Cahners Denver Exchange Email Administration

The purpose of this document is to outline the basic tasks for building an Exchange email user at Cahners Denver site.

	1) Installing the Exchange Administrator

a) System requirements

b) Installation of the NT client administrator.

2) Exchange Server access

a) User account requirements

b) Denver’s Exchange server configuration

c) SMTP on BINDENEXC001

3) Adding A New User 

a) User Manager for Domains and Server Manager

b) First Run of Exchange Administrator 

c) Creating a user in Exchange Administrator
d) Additional SMTP addresses and External recipients

e) Message Store Limits
	4)  Configuring the Outlook Desktop Client

a) Outlook In General 

b) Manually Configuring Outlook Profiles

c) Adjusting Options In Outlook

d) Multiple Profiles

e) Using Setprof To Create A Profile

5)  Configuring the Outlook Laptop Client

a) Gauging The User Intent

b) The Offline Storage File

c) Synchronization Settings 

d) Exchange Server Timeout Settings




1) Installing the Microsoft Exchange Administrator:

a) System requirements:

· The workstation shall require Microsoft Windows NT workstation version 4 with service Pak 3 and appropriate hardware requirements, (typically a Pentium class PC or greater with 64 Megs for RAM with ample drive space for installation files, about 18 meg.)

· The workstation shall require a network connection and a valid IP address.

· The user shall require an account with appropriate privileges, i.e. Exchange Admin or Recipient Admin.

b) Installation of the MS Exchange Administrator

· Locate the Exchange Server CD and allow autorun to begin Exchange 5.5 installation or locate the setup.exe on the CD and launch choosing Setup Server and Components as in Figure 1.  If you are using the Microsoft Select CD you’ll need to manually locate the file D:\SERVER\SETUP\I386\Srvrmax.exe where D is your CD-ROM drive. (Screen caps here are mixed from the Select CD and the Product CD so variances in the appearance of dialogs will be seen.) 
· Select Microsoft Exchange Server 5.5 next as in Figure 2 and accept any license agreement that comes up.
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	Figure 1
	Figure 2


Installing the Microsoft Exchange Administrator (Cont’)
· Select Custom install, as in Figure 3, and choose the options as shown in Figure 4.
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	Figure 3
	Figure 4


· Select Continue and finally OK to the message indicating installation was successful as shown below in figures 5 and 6.
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	Figure 5
	Figure 6


2) Exchange Server access

a) User account requirements to administrate the Exchange server are the following:
· Member of the Exchange Admin group on BUSINFO domain or -
· Member of Exchange Recipient Admin group also on BUSINFO domain or –
· Member of the administrators group on the BINDENEXC001, which has as a member the Exchange Admin group of Businfo domain.
Your Network administrator with admin privileges will be able to provide you the necessary access as mentioned above.  If your role is to create and manage users then access to the Exchange recipient admin group will suffice.  If your role is to configure or modify the Exchange server configuration than access to the Exchange Admin group will be required.

b) Denver’s Exchange server configuration
· Denver’s Exchange Server is named BINDENEXC001. This is the primary server for users at Cahners Business Information at highlands ranch.  This server is currently a Compaq Proliant 5500 with 1 Gig of ram and 46 Gigs of drive space.  

· Additionally, you may be responsible for the administration of Tracom’s Exchange server; BINDENEXC002 and St. Kitts sever; BINSTKEXC001.  All of these servers are members of the BUSINFO domain and can be administrated with the appropriate privileges mentioned above.

c) SMTP on BINDENEXC001
· BINDENEXC001 is also configured with an Internet Mail Service Connector which provides SMTP mail service for inbound and outbound Internet email.  This service is one of four SMTP connector’s within the BUSINFO WAN and is now being used in conjunction with “cost’s” to balance traffic generated by other Exchange servers within the BUSINFO Domain.  This service not only allows users to generate email to external internet email clients and to receive email from external internet mail clients it also provides a mechanism for messaging initiated by UNIX platforms used here widely at Cahners Business Information.

· When a new user is created the SMTP service automatically generates the user’s SMTP or Internet email address using the BUSINFO network alias of the user with a @cahners.com extension.  E.g. John Smith would have an alias of jsmith and Exchange would generate the SMTP mail address jsmith@cahners.com.
3) Adding A New User

a) User Manager for Domains and Server Manager

· User manager is installed by default with NT workstation version 4 but this version only allows administration of the local workstation hence, you will need to locate the Clients directory on the NT 4 Server CD and copy the contents of the WINNT subfolder to a location on your hard drive and create shortcuts to the administrative tools including: Server Manager and User Manager.  You may wish to create a desktop folder that includes the tools you need for Exchange administration which may look something like this:
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· User Manager is the first step in creating a new email user.  This tool will contain a new pull-down menu item named Exchange which needs to reconfigured to NOT automatically create the Exchange account as in the following steps: Choose the Exchange menu item in User manager for Domain and select Options.  Uncheck the “Always create an Exchange Mailbox when creating Windows NT accounts” The reason for this is to allow independent use of User Manager and Exchange Administrator.

· Once you have configured User Manager as above you may begin creating the User Account for the new user.  For a new user create an ID that is the first Letter of the First name and last name without spaces or mixed capitalization.  (Please use all lower case letters as this makes for easier more consistent reading.)  E.G., John Paul Smith would get jsmith as the USER ID.  If jsmith is already assigned include middle initial, E.G., jpsmith.  If jpsmith is already assigned then include the second letter of users first name with middle initial and last name, E.G., jopsmith.  Continue to “break ties” with same name users by adding letters of the first name as needed.

Essentially we need to ensure uniqueness of the User ID.  Since NT will not allow two identical user IDs this should be a fairly straight forward process.

3) Adding A New User (cont’)

b) First Run of Exchange Administrator
· Once you installed Exchange administrator on your NT PC you will be prompted for an Exchange server to administrate at first run as shown in Figure 7:
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Figure 7

· Enter BINDENEXC001 for the Exchange server that supports Denver Highland’s Ranch users and open the Recipients container.
· Next we need to set the options for the display name generation and alias name generation.  (This will only be down once in your Exchange administration tool and these settings will be stored in your local NT workstation user profile.)  To set these options in Exchange Administrator select the Tools | Options menu pull-down which will bring up the dialog as shown in Figure 8:
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Figure 8

· Within the Auto Naming Tab enter Custom for the Display Name Generation field and use the following entry as shown above: %Last, %First %Initials (Cahners)
· In the Alias Name Generation field also select Custom and enter the following as shown above: %1First%Initials%Last
· Only in instances where a duplicate name exists do we need to manually adjust the display and alias name for uniqueness.

· These settings will generate the correct alias and display names as required by the Cahners Standard.

3) Adding A New User (cont’)

c) Creating a user in Exchange Administrator
· Once in the Microsoft Exchange Administrator Highlight the $Template, NT Denver (Cahners) located in the Recipients container as shown in Figure 9 and use the pull-down to select Duplicate which will open the dialog in Figure 10
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Figure 9
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Figure 10
	· Here, in the General tab, you will enter the user information beginning with First name, Middle initial and Last Name as shown in Figure 10 and notice how the display and alias name automatically generated.
· The General Tab is the only Tab you will be working in for most new users.  Eventually you may need to add a custom address in the Email Addresses tab which will be explained later in this document.
· Once you have populated the Name fields enter the correct phone extension, Title, Department and Assistant if known.
· Finally select the Primary Account as in Figure 11 and use the BUSINFO account you created in Step 3a.



3) Adding A New User (cont’)

c)  Creating a user in Exchange Administrator (Cont’)

· Select an existing Windows NT account as shown in Figure 11:
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Figure 11

· Once you have selected the Primary BUSINFO NT account finish the creation of the new user by clicking OK.  This completes the creation of a new user using default settings for email addresses and other items such as message store limits etc.  This email address will be available for immediate use.
d) Additional SMTP addresses and External recipients
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Figure 12

Occasionally users may request Additional SMTP addresses in addition to the alias name generated for a default SMTP address.  SMTP or Internet addresses can be added so long as name space, i.e. Cahners.com, Denver.cahners.com is retained as reflected in the MX records for Cahners.com.  E.G. John Smith may wish to add johnsmith@cahners.com and set this as his default reply address while retaining jsmith@cahners.com.  This can be achieved via the email address tab within the properties of the user.  These requests happen most frequently with name changes involving changes in marital status.

External recipients are used as forwarding accounts in combination with alternate delivery options on a users mailbox.  Since Cahners Policy is to disable outlook rules that forward message to external recipients the only way to forward a message sent to a users Cahners mailbox is via administrative effort.  The user needs to make a request for this feature.

Forwarding accounts by corporate standard are to be administrated by the Exchange administrator of the site.

e) Message Store Limits
Cahners Denver IT has issued Exchange message store limits affecting the outlook clients ability to send and or receive messages based on message store size.  This policy is not corporate wide in terms of the use of message store limits or the amounts imposed.  Denver’s default policy for Item recovery and Storage limits is as shown in Figure 13:
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Figure 13

The reasons for using limits are to curb the growth of unmanageable store sizes and to control back-up times.  While 150 Meg may seem very generous compared to other sites providing 20 Meg of storage we sometimes need to increase the store limits of a user who may request this of their acting manager.  Item recovery time is a corporate wide policy and is not to be adjusted on an individual mailbox basis. 

To adjust message store limits open the mailbox from Exchange admin and select the limits tab as in Figure 14:
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Figure 14
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Figure 15
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Figure 16


Message Store Limits (Cont’)

Un-checking the Use Information store defaults will allow the entry of amounts in kilobytes (not megabytes) of issue warning, prohibit send, and prohibit send and receive as shown in Figure 15.  Ensure each of values has the box checked.  

To disable any limits enforcement uncheck the Use Information store defaults and the warning, prohibit send and prohibit send and receive check boxes as shown in Figure 16.  This is typically reserved for top ranked personnel such directors and VPs.

The amount of increase in limits is variable based on the real business need of the user and is to be established by the acting manager with guidelines provided by DISC.  For certain users an additional 50 Meg may be all that is needed while others require larger or no imposition on limits.  Limit increases should be given out conservatively and with proper management approval.

4) Configuring the Outlook Client
a) Outlook in General   

Outlook is used in many versions throughout the company and on many different platforms including Windows 95, 98, NT 4, Macintosh and Windows 2000.  For this discussion we’ll confine outlook versions to the range of Outlook Versions 98 – 2000 and on Windows 9x–2000 clients all of which share the same or similar configuration methods.  Use the table below to see some of the basic more important differences with versions:

	Version
	Internal Ver.
	Features added

	Outlook 97
	8.3-8.4
	Packaged with Office 97. 

	Outlook 98
	8.5
	Included pane preview and other items considered add-ons in outlook 97

	Outlook 2000
	9.0
	Allowed Distribution Lists to be housed within the Contacts folder as opposed to requiring use of the Personal Address Book.  Changed placement of menu items and names of features such as Send As was changed to From. 


The standard as of this writing is Outlook 98 however many users have upgraded to Office 2000 which contains a similar feature set and menu interface as Outlook 98 hence all screenshots shown will be of Outlook 2000.  Macintosh clients are not included as of this writing.  

Outlook is a powerful and complex messaging groupware application tool with time and contact management built in.  This document will only cover the basics needed to connect the Outlook client to Exchange server. 

b) Manually Configuring Outlook   

Outlook uses profiles that on NT 4 and Windows 2000 can be based on the Client PC profile and in Windows 9x can be adjusted for independent use or use with the PC profile.  Outlook needs four pieces of configurable information for Desktop PC use when considering use of Outlook 98:

	Microsoft Exchange Service
	Setting required

	· Microsoft Exchange Server
	Name of Exchange server and user name

	· Archive Folders
	Location of *.PST file 

	· Outlook Address Book
	Location of Outlook Contacts folder

	· Personal Address Book
	Location of *.PAB files


Manually Configuring Outlook  (cont’)

Access to the above settings are found in the following three methods:

	· Within the Outlook application using the Tools | Services pull down menu item


	

	· From the control panel using the mail icon
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	· Right clicking the special desktop icon, left in figure, and selecting properties (the icon on the right with arrow is a shortcut and will only grant icon properties)
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Figure 17
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Figure 18


Once you have accessed the Mail, or Microsoft Exchange Settings, via one of the three methods stated earlier you are presented with a dialog box as shown in Figure 17.  The table below shows the default settings for each item:

	Microsoft Exchange Service
	Settings for use with Desktop PCs

	· Microsoft Exchange Server
	BINDENEXC001 for Denver users, BINSTKEXC001 for St. Kitts Users should be entered as MS Server name

Businfo user ID may be used for mailbox name

	· Archive Folders
	F:\Outlook\Username.PST  (\\binxxxapp001\username%\outlook\username.pst)

	· Outlook Address Book
	Contact : Mailbox – User Display name

	· Personal Address Book
	F:\Outlook\Username.PAB  (\\binxxxapp001\username%\outlook\username.pab)


Configuring the Outlook Desktop Client (Cont’)

c) Multiple profiles
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Figure 19
	Show Profiles will reveal if other profiles exist as shown in Figure 19.  For a single user desktop machine only one profile should be shown.  The name of this profile is typically set to the BUSINFO user ID name or may use the default application name of Microsoft Exchange Settings.  Copying the profile by use of the Copy button is the only way to rename a profile.  The previous profile as well as any superfluous profiles should be deleted.  

The dialog in figure 19 When starting Microsoft Outlook, use this profile: should reflect the profile being configured.  If this is a multiple use profile selecting the option in Outlook’s pull down menu Tools | Options | Mail Services | Startup Settings will be selected to prompt for profile on startup.  

Few PC’s exist in the organization that are multi-user PCs such as those in the operations center however in certain circumstances users may request a multi-user setup.  Access to the profile will coincide with the logged on user.  Each user will need to perform a PC login to access their email profile’s configuration.




d) Adjusting options in Outlook
Once you have configured Outlook’s profile you need to confirm/adjust certain settings within outlook for use on the Desktop PC:

	Option
	Settings

	Archiving
	From Tools | Options | Other | Auto Archive the Archive.pst should be configured for f:\outlook\username.pst (or archive.pst) and configured to occur every 14 days (see Figure 20)

	Deleted Items Folder
	Delete items upon exiting

	Addressing
	From Tools | Services | Addressing Tab the Global Address List should be set to as primary followed by Contacts and Personal Address Book, (Outlook 98 only)
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Figure 20

e) Using SETPROF to create a profile

Setprof is a script built using the Exchange resource tool profile.exe.  This tool is found in the search path for PC’s in Denver logged into the BUSINFO domain.  Once the PC is logged in as the user running setprof from a command prompt will perform several steps automatically creating the exchange profile corresponding to the logged in user. 

Upon completion of setprof the profile can be examined using methods described earlier.  Several short comings exist with setprof at this time such as:

· Confined to the creation of profiles for Desktop PCs.

· Requires account credentials for the user in question.

· Eliminates existing profiles in use on multi-user machines. 

Assuming none of the above deficiencies of setprof are applicable setprof is a good quick method for configuring Desktop PCs.  Additional automated scripts may be eventually developed to include automatic laptop configurations. 

To run setprof log in as the user for whom you wish to create the profile for.  Within a Start | Run line or a command prompt type setprof followed by enter.  The profile will automatically be created.  If setprof fails to run ensure the login script has executed correctly rendering network drives within My Computer. 

5) Configuring the Outlook Laptop Client
a) Gauging The User Intent

Laptops require special attention when configuring the Outlook client.  Currently we do not have a defined standard for Outlook configuration and have not developed a standard for backing up laptops.  These lack of standards may complicate the configuration of the laptop but should not prevent providing the laptop user with remote access to email.

Determining the user’s intent will determine how to configure the Outlook client on a laptop:

	Users requirement
	Configuration 

	Will only use email when dialed in
	· No offline Storage File, OST, required.  

· Outlook will perform more quickly

· Archive file housed on local drive

	Needs offline storage for use of email when offline
	· OST required.  Should be synched on high speed network connection initially

· Address books need to be downloaded initially.  

· Offline settings need to be configured

· Archive file housed on local drive

	Archive’s to Network share
	· Requires multiple profiles for when in office and when away from office


Since many users are now replacing a desktop PC with a solitary laptop PC this computer needs to be configured for use both in the office and field.  The problem is that typical office configurations will fail in the field based on the loss of access to network shares when using dial-in services.  Even with access to dial-in shares accessing a large Archive.PST file will erode performance considerably.  Use of personal address books with Outlook 98 will also fail if the PAB file is housed on the network share and the user has not mapped drives via the dial-in connection.

Two methods can be used to combat this problem:

	Options
	Draw-backs

	1) Multiple Outlook Profiles, one for in office and one for remote access eliminating dependency on network housed PAB and PST files
	More configuration and loss of archived email and personal address books while remotely connected

	2) Single profile housing PAB and PST file on local drive.
	Loss of automated network back-ups on PAB and PST files.


Gauging The User Intent (cont’)

When evaluating the options the user can be presented with the pros and cons of each option.  Typically option 2 is more favorable if the user is instructed how to copy his outlook folder manually to the network share to prevent data loss of the archived email and the personal address book.

The personal address book should be eliminated on Outlook 2000 entirely as Outlook 2000 allows the nesting of personal distribution lists with the Exchange contacts folder.  Outlook 98 lacks this option however users should be populating contact info, including email addresses, within the Exchange contacts folder.  This negates use of the PAB except for personal distribution lists.

b) The Offline Storage File

Offline storage will be the most requested feature for a laptop configuration.  This allows the user to reply to and create email while not on-line saving connection costs and un-tethering the PC when in use offline.  Upon connecting to the network sent items will automatically queue out.
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Figure 21
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Figure 22


To engage offline use edit the Microsoft Exchange Server service within the profile by choosing Properties | Advanced | Enable offline use as shown in Figure 21.

Use the Offline Folder File Settings to place the username.ost in a newly created Outlook folder off the root of C.

The offline storage file will equal in size the mailbox size of the users mailbox.  An OST is a mirror copy of the mailbox but can be adjusted to only include certain folders within the mailbox.  Default folders are included upon initial creation.

Settings for actions performed on the OST can be found within Outlooks options under Tools | Options | Mail Services tab and should be set to synchronize upon exiting as shown in section c, Figure 23:

c) Synchronization Settings
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Figure 23

As shown the When online, synchronize all folders upon exiting check box is checked.  The first time a user synchronizes will be the longest.  Each successive synchronization will only add mail items since the previous sync and will take considerably less time.

Based on the possibility that a users mailbox may as large as 150 Meg, or larger, initial syncs should only occur via a high-speed network connection.  Successive syncs can be performed on a slow connection and may be cancelled by the user if time is a consideration and performed on an as-needed basis.

In order to message users within the Exchange Global Address list this offline setting needs to be performed upon providing offline storage file via the Outlook menu item:  Tools| Synchronize | Download Address Book.   Having a copy of the address book is required for proper offline messaging of users.  Our current full version of the Address Book is about 11 Meg.

Many other synchronization settings are available from within Outlooks pull down menu; Tools| Synchronize | Offline folder settings and are fairly self-explanatory.  The user should be acquainted with these options as modifying them will affect performance when working on a slow connection.

It is more likely with a slow connection that an OST can become corrupt.  This condition usually results in offline sync times becoming much shorter than anticipated and loss of offline features.  This simplest way to correct this situation is to delete the OST, recreate and manually re-sync.  

Initial syncing is a bandwidth intensive operation and will necessitate access to a high speed connection.  Users who only use laptops in the field can be equipped with a temporary PC NIC Card for this purpose.

Synchronization Settings (Cont’)
Connection state in Outlook 98 and 2000 is automatically determined.  Upon exiting outlook a synchronization window will indicate status of the synchronization process as shown in Figure 24 only if the user is online.  Also shown in Figure 25 are synchronization settings found with Outlooks synchronization options.
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Figure 24
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Figure 25


d) Exchange Server Timeout Settings

Since users may be connecting from virtually any location in the world via Cahners use of MCI/WorldCom – UUNET dial-in services, the outlook client will need to be adjusted to increase the time-out setting for finding the appropriate exchange server.  This setting is available with the Profile Service Microsoft Exchange Server as shown in previously in Figure 18;  Seconds Until Server Connection.

The default setting is 60 seconds however this may not be enough time for Outlook to find the configured exchange server.  This value should be increased to 120 seconds and longer if users are connecting from distant locations such as the Caribbean. 
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