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Required Information:

1.

2.

6.

7.

Your name:

Your Kerberos Principle (username/e-mail):

Your e-mail address:

Your post office server po .mit.edu (i.e. pol10.mit.edu). If you don’t know it,

then you can look it up: http://web.mit.edu/ist/topics/email/query.html

Your outgoing (smtp) e-mail server: outgoing.mit.edu.

Your calendar server: calendar.mit.edu,13.

Your company: Massachusetts Institute of Technology /

Before we can begin, please:

obtain valid personal certificates (https://ca.mit.edu/ &

http://web.mit.edu/is/topics/certificates/)

register your laptop and wireless card for DHCP

(http://web.mit.edu/ist/services/network/dhcp/dhcp.html)

completely uninstall OCFO from your computers if you installed it but failed to
get it working properly

activate your TechTime account (http://calendar.mit.edu/register)

ensure that you have a fully functional installation of Microsoft Outlook
Professional 2003
Migrate Eudora messages and addresses into Outlook Express

(http://itinfo.mit.edu/article.php?id=7022)




Install and Configure Oracle Outlook Connector
To install and configure Oracle Outlook Connector for Outlook to send and receive e-mail
and to access your Techtime calendar, do the following.

1. Run the Oracle Connector for Outlook installer.
Result: You are asked whether you want to install the Oracle Connector.

InstallShield Self-extracting EXE

This will install Oracle Connector For Qutlook., Do you wish o continue?

2. Choose Yes.
Result: You are presented with a "Welcome™ dialog.

Welcome E|

YWelcome to the Oracle Connector for Outlook, Setup
program. Thiz program will install Oracle Connector
= for Dutloak an paur computer.

[t iz gtrongly recommended that you exit all Windows programs
befare running thiz Setup program.

Click Cancel to quit Setup and then cloze any programs pou
have mnning. Click Mest to continue with the Setup program.

WARMIMG: This program iz protected by copenght law and
interniational reaties.

IInauthonized reproduction or distnbution of thiz program, or any
portion of ik, may result in zevere civil and criminal penalties, and
will be progecuted to the maximum extent pozsible under lav.

Cancel

3. Click Next.
Result: The "User Information™ dialog appears.



4. As seen below, enter:
0 Your Name
0o Company Name

User Information [z|

Pleasze enter your name and the name of the company faor whom
wou work.

M ame: |J ohn Doe

Compary: |h-1IT

¢ Back | MHewt > | Cancel

5. Click Next.
Result: The "Choose Destination Location" dialog appears

Choose Destination Location

Setup will inztall Oracle Connector for Qutlook ik the following
folder.

T o ingtall to this folder, click Mest.

Toinstall to a different folder, click Browse and zelect another
folder.

¥'ou can chooge not to inztall Oracle Connector for Outlook, by
clicking Cancel to exit Setup.

[estination Folder

C:A. MOraclehOutlook Connector Browse...

Cancel |




6. Accept the default location and click Next.
Result: The "Additional Languages" dialog appears.

Additional Languages

Add other languages

[nztall additional languages by selecting from the list below.
Ilze the CTRL key to select more than one language.

Chineze [Simplified]
Chineze [Traditional]
Czech

D arigh

Druatzh

Finrizh

French

German

Greek

Hunaarian

[tahar

(>

[£

< Back | Mext » | Cancel

7. Although MIT IS&T does not support any additional languages, you may select
any additional languages you may need. Click Next.
Result: The "Start Copying Files" dialog appears.

Start Copying Files [z|

Setup haz enough infarmation ta start copring the program files.
[F pou want bo review or change any settings, click Back. [ pou
are zatizfied with the zettings, click Mext to begin copying files.

Current Settinigs:

D eszcription: ﬁ
Thiz will install the neceszay components on pour syst
It includes service provider files, client files and help files.

Components:
Service Provider Files : CorporateTime service provide
Client Filez : Qracle Connectar Client Files
Help Files : Files with praduct infarmation.

Target directory: W
Falder :C:M\Program FileshOraclehOutlook Connectaor
L

< | =

< Back Cancel




8. Click Next.
Result: The "Profiles" dialog appears.

Profiles

Select profile

To configure a megzage service pou need to use a profile.
Select a profile from the list below or create a new one.

& Create a new profile

" Uze an existing profile

] Hext » | Cancel

X

9. Select Create a new profile and click Next.
Result: The "New Profile" dialog appears.

New Profile

Create New Profile

Twpe a name for the new profile. This profile's name will
diztinguizh it from the other profiles that vou create.

Prafile name ;

Oracle Connector for Qutlook

< Back ] Mext » | Cancel

X




10. Accept the default profile name of Oracle Connector for Outlook and click

Next.
Result: The "Oracle Calendar Server Configuration" dialog appears.

Oracle Calendar Server Configuration

Calendar Configuration

Select the type of configuration bo connect you ko the Oracle
Calendar Server.

Allows you to connect to Oracle Calendar through a
Calendar Server, on your LAN.

" ASP

Allowes wou to connect ta Oracle Calendar through Calendar
Damain Service, administered by your provider.

(" | do not pet have an Oracle Calendar Account

< Back | Mext » | Cancel

11. Select Corporate as the calendar configuration type and click Next.
Result: The "Oracle Calendar Server Configuration" dialog appears.

12. As seen below, enter:
0 Server name - calendar.mit.edu,13
0 Account name, e.g. jdoe (same as your Kerberos principal)

Oracle Calendar Server Configuration

Calendar Account

Type the information needed to connect pou to your Oracle
Calendar Account,

Server hame :

|calendar. it du,13

Account name :

|idoe

Password ;

< Back | Hext > | Cancel

installing and configuring Oracle Connector for Outlook, Outlook will prompt you to enter your password prior to

« Note: For security reasons, it is suggested that you do not enter your password at this time. Once you are finished
’ sending/receiving e-mail when you launch Outlook.



13. Click Next.
Result: The "E-mail Configuration" dialog appears.

14. As seen below, enter:
0 Incoming mail server (IMAP) - If you don't know this, you can find out .

E-mail Configuration f'5_<|

IMAP4 Configuration

Select the configuration for your incorming mail server. This must
be an IMAPA mail zerver.

[ | donot wet have an IMAPA account

|ncoming mail server :

pol 4. it edu

v Ise zame sethngs as my Oracle Calendar server

¢ Back | MHest > | Cancel

15. Click the checkbox for Use same settings as my Oracle Calendar server and
click Next.
Result: The "E-mail Configuration" dialog appears.



16. As seen below, enter:

0 Outgoing mail server (SMTP

E-mail Configuration

SMTP Configuration

Select the configuration for your outgoing mail server. Thiz must
be an SMTP mail zerver.

[ | daonat vet have an SMTF accaunt

Outgoing mail gerver ;

autgoing. mit. edu

[v The zerver requires authentication

W 1se zame sethngs as my incoming mall server

(0]

< Back | Mext » | Cancel
(0]

17. Click the checkbox for both The server requires authentication and Use the
same settings as my incoming mail server and click Next.
Result: The "E-mail Configuration™ dialog appears.

18. As seen below, enter:
o0 Display name, e.g. John Doe (your name)
0 E-mail Address, e.g. jdoe@mit.edu (the default value is your Windows
username @ your computer's hostname and should be changed to your
MIT e-mail address)

E-mail Configuration b__q

E-mail Sender Information

Type the name and e-mail address that pou would like to
appear in the From field of outgoing meszages.

Dizplay name :
|J ohn Doe

E-mail address ;
|idoe@mit.edd

< Back | Mext > | Cancel




19. Click Next.
Result: The "Corporate Time Off-line Folders" dialog appears

CorporateTime Off-line Folders

Off-line Folders

Specify whether pou will uge thiz computer off-ine. This option
iz most ugeful for users whio travel with their computers.

inetaork,

1 will uge thiz computer while not connected ta the

uzing this prafile.

< Back | Mext » |

Choose a connection type nest time vou log on

Cancel

20. Click the checkbox for 1 will use this computer while not connected to the
network if you ever intend to use your computer while disconnected from the

10

network. Click the checkbox for Choose a connection type next time you log

on using this profile if you want to choose whether to work offline or online

each time you start Outlook. Click Next.

Result: The "Start Configuring the Oracle Connector for Outlook” dialog will

appear.

Setup has enough information to start configuring your Oracle
Connector for Dutloak. 1f you want ta review or change any
zettings, click 'Back'. If pou are zatisfied with the settings. click
‘Mext' to continue with the inztallation.

Current Settings:

Frafile Mame:
Oracle Conmectar for Dutlook

¥

Oracle Calendar Szcount:
Server Name:calendar. mit.edu,13
Account Mame:

Inzaming Mail [IMAP4] Account: W
Server Mame:pold.mitedu
Account Mame:

Outgaing Mail [SMTP) Account:

ES

< Back Cancel
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21. Click Next.
Result: The setup will commence and when it is finished the "Setup Complete"
dialog will appear.

Setup has finished installing the Oracle Connector for Dutlook on
your computer,

Click. Finizh ta complete Setup.

o =
L HAaCh

22. Click Finish.
Result: The installation of the Oracle Connector for Outlook binaries and the initial
configuration of the Oracle Connector for Outlook has finished.

Note: It is important to complete the configuration of the Oracle Connector for Outlook via the Mail Control
panel in order to properly configure Oracle Connector for Outlook.

23. Open the Windows Control Panel
Result: The "Control Panel" window appears.

B Control Panel

Edit

Eile

\_/J Back. \.) l-ﬁ p search H:" Folders v

Address [} Conkrol Panel

View Favorites Tools  Help

Accessibilicy Options
< Add Hardware

ﬂ Control Panel =

(L) Add or Remove Programs
E} Switch to Category Views 4 Administr ative Tools
& tdabe Gamma

@ Automatic Updates
-+ Date and Time
% Dell Modem on Hold

See Also ES

% Windows Update
Q) Help and Support

& Game Controllers
anternet Options

b Network Connections

ﬁ Nebwork Setup Wizard

G| MWIDLA nView Deskbop Manager
LF‘hone and Modern Cptions

B Power Options



24. Open the Mail control panel.
Result: The "Mail Setup - Oracle Connector for Outlook" dialog appears.

Mail Setup - Oracle Connector for Outlook

E-mnail Accounts

3 Setup e-mail accounts and directories,

=hdq

{ E-mail Accounks, .,

Drata Files

& Change settings for the files Outlook uses to [ T R ]
J@ﬁ store e-mail messages and documents, =

Profiles
;g Setup mulkiple profiles of e-mail accounts and I Show Profiles, . ]

data files, Typically, vou only need one.

Close

25. Select Show Profiles...
Result: The "Mail" dialog appears.

Mail

X

General |

@ The Following profiles are set up on this computer:

Cracle Conneckor For Quklook,
Ciutlaak,

[ add... ” Remaove ]| Froperties |[ Copy...

When starting Microsoft Office Qutlook, use this profile:
) Prompt For a profile to be used
() always use this profile

|Dra|:|e Connector For Cutlook, w

[ Ik ] [ Cancel apply
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26. Select Oracle Connector for Outlook and click the Properties button.
Result: The "Mail Setup - Oracle Connector for Outlook" dialog appears.

Mail Setup - Oracle Connector for Outlook

E-mnail Accounts

3 Setup e-mai accounts and directories,

ST

Drata Files

“hange settings Faor the files Qutlook uses to

kal : Data Eiles. ..
store e-mail messages and documents,

Close

27. Click the E-mail Accounts... button.
Result: The "E-mail Accounts" dialog appears.

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

3 Add a new e-mail account

(%) Miew or change existing e-mail accounts}

Directory

) add a new direckory or address book
) Yiew or change existing directaries or address books




28. Select View or change existing e-mail accounts and click Next.
Result: The "Oracle Connector for Outlook™ dialog appears and displays the
"Calendar” tab.

Oracle Connector for, Outlook

Calendar | IM&P4 || SMTP | Startup | Other

The infarmation below will be used to connect to
your Oracle Calendar Account.

User infarmation

[]1 do not have an Oracle Calendar account vet

D This server requires a Domain Service

Server Mame: | calendar . mit. edu, 13 |
Account Mame: | jdoe |
Password: | |

[ 5ave this password in your password lisk

I ak ][ Cancel H Apply ]

29. Uncheck the Save this password in your password list checkbox and then
select the IMAP4 tab.
Result: The "IMAP4" tab dialog appears.

Oracle Connector. for, Outlook

Calendarl IMaPd |SMTF’ Startup | Other

The information below will enable you ka receive
e-mail.

Incoming E-mail (IMAP4)
[11 do not have an IMAPS account yet

Server Name: | pol4.mit.edu |

Use same setkings as my Oracle Calendar server

Local Mailbox Cache

Enable mailbox caching Settings...

oK H Cancel H Apply




30. Click the Advanced... button.
Result: The "IMAP4 Advanced" dialog appears.

IMAP4 Advanced

Server Information

Server Pork: 993

[¥]iThe server requires a secure conneckion (S5LY

[ (04 l[ Zancel ][ Defaulk ]

31. Check The server requires a secure connection (SSL) checkbox which will
automatically change the server port from 143 to 993. Then click Ok.
Result: You return to the "IMAP4 " tab.

32. Select the SMTP tab.
Result: The "SMTP" tab dialog appears.

Oracle Connector for Outlook

Calendar IM.-’-'-.F'4| SMTF |Startup Other

The information below will enable vou to send e-mail,

Cukgoing E-mail (SMTP)
[ 11 do not have an SMTP account vet

Server Mame: | autgoing., mit, edu |

The server requires authentication Sethings...

E-mail Sender

Display Mame: | Iohn Doe |
E-mail Address; | jdoe@mit, edul |
Reply Address: | |

Qrganization: | |

(] H Cancel H Apply ]




33. Click the Advanced... button.
Result: The "SMTP Advanced" dialog opens.

SMTP Advanced

Server Information

Server Pork: 465

[¥]iThe server requires a secure conneckion (S5LY

Retry sending unsent e-mail messages every H

minutes and skop after akkempts

Ik H Cancel H Default ]

34. Check The server requires a secure connection (SSL) checkbox which will
automatically change the Server Port from 25 to 465. Click OK.
Result: You will return to the "SMTP" tab dialog.

35. Select the STARTUP tab.
Result: The "Startup” tab dialog appears.

Oracle Connector for Outlook

Calendar | IMAP4 | SMTP | Startup | Other

@@ The information below will allow you to work offine.

Offline Settings

At Startup
[]choose a connection type
(¥ Connect to the network
") Work offline

l Offline Folders Settings. .. ]

oK || cancel || sopy |




36. Click the Synchronize... button.
Result: The "Synchronize" dialog opens.

Settings

[]When online, automatically synchronize offine folders

[e <]

[ OK H Cancel ]

37. Uncheck When leaving an online session, synchronize folders checkbox.

Click OK.

Result: You will return to the "Startup™ tab dialog.

38. Click OK.

Result: You will return to the "E-mail Accounts” dialog.

E-mail Accounts
‘fou can seleck an account and change its settings or remove it

Outlook pracesses e-mail for these accounts in the Following arder:

Deliver new e-mail to the following location:

Personal Folders Mew Outlook Data File...

Mame Type Change...
Oracle Connectar for Outlook MAFT (Default)

< Back ”

Finish 1 [ Cancel

39. Click Finish.
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Result: You will return to the "Mail Setup - Oracle Connector for Outlook™ dialog.

Mail Setup - Oracle Connector for Outlook

E-mail Accounts

3y SEtup e-mail accounts and direckaries,
!

N |

Data Files

Prafiles

data Files, Typically, vou only need one.

&, (Change settings For the files Outlook uses ko Data Eilss
&’é store e-mail messages and documents, =
:g Setup multiple profiles of e-mail accounts and Show Profiles...

Close
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40. Click Close.
Result: Windows closes and you are now ready to launch Outlook!

41. Close the Control Panel and Start Outlook 2003. You will experience a "global
update" where calendar information is being accessed from the calendar.mit.edu
server. This may take a few moments.

& Updating Global Address List...

% Updating Global Address List...

42. Select the Tools menu and select Options...
Result: The Options menu appears.
Select the OTHER tab.
Result: The "Other" tab dialog appears.

Options

Preferences Mail Setup Mail Format Speling Security
Other | Delegates Qrade Connector

General
T [JEmpty the Deleted Items folder upon exiting:

Make Outlook the default program for E-mail, Contacts, and
Calendar.

[ Navigation Pane Options. .. ] [Advanoed Options...

AutoArchive
.g Manages mailbox size by deleting old items or moving them to an

archive file and by deleting expired items.
AutoArchive..,

Reading Pane

Customize options for the Reading Pane.

Reading Pane...

Person Names
Enable the Person Mames Smart Tag
Display Messenger Status in the From field

OK ] [ Cancel




43. Click the Advanced Options... button.

Result: The "Advanced Options" dialog opens.

General settings

Startup in this folder: |Ir1box | | Browse... |

Warn before permanently deleting items

[Provide feedback with sound

Show Paste Options buttons

|:| Use Unicode Message Format when saving messages
[]Enable logging (troubleshooting)

[ Allow script in shared folders

Allow script in Public Folders

Appearance options

Date Navigator: Font... ] |8 pt. Tahoma

When viewing Notes, show time and date
Task working hours per day:
Task working hours per week:

[ Reminder Options... ]
]

Add-In Manager...

l J
[ Custom Forms... [ COM Add-Ins... ]

Service Options. ..

44. Click the Add-In Manager... button.
Result: The "Add-In Manager" dialog opens.

Add-In Manager

0 —
Google Desktop Search Outlook Addin =

Orade Connector
D Exchange Extensions property pages
Fax Server Extension

45. Uncheck Exchange Scan and Exchange Extensions property pages
checkboxes. Click OK.
Result: You will return to the "Advanced Options™ dialog.

46. Click OK.

Result: You will return to the "Options" dialog.
47. Click OK.

Result: You are ready to use Outlook!
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OPTIONAL:

Some users like having their address books listed by the last name instead of the first
name. In order to list it by the last name, exit out of Outlook, open the mail control
panel, navigate to the properties window for the OCFO profile, select the calendar
tab, click the Advanced... button, and select Smith, John N from the Address Book
User Display drop down menu:

e -1

Oracle Calendar Advanced

Server Information

Server Port: 0
Address Book User Display: |Default ™
Default
John M Smith
] Ca
l [ Smith, John M
it Tl B




