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1 Introduction

1.1 Purpose of Document

Target Audience: End users of NHSmail 2 who require assistance to configure the
system for use on a desktop application

This document contains step-by-step instructions for setting up Outlook 2007, Outlook 2010,
Outlook 2013 and Outlook 2016.

The NHSmail 2 helpdesk can assist users with queries about supported email programmes
which NHSmail 2 has been designed to work with (Outlook 2007, 2010, 2013 and 2016). The
helpdesk is unable to offer assistance with unsupported email programmes (all apart from
those listed above), so you should refer to your local IT helpdesk.

Background information for Network Administrators: all NHSmail 2 traffic is encrypted
between the client and the NHSmail 2 service including Outlook which uses Outlook
Anywhere (RPC over HTTP) or ‘MAPI over HTTP’ protocols both using port 443.

2 Connection methods

The recommended method of connecting your email programme to the NHSmail 2 service is
to use Microsoft Outlook 2013 SP1 using protocol MAPI over HTTP. Legacy clients Outlook
2007 SP3, Outlook 2010 SP1 and Outlook 2013 RTM will connect via Outlook Anywhere.

‘MAPI over HTTP’ and ‘Outlook Anywhere’ enable users to access NHSmail 2 securely and
efficiently, even if they are working outside a/their health and social care organisation.

‘MAPI over HTTP’ and ‘Outlook Anywhere’ also enable users to make full use of key
NHSmail 2 features such as accessing shared folders, shared calendars and the NHS
Directory.

Note: LOAs will have the option to disable ‘Outlook Anywhere’ for users via the Portal. If
‘Outlook Anywhere’ is disabled, users will not be able to use Outlook on their personal laptop
computers.

Outlook Anywhere supported versions:

e Outlook 2013.

e Outlook 2010 SP1 with November 2012 Cumulative Update (available from
http://support.microsoft.com/kb/2687623).

e Outlook 2007 SP3 with November 2012 Cumulative Update (available from
http://support.microsoft.com/kb/2687404).

e Entourage 2008 for Mac, Web Services Edition.

e Outlook for Mac 2011.

Note: Microsoft recommends using the latest available updates for Outlook 2016, Outlook
2013, Outlook 2010 and Outlook 2007.

MAPI over HTTP supported versions:

Page 3 of 40 Copyright © 2015 Health and Social Care Information Centre


http://support.microsoft.com/kb/2687623
http://support.microsoft.com/kb/2687404

Desktop Configuration Guide for NHSmail 2 V1.0

e Outlook 2016.
e Outlook 2013 SP1.
o Outlook 2010 SP2 and updates KB2956191 and KB2965295 (April 14, 2015).

If you do not meet these requirements for ‘MAPI over HTTP’ & ‘Outlook Anywhere’ and you
want to use an email programme, you will have to:

e Use an IMAP or POP connection over an N3 connection (which limits the features of
NHSmail 2 such as Out of Office messages, shared folders, shared calendars, the
NHS Directory and more).

o Upgrade your version of Windows/Outlook. Contact your local helpdesk for more
details on how to upgrade.

Otherwise, you can use the NHSmail 2 service through the web portal at www.nhs.net.

3 Checking your version of Windows

In order to use ‘MAPI over HTTP’ and ‘Outlook Anywhere’ you need to be using Windows 7,
Windows 8, Windows 8.1 or Windows 10.

To check the version of Windows that is running on your PC, follow the link below from the
PC you wish to check:
http://windows.microsoft.com/en-gb/windows/which-operating-system

This Microsoft site will automatically check which version of Windows is running on your PC,
returning the following message: ‘This PC is running: Windows (7/8/10)’.

4 Checking your version of Outlook

In order to use Outlook Anywhere you need Outlook 2007 or a later version of Outlook. The
exact method of checking which version of Outlook you are using depends upon the version
itself.

4.1 Checking Outlook 2007 version

Follow the steps below to check your Outlook version on Outlook 2007:

1. Once you have logged into Outlook, click on the Help menu
2. Select About Microsoft Office Outlook
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[~ Inbox - Microsoft Qutlook

File Edit View Go Tools Actions | Help h
JJME'W - @ E b & Reply (3 Rep gy Microsoft Office Outlook Help  F1
i 7 Microsoft Office Online
Mail « [|L4 Inbox
- Contact Us
Favorite Folders % |||search Inbox
= Check for Updates
P - Arranged By: D
- Unread Mail : Disabled Items...
(=] sent Items There arenoit
E¥  Office Diagnostics...
Mail Folders &
Activate Product...
L] All Mail Items -
= Privacy Options...
:IféffPermnaanlders - —
@ Deleted Items About Microsoft Office Qutlook

The version of Outlook that you are using is displayed at the top of the About Microsoft
Office Outlook window.

Important: If you are using Outlook 2007, the version must be 12.0.6665.5003 or later. If
your version is in between 12.0.4518.1014 — 12.0.6665.5003 you may not be able to use
your NHSmail 2 email account. Screenshots from an unsupported and supported version of
Outlook 2007 are shown below.

" About Microsoft Office Outlook [~ B[]

I Microsoft® Office Outlook® 2007 (12.0,4518, 1014) MSO (12.0.4518.1014) |
“Part of Micrdsoft OTcE Protessiona mEm—m———————
{© 2006 Microsoft Corporation. Al rights reserved.

Portions of International ComectSpell™ spelling comection system @ 1993 by Lernout & Hauspie Speech
Products M.V, All rights reserved. The American Heritage® Dictionary of the English Language, Third
Edition Copyright € 1992 Houwghton Mifflin Company. Electronic version lioensed from Lernout & Hauspie
Speech Products NV, All rights reserved.,

Microsoft® Office Outlook® Cipher Strength 128 bits.  Portions based on Entrust™ Saouity Technology
Copyright © 19%4-1996. Northern Telecom Limited.

Windows® Internet Exploren® Cipher Strength 128 bits. Contains seounity software licensed from RGA
Diata Seouity Inc.

Seamity Mode: Default

This product is licensed to:
Admin

Product ID: 89392-714-1988236-65551

View the Microsoft Software License Terms

Screenshot from unsupported version
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About Microsoft Office Outlook @E|

ﬁcrusuft@ Cffice Cutlook® 2007 (12.0.6665,.5003) SP3 MEE (12.0,
Part OF Microsont orfce Protessonal soor

2006 Microsaft Corporation. &l rights reserved,

Pottions of International ComectSpell™ spelling correction systern € 1992 by Lernout & Hauspie Speach
Products MM, &l rights reserved, The Armerican Heritage® Dictionary of the English Language, Third
Edition Copyright € 1932 Houghton Mifflin Cornpany, Electronic wersion licensed Fromn Lemaut 2 Hauspie
Speech Products HA. All rights reserved.,

MicrasoftE Office Outlook® Cipher Strength 128 bits, Portions bazed on Entrust™ Security Technalogy
Copyright € 19941996, Mortham Talecarn Lirnited,

WindowsiE Intermet ExplorenE Cipher Strength 123 bits, Contains secutity software licensed from ESA
Crata Security Inc,

Secutity Mode: CreFault

This product is licensed to:

Lest

Produck ID:  89392-714-4565994-65090

Wiew the Microsoft Software License Terms

Mfarning: This computer program is protected by copwright lavwe and international l """""""""" o l
kreaties, Unauthorized reproduction o distribution of this program, or any portion of - & d
it, may result in severe civil and criminal penalties, and will be prosecuted to the
maximum extent possible under the law,

[ System Info... ]

[ Tech Support. .. ]

Screenshot from supported version

Once you have established that you are using Outlook 2007, go to the Configuring Outlook
2007 section of this document to set up your NHSmail 2 account.

4.2 Checking Outlook 2010 version

Follow the steps below to check your Outlook version on Outlook 2010:

1. Once you have logged into Outlook, click on the File menu
2. Select Help

The version of Outlook that you are using is displayed on the right of the Help window.

Important: You need to use version 14.0.6126.5003 or later. If not, you may not be able to
use your NHSmail 2 email account.

Once you have established that you are using Outlook 2010, go to the Configuring Outlook
2010 section of this document to set up your NHSmail 2 account.
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= Getting Started
Lo See what's new and find resources to help

Print you learn the basics quickly.
I' Help z Contact Us
@ Let us know if you need help or how we can
i) Options make Office better,
it Tools for Working With Office

Optiens
@ Customize language, display, and other
program settings.

Check for Updates
Lgl Get the latest updates available for Microsoft
Office,

m\ Home Send / Receive Folder WView ]
-l Support =
uppe s o Microsoft®
Microsoft Office Help Dato I I Ice
Info Get help using Microsoft Office.
Open Product Activated

Microsoft Office Professional Plus 2010

This product contains Microsoft Access, Microsoft Excel, Microsoft SharePoint Workspace,
Microsoft OneMote, Microsoft Outlook, Microsoft PowerPoint, Microsoft Publisher,
Microsoft Werd, Microsoft InfoPath.

About Microsoft Qutlook
. & & _§ _§ _§ _§ &R R R __J

I‘u‘ersiun: 14,0.7159.5000 (32-bit) I
bzl sinuels i allsien (ot mnlss aate s m gesaeanlti)
Part of Microsoft Office Professional Plus 2010
@ 2010 Microsoft Corporation. All rights reserved.
Microsoft Customer Services and Support
Product 10:02257-213-1387504-49074

Microsoft Software License Terms

4.3 Checking Outlook 2013 version

Follow the steps below to check your Outlook version on Outlook 2013:

1. Once you have logged into Outlook, click on the Office Account menu

2. Select About Outlook

0 | About Outlook

I Learn maore about Outlook, Support, ProductID, and Copyright information.

Ahout I
Outlook "

Print
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The version of Outlook that you are using is displayed at the top of the About Microsoft

Office Outlook window.

Ahout Microsoft Outlook @

F----------------------

tﬂlcrnsnﬁ:@ 0utlcn:uk® 2[!13 [15 IJ 4569 15[!3] MSO_[lS 0.4564, 15[!6] 32 bit '
Part of MIErDSDﬁ: Ofﬂce F‘ru:ufessu:unal F'Ius 2013

ProductID: 00215-90014-65192-25169
“Wiew the Microsoft Sofbware License Terms

Partions of International CorrectSpell™ spelling correction system & 1995 by Lernout &
Hauspie Speech Producks MY, All rights reserved, The American Heritage® Dictionary of the
English Language, Third Edition Copyright @ 1992 Houghton Mifflin Company. Electronic
wversion licensed from Lernout & Hauspie Speech Producks bYW, Al rights reserved,
Microsoft® Qutlook® Cipher 3trength 256 bits, Portions based an Entrust™ Security
Technology Copyright © 1994-1996, Morthern Telecam Limited.

Windows® Internet Explorer® Cipher Strength 256 bits, Contains security software licensed
from R4 Data Security Inc,

Security Mode: Default

-

Once you have established that you are using Outlook 2013, go to the Configuring Outlook
2013 section of this document to set up your NHSmail 2 account.

4.4 Checking Outlook 2016 version

Follow the steps below to check your Outlook version on Outlook 2016:

1. Once you have logged into Outlook, click on the Office Account menu
2. Select About Outlook
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The version of Outlook that you are using is displayed at the top of the About Microsoft
Office Outlook window.

Ahout Microsoft Outlook -7 |3
F----------------------

Microsoft® Outlook® 2016 (15.13.1) M
| N W N ¥ L AN N N |
Part of Microsoft Office 2016

ProductID: 00215-90014-65192-A4169

Wiew the Microsoft Sofbware License Terms

Portions of International CorrectSpel™ spelling correction system @ 1993 by Lernout & P
Hauspie Speech Products M.V, All rights reserved, The American Heritage® Dictionary of the
English Language, Third Edition Copyright @ 1392 Houghtaon Mifflin Company. Electronic
wersion licensed from Lernout & Hauspie Speech Produdts N, All rights reserved,
Microsoft® Outlook® Cipher Strength 256 bits, Portions based on Entrust™ Security
Technology Copyright @ 19941996, Morthern Telecom Limited.

Windows® Internet Explorer® Cipher Strength 256 bits, Contains security software licensed
from RS& Data Security Inc,

m

Security Mode: Default

Once you have established that you are using Outlook 2016, go to the Configuring Outlook
2016 section of this document to set up your NHSmail 2 account.

5 Configuring Outlook 2007

If you are using Outlook 2007 you should make use of Outlook's 'Autodiscover' feature. This
means that during the setup of your new NHSmail 2 profile you only need to enter your
name, NHSmail 2 email address and your NHSmail 2 password. Outlook will then
automatically create your new profile.

Note: after configuring NHSmail 2 using Autodiscover, NHSmail 2 will be opened by default
each time Outlook starts. This means that any email accounts that were set up on the
computer before Autodiscover was run (i.e. local nhs.uk accounts) will not be visible (the
data is not “lost” it is just not visible.)

Your local IT helpdesk can provide you with further guidance about this functionality.

5.1 Using Autodiscover to configure Outlook 2007

Follow the instructions below to use Autodiscover to configure your NHSmail 2 account using
Outlook 2007.

1. Click on Start and select Control Panel
2. Click on User Accounts
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User Accounts
'@ Change account type

3. Click on Mail

4. Click on Show Profiles... in the Mail Setup — Outlook window
5. Click on Add... in the Mail window:

e =

A Mail

General |

The following profiles are set up on this computer:

Add... Remaove Properties Copy...

When starting Microsoft Qutlook, use this profile:
" Prompt for a profile to be used
% always use this profile

| =
QK I Cancel | Apply |

6. Enter your email address in the New Profile Window and then select OK

-::ﬂ Mewe Profile

@ Create Mews Profile 4

e

Profile Mame: Cancel

atiellescotti@nhs.net

In the screen below you will need to populate the fields as follows:
e Type your name in the Your Name field

e Type your email address in the E-mail Address field
e Leave the Password field blank
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o Leave the Retype Password field blank
o Click Next

v

¥ Add Account

Auto Account Setup
Cutlook, can automatically configure many email accounts,

(@) E-mail Account

L R N N N N N N §N N N _§N_§N ]|
Your Mame: l.&riel Lescott

[ § B B _§ B N &N N &N B N _§N _§n ]
Example: Ellen Adams

E-mail Address: lariel.lescott@nhs.net
LN N N N N N N N N N N N _§N J
Example: ellen@contoso.com

Pazsweord:
Retype Password:

Type the password your Internet service provider has given you,

(") Manual setup or additional server bypes

o s o]
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7. Outlook will begin to search for the configuration settings. After a few seconds a
dialogue window will open
e Type your NHSmail 2 email address in the Email Address field
e Type your NHSmail 2 password in the Password field

| {ﬂ Connect tn'mn “‘ﬁ
IF :ll"\\

Connecking bo s S "
ERL L1 [ SSTEHE TP TR T 4

F------------

User name: |ﬂ atiel lescott@nhs. net v_!
r—-—-—-—-—-—-—-—-—-—-—-—-
Password: sessssnnel |

[ remember my passwaord

[ 0] 4 ] [ Cancel

8. Click on OK
9. Once Outlook has finished detecting the configuration settings, select Manually
configure server settings in the bottom left of the Add New Email Account window
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Congratulations!

Configuring

Configuring e-mail server settings. This might take several minukes:

"  Establish network connection
"  Search for Alescott@eide nhs,net server settings
+"  Logontoserver

i E:gl Your e-mall account ks successfully configured to use Microsoft Exchange.

< Back 1 Mesck = I[ Cancel ]

10.Click on Next
11.Click on More Settings and then view the Connection tab
12.Click on Exchange Proxy Settings
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Jg:-. Microsoft Exchange

| izeneral | Advanced | Security i Connection ! Remote Maill

Conneckion

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

@ Connect using ry Local Area Nebwork (LAM)

() Cannect using my phone line

() Connect using Internet Explorer's or a 3rd party dialer

Maderm

Properties...

Cutlook, Anywhere

IJze the Following Dial-Up Mebwaorking conneckion:

add...

Connect o Microsaft Exchange using HTTP

Exchange Proxy Setkings...

I

][ Cancel ] apply

13.Tick the option for On fast networks, connect using HTTP first, then connect

using TCP/IP

Connection settings

https:ff  outlook.nhs.net

Connect using S50 only

mestd: *,nhs.net

Proxy authentication settings

Microsoft Exchange Proxy Settings

Microsoft Cutlook can communicate with Microsoft Exchange over the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets. Select the protocol and the
identity verification method that you want to use. If you don't know which options to
select, contact your Exchange Administrataor,

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

Only connect to proxy servers that have this principal name in their certificate:

-
IOn fast networks, connect using HTTP first, then connect using TCP/IP
|— L & & &N N N N N _§ &8 § N § N § § N § §N N |}
On slow networks, connect using HTTP first, then connect using TCP/IP

Use this authentication when connecting to my proxy server for Exchange:

o

[NTLM Authentication

7

14.Click on OK, then OK and then Finish
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15.1n the Mail window, select Always use this profile and ensure that the correct profile
is displayed in the drop-down menu

1) Mail

General |

:@ The following profiles are set up on this computer:

Add... Remove I Properties I Copy...

When starting Microsoft Office Outlook, use this profile:
" Prompt for a profile to be used

F I B D B N S -
I ' Always use this profile

|alescott@o~- W nhs.net LI

oK | Cancel | Apply |

16.Click on OK

5.2 Connecting to NHSmail 2 (logging in to Outlook)

When you open Outlook using your NHSmail 2 profile, a dialogue window will prompt you to
enter your user name and password.

e Enter your NHSmail 2 email address in the User name field.
o Enter your NHSmail 2 password in the Password field.
o Click OK.
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(¥ Connect to Meles Ml met sl 08 |7 | (23]

R
o
Cannecting Lo M. e . b
e b el e it S B - il
L 8 B B B =B =B B 8B 8B __§_ ]|
User name: arigl. lescott@nhs. net - I. 2
t-----------J
Password; i oooossees |
& N B N B &N N N &N N _§N _J
[ remember my passward
[ ik ] [ Cancel

5.3 Remember my password

Outlook will not remember your NHSmail 2 password by default. If you want your password
to be entered automatically at log in, select the Remember my password tick box. If you do
not do this, you will need to enter your password each time you open Outlook and connect to

NHSmail 2.

6 Configuring Outlook 2010

If you are using Outlook 2010 you should make use of the Outlook 'Autodiscover' feature.
This means that during the setup of your new NHSmail 2 profile you only need to enter your
name and your NHSmail 2 email address. Outlook will then automatically create your new

profile.

6.1 Using Autodiscover to configure Outlook 2010

Follow the instructions below to use Autodiscover
Outlook 2010.

1. Click on Start and select Control Panel
2. Click on User Accounts

8,

User Accounts
'E:.:E' Change accoun

to configure your NHSmail 2 account using

t type

3. Click on Mail
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4. Click on Show Profiles... in the Mail Setup — Outlook Window
5. Click on Add... in the Mail window:

ra "~

B Mail

(Zeneral |

The following profiles are set up on this computer:

L _ B |
r Add... _I Remove Properties Copy...

When starting Microsoft Outlook, use this profile:
™ Prompt for 2 profile to be used
¥ aAlways use this profile

| =
| QK I Cancel | Apply |

6. Enter your email address in the New Profile Window and then select OK

0¥ Mews Prafile
-!:a Create Mew Profile
Profile Mame:

atiellescott@nhs. net

In the screen below you will need to populate the fields as follows:

o Enter your name in the Your Name field
e Enter your email address in the E-mail Address field
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o« Leave the Password field blank

o Leave the Retype Password field blank
e Click Next

3

c:ﬂ Add Account

Auto Account Setup
Cutlook can automatically configure many email accounts.,

(@) E-mail Account

L R N N N N N N _§N N N _§N_§N ]|
Your Mame: |Arie| lescott
L § B B N N N N N N B &N _§N _§n ]
Example: Ellern Adams

LR N N N N N N §N N N _§}N_§~N ]|
E-rnail Address: lariel.lescntt@nhs.net
L B B B &N B B &N B B N _§N _§N ]
Example: elleni@contoso.com

Password:
Retype Password:

Type the password your Internet service provider has given you.

(7 Manual setup or additional server bypes

T e

You will then be asked to enter your NHSmail 2 password.
Important: do not tick the ‘Remember my credentials’ box.
7. Click OK.

Windows Security

Microsoft Outlook
Connecting to ariel.lescott@nhs.net

Ariel Lescott

|
"] Remember my credentials

Use another account

l OK l! Cancel

Copyright © 2015 Health and Social Care Information Centre
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Your NHSmail 2 account is now configured to work with Outlook 2010. Click Finish.

Congratulations! b

Configuring

Outlook is completing the setup for vour account, This might take several minutes,
Establishing netwoark connection
" Searching for alescott@eseie nhs.net settings
+"  Logaing on to the mail server

Congratulations! Your email account was successtully configured and is ready to use,

[7] Change account settings | Add another account.. |

8. Open Outlook
9. Click File, Info, then Account Settings

Home Send / Receive Folder Wieww

ﬂ Save &3

@_g Save Attachments

Account Information

—

ariel.lescott@nhs.net
Microsoft Exchange

gp Add Account

F----‘

1 Account Settings

] @1 Modify settings for this account, and configure
o,

|

|

additional connections,
Account

- Access this account on the web,
Settings ~

__Lttes:ir.'email.demn.hattlecat.tu.uk;’uwag

_l Account Settings...

5. Add and remove accounts or change I
existing connection settings, |
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10.Double click your account name in the E-mail tab

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

G New... ‘P Repair... P& cChange... @@ SetasDefaulk P Remove # &

ariel lescott@nhs net Microsoft Exchange (send from this account by default)

11.Click the More Settings button

Server Settings
Enter the information required to connect to Microsoft Exchange or a compatible service,

Type the server name for your account, If you don't know the server name, ask your
account provider,

Server: examplesever@nhsnet
Use Cached Exchange Mode

Type the user name For your account.

User Mame: |ariel_lesc0tl@nhs_net |

I| More Settings ... :

< Back || Next > |[ Cancel ]

12.Select the Connection tab and then the Exchange Proxy Settings... button
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Microsoft Exchange
| General I Advanced | Security | Connection

Coninection

|Ise these settings when connecting to Microsoft
Exchange when working offline:

i@ Connect using my Local Area Metwork (LAN)

(71 Connect using my phone line

() Connect using Internet Explorer's or & 3rd party dialer

Modem

Ilze the Fallowing Dial-Up Metwarking connection:

| - |

| Properties... | | Add... |

Qutlook Anywhere
Connect to Microsoft Exchange using HTTP

Exchange Proxy Settings...

l Ok ][ Cancel H Apply

13.Tick the option for On fast networks, connect using HTTP first, then connect
using TCP/IP

Microsoft Exchange Proxy Settings E

Microsaft Outlook can communicate with Microsoft Exchange aver the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets, Select the protocol and the
identity verification method that you want to use, If you don't know which options to
select, contact your Exchange Administrator,

Connection settings
Use this URL to connect to my proxy server for Exchange:
https:ff  outlook.nhs.net

Connect using S5L only
Only connect to proxy servers that have this principal name in their certificate:

msstd: * nhs.net
| L & B B B _ B B _&BR &R _§B _§R B §B &R _&B _§B B §B |

On fast networks, connect using HTTP first, then connect using TCP(TP I
) O L S P S RO S S O S

Proxy authentication settings
Usze this authentication when connecting to my proxy server for Exchange:
MTLM Authentication v]

[ CK I [ Cancel
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14.Click OK, then OK again, Next, Finish and Close to return to the main Outlook
screen

6.2 Connecting to NHSmail 2 (logging in to Outlook)

When you open Outlook using your NHSmail 2 profile, you will be prompted to enter your
user name and password.

e Type your NHSmail 2 email address in the User name field

e Type your NHSmail 2 password in the Password field

e Click OK

15} Connect to Maliemi: Sl aet s o |7 |[w3m]

__ﬁ

1
’11
Connecting to MR e
ot I e e ot i i e
- L N N N N N N R | -v'
Ilser name: Q ariel, Iescntt@nhs net Ty L
N

Password: I FEERERRED i

[ remember my password

[ Ok, ] [ Cancel

6.3 Remember my password

Outlook will not remember your NHSmail 2 password by default. If you want Outlook to enter
your password automatically, select the Remember my password tick box. If you do not do
this, you will need to enter your password each time you open Outlook and connect to
NHSmail 2.

6.4 Add another account to your NHSmail 2 account

To add another account to your NHSmail 2 account:

1. Open Outlook 2010 and click on File
2. Select Account Settings, then Account Settings again
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I“ Home Send / Receive Folder View

B saveas

: Account Information
@Q Save Attachments

ariel.lescott@nhs.net

&P Add Account
Open e —T
Print Account Settings
Maeodify settings for this account, and configure
Help additional connections.
Access this account on the web.
=31 Option
E <| Account Settings...

Add and remove accounts or change
existing connection settings. 1
[ & & § & & & &N B N B
Delegate Access
Give others permission to receive . : ;
items and respond on your behalf, Automatic Replies (Out of Office)

Download a copy of the Global
Address Book.

Manage Mobile Notifications
Setup SMS and Mobile
Motifications,

g vacation, or not available to respond to e-mail messages.

o Mailbox Cleanup

3. Click on New....

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

Use automatic replies to notify others that you are out of office, on

E-mai | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Baoks

- - -
- i et as Defal
lﬂNﬂ_‘ﬁ'Repar % Change... €9 SetasDefault X Remove # &

Name Type
@ ariel.lescott@nhs.net Microsoft Exchange (send from this account by default)

Selected account delivers new messages to the following location:

——— . - W
in data file C:\Jsers\... \OUHOOK Siais i S s il ab o e
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In the screen below you will need to complete the fields as follows:

« Enter your name in the Your Name field

o Enter your email address in the E-mail Address field
o Leave the Password field blank

o Leave the Retype Password field blank

o Click Next

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

(®) E-mail Account

Your Name: | Ariel Lescott
Example: Ellen Adams

E-mail Address: : ariel.lescott@nhs.net
Example: ellen@contoso.com

Password: l ]

Retype Password: | |
Type the password your Internet service provider has given you.

() Text Messaging (SMS)

) Manually configure server settings or additional server types

A message will ask you to restart Outlook for these changes to take effect.

& You must restart Outlook for these changes to take effect.

The next time you open/log into Outlook, you will be prompted to enter the password for the
new account just added (there may be a second pop-up if the NHSmail 2 account password
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Is not saved). If the passwords for both accounts are saved there will be no password
prompts.

Windows Security -

Microsoft Outlook

Connecting to ariel.lescott@nhs.net

Ariel Lescott

|Fasswcrd

["] Remember my credentials

Use another account

Connect a smart card

[l 3 3

OK | | Cancel

7 Configuring Outlook 2013

If you are using Outlook 2013 you should use the Outlook 'Autodiscover' feature. This means
that during the setup of your new NHSmail 2 profile you only need to enter your name and
your NHSmail 2 email address. Outlook will then automatically create your new profile.

7.1 Using Autodiscover to configure Outlook 2013

Follow the instructions below to use Autodiscover to configure your NHSmail 2 account using
Outlook 2010.

1. Click on Start and select Control Panel
2. Click on User Accounts

User Accounts
' '?i'l:hange account type

3. Click on Mail
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4. Click on Show Profiles...

Mail

2

Mail Setup

- Outlook

E-mail Accounts

L‘:j Setup e-mail accounts and directories. E-mail Accounts...

Data Files

4, Change se?:tings for the files Qutlook uses to Data Files...
&ﬁ store e-mail messages and documents.

Profiles

Setup multiple profiles of e-mail accounts and
data files. Typically, you only need one.

Close

5. Click on Add... in the Mail window

W il

(Zeneral |

@ The following profiles are set up on this computer:

E E:Id- -_I Remove

Properties Copy...

When starting Microsoft Outlook, use this profile:
™ Prompt for 2 profile to be used

¥ aAlways use this profile

=}

ok |

Cancel | Apply |

6. Enter your email address in the New Profile Window and then select OK
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LN Mews Profile

qa Create Mew Profile ‘ 0

ST
Profile Mame:

atiellescotti@nhs.net

In the screen below you will need to populate the fields as follows:

o Enter your name in the Your Name field

e Enter your email address in the E-mail Address field
e Leave the Password field blank

o Leave the Retype Password field blank

o Click Next

L8 Add Account \EI

Auto Account Setup
Cutlook can automatically configure many email accounts.,

(@) E-mail Account

A
Your Mame: lArieI lescott
L n B B N B & &N §B &§B §B §B §B _§N J
Example: Ellern Adams

(R N N N N N N _§N N N _§N_§N ]|
E-rnail Address: lariel.lescntt@nhs.net
L B B _§ _§ B §B &N &§B B B B _§ /]
Example: elleni@contoso.com

Password:
Retype Password:

Type the password your Internet service provider has given you.

(") Manual setup or additional server bypes

TR T

You will be asked to enter your NHSmail 2 password.
Important: do not tick the ‘Remember my credentials’ box. Click OK.
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Microsoft Outlook
Connecting to ariel.lescott@nhs.net

Ariel Lescott
Password
. | Remember my credentials

Use another account

OK _J| cCancel |

Your NHSmail 2 account is now configured to work with Outlook 2013.
Click Finish.

Congratulations! e

Outlook is completing the setup for vour account, This might take several minutes,
o Establishing network connection
" Searching for alescott@esaie nhs.net settings
+"  Logaing on to the mail server

Congratulations! Your email account was successtully configured and is ready to use,

Change account settings | Add another account... ]

o TR Co
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7.2 Connecting to NHSmail 2 (logging in to Outlook)

When you open Outlook using your NHSmail 2 profile, you will be prompted to enter your
user name and password.

e Enter your NHSmail 2 email address in the User name field
e Enter your NHSmail 2 password in the Password field
e Click on OK

{5 Connect to Malbeils: Ml et sl 48 |7 | [aE3m)

(2

Connecting ko fasse i e
S R e gl

User name: q-ariel.lescott@nhs.net "l
- I EE S S S S .
| = = = = = = = =N =N ]

Password: | BRI I
L8 B B B B _§B _§B N _§N ]

[T remember my password

7.3 Remember my password

Outlook will not remember your NHSmail 2 password by default. Select the Remember my
password tick box so that you do not need to enter it each time you log on. If you do not do
this, you will need to enter your password each time you open Outlook and attempt to
connect to NHSmail 2.

7.4 Add another account to your NHSmail 2 account

To add another account to your NHSmail 2 account:
1. Open Outlook 2013 and click the File menu

2. Click Account Settings, then select Account Settings again from the drop down
menu
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Account Information

T/  ariel.lescott@nhs.net .
(WA Micresoft Exchange

4 Add Account

Account and Social Network Settings

Change settings for this account or set up more
connections,

B Access this account on the web.

Office Account

Account Settings... e

—— &5 Add and remove accounts or Irks:
Vpuons change existing connection settings. |
Evit »_® Social Network Accounts Change
- e Configure Office to connect to i

social networks, (Out of Office)

@9 Delegate Access fy qhers that you are out of office, on vacation, or
Give others permission to receive -mail messages.

items and respond on your behalf.

== Download Address Book...
ll:':p Download a copy of the Global
Address Book.

Fm Manage Mobile Notifications

Set up SMS and Mobile
Motifications.

Ibox by emptying Deleted tems and archiving.

3. Click on New...

E-mail Accounts

You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

Name Type
Q ariel.lescott@nhs.net

Microsoft Exchange (send from this account by def...

Selected account delivers new messages to the following location:

e e e ]

in data file Ch, St bl fome meabiiambii. o o Sl el o

In the screen below you will need to populate the fields as follows:
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e Type your name in the Your Name field

« Type your email address in the E-mail Address field
e Leave the Password field blank

« Leave the Retype Password field blank

o Click Next

Auto Account Setup
Outlook can automatically configure many email accounts,

(®) E-mail Account

outene BEEEo o= =Dl

Example: Ellen Adams

Enaagaress: Wocl e oRaiincl, o e o

Example: ellen@contoso.com

Password: | |
Retype Password: | |

Type the password your Internet service provider has given you.

() Manual setup or additional server types

Your new account is now configured to work with Outlook 2013. Click Finish.

Configuring

Outlook is completing the setup for your account. This might take several minutes.
v Establishing network connection
+"  Searching for ariel.lescott@nhs.net settings
+"  Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

[]change account settings Add another account...

< Back ! Finish : Cancel |
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You will be prompted to restart Outlook for these changes to take effect.

i You must restart Outlook for these changes to take effect.

The next time you log onto Outlook, enter the password for the new account you just added
(there may be a second pop-up if the NHSmail 2 account password is not saved).

If the passwords for both accounts are saved there will be no password prompts. You can
also decide whether to allow Outlook to remember your credentials.

Microsoft Outlook
Connecting to ariel.lescott@nhs.net

Ariel Lescott

[ Password

["] Remember my credentials

Use another account

Connect a smart card
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8 Configuring Outlook 2016

If you are using Outlook 2016 you should use the Outlook 'Autodiscover' feature. This means
that during the setup of your new NHSmail 2 profile you only need to enter your name and
your NHSmail 2 email address. Outlook will then automatically create your new profile.

8.1 Using Autodiscover to configure Outlook 2016

Follow the instructions below to use Autodiscover to configure your NHSmail 2 account using

Outlook 2016.

1. Click on Start and select Control Panel

2. Click on User Accounts

User Accounts
| '5'Change account type

3. Click on Mail

‘@ Mail |

4. Click on Show Profiles...

E-mail Accounts

A
=pd

Data Files

Profiles

) Mail Setup - Outlook

Setup e-mail accounts and directories.

4, Change settings for the files Qutlook uses to Data Files...
y‘é store e-mail messages and documents. =

Setup multiple profiles of e-mail accounts and

= ]
% data files. Typically, you only need one.  Fiia '

E-mail Accounts...

Close

5. Click on Add... in the Mail window
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W Mail

General

@ The following profiles are set up on this computer:

Remove Properties Copy...

When starting Microsoft Outlook, use this profile:
() Prompt far a profile to be used

(®) Always use this profile

oK Cancel Apply

6. Enter your email address in the New Profile Window and then select OK

New Profile
J{) Create New Profile I oK |
Profile Name: Cancel
L N N N N N N N |
ariel.lescott@nhs.net 1
L § _F & & 5 & 5

In the screen below you will need to populate the fields as follows:

o Enter your name in the Your Name field

e Enter your email address in the E-mail Address field
e Leave the Password field blank

o Leave the Retype Password field blank

e Click Next
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@ Add Account

Auto Account Setup
Outlook can automatically configure many email accounts.

(®) E-mail Account

Your Name: || Ariel Lescott

= EGmple then adams

E-mail Address: || ariel.lescott@nhs.net

Example: ellen@contoso.com

Password: . |

Retype Password: |

Type the password your Internet service provider has given you.

() Manual setup or additional server types

< Back Next > Cancel

You will be asked to enter your NHSmail 2 password.
Important: do not tick the ‘Remember my credentials’ box. Click OK.

Windows Security

Microsoft Outlook

Connecting to ariel.lescott@nhs.net

Ariel Lescott

| ssesescsd

[ ] Remember my credentials

Use another account

Connect a smart card

oK | Cancel
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Your NHSmail 2 account is now configured to work with Outlook 2016.
Click Finish.

Add Account H

Congratulations!

Configuring

QOutlook is completing the setup for your account. This might take several minutes,

v Establishing network connection
+"  Searching for ariel.lescott@nhs.net settings
+"  Logaging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

[1change account settings Add another account...

Cancel

8.2 Connecting to NHSmail 2 (logging in to Outlook)

When you open Outlook using your NHSmail 2 profile, you will be prompted to enter your
user name and password.

o Enter your NHSmail 2 password in the Password field
o Click on OK
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Windows Security H

Microsoft Outlook

Connecting to ariel.lescott@nhs.net

Ariel Lescott

sesosrsed

[ | Remember my credentials

Use another account

Connect a smart card

[l 3 3

I 0K | Cancel

8.3 Remember my password

Outlook will not remember your NHSmail 2 password by default. Select the Remember my
password tick box so that you do not need to enter it each time you log on. If you do not do
this, you will need to enter your password each time you open Outlook and attempt to
connect to NHSmail 2.

8.4 Add another account to your NHSmail 2 account
To add another account to your NHSmail 2 account:
1. Open Outlook and click on the File menu

2. Click Account Settings and select Account Settings again from the drop down
menu
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Office Account

Options

Exit

4 Add Account

Account Information

T/ ariel.lescott@nhs.net
'-/) Microsoft Exchange

connections,

Account Settings...
‘%- Add and remove accounts or
change existing connection settings.

o _® Social Network Accounts
s Configure Office to connect to

social networks,

o® Delegate Access
Give others permission to receive
items and respond on your behalf,

Iﬂ Download Address Book...

Download a copy of the Global
Address Book.

|'—B Manage Mobile Notifications
(W Set up 5MS and Mobile
Motifications.

Account and Social Network Settings

Change settings for this account ar set up mare

B Access this account on the web.

|
Jrks.

Change

(Out of Office)

fy others that you are out of office, on vacation, or
-mail messages.

Ibox by emptying Deleted ltems and archiving.

3. Click New...

Account Settings -

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

i E-mail | Data Files | RSS Feeds | SharePoint Lists I Internet Calendars I Published Calendars | Address Books

Mame

rg—ﬂe-w-h Repair... @ Change...
| SR ]

Set as Default )(Remove T+ &

& ariel.lescott@nhs.net

Type
Microsoft Exchange [send from this account by def...

Selected account delivers new messages to the following location:

R A
in data file G\, st sgpesslistinns sallbie b o o toob Aaposs i st dablbs

Close
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In the screen below you will need to populate the fields as follows:

e Type your name in the Your Name field

e Type your email address in the E-mail Address field
e Leave the Password field blank

o Leave the Retype Password field blank

e Click Next

1
[ B Add Account | x|

Auto Account Setup
Outlook can automatically configure many email accounts.

(®) E-mail Account

-----------‘
Your Name: Ariel Lescott |

LR T

E-mail Address: | ariel.lescott@nhs.net

o o e e et e e

Password:
Retype Password:

Type the password your Internet service provider has given you.

(_) Manual setup or additional server types

< Back Next > Cancel

Your NHSmail 2 account is now configured to work with Outlook 2013. Click Finish.

Page 39 of 40 Copyright © 2015 Health and Social Care Information Centre



Desktop Configuration Guide for NHSmail 2 V1.0

Add Account H

Congratulations!

Configuring
Qutlook is completing the setup for your account. This might take several minutes.
v Establishing network connection

+  Searching for ariel.lescott@nhs.net settings
+  Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

Dghange account settings Add another account...

Cancel

You will be prompted to restart Outlook for these changes to take effect.

Microsoft Qutlook

f lx You must restart Outlook for these changes to take effect.

OK

The next time you log onto Outlook, enter the password for the new account you just added
(there may be a second pop-up if the NHSmail 2 account password is not saved). If the
passwords for both accounts are saved there will be no password prompts. You can also
decide whether to allow Outlook to remember your credentials.
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