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Hosted Exchange Outlook —
additional information.

Multiple profiles.
Yes, you can add several Outlook profiles so that when you start Outlook, you can be offered to
select a particular one.

Multiple email accounts within a single profile.
Yes, you can have several email accounts per profile. However, we would limit them to a max of 5
and 6 for a more powerful PC.

Cached Exchange mode.
If you deal with very large data files (> 20GB) we recommend you disable cached mode.

When Outlook reads email online, it can either download the email onto the computer or it can view
the email online. Downloading the email onto the computer is referred to ‘Cashed Exchange mode’
and Outlook may download a specific date range (6 months — 1-year etc) or all. This is fine if you deal

with small amounts of data.

Once your datafile get close to about 20GB, we recommend you disable cached mode or set it to a
period of 1 year or less.

In Outlook, select “File” > “Account Settings” > “Account Settings”.

Select the Exchange account in the list under the “E-mail” tab, then select “Change...”.

Un check the “Use Change Account x
Cached Exchange Server Gettings

Mode" bOX to disable Enter the Microsoft Exdhange Server setbngs for your acoount.

it.

User Name:

Offline Settings |

[ use cachea Exchange mode

More Settings ...

Cancel
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Database over 50Gb.

Outlook can only download a maximum of 50Gb by default. Once a datafile gets over 50Gb, Outlook
and the computer may become unstable. If you need to exceed 50Gb and understand the risks, we
can increase this to 200Gb.

Set Outlook to check for new email every 5 minutes.
File, options, Send and receive, and set the following.

ren =
General
il Use pen to select and interact with content by default
Export
Calendar pe Send/Receive Groups X
People p i s p .
B & Fxport Outlook information to a file for use in other program Export (&je, ASend/Receive group contains a collection of Outlook accounts and
Tasks ‘.,“’ folders. You can specify the tasks that will be performed on the group
= = quring 3 senayreceive.
RSS Feeds
Search Group Name Send/Receive when
Language [\; Any RSS Eeed item that is updated appears as new All Accounts Onlineand Offline,___ | | New.
face of Access Synchronize RSS Feeds to the Common Feed List (CFL) in Windows cait
Customize i /7N Setsend an receive satings orincerming and cutgoing tems. Remove
K/
Quick Access Toolbar by wi
v| Send immediately when connected Rename
Add-ins
Developers Setting for group “All Accounts®
Trust Center
3-]  Configure advanced custom forms options. Custom Forms... Include this group in send/receive (F9).
S Show add-in user interface erors Schedule an automatic send/receive every | 5 3| minutes,
[ Perform an automatic send/receive when exiting.
International options When Outlook is Offline
g Use English for message flag labels Include this group in send/receive (F9).
Use English for message headers on replies and forwards and for forward notifications. [scnedule an automatic send/receive every |5 5| minutes.
v| Automatically select encoding for outgoing messages
.
Prtencencating for cutging messags. | Wt Eropeon (501 Ccee

| Automatically select encoding for outgoing vCards
Preferred encoding for outgoing vCards: | Western European (Windows) =

| Allow international domain names in email addresses

| Allow UTF-8 support for the mailte: protocol -

oK Cancel

Disable add ins.
Sometimes add ins can conflict with the operation of Outlook. If you need to disable them, go to,
File, Options, Add-ins and disable any you feel are unnecessary. They may be added back in later.

Export your IMAP or hosted Exchange data to a .PST.

Outlook stores IMAP and Hosted Exchange email in an .OST file and not a .PST. However, you may
export your outlook data to a .PST for backup. Go to File, Open and Export and select Import/Export.
Then select Export to a file, Next, select ‘Outlook Data File (.pst), Next, then make sure you are
selecting the entire data file and not a sub folder, then ensure you have ticked ‘Include subfolders’,
Next. At this point you can select both the filename of the backup and the destination folder, which
may be to a shared network folder or even a removeable drive.

Get header information from an email.

We may request the header information from an email if we need to trace an email on your behalf.
This is a useful feature if you need IP addresses or domains checked for Blacklisting. Within outlook,
open the email, go to File and Properties. The internet headers will be in the box at the bottom of
the window. You can copy and paste it all into a txt or word document for analyses.
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