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06nyiec ywa poOpion Kotvéypnotov e-mail
Aoyapraogpol (Shared mailbox) oto Microsoft
Outlook 2007

TeAevtala Evnuépwaon 19/09/2018

Eloaywyn

Q¢ KowoxpnoTto ypauuaTtoklBwTLo (shared mailbox) opiCeTal To ypaupatokiBwTlo/email mov unopolv
va Xpnotdomnotodv tautdypova moAAol xpAoTeC. Ta YPOUUUATOKLBWTIX auToD Tou {6oug Hev Exouv
EexwpLotd username/password, aAAQ e{val mpooBdotua péoa and Toug MPOCWTILKODG AOYAPLACTUONC
TWV EMPEPOLE XPNOTWVY. Av Y 0 dlaxelploTA £xeL oploeL ol xprioTec teststudent8@uniwa.gr &
teststudentl0@uniwa.gr va €xovv mpodopacn oTo ypauuaToKLBWTLO testsharedmailbox@uniwa.gr,
TéTE oL XPOTEC aUTO( CLVOEOUEVOL E TA TMPOOWTILKA TOoUC aTolyela mpoaBaaong atnv vnnpeaia email
Ba £xouvv MPOTPACN TOCO GTO MPOCWTILKG TOUC YPAUMUATOKLBLWTLO 000 KL 0TO KOWwdXpnaTo.

06nyiec poOpIONCc Kowvoypnotov email Aoyapraopon
(Shared mailbox)

MPOZOXH: Av 0 QUTOMATOC UNXAVIOUOS pUBULONG Tou Outlook amoTuyydvel (my oto BAua 7
Kataxwpelte owotd to password oag aAAd eEakoAovBel va unv To déxeTal) Ba mpémneL va
eykaTaoTAoETE T MapakdTw Updates tov Outlook 2007 Kot TN OUVEXELX VO DOKLUACETE EQvd:

1. Service Pack 3 http://www.microsoft.com/en-us/download/details.aspx?id=27838
2. Sign-on assistant http://www.microsoft.com/en-us/download/details.aspx?id=28177
3. Hotfix

office-kb2596993-fullfile-x86-glb.zip

1. N va dnuovpynoete évav véo Kolvoxpnoto Aoyaplacud nAeKTPovikA¢ aAAnAoypagiag (e-mail)
0to Microsoft Outlook 2007, apxikd kAsivete To Outlook av To €XETE OGN AVOLYTO. TNV CUVEXELX
nnyaivete ogto Control Panel Twv windows Kat emAgyeTe To “Mail (32bit)".
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=

All Control Panel ltems

1+ [ » Control Panel » Al Control Panel ltems

Adjust your computer's settings

P Action Center

(g AutoPlay

Credential Manager
= Device Manager

@! Ease of Access Center
Flash Player (32-bit)
#& HomeGroup

22 Keyboard

W Mail (32-bit)

L Notification Area lcons
& Power Options

9 Region

@ Speech Recognition
1E System

H2, User Accounts

i Windows Update

B3 Add features to Windows 8.1
%@J BitLocker Drive Encryption
_'-,L Date and Time

@ Devices and Printers

& Family Safety

Folder Options

& Indexing Options

€% Language

F Mouse

“; Personalization

Programs and Features

™ Remotelpp and Desktop Connections

g Storage Spaces
Taskbar and Mavigation
Ea Windows Defender

B} Work Folders

2. 210 enduevo napdbupo, emAéyete To “E-mail Accounts”.

@ Mail Setup - Qutlook

E-rnail Accounts

3 Setup e-mail accounts and direckaries,

| E-mail Accounts... l

Drata Files

& Change settings for the files Cutlook uses ko
Jgé store e-mail messages and documents,

[rata Files, .. J

Prafiles

Q Setup mulkiple profiles of e-mail accounts and Show Profiles. .. |

data files, Typically, vaou anly need ane.

Close |

v O Search Control Panel 2

Wiewe by Small icons

Administrative Tools
il Color Management
Default Programs
& Display

5 File History

lA Fonts

Internet Options
Location Settings

vx Network and Sharing Center
I Phone and Madem
if:' Recovery

& Sound

@ Sync Center

[ Troubleshooting

i Windows Firewall
’{:E' Adhnhoypopic

3. 210 endpevo mapddupo, ano TNy KapTéAa “E-mail” emAéyete To “New”.
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W] Account Settings

E-mail Accounts
You can add or remaove an account, You can seleck an account and change iks setkings.,

E-mail | Data Files | R55 Feeds | SharePoint Lists | Inkernet Calendars | Published Calendars | Address Books

i Mew...

Marme Twpe

4. 210 emduevo mapdbupo, cuUMANPWVETE Ta oTolela Tov Kowdypnotou email AoyapLlacuol
oac(évoua & AlebBuvan) XQPIZ va KataywpenoeTe KAnolo password Kat matdte “Enduevo”.

] Add New E-mail Account

Auto Account Setup

Clicking Mext will contack wour e-mail server and configure vour Inkernet service provider or Microsoft
Exchange server account sekkings,

Your Name: Koino:xristo Grammatokibotio

Example: Barbara Sankovic

E-mail Address: testsharedmailbox@univa. gr

Example: barbara@contoso,com

Password:

Retype Password:

Type the password wour Internet service provider has given wou,

[ ] Manually configure server settings or additional server types

< Back Mext = | Cancel

5. 210 enduevo mopddupo, dev XpeldleTe va EMAEEETE KATL.
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] Add Mew E-mail Account

Online search for your server settings...

—— EANP - ot

Configuring

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

-+  Establish network connection
4 Search for testsharedmailbox@uniwa.gr server settings

Log on ko server

Mexk = Cancel

6. ZTNV oLVEXELR, 0TO TMoPdBupo Tmov Ba eppaviaTel Ba MPEMEL va KATAXWPNOETE TA OTOLXE(Q TOU
TPOCWTILKOV 0aC Aoy plaguol aAAnAoypagiag (avTdg oTov omnolo 0 SlayelpLoTAG EXEL dWaEL

7

npdéoBaacn otov kKowdyxpnoto Aoyaplacud). Mpotelvetal eniong va toekdpete TNV emAoyr “Remember
my password” wote To Outlook va BuudTtal To password Tov Aoyaplaguol oag.

7 i 2
B Connect to autodiscover-s.outlo.,

R

Welcome back ko autodiscover-s, outlook, com

I=er name;: ﬂ teststudentBi@univwa.gr W

Passward: TIIIII L

[¥|remember my password:

7. Epdoov n dnuovpyla Tou Aoyaplaouol eivat emtuyxic Ba epgavioTel To napakdTw napdbupo Kat
emAEyeTe “Finish”.
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i) Add Mew E-mail Account

Congratulations!

Configuring

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

+"  Establish netwark connection
\/ Search for testsharedmailboxi@univa. gr server settings

'v/ Log on to server

E,q ‘our e-mail account is successFully configured to use Microsoft Exchange.

[ ]Manually configure server settings

= Back | Finish Cancel

8. EvdéyeTal va oag eLavioTel Kat TO MapakdTw pAvoua. ZTnv neplintwon avth anAd emAEyETe TO
HOK”.

B Mail Delivery Location

o By adding a Microsoft Exchange account vou have changed where some of your new e-mail messages and calendar infarmation is saved.

These changes will take effect the next time wou start Qutlook.

Show Help ==
N

9. EvtéAeL 0 véoC Aoyaplaoudc oag Ba eppaviatel atnv aplotepr otiAn tov Outlook.
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Eile Edit Miew Go Tools  Actioo

D Mew - @ —Ejﬂendfﬁegeive - | [

Mail «

Favorite Folders o~

Mail Folders -~

2] All Mail kems -

= Qﬂﬂi Mailbiox - AoKIUOTTIRG Kowdan <

1 Archive

A [ Conwversation History
@ Deleted Items
Li# Drrafts
L5 Inbox
[ Infected [tems
L@ Junk Email
L= Outbox
LE] R55 Feeds
[ Sent
[ sent [tems

A [ teststudentS_teiath J

A [ Trash
4 g Search Folders
= =4 Personal Folders
@ Deleted Items
Li# Drrafts
L5 Inbox
L Junk E-mail

] Mail
ﬁ Calendar

&=| contacts

@ Tasks

o Jo [ A

Dore

06nyiec poOpIONC Kowvoypnotov email Aoyapraopon
(Shared mailbox) og Outlook 2007 mtov vtapyet RGN
EYKATETTNHEVOC TIPOOWTILKOGC AoYapLacgoc aAAnAoypaeiac.

To Outlook 2007, dev emtpenetl TNV TavTéXpovn eykatdotaon 600 Aoyaplaouwv aAAnAoypapiag
TOmov Exchange. Zuvenwe epdoov €xeTe 6N eykataotnuévog atov Outlook TOV MPOoWMKG TaC
Aoyaplaoud aAAnAoypagiog Ba mpénel akoAovBAoETE TA MOPAKATW BAMATA YL TNV TPEOCOBKN TOUL
Kowdypnotov Aoyaplaauol.
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1. KAelvete to Outlook av to €xete AON avolyTo. ZTNV cuvéxela nyaivete ato Control Panel Twv
windows kat emAéyeTe To “Mail (32bit)".

=

All Control Panel [tems

1+ [E » Control Panel » Al Contral Panel ltems

Adjust your computer's settings

P Action Center

[md AutoPlay

Credential Manager
a4 Device Manager

'@! Ease of Access Center
Flash Player (32-bit)
*& HomeGroup

&2 Keyboard

P Mail (32-bit)
Motification Area lcons
E Power Options

s 4 Region

@ Speech Recognition
184 System

2, User Accounts

& Windows Update

B3 Add features to Windows 8.1
%@J BitLocker Drive Encryption
i Date and Time
@ Devices and Printers
@ Family Safety
Folder Options
¢ Indexing Options
€% Language
F Mouse
E’ Personalization
5 Programs and Features
™ Remotelpp and Desktop Connections
& Storage Spaces
E Taskbar and Navigation
Ea Windows Defender
B Work Folders

2. 210 enduevo napdbupo, emAéyeTte To “E-mail Accounts”.

B Mail Setup - Outlook

E-mail Accounts

3 Setup e-mail accounts and direckories.

g

Data Files —

=, Change settings For the files Qutlook uses to
\J?‘g store e-mail messages and documents.

Profiles -

&

3. EmAéyeTe Tov MPoowikd oo Aoyaplaoud kat natdte to “Change”.

Setup mulkiple profiles of e-mail accounts and
data files, Typically, vou only need one,

E-mail Accounts., ., ]

Drata Files., .. I

Shows Profiles... |

Close

v O Search Control Panel =)

Wiewe by Small icons =

Administrative Tools
Ld| Color Management
[ Default Programs
& Display

0 File History

A Fonts
Internet Options
[ Location Settings
v= Network and Sharing Center
& Phone and Madem
i Recovery

& Sound
@ Sync Center
[ Troubleshooting
0 Windows Firewall

_‘;' AdAnhoypopic

n
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W) Account Settings

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

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

o New... $®Repair... P9 change... @ SetasDefaul X Remove

Marme Twpe

keskstudentE@univa, gr Exchange {send from this account by default)

4. 210 emduevo mapdbupo emAéyete “More Settings”.

@ Change E-mail Account

Microsoft Exchange Settings
ou can enter the required information ko connect to Microsoft Exchange.

Type the name of vour Microsoft Exchange server. For information, see vour syskem
adrninistratar,

Microsoft Exchange server: | 96bF210d-2bfd-4d03-ab1 3-dbFec37cBb0ai@univa. gr
IUse Cached Exchange Mode

Type the name of the mailbox sek up For wou by wour administrator. The mailbo:x: name
is usually your user name.,

User Mame: |LOKIMAZTIKDE sPHETHZ Check Mame

Mare Settings ...

5. 210 enduevo napdbupo emAEyeTe TNV KapTEAX “Advanced” kot natdte To Kouuni “Add”.
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B Microsoft Exchange

Gereral | Advanced | Security | Conmection | Remaote Mail

Mailbioes
Cpen these additional mailboxes:

add...

Remove

Cached Exchange Mode Settings

Use Cached Exchange Mode
Downlaad shared Folders (excludes mail Falders)
[ ] ownload Public Folder Favorites

Mailbiox Made

The mailbox made is undefined and will be determined
the next time Cutlook skarts,

Offline Folder File Settings. ..

O Cancel apply

6. Enetta ouunAnpwvete tov Kowdypnoto Aoyaplaoud mov BEAETe va mpoabéoeTe kat matdte “OK”.

V) Add Mailbox

Add mailbo:

..Eé-s.i:.s.i;l.;é;alizllr;'lailhnx@uniwa.grl
Ik | Cancel

7. 210 enduevo napdbupo natdte “OK”.
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] Microsoft Exchange

General | Advanced |SEI:I.Irit‘:.-' | Zonneckion | Remoke Mail|

Mailboxes
Cpen these additional mailboes:

MIhE DORIMASTIRG SH MAIL

Remove

Cached Exchange Mode Settings

Use Cached Exchange Mode
Dowenload shared folders {excludes mail Folders)
[ ] Download Public Folder Favorites

Mailbox: Mode

The mailbox mode is undefined and will be determined
the next kime Qutlook skarts.,

| Qffline Folder File Settings. .. |

| (0] 4 || Cancel || Apply |

8. Zta emdueva napddupa emAéyete To “Next” kat TéAog to “Finish”.

] Change E-mail Account

Congratulations!

You have successfully entered all the information required bo setup your
accounk,

To close the wizard, click Finish,

| ol
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9. KAelote 6Aa ta oxeTikd mapdbupa Kat avoiEte to Outlook 2007.
10. MA€ov péoa oto Outlook Ba epgavietal kat 0 Kowodyxpnotog Aoyaplaopoc.

'Eile Edit Miew Go Tools Actions Help

S New - | g L3 X Mot Junk | g Reply (=8 Reply to &)
Mail «
Favorite Folders ¥
Mail Folders =

L]

2] All Mail kems

£ “-:?;ff LAOEIMAITIKOL ¥PHETHL
# = Personal Folders
= S U DOKIMASTIKG SH MAIL
Lol Archive
Ll Corversation History
fa) Deleted Items
L.#| Drafts
L] Inbiox
Lol Infected Items
L@ Junk Email
U= Cuthox
Lol R55 Feeds
Ll Sent
L= Sent [tems
L] teststudentd_teiath
L] Trash
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