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Microsoft Exchange Client Setup
for
RCEs and Title XI Soldiers

To setup a users profile for Microsoft Exchange Client 5.0, the following must be performed.  The first thing that needs to be done is to create a new folder named Exchange.  You can do this by opening the “File Manager” or “Windows Explorer” programs.  Follow the menu bar to create this directory/folder.

At the “Desktop” or main screen, RIGHT CLICK on the “Inbox” Icon.  A drop-down box will appear.  Select “Properties”.
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After you have clicked on “Properties”, another window will open (Figure 2).  This will show the current profile(s) if there is any.  To see the profiles, or, to create one, click on the “Show Profiles” box (Figure 2).  Another window will open (Figure 3).  This window will indicate the different profiles built, if any.
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(Figure 2)






(Figure 3)
To add a new profile, click the “Add” button on the “General Tab” (Figure 3).  Another window will appear (Figure 4).  

With your mouse, check the box named “Manually configure information services”.  Then click the “Next >” button (Figure 4).
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(Figure 4)

A new window (Figure 5) will open.  Enter a new name for this profile in the white box next to “Profile Name”.  Then, click the “Next >” button to continue.
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(Figure 5)

A window with 3 tabs will open (Figure 6).  The tabs are named “Services”, “Delivery” and “Addressing”.  To add a new profile, click on the “Add” button.
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(Figure 6)

A window named “Add Services to Profile” will open on top of the previous box (Figure 7).
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(Figure 7)

Click on “Personal Folders”.  When it is highlighted, click “OK”.  
IMPORTANT!  When creating “Personal Folders” and “Personal Address Books”, Windows 95 automatically defaults to the “Windows” directory (Figure 8).  This is not the correct location.  All mail files should be created and stored in the “Exchange” directory.

When this window appears, you will need to “Click” on the “Up One Level” icon (Figure 8)
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(Figure 8)
This will take you from the “Windows” directory to the “Root” directory of your hard drive (Figure 9)  Double click on the “Exchange” directory to open this folder.
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(Figure 9)
After the folder is open, note bottom portion under “File name” (Figure 10)  The default entry is *.pst.  You will need to remove the asterisk (*) and replace it with your last name or “UserID.  After you have entered your last name or UserID, ensure there is .pst next to it, and then click the “Open” button.
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(Figure 10)
After you have clicked the “Open” button (Figure 10), the window in Figure 11 will appear.  Here you have the opportunity to change the “Encryption Settings” and/or Password code your files.  

After you have verified that the file name is correct and is located in the C”\EXCHANGE\userid.pst folder, click “OK” to continue.  You will be brought back to the “Setting Properties” (Figure 12)

IMPORTANT!  It is highly recommended you do not password code your personal files.  If you password code them and forget or loose the password, there is no way to retrieve the files.  They will be locked forever!
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(Figure 11)
To continue adding services, “Click” the “Add” button again.
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(Figure 12)

This time, you need to select “Personal Address Book”, then click “OK” (Figure 13)
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(Figure 13)
A new window “Personal Address Book” (Figure 14) will open.  Again, the path for this file has defaulted to the “Windows” directory and a default name of “Mailbox.PAB.  To change the location and name, click on the “Browse” button.  Again, you will be taken to the “Windows” directory (Figure 15)
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(Figure 14)
Once again, you will need to “Click” on the “Up One Level” icon (Figure 15) in order to get to the Exchange folder in the root directory.
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(Figure 15)
Once you are at the “Root” directory, you will need to select and open the “Exchange” folder (Figure 16).
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(Figure 16)
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(Figure 17)

After you have opened the Exchange Folder, you will need to change the default entry at the bottom listed under “File name”.  Remove the default “Mailbox” and replace with your last name or UserID.  Ensure there is *.PAB after your last name or UserID.  (Example: BEECH.PAB (Figure 18)).  

Then click “Open”.
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(Figure 18)

After you have click the “Open” button, another window (Figure 19) appears so you can verify the file location is correct.  Once verified, click the “OK” button to continue.
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(Figure 19)

You will then be brought back to the “Services” area (Figure 20).  Again, click on “Add” button to continue setting up the profile.
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(Figure 20)
At Figure 21, you need to select “Microsoft Exchange Server” and then click “OK”.
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(Figure 21)
A window “Microsoft Exchange Server”  (Figure 22) will open.  In the box named “Microsoft Exchange Server”, you need to type in TASS-EXCHANGE.  In the Mailbox area, you need to type in your UserID.

IMPORTANT!  You have to be on line to complete this portion.
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(Figure 22)

When you are on-line and logged into TASSNet, at this point (Figure 22), with your UserID type in the Mailbox area, you will need to click “Check Name”.  It will take a few minutes for your computer and the server to verify you have the correct UserId listed.  After it finds your UserID, your ID will be replaced with your name underlined (Figure 23).

After your name has been verified by TASS-EXCHANGE, click “OK” to continue.
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(Figure 23)
You will then be brought back to the “Properties” box (Figure 24).  At this point to finish setting up your profile, click “OK” at the bottom of the box.
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(Figure 24)
Figure 25 will then appear.  Ensure the box “Do not add Inbox to the Startup group” is checked/selected and then click “OK” to continue.
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(Figure 25)
The next window (Figure 26) will appear stating the services you added to your profile and that you are done.  Click the “Finish” button to complete the Profile setup.
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(Figure 26)
You will then be brought back to where you began.  If you are finished adding profiles, you can select a specific profile to be used everytime you activate Exchange by clicking on the “Drop-down” box and the bottom and selecting the proper profile (If you have more than one).  After you have finished selecting your default profile, click “Close” at the bottom of the box (Figure 27).  You are now ready to begin sending and receiving e-mail.
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(Figure 27)

The TRADOC Coordinating Element ISO prepared this installation guide.  Any comments or recommendations should be addressed to SGM Beech, DSN 680-5513 or e-mail beechg@tass.monroe.army.mil.
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