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1. Checking and changing your MX Records to point
at your Exchange 2003 Server

1.1 You or your domain host will need to change your domain’s MX records to point to your Hosted
Exchange 2003 server. An MX record is used to allow incoming mail to reach your mailbox
server, and without it you wouldn’t be able to receive incoming mail.

You need to create a MX record to be as follows:

= Setthe MX Record as: av2.hostlogicplc.net.
= Setthe MX Priority as: 10 (Note: Number must be lower than all other MX Records)

1.2 The MX record change will take between 12-48 hours to propagate throughout the Internet. The
time it takes depends on your domain host and will vary. During this time your e-mail will continue
to go to your current mail provider. Once the change is complete all e-mail will then be routed to
Outsourcery hosted services.

1.3 You can check if the propagation is completed by going to:
http://www.outsourcery.co.uk/support/

1.4 On the Outsourcery Support Centre website, select the option on the left hand list or from the
menu in the middle of the screen called ‘Tools’:

OUTSOURCERY SUPPORT CENTRE

Welcome to the Customer Support Centre, offering you hints, tips
and advice on how to manage your account more effectively.

Help us, help you!

Let us help you!
0844 847 9699

Customer satisfaction is measured monthly via our Rant & Rave programme. In
2010 nearly 4,000 customers left feedback for us about the service they had
received and in January 2011, 94% of customers said they were either “highly
likety™ or "likely” to recommend Outsourcery. Thank you to those of you who
have taken part.

For these of you who are yet to leave your feedback, it's very important to us
and helps to ensure our strategic plans meet your needs. Please click on the
"rate our service" button opposite.

STATUS

View incident logs, including completed system incidents or planned
maintenance.

KNOWLEDGE BASE

Comprehensive help section for Hosted IT and Mobile Email solutions, relating
o set up, configuration and access.

DOCUMENTS

Download our Quick Start guides which explain how to get started with our
solutions.

MANUALS

In depth user manuals for our Hosted IT solutions.

CONTROL PANEL (2003)
Login to 2003 Control Panel.

www.outsourcery.co.uk

DOWNLOADS

A collection of various software for use with our Hosted services. Login
required

TICKETS

Log a ticket relating to your Hosted IT service in our work queue. Login
required.

TOOLS

Domain Name System (DNS) Iookup - allows you to check if your domain is
available and view information about an existing domain

COMPLAINTS POLICY

View our complaints policy here.

WEBMAIL (
Login to mail (Outlook Web Access - OWA),
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1.5 Enter the domain name in the domain field of DNS Lookup and change the record type to ‘MX’
and then click ‘Go’. The MX record should show as:

MX preference = 10, mail exchanger = av2.hostlogicplc.net

OUTSOURCERY SUPPORT TOOLS

DNS LOOKUP WHOIS

1.6 If it doesn’t, then your MX records are pointing to the wrong location or have not been changed
yet. You will need to speak to your current domain host and ask them to change the MX records
to point to the MX record specified by Outsourcery. If Outsourcery is your domain name host, then
we can make this change for you.

Note: If you are unsure of how to action the above or if you domain host cannot make these changes
for you, then please contact the technical support team on 0843 366 3366 select option 3 for
assistance.
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2. Adding a new user to an existing organisation and
assigning the Exchange 2003 service.

You can begin this section of the guide once your Exchange 2003 provisioning has been
completed by Outsourcery and we have provided you with an initial admin login.

The first time you sign up to a Hosted Exchange Service, we will setup your organisation in our control
panel. An admin account (usually admin@yourdomain); will be created for you, which is for
configuring and administering your users. The admin account is for administration and
configuration only and cannot have services added to it.

Note: Additional users can be given Administration access, but Outsourcery recommends you
only use the admin login for admin tasks.

- Start -

2.1 Go to https://www.outsourcery.co.uk/login/ and click on the Hosted tab.

2.2 Login to the control panel using your administrator username and password (in the format:
admin@yourdomain).

OHLINE SERVICES
MY ACCOUNT HOSTED TRACKING PUK/BUNDLES SUPPORT IP PBX BUSINESS PORTAL

HOSTED LOGIN

Username:

Password:

Find out more about Qutsourcery Hosted Services

Your password is what was agreed at the Pre Connect Courtesy Call and should be on the signed
contract. If you have forgotten this, please e-mail in to hostingsupport@outsourcery.co.uk and
the password will be resent to the account holders e-mail address.

2.3 Once you’re on the control panel, click on the Add User icon.

>
LIST USERS ADD USE IMPORT USERS ADD USER NOTIFY USERS

TEMPLATES TEMFLATE
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2.4 You will now see the screen below. Proceed to enter all required details relating to the new user.
You also have the option of giving the user administrator rights to the account by ticking the
‘organisation administrator privileges’ box. Once completed, click next.

Note: Ensure you provide an alternative email address as a set-up confirmation e-mail will be
sent to this address once provisioned. Also if you forget your password it will be sent to the
alternative e-mail address.

USER INFORMATION

TEMPLATE: [[NO TEMPLATE] =l

GENERAL INFORMATION

USERNAME: I *@acotest co.uk
FIRST MAME: I
MIDDLE MAME: I

LAST NAME: I

ACCESS CONTROL

AUTO GEMERATE PASSWORD: [~

PASSWORD: I
CONFIRM PASSWORD: I

ORGANIZATION ADMINISTRATOR PRIVILEGES: T~
CONTROL PAMEL ACCESS ENABLED: ¥

ACCOUNT EXFIRES: [T
Month Day Year

CONTACT INFORMATION

N
=

EXTERMAL EMAIL: I
PHOME: I

DESCRIPTION: =]

=

The sections are explained as follows:
= Template: There is no need to use a template, leave this option on default.
General Information:
= Username: This is the username the user can use to log into the Control Panel — this also
determines what the user's Exchange e-mail is going to be.
= First Name: Enter a first name (Required)

= Middle Name: Optional
= Last Name: Enter a Surname (Optional)

Access Control:
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» Password: Enter a password — The password must have at least one uppercase character
and one number in it.

= Confirm Password: Confirm the password

» Organization Administrator Privileges: Confirm if the user needs admin rights to the
Control Panel or not.

= Account Expires: You can set an expiry date for the account — if it's a temp user for example.

Contact Information:

= External Email: You can assign an external e-mail for the user if required
= Phone: Optional
= Description: Optional

Once you're finished editing the new user details, click next.

2.5 You now have the opportunity to select which services the account requires. E.g. Hosted
Exchange or Hosted BlackBerry Enterprise. As this account only has Hosted Exchange, place a
tick next to ‘Hosted Exchange 2003’ and click next.

2.6 You will be shown all the previously selected services in a list. You will now need to confirm the

settings for each service. Click the pink arrow icon next to the service you want to configure:

2.7 For Hosted Exchange 2003 you can configure the mailbox size for the user, and the disk space
threshold to control when an alert will be sent to the user. Note: If no changes are made, then
default options will be placed upon the service.

HOSTED EXCHANGE 2003 3.2.1

GEMERAL FOR SERVICE
7| HOSTED EXCHANGE 2003 COMPOMENT
|
GEMERAL RESOURCE LIMITS
DISK SPACE: 1000 * MBytes
DISK SPACE THRESHOLD: 90 %
SELECT AMAILBOX TEMPLATE
SELECT: @ Exchange server 2003 Corporate Outlook Access
OTHER OPTIONS
SHOW THIS USER IN ADDRESS BOOK: |V
MOBILE DEVICE POLICY SETTINGS

MOBILE DEVICE POLICY:  [GLOBAL] -

PREVIOUS | [  NEXT CANCEL

\l
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Settings which you should make changes to are as follows:
General Resource Limited:

= Disk space: Each mailbox should be set to 1GB in size at least.
= Disk space threshold: This is the size the mailbox needs to be before a warning is given — 90%
full is the default.

All other settings can be left alone.

Once you are done configuring the settings, make sure the box next to the blue arrow icon @ is
ticked and click next.

2.8 You will now see a summary of the information provided. If you are satisfied that all details are
correct, click Finish.

VERIFY INFORMATION

Review the summary information.

USER ACCOUNT INFORMATION

GENERAL INFORMATION

USERMAME:

FIRST MAME:

MIDDLE NAME:

LAST NAME:

ACCOUNT ENABLED:

ORGAMIZATION ADMINISTRATOR PRIVILEGES:

CONTROL PAMEL ACCESS ENABLED:
CONTACT INFORMATION

EXTERMAL EMAIL:
PHOME:

DESCRIPTION:

2.9 An order status screen will now appear confirming the new mailbox has been set up successfully.
Click OK
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ACTIO DETAILS

LOG IDENTIFICATION

I}
USER:
DURATION:
LOG DETAILS
=+

4 Information: Adding user to Active Directory (4:45 PM)
4+ Information: Adding the user to the Resource Manager. (4:45 PM)
Information: Provisioning user (4:45 PM)
=1+ Information: Site Manager: Provision (4:45 PM)
=.+ Information: Provision a service hostedex2k3 (4:45 PM)
-+ Information: Provisioning Mailbox (4:45 PM)
Information: Creating Mailbox on Server - EXVS02:Sixth Storage Group:Mailbox Store (4:45 PM)
Information: Updated company attribute to for the user in Active Directory. (4:45 PM)

(oK)

2.10 The mailbox is now provisioned and the user will receive a confirmation email to the address
provided containing their username and password. An example one is shown below:

:

To,.
Ce...

il

|
|
Subject: INew Organisation

| »

Dear test user,

Thank you for purchasing a new customer account from Outsourcery Limited. Your organisations account is now
activated.

Please log in at the following URL to access your account:
https://cp.webhostcontrol.net/cp/

Your administrator login information for your organisation:
Username: admin@gcotest.co.uk
Password: Passwordl

ﬁmportant: The admin@gcotest.co.uk account is for user administration and configuration only - there are no
services attached to this account. You only use this account to add new users with services to your
organisation. The password is case-sensitive.

By activating and/or using this service you are agreeing to the Outsourcery Terms and Conditions for this
service. Please visit http://www.outsourcery.co.uk/about/terms/ to view the Terms and Conditions.

You can also use the above login details to access our support centre at
http://www.outsourcery.co.uk/support/ where you can access all the help guides for your services.

If you require assistance, please check the support centre or contact our support team at hostingsupport@
outsourcery.co.uk or telephone B845 128 44 66.

Thank you for your business.

- Finish -
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3. Configuring Microsoft Exchange 2003 on
Entourage 2004 or above for Mac OS X

Note: This guide assumes you have signhed up for the Hosted Exchange Service and now wish
to configure your Hosted Exchange service with Microsoft Entourage 2004.

Newer versions of Entourage may not work correctly with Exchange 2003, therefore its
recommend to use Microsoft Entourage 2004 or other Mac e-mail client.

- Start -

3.1 Go to: https://www.outsourcery.co.uk/login/ and click on the Hosted tab.

3.2 Login to the control panel using your administrator username and password (in the format:
admin@yourdomain).

>
L' a
i
i
view
configuration

3.3 Next click on the View Configuration icon:

3.4 Scroll down to the section Login Information for Microsoft Outlook (Use this if you do not
have latest service pack or hotfix installed).

3.5 You will need the Username and Windows Domain Name from this section.

3.6 Start Microsoft Entourage 2008 and open Tools > Accounts:

mat Window Help #
Run Schedule >
E‘ Send & Receive > |
[ :]v
My O fceive
~ Thesaurus... “WER [
Dictionary... A #ER L
Spelling Language > |
AutoCorrect...
Toolbox >
Junk E-mail Protection...
Mailing List Manager
Rules...
Signatures...
Schedules...
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3.7 On the new window select the Exchange tab and press the New button:

800 Accounts

U New ~ Edi L { M

[ MailirrNc;;’! Directory Srmch Exchange ]

3.8 On the next window select Configure Account Manually:

800 Account Setup Assistant
Set Up a Mail Account 'f_f_';j
'f.":_—.-»
This assistant will automatically determine your account settings

based on your e-mail address. Type your e-mail address below.

E-mail address:

&

E 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
netwaork to complete account setup.

Click the right arrow to continue.

{ Configure Account Manually 1|
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3.9 Setup the new account using the following details:

= Account Name: Exchange
= Personal Information:

o Your Name: Your name as you want other people to see it (e.g. John Smith)
o Email Address: Your e-mail address (e.g. j.smith@yourdomain.com)

= Authentication:

o Account ID: See page 13 — This is the username from the Control Panel (e.g.
j-smith#yourdomain.c)

o Domain: SL

o Password: Your Password

= Server Information:

o Exchange Server: https://mail. msexchange2007.com/exchange/your email address

o Atick should be in the box next to: This DAV Service requires a secure connection
(SSL)

o No tick should be in the box next to: Override default DAV port: 443

Edit Account

[Accounl Settings Options I Advanced I Delegate ' Mail Security

Account name:  Exchange
Personal information
Mame:
E-mail address:

Authentication
'E‘ Use my account infarmation
Account |D: l
Domain: .HL
Password: .
; Save password in my Mac OS keychain
: Use Kerberos authentication
Kerberas ID:

Server information

Exchange server:  httpsi//mail.hostlogicplc.net/eschangs /emailaddress

'E This DAV service requires a secure connection (SSL)

; Override default DAV port: 443

Learn about connecting to an Fxchange account

[ Cancel ) f OK }
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3.10 Under the Advanced Tab, the following need to be set:

= Public Folder Settings:

o Public Folders Server: https://mail.msexchange2007.com/public
o Atick should be in the box This DAV service requires a secure connection (SSL).
o No tick should be in the box Override default DAV port: 443

Edit Account

Account Settings . Options Advanced Delegate . Mail Security

Public Folder Settings

Public folders server:  https:/fmail.hostlogicple.net fpublic

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

; Override default DAV port: 443

Directory Settings

LDAP server:
IE? This server requires me to log on
; This LDAP server requires a secure connection (S5L)
; Override default LDAP port: 3268

Maximum number of results to return: 1000 NE

|4

Search base:

Client Certificate-based Authentication

Client certificate: <MNo certificate selected> Select...

Cancel ) €@K )

3.11 The Directory Settings section can be left alone, as these settings are not used

3.12 Microsoft Entourage 2008 is now configured to use your Hosted Exchange Email Account

- Finish-
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4. How to login to Outlook Web Access (OWA)

All hosted exchange mail accounts will have Outlook Web access already enabled on their account.
This means you can access your hosted exchange mail anywhere in the world.

To access your hosted exchange using Outlook Web Access, please do the following:

4.1 Go to the web link: https://mail.hostlogicplc.net/ - a login screen will load, this is show below:

£ Micresoft
=
OUTSOURCERY .
CHANGING WORK FOR GOOD AOLgllgokWebAooess
Domainiuser name:
Password: [Legon |

Client (what's this?)
@ Premium
Basic
Security (what's this?)
@ Public or shared computer
Private computer

4.2 Next enter your e-mail address and password, this is the same as the one used for normal
Outlook. Click Log On

4.3 OWA will then load up your Hosted Exchange mailbox — an example is shown below:

i Safari File Edit View History Bookmarks Window Help ¢ 00:02:54 @ Thu 11:24 o @
YaXa) Inbox - Outlook Web Access Light 8]
| « || & | & | @ hteps://mail.msexchange2007.com/owa/ =(Q- ¢
[ oOffice Update Mactopia Neowin.net BetaNews YouTube Engadget Facebook Google News Wikipedia
Inbox - Outlook Web Acces..
3 Office Outiook web Access Thisfoder  [8)( 2 [ Aca Eomns | @ a0t
N I oo
] = ] b Recaived
8= ‘There are no tems t0 shaw In this view,
(5] Delered ftems
LA Drafts
(5 Inbox
i@ lunkE-Mal
[ Sentltems
ciders
&5 Manage Foders
(2} Move K Delete Page: 1[4 4 b bl
T7 Conmecied to Microsoft Bxchange
www.outsou rcery.co.uk 14
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5. Blackberry Enterprise Service - Configuring your
Blackberry device to use BES

Note: This guide assumes you have signed up for the Hosted Exchange Service and
BlackBerry Enterprise Service and now wish to configure your BlackBerry Phone to use
BlackBerry Enterprise Service.

Before you start this section of the guide, you should telephone your mobile service provider: E.g.
Vodafone, 02, T-Mobile, Orange, etc. Ask them if the BlackBerry device has BlackBerry Enterprise
service enabled, if they say it hasn’t then ask them to switch your BlackBerry on to the BlackBerry
Enterprise Service. If your provider is Outsourcery then please call the customer support team on

0843 366 3366 to have this done.

- Start -

5.1 Go to https://www.outsourcery.co.uk/login/ and click on the Hosted tab.

5.2 Login to the control panel using your administrator username and password (in the format:
admin@yourdomain).

OHLINE SERVICES

MY ACCOUNT HOSTED TRACKING PUK/BUNDLES SUPPORT IP PBX BUSINESS PORTAL

HOSTED LOGIN

Username:

Password:

Find out more about Outsourcery Hosted Services

Your password is what was agreed at the Pre Connect Courtesy Call and should be on the signed
contract. If you have forgotten this, please e-mail in to hostingsupport@outsourcery.co.uk and
the password will be resent to the account holders e-mail address.

5.3 Once you’re on the control panel, click on the List Users icon.

]
<;|:3
|

Ar=s Q = ;
o . +. D il i T
LIST USERS ADD LJSER IMFORT LUSERS LIST USER ADD USER NOTIFY USERS

TEMPLATES TEMPLATE

g &
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5.4 You should then see a list of all users currently setup within your Organisation as shown in the
example below:

USERS TEMPLATES NOTIFY USERS MASS EMAIL

sHow: |MAME =l F enaLeD W DisaBLeD GO SHOW ALL
ADDUSER  IMPORT USERS OVEF
STATUS ADMIN HMAME £ USERNAME SERVICES
r ++ @ Administrator admin@acotest.co.uk
- +t testuser test@acotest.co.uk 3
|l ++ trial user trialuseri@qcotest.co.uk &

CHECKALL CLEARALL

10 | ITEMS PER PAGE PAGE[1]

5.5 You now need to select the user by clicking on their name and then click on add services:

ADD SERVICES OVERVIEW EDIT REWOVE

SERVICE VERSION
Hosted Exchange 2003 321
10 « ITEMS PER PAGE PAGE[1]

5.6 You will now see the screen below:

AVAILABLE SERVICES

Selectthe senvices to enable forthe user.

AVAILABLE SERVICES

BLACKBERRY SERVICE 3.2.0:

SHAREPOINT 2.0.0:

| canceL |

5.7 Tick the box next to BlackBerry Service click next.

5.8 On the next screen click on the magenta arrow icon and you will see the screen below. Please
enter your BlackBerry Pin number and enter an activation password in the boxes and click next.
You can leave the PIN field blank, if you're unsure of what the PIN number is.

Note: Your BlackBerry Device PIN is an 8 digit, alpha-numeric number located in your
BlackBerry phone — usually in the Options > Status section.
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The activation password can be anything you like but we recommend you keep it simple such
as gaz. The password is temporary and will expire after 48 hours. You will need to set another
activation password after this time.

CHOOSE SERVICE OPTIONS

Select service components and options

BLACKBERRY SERVICE 3.2.0

GEMERAL FOR SERVICE
BLACKBERRY ENTERFRISE SERVER FOR MICROSOFT EXCHANGE
BLACKBERRY DEVICE PIN: ?

ACTIVATION PASSWORD: =12

|[PREVIOUS || MEXT | | canceL |

5.9 Simply click on Next then Finish on the following screen. This will then configure that user for
BlackBerry Enterprise Service.

5.10 Once you have confirmation that your BlackBerry has been switched over to the BlackBerry
Enterprise Service, you can activate BlackBerry Enterprise service by going to the following on
your handset:

1 On the Home screen, click Options / Settings (Depends on your current BlackBerry
Theme)
2 Select Advanced Options > Enterprise Activation

5.11 You will then need to enter your e-mail address and your activation password. Please enter
your full e-mail address (as configured on your Hosted Exchange account) and the activation
password you chose in 5.5.

5.12 Finally press the | button and select the option Activate.

5.13 Your BlackBerry Enterprise Service should now be active and you should see e-mails,
addresses and calendar items start to synchronise between your BlackBerry and your Hosted

Exchange account. Sometimes, this can take up to 30 minutes to complete depending on
conditions.

- Finish -
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Troubleshooting

If your BlackBerry fails to synchronise, there are three things to check:

1) Make sure that your BlackBerry is definitely switched over to the BlackBerry Enterprise
Service by your mobile phone provider and not using the “BlackBerry Internet Mail” only
service.

2) Make sure you have configured your BlackBerry Enterprise Service correctly on the control
panel. To do this, log into the control panel using your own username and password (not the
admin) and click on the “BlackBerry Overview” button to check your settings.

3) Re-run the Enterprise Activation on your BlackBerry device, making sure both the email
address and activation password is correct.
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