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INTENTION

It is the intention of this document to provide CWS County Exchange Administrators with a basic guide for administering their mailboxes and users.  This guide is intended to cover only those administration functions that are required due to the unique design properties of the CWS Exchange 5.5 environment.  There are many publications and websites available for more in-depth information on the Exchange administrator program.  Also, the county administrators have varying procedures and policies, so this document should be used as a template which the individual administrators can modify as they see fit.

This guide does not cover how to install the Exchange administrator program.  These instructions are provided in a separate document.

GETTING STARTED

The administration of Exchange mailboxes requires the use of two tools:  the User Manager tool and the Exchange Administrator tool.  County administrators must have access to both tools in order to administer Outlook accounts.   County administrators must also be granted the required permissions by DTS in order to use these tools.  The following table highlights the tasks performed by each tool.

	Task\Tool
	Exchange Administrator
	User Manager

	Create user accounts
	(
	(

	Delete user accounts
	
	(

	Change/reset passwords
	
	(

	Create new mailbox
	(
	

	Modify mailbox properties
	(
	

	Delete a mailbox
	( *
	

	Create a distribution list
	(
	

	Modify distribution list membership
	(
	


* - See work-around for deleting mailboxes later in this document.

HOW TO USE THE USER MANAGER TOOL

GETTING STARTED

1.  What you will need:

a) Microsoft User Manager for Domains administration tool installed on your workstation.

b) NT account that has been granted domain account administration privileges to perform assigned duties.

c) If you have not previously done so, follow the instructions in the User Manager Installation Instructions to map the M: drive.

2. Double click on My Computer and then Double click on the M: drive. You will see this screen.
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3. Open the Utilities Folder and Launch usermgr.exe by either double clicking the program usrmgr.exe. 
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An alternative is to right click usrmgr.exe and send it to your desktop (create shortcut). If you have a shortcut on your desktop, you can open User Manager from there by double clicking the icon.

4. You will receive a prompt indicating the User Manager for domains cannot be used to manage a windows 2000 or higher domain.  Do you want to select another domain to administer?
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Select (click) Yes

5. At the Domain Prompt type CWSRES01:
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and click OK

if you receive the following message “Access denied” please contact the CWS/CMS help desk at (800)428-8268
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When you successfully connect to the CWSRES01 domain you will be presented with the screen below. 
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COMMON USER MANAGER TASKS

a) Create a New NT Account.

To create an NT account, from the main User Manager window, select from the User menu New User…  The Username: will be their NT domain account.  Complete the fields as required and assign the initial temporary password---you can have the user change this password at the next Outlook logon, if desired.  You can also make the user unable to change the password by checking the appropriate box.  Click Add when finished.  You should be forwarded to the Exchange Administrator program function to create a mailbox.  Use the procedure outlined in this manual to assist you.
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b) Reset NT Account Password.

At times it is necessary to reset a user’s password due to user forgetfulness, account lockouts from exceeding attempts to logon, etc.  From within the User Manager for Domains tool, locate the user’s account and double-click to open the property page.  In the Password box, delete the asterisks and type in a new password.  Repeat for the Confirm Password box to validate the entry.  Typically you will want the user to change the password at the next logon; if so, select the box that corresponds to this action.  Click OK when finished.  
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HOW TO USE THE EXCHANGE ADMINISTRATOR TOOL

Note:  The steps listed here in the ‘Initial Setup’ section need to be performed only the first time the Administrator program is run.  The settings made here will be retained.

Initial Setup

What you need.

a) The Administrator program installed on a Windows NT or Windows 2000 workstation.  

b) From your workstation, logon to your domain with the appropriate domain account and password.  This account and password must match exactly your account and password in the CWSRES01 (Exchange) domain.

Launch the Exchange Administrator program

Go to Start/Run…/Programs/Microsoft Exchange, and click Microsoft Exchange Administrator.
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The first time you launch the program you will be prompted for the name of the Exchange server to connect to for email administration.  Enter the appropriate server name, CWSBDC02, and click the box for Set as default.  Click OK.

                    [image: image10.png]‘What server do you want to connect to?

7 Setas defauit b |





Your screen should now resemble the screenshot below.  At the top of the structure is the Exchange Organization – CA.  Under the Organization is the CWS-Central site, and then the containers for each county.  It is from within your County container where you will be performing your Exchange administration.
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From here, go to Tools – Options, and configure as follows:

Options – Auto Naming tab
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The Display Name Generation should be configured as shown above.  This is the name that shows up in the Outlook Global Address List.  The Alias Name Generation should be set to ‘none.’  

Click OK.

Mailbox Administration

1.  Add Mailbox (Recipient).

Highlight your County’s container.  Each County will have a template mailbox from which new mailboxes must be created.  This template mailbox will be displayed on the address list as ‘Template - <county name>’.   Highlight the template mailbox, then from the menu, select File – Duplicate… The property page for the new mailbox will appear.
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Notice in the screenshot below that most property fields have been copied to this new mailbox.  The information in the Name area of this page is left blank, and you must supply the data for these fields.  Enter the First Name, Last Name, and alias information.  The display name will be generated for you automatically.  Modify other fields as appropriate.  Please note that you are welcome to modify the fields in this template as you see fit.  It is important that you create a unique alias for each mailbox; typically this is identical to the NT user account (which is the same as the CWS/CMS-generated logon ID).  
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You will need to associate the mailbox with an NT account in order to have the client be authenticated on the domain to access the Exchange mailbox.  Normally, the NT account (which is the same as the CWS/CMS user ID) is created using the User Manager for Domains tool, and should already exist.  Click the Primary Windows NT Account button.  Click to choose Select an existing Windows NT account.  Click OK.
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You are presented with a window allowing you to choose the account.  It takes some time for the user Names to appear in the dialog box.

Click on the account you wish to associate with the mailbox, and click ADD.  Then click OK.
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It is possible to create the NT account directly within Exchange administrator. (If you used the User Manager tool to create the NT account, you can ignore this step) If you choose to create a new Windows NT account here, you will see the following window:

Leave the NT domain as ‘CWSRES01’, and enter the desired account name.  Click OK. 
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You will see a dialog box that states that an account has been created and also shows the assigned password.  Click OK.
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Click OK on the mailbox properties page when finished.

2.  Modify Mailbox Properties.

Double-click on a mailbox and the mailbox Properties window appears.  Locate the mailbox you need to adjust and double-click to view the property page.  Make the changes as needed and click OK when finished.
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3.  Delete Mailbox.

Due to limitations in the current CWS Exchange 5.5 system, it will not be possible for county administrators to delete mailboxes.  DTS has developed the following work-around for mailbox deletes:

a) Open the property page for the mailbox to be deleted.  In the Assistant field, enter the word ‘Delete.’  The word ‘Delete’ must be spelled correctly, but is not case-sensitive.
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b) Click on the Advanced tab

[image: image21.png][ TEMPLATE, ALPINE Proper

oo [ et [ ot | [Er e
Delver Restictos | Deivery ptons | Prtocdls | ustom s | Links . Advanced

TEMPLATE, ALPINE

Simple display name: Directory name: Trust level (0-100)
] FALAE [ =l
Hame servr

Orvine fstings information

1L5 Server — R =
1LS Accour | — > s o s Bl

Outlook Web Access Server Name: Container name:
T [pLPE

I~ Downgrade figh piiity X 400 mai

Adniisatve ot
LAE

[ Cancel Apply Help





c) Click to check the Hide from address book box.  Click OK.

d) DTS will run a periodic process to delete the hidden mailboxes that have the ‘Delete’ value in the Assistant field.  Hiding the mailbox will prevent it from appearing in the address list until it is actually deleted.
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