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1. Checking your MX Records to point to your
Hosted 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/tools/

1.4 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

DNS LOOKUP

Domain hostlogicple.net
record | [

DHS LOOKUP RESULTS
Server: UnEnown
Address: 172.1%.1_.113

hostlogicple.net MH preference = 5, meil exchenger = aviZ_hostlogicplc.net

1.5 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. You will need to ask to be transferred to a member of the Tech Team.
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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 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.

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

e; Q: F‘?— =

b 5 + 4 +.2 1 + 55
LIST USERS ADD USER IMFORT USERS LIST USER ADD USER NOTIFY USERS
TEMFLATES 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 NAME I

MIDDLE NAME I
LAST NAME I

ACCESS CONTROL

AUTO GENERATE PASSWORD: [~

PASEWORD I
CONFIRM PASSWORD I

ORGANIZATION ADMINISTRATOR PRIVILEGES: [~
CONTROL PANEL ACCESS ENABLED: ¥

ACCOUNT EXPIRES: [
Month Day Year

N
=

CONTACT INFORMATION

EXTERMNAL EMAIL. I
PHONE 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:

» 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.
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= 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.

AVAILABLE SERVICES

Selectthe services to enable for the user.

AVAILABLE SERVICES

HOSTED CRM 4.0 SERVICE 1.0.0:

SHAREFOINT 3.2.0:

[

BLACKBERRY SERVICE 3.2.0:

=

HOSTED EXCHANGE 2007 4.7.0:

PREVIOUS NEXT

2.6 You will be shown all the previously selected services in a list.

HOSTED EXCHANGE 2007 4.7.0

YOUNEED TO SELECT AT LEAST ONE SERVICE COMPOMNEMNT.
GEMERAL FOR SERVICE

7] [w HOSTED EACHANGE 2007 COMPOMNENT

Make sure the box next to the magenta arrow icon ¥ is ticked and click Next.
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2.7 You will now see a summary of the information provided. If you are satisfied that all details are
correct, click Finish.

USER ACCOUNT INFORMATION

GEMERAL INFORMATION
USERNAME: test

FIRST NAME: test
MIDDLE NAME:
LAST NAME: user
ACCOUNT ENABLED:
ORGANIZATION ADMINISTRATOR PRIVILEGES: X

CONTROL PANEL ACCESS ENABLED: v

CONTACT INFORMATION
EXTERMAL EMAIL:

PHOME:

DESCRIFTION:

HOSTED EXCHANGE 2007 4.7.0
GEMERAL FOR SERVICE
2.8 The services status screen will now appear confirming that the new hosted mailbox has been set
up successfully. Click OK

Status: Completed
Your task completed successfully. The details are shown below.

ACTION LOG DETAILS

LOG IDENTIFICATION
D:
USER:

DURATIOM:

LOG DETAILS

Information: Adding user to Active Directory (8:37 AM)
Information: Adding the user to the Resource Manager. (8:37 AM)

; Information: Provisioning user (8:37 AM)
E|f Information: Provision a service Exchange2007 (8:37 AM)
E|f Information: Provisioning Mailbox (8:37 AM)
.1 Information: Creating Mailbox on Server - EXCCRO1store:First Storage Group:Mailbox Database (8:37 AM)
.4+ Information: Updated company attribute to gcotest.co.uk for the user in Active Directory. (8:38 AM)

o]
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2.9 The exchange mailbox has now been provisioned and the user will receive a confirmation e-
mail to the external e-mail address provided containing their username and password. An
example one is shown below:

d

To...
Lo

il

|
|
Subject: |New0rgamsatmn

] » &5

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

hmpcrtant: 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 OQutsourcery Terms and Conditions for this
service. Please visit http://www.outsourcery.co.uk/about/terms/ te 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 8845 128 44 66.

Thank you for your business.

- Finish -
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3. Recommended: Upgrade to Microsoft Outlook 2007

If you haven’t already upgraded to Microsoft Outlook 2007, you can download a fully licensed copy as
part of your Hosted Exchange Service if you have signed up for the Enterprise Product.

To download Microsoft Outlook 2007, please follow the instructions below:

Note: The following applies only to customers who have purchased the Hosted Exchange 2003
Enterprise Product.

3.1 Go to: https://www.outsourcery.co.uk/login/?redirect=/members/downloads.cfm#tab-5 and
click on the Support tab.

3.2 Log in to the Download Centre using your Outsourcery account number and your postcode. These
details will be on your order information.

Note: If you are having issues logging in please contact the Technical Support Team on 0843 366
3366 and select option 3 for assistance.

ONLINE SERVICES

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

SUPPORTLOGIN

To access our download area, you will need to enter your user login detailz below:
Username/Account No:
Postcode: *

Password:

* Required only when logging in using Outsourcery Account Numbers.
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3.3 Click on the Microsoft Outlook icon:

OUTSOURCERY SUPPORT DOWNLOADS

OTHER DOWNLOADS AVAILABLE:
Customer Download FTP Software HTML Editors
Microzoft CRM Wicrosoft Office Communicator
Wicrozoft OQutiook Wicrosoft Windows Vista MyS0L Tools
Office Communicator SharePoint Smart Phones

Web Design Components

3.4 Now click on the Microsoft Outlook 2007 SP1 download icon and save it to your desktop. The
License Key is included in the download file.

OUTSOURCERY SUPPORT DOWNLOADS

OTHER DOWNLOADS AVAILABLE:

WicrozoftOutiook 5p1 DOWNLOAD

3.5 Once it is downloaded, you will need to extract the setup files into a folder of your choice. The files
are stored in a .zip format — Windows itself can extract these files or you can use an application
such as WinZip.

3.6 Next run the Setup file to install Outlook 2007, you be asked for the license key during installation.

3.7 Once Microsoft Outlook is installed, you follow the next section to configure an exchange e-mail
account into Outlook 2007.
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4. Configuring Outlook 2007 for a Hosted Exchange
2003 Account

Note: This guide assumes you have signhed up for the Hosted Exchange Service and now wish
to configure your Hosted Exchange service with Microsoft Outlook 2007.

- Start -

4.1 If you have Microsoft Outlook running, please close it down before commencing. It's
recommended you have the latest copy of Microsoft Outlook 2007, you can download it from our
support centre before commencing with this guide. (See section 2)

Please be aware that this copy of Microsoft Outlook 2007 is only licensed for your use in
conjunction with our service.

4.2 The following steps explain how to setup Outlook 2007:
4.2.1 On your Windows Desktop select Start > Settings > Control Panel > Mail, click on “Show
Profiles”: Mil

Hail Setup - Genesis a

E-mail Accounts

5 Setup e-mail accounts and directories. | E-rnail &ccounts. .. |

Data Files

& Change setkings for the files Outlook uses to Diata Files. .
9#‘, store e-mail messages and documents,

Profiles

Setup mulkiple profiles of e-mail accounts and Show Profiles. .
data files, Typically, vou only need one.

Close

4.2.2 On the new window, select ‘Prompt for profile to be used’ and then click Add. Name the
profile "Exchange" or your name (This is only what it will appear as when you log on.) Press
ok.
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General

& The fallowing profiles are sek up on this computer:

Add... Remove Propetties Copy...

w'hen starting Microsoft Office Outlook, use this profile:

Hew Profile

N
Create MNew Profila

* Prompk for a profile to be used

Always use this profile

Profile Marne:

Exch

>

4.2.3 The auto account setup screen will appear, click ‘Manually configure server settings or
additional server types’ in the bottom left of the menu, and then click next.

Add New E-mail Account

Auto Account Setup

Manually configure server settings or additional server types

Mext = ][ Cancel

4.2.4 Select Microsoft Exchange, and click on Next.
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4.2.5 In the Microsoft Exchange server field type EXVS01.HL.LOCAL and in the User Name field
type the e-mail that you want to use. This would be the user account configured via the
Genesis Control Panel. E.g. user@domain.com. Once done click More Settings.

Add New x|

Microsoft Exchange Settings
You can enter the required information to connect to Microsoft Exchangs.

Type the name of your Microsoft Exchange server, For information, see your system
administrator.

Microsoft Exchange server:] EXVS01.HLLOCAL
[V]use Cached Exchangs Mods

Type the name of the maibox set up for you by your administrator. The maibox name
is usually your user name,

| —
User Name: | Check Name

| Mare Settings ... ] ‘

| < Back ‘[ Next > )J I Cancel |

4.2.6 Warning: An error message will occur. This is completely normal because Outlook will try to
Test the account settings, but it will be unable to reach the account because the proxy
settings have not been entered yet. The error can simply be ignored.

Microsoft Office Outlook

The action cannot be completed. The connection to Microsoft Exchange is unavailable. Outlook must be online ar
. connected to complete this action.

4.2.7 Dismiss the error message and any other pop-up windows and then click on More Settings.

4.2.8 Gotothe Connection tab and put a tick into the box next to ‘Connect to Exchange mailbox
using HTTP’, and click Exchange Proxy Settings.
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Microsoft Exchange

General | Advanced | Security | Connection | Remote Mail

Connection

Use these settings when connecting to Microsoft
Exchange when working offline:

(® Connect using my Local Area Network (LAN)
(O Connect using my phone line
(O Connect using Internet Explorer's or a 3rd party dialer

Modem

OQutlook Anywhere
Connect to Microsoft Exchange using HTTP

' Exchange Proxy Settings... J

[ oK ][ Cancel J[ Apply J

4.2.9 Inthe first box type mail.hostlogicplc.net and make sure there is a tick next to “Connect
using SSL Only”. Click OK to exit the window. You don't need to change anything else on
this screen.

Microsoft Exchange Proxy Settings

Microsoft Office Outlook can communicate with Microsoft Exchange over the Internet by
nesting Femote Procedure Calls (RPC) within HTTP packets. Select the protocol and the
identity verification method that wou want ko use, IF wou don't know which options to
select, contact your Exchange Administrator,

Connection setkings

Use this URL to connect to my proxy server For Exchange:

https:ff | mail. hostlogicplc.net

Conneck using S50 only
[Jonly connect ka proxy servers that have this principal name in their certificate:

[Jon Fast netwarks, connect using HTTP first, then connect using TCRJIP
on slow nebworks, connect using HTTP First, then connect using TCRYIP

Proxy authentication settings
Use this authentication when connecting ko iy proxy server For Exchange:

MTLM Authentication w

[ O, J[ Cancel ]

4.2.10 Finally click Apply and OK, then Next and Finish. Your Hosted Exchange is now configured
for use. You can now close Mail and the Control Panel.
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4.2.11 To use the newly setup account simply open Outlook 2007 and select your Profile.

4.3 You can now start your Microsoft Outlook 2007. When it runs, you may see the following message
below. Please click on the Yes button.

Microsoft Dffice Outlook

j Cutlook is about to impart information inko wour E-mail Accounts, This can potentially modify or replace vour existing E-mail Account settings, 'Would
-

wou like to import the account settings? {(Cutlook will be opened after vou click Yes ar ka.)
)

4.4 A login box will appear, if it is populated with any details clear them. You need to enter your full e-
mail address and password for your new Exchange account.

4.5 Outlook setup is now complete. Outlook will download any e-mail and other mailbox items you
already have on your Exchange mailbox. The time this can take depends on the amount of
information on the mailbox sever. Once you see the following message in the bottom left hand
corner, Outlook is ready for use:

All folders are up to date. &3 Connected to Microsoft Exchange =

Note: Image way differ if you’re using other versions of Outlook

- Finish -
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5. 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, even without Outlook
setup.

Note: In order to have full access to the same features as Outlook, you will need to load OWA

in Internet Explorer. OWA will work on other web browsers like Firefox, but you will only get
limited features.

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

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

Ll

OUTSOURCERY Oln e

S
CHANGING WORK FOR GOOD 30utlook Web Access

Domain'user name:

Password: Log On
Client {what's this?)
@) Premium
Basic
Security (what's this?)
@ Public or shared computer
Private computer

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

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

/2 Microsoft Dutlook Web Access - Windows Internet Explorer EIES
&9 - | ngsijinai hastiicok netfeschange! =1 & [[4#)[ | [secae Pl

Fle Edt View Favortes Tools Help

% G @ ) Pe e @ Tock - @
R .
i Outlook Web Access ™ Inbox (Tno-tine View ) ttems M to20F2  [d 4 D PO
[ Folders © [ foinew - (2 X |G R G H - L W] 0w ] Log OfF
= £ JoeBloggs 0| From | .

0 colrdr SO ] Jte:ln [John.Doe@JohnD K]

Contacts john Doe [Jahn.Doe@ JohnDoe.co.ul

o # John Doe Th 14/08/2005 12:19

(5] Deleted Items = [@ vou repiied on 14/08/2008 12:20.

g 0efis -1 Joe Blogas Fri01/08/2008 05:13 [ To: JoeBloggs

b RE: This is 3 test emai @

5 oumal

(g unk Exmail

| Notes Test email from genesis

[ Outbox

L RsSFeeds Kind Regards

= Sent Items

W e John Doe
< Technical Customer Service Advisor

Genesis Communications
DD/ 0844 847 9699

As a result of recent customer feedback, we have simplified our phone

menu and are pleased to announce a NEW CONTACT NUMBER FOR
luinbox ALL CUSTOMER ENQUIRIES: 0844 847 9699,
] calendar
%] contacts Genesis Comnnuications Limited. Registered in England No. 6027036
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6. BlackBerry Enterprise Service - Configuring a
BlackBerry handset to use Hosted 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, O2, 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 -

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

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

ONLINE 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.

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

]
<;|."5
il

Q

Q Q

lI==T h .
b 5 + 4 +.2 - + 55
LIST USERS ADD USER IMFORT USERS LIST USER ADD USER NOTIFY USERS
TEMPLATES TEMPLATE
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6.4 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:  [NAME =l ¥ EnaBLED ¥ DisasLeD 60| EHOVAL|

ADD USER  IMPORTUSERS OVERVIEW REMOVE EDIT USERACTIONS  AUTO LOGIN
STATUS ADMIN MAME = USERNAME SERVICES
[ X @ Administrator admin@gcotest.co.uk
[m test user test@acotest co uk 3
- +1 trial user frialuser@agcotest co.uk 2

CHECKALL CLEARALL

10 vl ITEMS PER PAGE PAGE[1]

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

OVERVIEW SERVICES

ADD SERVICES  OVERVIEW EDIT REMOVE

SERVICE VERSION
= Hosted Exchange 2007 470

I 10 | ITEMS PER PAGE PAGE[1

6.6 You will now see the screen below:

AVAILABLE SERVICES

Selectthe services to enable for the user.

AVAILABLE SERVICES

HOSTED CRM 4.0 SERVICE 1.0.0: T~
SHAREPOINT 3.2.0: [T

BLACKBERRY SERVICE 3.20: W

EVIOUS NEXT FINISH CANCEL

6.7 Tick the box next to BlackBerry Service click next

www.outsourcery.co.uk 18



0UTSOURCERY® Hosted Exchange 2003 Quick Start Guide

6.8 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.

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 ENTERPRISE SERVER FOR MICROSOFT EXCHANGE

BLACKBERRY DEVICE PIM: I
ACTIVATION PASSWORD: I *

PREVIOUS| NEXT | FIISH | | cANCEL |

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

6.10 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

6.11 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.

6.12 Finally press the o | button and select the option Activate.
6.13 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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