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Introduction
Prerequisites
This course requires the following setup;
· Microsoft Exchange Server 2007 or 2010 for Exchange mailboxes and distribution groups
· Each classroom computer (workstation) must have Windows Vista or later (Windows 7, Windows 8 etc.) installed.
· Each workstation must be joined to the domain that hosts the Exchange Server. 
· An activated copy of Outlook 2010 is required on each class computer
Overview
Class setup consists of three main tasks: 
· Creating recipients (users with email accounts) on the Exchange Server
· Creating Outlook profiles on classroom workstations.
· Configuring Outlook with course data.
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Preparing Exchange Server
If you do not have permission to create recipients on the Exchange Server, please ask your Messaging Administrator for assistance.
Creating Mailboxes
Please create Mailboxes and Distribution Groups in Exchange as indicated in Table 1 below.

	Student Accounts


	Create a mailbox for each student. If the corresponding Active Directory account does not exist it must be created.
An even number of mailboxes is required so that students can work in pairs. If there are an uneven number of students, create one more account to round up the numbers. The Instructor can access the extra student mailbox via OWA and partner with the unpaired student for exercises.
Use a simple, incremental user name convention like StudentX, where X corresponds to the student number, e.g.: Student1, Student2, etc.
If the mailboxes exist from a previous course they can be used again but you need to verify that the account passwords have not expired and that the account can log in.

	Instructor Account
	Create a mailbox for the instructor. Name the account Instructor.

	Passwords
	The passwords of your student and instructor accounts should comply with your security policy. The password should be safely documented and made available to the class only when required.

	Groups
	Create a Distribution Group called Class that contains all the students and the instructor recipients.



[bookmark: _Ref377287372]Table 1: Mailbox Setup
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Preparing Outlook
Overview
Each class session should appear to be the first time that anyone is using Outlook on each student workstation. This section covers steps that should be performed once on the first occasion that the classroom computers are used for this course, and steps that used to prepare classroom computers for repeat delivery.
Log on to Workstation
Assign each workstation to a student. For example, the first workstation goes to user name Student1, etc., matching the names used on your Exchange Server
Log on to Windows with the user account created for the person that will be using that workstation.
Install Office
If Office is not already installed, please install a default installation (i.e.: do not add or remove any options) of Office 2010. 
Please activate Office 2010.
Create the Outlook profile
Before a student can use Outlook for the first time on a workstation, you must create a user profile on that workstation. Subsequent students can use the previously prepared profile.
Start Outlook.


As Outlook opens for the first time, it will display the Microsoft Outlook 2010 Startup screen, as shown in Figure 1 below. 
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[bookmark: _Ref346528158]Figure 1: Microsoft Outlook 2010 Startup screen
Click Next.
On the E-mail Accounts screen shown in Figure 2 below, ensure the Yes option is selected and click Next.
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[bookmark: _Ref346528322]Figure 2: The E-mail Accounts screen
The Auto Account Setup screen is displayed, as shown in Figure 3.
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[bookmark: _Ref346528423]Figure 3: The Auto Account Setup screen
The Auto Account Setup screen will help Outlook “Autodiscover” the necessary settings and automatically create the Mail profile. Type in the name, email address and password information of the user and click Next.
This should successfully connect to Exchange and update Outlook with all the content on the server. If you are prompted to add a Hotmail account, please click No.
If Outlook cannot communicate with the Exchange server to automatically set up the profile, refer to the following article on Microsoft’s website; How to create and configure email profiles in Outlook.
If manual profile creation also fails please ask your Messaging administrator for assistance.
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Overview
The course data folder on the courseware CD/DVD includes a .pst file that contains draft email messages, contacts, notes and tasks that need to be imported into the student mailboxes.
Copy Mailbox.pst to Hard Disk
The mailbox.pst file on the data disk contains the initial data you need to add to Outlook on student’s computer. This data includes draft messages, contacts, notes and tasks that the student will use in the practical exercises. 
Copy the mailbox.pst file to the default mail folder on each workstation. For Windows Vista and Windows 7 this path is drive:\Users\user\AppData\Local\Microsoft\Outlook, where “drive:” is the drive letter where Windows was installed, (typically this is C:), and “user” is the name of the student user account. For more information see the article; Where does Microsoft Outlook 2010 save my information and configurations?
Add the Data File
Once the mailbox.pst file has been copied to the correct location, switch to Outlook and begin the import process.
In Outlook, click the File button to access Backstage View.
Click the Account Settings button, and on the context menu, select Account Settings, as shown in Figure 4 below.
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[bookmark: _Ref346539654]Figure 4: Access Outlook Account Settings


On the Account Settings screen, Change to the Data Files tab, as shown in Figure 5.
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[bookmark: _Ref346539769]Figure 5: Data Files tab on Account Settings
Click the Add button and the Create or Open Outlook Data File dialog box will be shown, (see Figure 6)
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[bookmark: _Ref346539982]Figure 6: The Create or Open Outlook Data File dialog box
If the mailbox.pst file is not shown, browse to the location where you copied it on to the hard disk, select the file and click OK.
Note: Do not attempt to browse to the file on a CD or DVD drive, Outlook cannot open .pst files from read-only media.
If the file is successfully added, it will display in the Data Files tab on Account Settings, as shown in Figure 7
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[bookmark: _Ref346540193]Figure 7: The Data Files tab on Account Settings
Click Close.


Importing Data
Once the data file is visible in the folder list, begin copying items to the user’s mailbox. Begin by switching to the Folder List view so that you can see the Contact, Notes and Tasks folders, as well as the Mail folders.
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On the Instructor workstation, go to the Drafts folder in the Outlook Data File; select all the content and drag-and-drop the items in the corresponding folder in the user’s mailbox.
Repeat this process to copy the contents from the Contacts, Drafts, Notes and Tasks folders. Also please copy the Restaurant Mail folder to the mailbox.
On the Student workstations, only copy the Contacts, Notes and Tasks folders. As well as the Restaurant Mail folder. Do not copy the Drafts.
Remove the Data File
Use the steps previously described to access the Data Files tab on Account Settings.
Select the Outlook Data File (should point to mailbox.pst) and click Remove.
Click Yes to confirm and Close to close the Account Settings dialog box.


Send Emails
Note: Perform this task only on the Instructor workstation.
Go to the Drafts folder.
Open each message, address it to the Class distribution group and send the message.
[bookmark: _Toc346633763] Checking Your Setup
After you’ve configured Exchange Server and each workstation, check each workstation as follows;
· Log off and log on again with the assigned user name
· Make sure the three messages from the Instructor appear in the Inbox
· Verify that the Contacts, Tasks and Notes folders contain the content copies across in the earlier steps
· Verify that the Address Book is accessible
· Verify that the Outlook Data File has been removed.
[bookmark: _Toc290647816][bookmark: _Toc346633764]After Training…
After each course, delete the content created by the students in each mailbox and import the Contacts, Notes, Restaurant Mail and Tasks folders from the mailbox.pst. Resend the messages required for the course. The files in the mailbox.pst file are not modified during the course and don’t need to be replaced.
Hint: Talk to your Messaging administrator about setting up either PowerShell scripts or Message Records Management policies that will automatically delete mailbox content after the course.
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