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Setting up an Outlook profile on
the Concourse remote
environment

USE THESE INSTRUCTIONS IF YOUR ORGANIZATION USES A MICROSOFT
EXCHANGE SERVER OR OFFICE 365 FOR YOUR EMAIL. THE EXCHANGE SERVER
MUST BE PROPERLY CONFIGURED TO USE AUTO-DISCOVER FOR THIS FUNCTION
TO WORK.



To Begin:

+ Make sure you are logged
into your Concourse Hosted
remote server.

«  Go to Start (in the lower left
of the screen)

< Open Microsoft Office from
All Programs

+ Open Microsoft Outlook...

Adobe Reader X

@ Crystal Reports XI

& Internet Explorer (64-bit)

= Internet Explorer

&7 Windows Update
Accessories
Blackbaud Management Console
BusinessObjects XI
Maintenance

| Microsoft Office

[A] Microsoft Access 2010
(&] Microsoft Excel 2010
[I] Microsoft InfoPath Designer 2010
(1] Microsoft InfoPath Filler 2010
(N] Microsoft OneNote 2010

Microsoft Outlook 2010

[EI Microsoft PowerPoint 2010
[_FTJ Microsoft Publisher 2010
@ Microsoft SharePoint Workspace 2010
(W] Microsoft Word 2010
Microsoft Office 2010 Tools

Jason Repko

Documents

Computer

Network

Control Panel
Devices and Printers
Administrative Tools

Help and Support

| Run...

»

4 Back

Windows Security

| Search programs and files

@ Log off bl
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Outlook
startup
window

The first time you open Outlook,

you should see this screen.

Click “Next"

Microsoft Outlook 2010 Startup x|
L X

Microsoft Outlook 2010 Startup

Welcome to the Microsoft Outlook 2010 Startup Wizard, which will guide you through the
process of configuring Microsoft Outlook 2010,

<ok [ Net> | cancel |




Account
Configuration

By default, this is the screen you
will see next.

Click “Next"

Account Configuration [ X}

E-mail Accounts

You can configure Outlook to connect to Internet E-mail, Microsoft Exchange, or
other E-mail server. Would you like to configure an E-mail account?

¥ Yes
" No

< Back | Next > I

Cancel




Add New
Account

Add New Account

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

' E-mail Account

Your Name: ISara Brissenden-Smith

Example: Ellen Adams

This screen comes up next, with

th e fle ld sem pty Of course E-mail Address: Isbrissendensmith @habitatgsf.org
' Example: ellen@contoso.com
Add your name P [

Retype Password: I xxxxxxxxxxx =
Type the password your Internet service provider has given you.

Add your email address

Type in your password
(" Text Messaging (SMS)

Retype your password

. " Manually configure server settings or additional server types
*Passwords in most cases are_
your “domain” password - this
is the password you use when <o [ Nea> | conce
logging onto your Windows
computer. Try this first

*In some cases, this is a
separate Outlook email
password that you use. Try this
second

When finished, click “Next.”



Add New
Account

The screen on the top right
appears next.

When the connection, server
settings, and lo? in are
successful, you'll see the screen
shown on the bottom right. Be
patient, it takes a minute.

If you are successful, click
“Finish.”

If you see a message that the
connection was unsuccessful,
click “Back,” recheck your
credentials for spelling, and/or
try the email password (if you
have one separate from the
domain pw).

Click “Finish” once successful.

Add New Account [x]

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
~/  Establish network connection

&) Search for sbri i i server settings

Log on to server

Add New Account [x]

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
+/ Establish network connection
/' Search for sbrissendensmith @habitatgsf.org server settings
/' Logon toserver

Your e-mail account is successfully configured.

™ Manually configure server settings

Add another account...

Cancel |




Outlook will
launch

Your profile is loading...

Momentarily, you will see a
prompt to enter a User Name.

It is not mission critical what you
enter here, though what you enter
in the fields will %e seen by the
recipient of your emails.

¢ Enter Name and Initials and
click “OK."

Microsoft®

Outlook2010

Loading Profile

caoffice

© 2010 Microsoft Corporation. All rights reserved

Microsoft®

[ [
‘ User Name 2]

Please enter your full name and initials below.

Confi Name: ISara Brissenden-Smith

Initials: ISBSI

na0ffice

© 2010 Microsoft Corporation. All rights reserved.




Outlook loads
emails...

Email Accounts
ppon@crossthedivide zendesk.com>

Help Protect and Improve Microsoft Office 15Office
Outlook mail client will appear and
you will see your emails start to
load from your email server. This
can take several minutes to
complete. Be patient.

o Use Recommended Settings
&

] Install Updates Only
€ et mperse e

v ecommerded wptesfor O, W 306 o Moot ftmre. Offs e e cptral O €
oA o

While that happens, you will see
the the "Help Protect and Improve
Microsoft Office” window.

Click “Don’t Make Changes”




The Outlook
Add-Ins Tab

In the Outlook ribbon, locate the “Add-
Ins” tab. This is the tab and part that
interacts with RE.

If you do not see the add-ins tab, do
the following:

1. Close Outlook

2. Log the user off the Concourse
remote desktop

3. Log the user back into the
Concourse remote desktop

4. Launch Outlook

You should see the "Add Ins” tab now.

If you still do not see the Add-Ins tab
after following the above steps, please
contact us at
support@concoursehost.com

| Home | Send/Receive  Folder  View
. .] L\.,,,D,f «Ignore x I ¥ .aé 3 Meeting | |C3 Move to: ? g To Manager
) %3 Clean Up ~ ¢ - B 32 Team E-mail &/ Done
New  New Delete = Reply Reply Forward &, p - ;
E-mail Hems~ & Junk - All W ‘More k- Reply & Delete 7 Create New
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