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1. Hosted Exchange Setup

To configure Outlook for Hosted Exchange, just three steps are required.

Step 1

Please Open ,Start"-"Control Panel"-"Mail"-“Add New Account”. If there is no email account opened so
far, the auto account setup assistant will be started automatically.

Now you are requested to give your personal details. Please enter your login details (email address &

password), which were given to you by Infotech.

7 N

,.9 Add New Account | 83 f

Auto Account Setup
Click Next to connect to the mail server and automatically configure your account settings.

@ E-mail Account
Your Name: user01
Example: Ellen Adams

E-mail Address: user01@schulung.inext.at
Example: ellen@contoso.com

Password: ————
Retype Password: |******
Type the password your Internet service provider has given you.

_ Text Messaging (SMS)

() Manually configure server settings or additional server types

e > ] (et

Step 2
Confirm with ,Next. You see window as follows:

Konfiguration

E-Mail-Servereinstellungen werden konfiguriert. Dieser Yorgang kann einige Minuten dauern:
<  Netzwerkverbindung herstellen
»  Suche nach max.mustermann@login-account.de-Servereinstellungen
Am Server anmelden
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If you confirm the appearing dialog box with “Allow”, Outlook will carry out all relevant settings

automatically. Previously please activate “Don’t ask me about this website again“.

(@
Q Microsoft Office Outlook

7). Allow this website to configure w.kou@facc-intl.com server
| 1] settings?

https: //autodiscover.infotech-services. at/autodiscover fautodiscover. xml

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

[¥] Don't ask me about this website again

[ Allow ] [ Cancel ]
Step 3
Again, please enter your Hosted Exchange login details.
(e —)
M Windows Security |
Mail Application
Connecting to usef01@schulung.inext.at
=) | user01@schulung.inext.at ]
= |
"] Remember my credentials
[ OK ] [ Cancel

Finally confirm your settings by clicking on ,Finish”.
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New Account =

Congratulations!

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

«  Establish network connection

'  Search for user01@schulung.inext.at server settings
« Logon to server

Your e-mail account is successfully configured.

O ———

<Back |[__Fnsh | [ cancel |

Now Infotech Hosted Exchange is ready to use. Open MS Outlook and again, enter your credentials.

[ Windows Security

Microsoft Outlook
Connecting to userd1 @schulung inest.at

Outlook 2010

Loading Profile

rioffice

© 2010 Microsoft Corporation. Al ights reserved.
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2. Usage of Infotech Hosted Exchange Web Access
2.1 Access
Open your Browser. At the URL https://email.infotech-services.at/owa you will find Infotech Hosted

Exchange. Please enter your login details.

%' [ 2] https://emailinfotech-seni I urrent=1 3 v @ [ax HE Bing 2 -
Y Favorites | g [3) Suggested Sites v @8] Web Slice Gallery v
[_l [ g v [ dm v Pagev Safetyv Toolsv @~

@ Microsoft Exchange - Outlook Web Access

= Microsolt
i Office Outlook Web Access

Security ( sh on)
0] public or shared computer
@ Thisis a private computer

Use Outlook Web Access Light

SRR user01@schulung.inext.at
Password: sesnee

Log On

B8 connected to Mirosoft Exchange
© 2007 Microsoft Corporation. Al rights reserved.

Done @ Internet | Protected Mode: On %~ R100% -~

You have to change or confirm the language and time zone settings. (Just once)

0"k

Jg Favorites | ¢ [3) Suggested Sites v ) Web Slice Gallery v

ange - O

s://email.infotech-services.at/ owa/ . -8 l‘7| X | IE Bing o -

JgMicrmﬁ&:hange-OuﬂookWechess [ l [ v [ @ v Pagev Safetyv Toolsv @~

-

" Microsofte '
Office Outlook web Access

If you have low vision and use a screen reader or high contrast settings, you
can select the check box below to optimize Outiook Web Access for this and all
subsequent sessions. After you log on, you can modify this choice at any time
on the Options page.

Use the blind and low vision experience

Choose the primary language for Microsoft Outiook Web Access. This choice
determines the language the program will use for all items.

Language: English (United States) -

Current time zone:

(GMT+01:00) Amsterdam, Berlin, Bern, Rome, Stockholm, Vienna v

B8 connected to Microsoft Exchange
© 2007 Microsoft Corporation. Al rights reserved.

| Dene @ Intemet | Protected Mode: On v ®100% v
Start
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Now you see the Window stated below:

2.2 Changing Password

For changing your password, please click on “Options”,

_‘3 Documents

9 Ppublic Folders Items to0of 0

Done @ Intemnet | Protected Mode: On ‘A v R100% ~
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Please pick out ,Change Password".

Change your password for entering Infotech Webmail. To comply with the safety requirements, your
new password has to have 7 characters for a minimum and meet three out of four criteria:

Capital letter
Small letter
Number

Special character
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3. Spamfilter PPM

Your Email Account is protected from unsolicited emails by the spamfilter as far as possible. You will
be informed about the filtered spam via email every day. However, it is possible that also relevant
emails are repressed. Therefore you have the possibility to customize the spam filter to meet your
requirements, for example to classify senders as safe or delegate the management of your spam

mails to other persons.

3.1 Access
Your login details for MIMEsweeper PPM spamfilter will be sent to your email account. To manage

your spam mails, please use the link below “password”.

Now enter your Email address and password. If you don’t know your password anymore, request a

new one. It will be sent to your email account. You can change this new password after signing in

[menu item ,Options*].
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3.2 How to manage Messages

After selecting ,My Messages" your spam emails are listed. Now you can choose single messages to

delete or to classify them as safe.

In case of unblocking, you have the option to add the sender to your personal safe list. After that time
emails from these senders will not be classified as spam any more.
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3.3 How to delegate Messages

By entering the menu item ,Options” you have the possibility to delegate the administration of your
spam emails to another address. This might be useful, if you have more than one email account

available and would like to centralize your spam management.

For this purpose pick out ,yes | want to delegate to email address” and enter the corresponding email

address correctly. Additionally, you can see which email addresses are delegated to you.

Within the menu item ,delegated messages"” you can now manage these messages.
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