Accounts

i

Gererd |5RL

& Accounts

BH PO ol | =]

Tenplate Phune vCard Gerieal Accounts Temolaie Fhone viard
| Accounts | { Account In‘ormation | Server Settings Accounts [ Account Information | Server Settings
On My Mzc On My Mac
Local
Description: Apptix Exchange — Internal server: mail bostaccount com P
Apptix Exchange i Apprix Exchange
W ochange 2007 User name: | john.smith@acme.com & Exchange 2007 Server path: | /ENS|Exchaige.asmx
Passwurd.  ssssssssns Port: Autc | [ Use S5L
Full name: John Smith
Refresh contacts: M— External server: exampleapple.com
Server path: | /ENS/Exchangeasmx
Port: Aurn | [ llse SSI
T =N
+ |- 7 + - &2
! 2 \Z

MailStreet Live Support: 866-82428-0128 Email Support: clientsupport@hostaccount.com
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3. The Server path should be /EWS/Exchange.asmx | Check “Use SSL”, if this is not already selected.
800 Accounts 1 8 a0 - Accounts

1 :r_

Accounts. ! Account Information | Server Settings | —{_Account Informatien | Server Settings |
On My Mac
Local T < -
Internal server:  mail.hostaccount.com hal il Internal server:  mail.hostaccount.com
Server path: | /EWS/Exchange.asmx | Server path: | /EWS/Exchange.asmx |
e 1 D ]
Port; | Aute | [ Use SSL Port: Auto | [ Use SSL
External server: | example.apple.com | External server: | example.apple.com
Server path: | /EWS/Exchange.asmax | Server path: | /EWS/Exchange.asmx
—
Part: | Auto [ use ssL Port: Auto | [ UseSSL
s @ [+]=] ©)

4. Your default Address Book will appear and resemble the Address Book below, depending on your view.

06 Address Book

Group Mame

[l All Contacts
[l Apptix Exchange
[ on My Mac

[l Apptix Exchange Search Apptix Exchange
Global Address List

MailStreet Live Support: 866-82428-0128 Email Support: clientsupport@hostaccount.com
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Supported Exchange Features:

Mail

¢ Send and receive Exchange messages in either plain text or HTML.
¢ Organize messages with Exchange mail folders.

¢ Manage event invitations from the inbox.

e Autocomplete addresses from the Global Address List (GAL), contact folders, and distribution lists.
¢ Find messages instantly using Spotlight search.

¢ Preview document and file attachments to using Quick Look.

e Set message priorities.

¢ Manage quota limits.

e Access mail offline.

Calendars

¢ View and edit Exchange calendar events.

e Organize your events on multiple calendars.

¢ Send and receive event invitations.

e Schedule meetings using free/busy availability information.

e Find the earliest time available for attendees using Auto Pick.
¢ Delegate your calendar to colleagues.

¢ Book rooms and resources.

¢ Add alarms to events.

¢ Attach files to events.

¢ Autocomplete event attendees and resources from the Global Address List (GAL), contact folders, and
distribution lists.

» Access Exchange calendars, events, and tasks offline.

Contacts

¢ View and edit Exchange contacts.

¢ Organize contacts into Exchange contact folders.
¢ Search the Global Address List (GAL).

e Copy GAL contacts to contact folders.

¢ Find contacts instantly using Spotlight search.

¢ Access contact photos.

¢ Drag contacts to iCal to create meetings.

e Access contacts offline.

Notes and tasks

¢ View and edit Exchange tasks.
¢ Assign a due date to a task.

¢ Assign a priority to task.

¢ Assign an alarm to a task.

¢ Mark a task completed

¢ View and edit Exchange notes.
¢ View Exchange notes in inbox.

MailStreet Live Support: 866-82428-0128 Email Support: clientsupport@hostaccount.com
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DETAILED: Entourage 2008 Configuration
Instructions

This document details the installation instructions for Microsoft Entourage 2008 onto an Apple
Macintosh computer. Entourage can be purchased as an individual software application or as part of
the Microsoft Office for Mac 2008 suite of applications. The instructions below show installation screen
capture from the Office Installer but the instructions for installing just Entourage are very similar.

Installing Entourage 2008

Entourage can be installed from the original DVD or from a downloaded installation file. Double-click
on the Microsoft Office 2008 DVD icon on your Macintosh desktop or the downloaded installation file.
From the screen below, double-click the Office Installer icon to begin the installation.

e00 | Microsoft Office 2008 =2
L3

LS 1 item, 1.45 GB available

R 7

L
v

Office Installer

Double-click Office Installer
for a full or customized installation,

Office:macz

Follow the Installation Wizard accepting each of the default settings and pressing the Continue button
on the button right of each window.
00 __ Install Microsoft Office 2008 for Mac

Welcome to the Microsoft Office 2008 for Mac Installer

@ Introduction

To install Microsoft Office, you must have the user
name and password for an administrator's account on
this computer. In addition, we recommend that you
temporarily disable any virus protection applications
on this computer before you continue.

o Back Continue |

Y

MailStreet Live Support: 866-82428-0128 Email Support: clientsupport@hostaccount.com
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At the end of the installation, the installer may prompt you asking if you would like to delete any older
versions of Microsoft Office for Mac found on your computer. You may keep the old version of Office
for Mac without impacting this new version if you’d like.

Microsoft Office 2008 for Mac will be installed, by default, into a folder called Microsoft Office 2008
under the Applications directory within Finder.

_“ Microsoft Office 2008 Mar 18, 2008, 5:44 PM - Folder
(3 Additional Tools Mar 5, 2008, 4:21 PM - Folder
2 Microsoft Entourage Mar 18, 2008, 5:44 PM 44.1 MB Application
% Microsoft Excel Mar 18, 2008, 5:44 PM 54.9 MB Application
&5 Microsoft Meassanger Mar 18, 2008, 5:44 PM 24.4 MB Application
@ Microsoft PowerPoint Mar 18, 2008, 5:44 PM 39 MB Application
W Microsoft Word Mar 18, 2008, 5:44 PM 63.7 MB Application
&3 office Mar 18, 2008, 5.44 PM - Folder
[ Read Me Dec 3, 2007, 3:00 AM 48 KB HTML...ument

The Office Installer will also, by default, install icons for Word, Excel,
PowerPoint, and Entourage on your Dock so make it easier to find and
launch your applications.

Configure Entourage

Entourage 2008 is configured with the same settings as Entourage 2004 except that some of the
configuration windows and fields appear slightly different. These instructions will detail how to
configure Entourage 2008 to access the MailStreet Exchange servers. A valid Internet connection is
required in order for Entourage to connect.

Configuration Instructions:

1) Run Entourage 2008. Note that upon first running Entourage, you will see and be able to navigate
to your Inbox, Calendar, Contacts, Notes, Tasks, etc. but these are your local data folders stored
on your computer and NOT your Exchange synchronized data from MailStreet.

2) From the Entourage Menu Bar across the top of the screen, select Entourage and then Account
Settings.

o BTN File  Edit  View Message Format  Too

About Entourage *
Online Registration

Preferences...
Account Settings...

Work Offline
Turn Off Office Reminders

Switch Identity... X¥Q
Services »

Hide Entourage #H
Hide Others

Quit Entourage

MailStreet Live Support: 866-82428-0128 Email Support: clientsupport@hostaccount.com
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3) From the Account Settings window, click the New button to add an email account (the example
below already shows an existing email account in the list—multiple email accounts and servers
can be connected at the same time in Entourage).

S OO0 Accounts —

-{--Mali | Mews  Directory Service ]—

E Apptix (Exchange)

4
4) The Account Setup Assistant will not start as shown below. Enter your primary email address and
check the box indicating “My account is on an Exchange server”. Then click the Configure
Account Manually button on the bottom left (do NOT click the “next” right arrow button on the
bottom right).

Set Up a Mail Accoknt @

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

E-mail address:

[]uhn.smilh@apptix.com J

8 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 ) 41

MailStreet Live Support: 866-82428-0128 Email Support: clientsupport@hostaccount.com
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5) You will now see the Edit Account window that has several “tabs” across the top. You will first
need to enter your user account informationinto this Account Settings tab as shown in the
example below.

Edit Account

[ Account i Options  Advanced Delegate  Mail Security |

Account name: | ARptix
Personal information
Name: John Smith
E-mail address: | lohn.smith@apptix.com

Authentication

{®) Use my account information

Account [D: | John.smith| |

Domain:  Collaboration

Password: |sesessss
M Save password in my Mac OS5 keychain

!’;\. Use Kerberos authentication
Kerberos 1D

Server information

Exchange server:  https://mail.apptix.net/exchange jjohn.smith@apptix.com

¥ This DAV service requires a secure connection (SSL)

"1 Override default DAV port: 443

Learn about connecting to an Exchange account

/"_Ca.ncel ) _0§_|

a. The Account name is simply a description for this email account. You can enter any
name here but we recommend you enter the name MailStreet.

b. Under Personal Information, enter your name as you would want it shown on the
“from:” line of your emails.

c. Enter your email address in the E-mail address field. If you have multiple email
addresses, only enter the primary email (also called SMTP) address for your account.
Ask your company administrator or call MailStreet Customer Service if you are not sure).

d. Enter your Account ID. This is shown as Legacy ID in the MailStreet OnDemand web
console when the mailbox was initially created by your company administrator or
MailStreet (see your company administrator or call MailStreet Customer Service if you
are not sure of your correct Account ID). Normally this is the portion of your email
address before the @ sign.

e. Type Collaboration into the Domain field

f.  Enter your password (case sensitive). Note that you will only see *** symbols as you
type so enter your password carefully.

g. Ensure the box is checked next to “Save password in my Mac OS keychain”

h. Under Server Information in the Exchange server field, type the below but substitute

john.smith@MailStreet.com with YOUR email address
https://mail.hostaccount.com/exchange/john.smith@MailStreet.com

i. Ensure the box is checked next to “This DAV service requires secure connection (SSL)”

MailStreet Live Support: 866-82428-0128 Email Support: clientsupport@hostaccount.com
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6) Click on the Advanced tab at the top of this Edit Account window. You will now enter information
for the Public folder and LDAP server (in order to lookup other users in your company email

directory).
Edit Account

'A(cnuqu.:mngs dnuons Advanced Delegate  Mail Security |

Public Folder Settings

Public folders server:  hitps://mail.apptix.net/public

This server is also used for free/busy information.
EThis DAV service requires a secure connection (55L)

[T Override default DAV port: 443

Directory Settings

LDAP server: | mac.collaborationhost.net|

ﬁ This server requires me to log on

(1 This LDAP server requires a secure connection (5500

" Override default LDAP port: 3268

Maximum number of results to return; 1000 | f:1

Search base:
( cancel ) £ Olg- )
i e

Enter https://mail.Hostaccount.com/public for the Public Folder server.

Ensure the box is checked next to “This DAV service requires secure connection (SSL)”
Type mac.collaborationhost.net for the LDAP server

Ensure the box is checked next to “This server requires me to log on”

© oo T oo

Click the OK button, no further information needs tob be entered on the other tabs of
this Edit Account window.

7) You can now close the Accounts window (by clicking the red circle/button on top left of window)
if it is still open.
@00 Accounts = |

f Mail | MNews Directory Service ]

E Apptix (Exchange)

4

MailStreet Live Support: 866-82428-0128 Email Support: clientsupport@hostaccount.com
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Entourage Send/Receive Schedule

Entourage 2008 uses a scheduled approach to receiving emails. This means every 10 minutes, by
default, Entourage checks the Exchange server (or other email systems as well) for new messages. This
default interval of 10 minutes in configurable down to as low as 1 minute. New messages that you send
are sent immediately and not via the scheduled interval.

To change the Scheduled send/receive interval, select Schedules from the Tools menu bar in Entourage.
Then double-click on the Send & Receive All schedule to edit. Then you can change the “Repeating
Schedule” settings from 10 minutes to whatever you would like.

E&ﬁ m gg |

Name:  Send & Receive All

When

( o7 Add Dccurrence) ( K Remove Occurrence )

| Repeating Schedule ﬁ‘ Every |m I [ Minutes g‘

At Startup 9‘

g Only if connected

Action

( &7 Add Action ) 98 Remave Actior

| (Send Al )
bial—up options: 6 Stay connected O Return to previous state
™ Enabled ( Cancel ) OKk)

Also note that you can force a Send/Receive at any time by slicking on the Send/Receive
button on the top right of the Entourage toolbar.

MailStreet Live Support: 866-82428-0128

Email Support: clientsupport@hostaccount.com
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Tips and Frequently Asked Questions

The follow is a list of helpful tips, reminders, and frequently asked questions regarding the use of and
configuration of Entourage. Customers are encouraged to contact MailStreet Customer Support for
more information and to answer your questions or problems.

1) Do not configure Entourage using IMAP against the MailStreet Exchange server. Many of the
Exchange-specific features will not function and synchronization will not work properly for
Calendar, Contacts, etc. Ensure that you select Exchange as the email server type when
configuring Entourage.

2) Delegations cannot be configured within Entourage at this time. You can set delegations from
Microsoft Outlook 2003 or Outlook 2007 running on a PC or contact MailStreet Customer
Service for assistance. This is a technical limitations with Entourage when using a hosted
Exchange server across the Internet.

3) Notes and Tasks do no synchronize with Exchange. Notes and Tasks are only held on the local
computer within Entourage—this is a technical limitations of Entourage that Microsoft is aware
of/has not yet enabled this feature.

4) Additional “junk”, “deleted”, and “sent” folders may appear in your mailbox folder heirarchy
caused by the use of Apple Mail, iSync, or other third-party email client software in use.

5) Local data stored under the “On My Computer” folders within Inbox, Calendar, Contacts, Tasks,
and Notes are just that—on the local computer only and not synced to Exchange (or a PDA
attempting to synchronize with Exchange)

6) When using the Address Book to find email recipients, Entourage default to looking at your
Contacts folder and not your company-wide address book stored in Exchange. You must use the
drop-down menu within the Address Book within Entourage and select “MailStreet” as the
directory. Also see the note below on directory searching.

7) When searching the Exchange directory of email users for your company, you may not see any
users listed. You must first select a search criteria such as a first name, last name, or some
characters found within a user name. Once you enter some search criteria and press the
Enter/Return key, a list of user matching the criteria will display for you to chose from.

8) You may get an error when attempting to “Open Other User’s Folders” from with Entourage. This
function does work but may require you to enter in the entire server name and email address of
the user (or conference room resource mailbox)

under the Advanced button. On the Open Advanced Sewings

Other User’s Folder, click on the Address Book e

icon instead of typing a user name and clicking LR <crierenceReom

the OK button. Once you open the Address E-mail Address: | ConfRoom@apptix.com

Book Icon, you will see the Advanced button on Server Options

the bottom left where you need to enter the Server address: | https:/,/mail.apptix.net/exchange,/confroom@apptix.«
email address and full server address in the

You may also enter Outlook Web Access server address,
such as htep:/ /mail.example.com

form:

E Requires a secure connection {uses 55L)

"] Override default port 443

(Cancel) ( OK )
L3

https://mail.Hostaccount.com/exchange/john.smith@MailStreet.com but replace
john.smith@MailStreet.com with the email address of the Resource mailbox or other user.

MailStreet Live Support: 866-82428-0128 Email Support: clientsupport@hostaccount.com
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DETAILED: Outlook 2011 Configuration Instructions

Microsoft has updated its Macintosh Office Suite of software that now includes Outlook 2011 as a
replacement for Entourage. Outlook 2011 for Macintosh is more similar to Outlook for Windows than
Entourage, so this update appeals to many users who are familiar with Outlook for managing email.

Configuring Outlook 2011

Click on the Outlook 2011 Icon

e
| W

s

from the Mac applications dock.

If you do not see the Windows listed below click on Outlook tool bar and select Preferences... , then

Accounts.

File Edit

[}

View

About Qutlook
Online Registration

Outlook Preferences

(-Prefe rences... ] #, -m
- Personal Settings
Wark Offline L)
Turn OFf Office Reminders R = B
M !—!h ol il xﬂ,ﬁ:\
Services | General Notifications Categories Fonts AutoCorrect
& Sounds
Hide Outlook #H u
Hide Others txy j E™
- |
: A =4 = S
Quit Outlook 0 Reading Compasing Signatures Rules Schedules
Other
il = x i ¢
: ~ |
Lan - ’
Calendar Contacts Sync Services Feedback
3. Click on Exchange Account
Aann Accounts
[ show ail |
“7 Add an Account
— To get started, select an account type.
. Exchange Account G
21 | ssierosoh Exchange aceounts are used by corporations and
wother large organizations.
o E-mall Account
\._-.— POP or IMAP e-mail accounts include those from Internet
service providers, or from &-mail services such as ADL, Gmail,
MobileMe, Windows Live Hotmail, Yahoo!, and others.
Learn about adding accounts
v -

MailStreet Live Support: 866-82428-0128

Email Support:

clientsupport@hostaccount.com
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4. Enter your Exchange account information as requested:

e Email address: Enter your full email address (Ex: first.lastname@mycompany.com)

e User name: Collaboration\username (this is your user name as defined in the Control
Panel. Example: Collaboration\first.lasthname@mycompany.com)

e Password: Enter your Exchange mailbox password (Ex: Password1!!)

e Configure automatically: Check this to allow Outlook to configure the Exchange connection
automatically. If you have correctly setup your DNS Records (CName: Autodiscover record)
then the automatic configuration should work. Alternatively, continue with the manual
configuration parameters.

N Accounts
i Shaw All
Enter your Exchange account information.
i frf S l E-mail address:
B T
Authentication
Method: | User Name and Password 3]
User name:  DOMAIR
Password:
™ Configure automatically
(__Cancel _ Add Account =3
Password: ssssssessss
Learn about Exchange account seitings ._Advanced... |
- g~

5. If the auto configuration failed, an additional field will be displayed to allow you to enter the
configuration server. Enter the server information and click on [Add Account]
e Server: https://autodiscover.collaborationhost.net/EWS/exchange.asmx

Enter your Exchange account information.
E-mail address: user@company.com

Authentication

Method: ' User Mame and Password :] |

User name: COLLABORATION\login
Password; ssesssssas

_ Configure automatically

Server:

Cancel Add Account |

MailStreet Live Support: 866-82428-0128 Email Support: clientsupport@hostaccount.com
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6. Click the [Allow] button to complete the configuration of Outlook.

Outlook was redirected to the server
FT mail.msel7.exchange.ms to get new settings
I'qu-" for your account ddamian@mallstreet.com.
— Do you want to allow this server 1o configure
your settings?

hitps: f fmail.msel7_exchange.ms fautodiscover |
avtodiscover xmil

Click Allow only if you fully trust the source, or if your
Exchange administrator nStrects you to.

s use my response for this server,

MailStreet Live Support: 866-82428-0128 Email Support: clientsupport@hostaccount.com



