Remote Access Server

Purpose: Remote Access Server will enable you to have access to your
X:/Drive, Personal Folders in Email and other shared drives when you
are away from campus.

Requirements: Your Computer will need Windows XP.

Windows XP has the “Remote Desktop Connection” built-in under
Programs\Accessories\Communications.

Or, for all other operating systems you need to install a small program that
will insert the Remote Desktop Connection utility into the same place. This
program will be available in a folder on the Intranet as well as thru our TLC
website (www.lwtc.ctc.edu/tic under the “Resources” link)

If you are already using Windows XP follow the instructions below. If not then install the program
you acquired from the Intranet or TLC and then follow the instructions below.

To Connect:

From the remote computer: (such as, at your home)
1
2
3
4
5
6
7

% Remote Desktop Connection

Click on Start

Programs

Accessories

Communications

Remote Desktop Connection

Type in the numbers as shown below and then Click Connect.

Then Login with the login you use here at the college that accesses your email.

Cormputer; 168.156.199.200:7210 EJ

[ Connect ][ Cancel ][ Help ] [ Optiong > ]
User name: L % vi
Password: |

first.last



Now that you are logged in it will take about a minute for the system to setup your profile.
(After this initial setup is completed future logons will occur much faster.)

To get the Standard Desktop Icons:

1 Right-click on the toolbar on bottom of your screen and select “Properties”.
2 You will see the dialogue box below. Click on the “Start Menu” tab and then click on the
“Classic View".

3 Now just click on Apply and then click OK.
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Now you should see the My Computer icon & the My Network Places icon on your desktop. If
you open My Computer icon you will see your X-Drive folder with all your files inside it.
To Setup Your Outlook Mailbox:

1 Click on the Start button (bottom left) click on Programs,

2 Then Microsoft Office, then Microsoft Outlook 2003. The screen shots below will guide
you thru the Outlook setup.

3 When the first screen shot appears (see below) click NEXT.

4 Click on Microsoft Exchange Server as the next screen shot shows. Then click NEXT
5 On the next screen (see below) you need to enter in the server name LUXOR.

6 Then enter in your firstname.lasthame

7 Click NEXT, and then click FINISH on the next screen as indicated on the last screen!



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

E-mail

(®)Add a new e-mall accaunt!
() ¥iew or change existing e-mail accounts

Directory

(O add a new directory or address book
() ¥iew or change existing directories or address baoks

o

Bach [ Mext = ][ Close

E-mail Accounts

X

Server Type
‘ou can choose the bype of server your new e-mail account will wark with.

Connect ko an Exchange server to read e-mail, access public folders, and share
documents,

O rop3
Conneck ko a POP3 e-mail server to download your e-mail.
) IMAP

Connect tc an IMAP e-mail server to download e-mail and synchronize mailbox
fFolders,

CIHTTP

Connect ko an HTTP e-mail server such as Hotmal to download e-mail and
synchronizz mailbo Folders.

() additional Server Types
Conneck ko another workgroup or 3rd-party mail server,

[ < Back “ Nexk = J[ Cancel ]




E-mail Accounts ['XI

Exchange Server Settings
You can enter the required inf ormation to connect to your Exchange server.

Type the narme of vour Micrasoft Exchange Seryer compuker. For information, see walr
cystem administr ator,

Microsoft Exchange Server: iluxor

Use Cached Exchan

Type the name of the maibo: set up for you by your administrator, The mailbox name
is usually wour user name.

User M first.last | Check Mame

More Setkings ...

E-mail Accounts

Congratulations!

“fou have successfully entered all the information required to
setup your accounk.,

To close the wizard, click Finish.

Bacl | Finish

Congratulations! Your mailbox is now setup except for your personal folders.
To Access Your “Personal Folders” (these are the personal folders you might have at
work within your Email in Outlook)

To add your personal folders, follow the series of screen shots below!

Click on TOOLS from the menu in Outlook,

then select E-Mail Accounts and you will see the dialogue box below.

Click NEXT and you will see the dialogue box below.

Click on the “New Outlook Data File” button and you will see the next dialogue box.

A OWNE



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

E-mail

() add a new e-mail account
@ ¥iew or cha

il accounts!

Directory

() add a new directory or address book,
() Wiews or change existing directories or address books

< Back [ Mext = ] [ Close

E-miail Accounts
You can seleck an account ard change its szthings or remave it

Outlock processes e-mail for these accounts in the Following order:

Marre Type Change. ..
t Exchang i Exchange (Defadlt)

Set as Default

Move Lp

Deliver new e-mail te the Falowing location:
Mallbax - Mckinney Raon " [ Mew Qutlook Data File...

< Back ][ Finish J [ Caniel ]

New Outlook Data File x|

Twpes of storage:

=l

il
Qutlook 97-2002 Personal Folders File (L pst)

Lescription

Provides maore storage capacity for ikems and Folders,
Supparts multilingual Unicode data. Mot compatible with
Outlook 97, 98, 2000, and 2002

[ Ok, ][ Cancel J

5. Just click “OK”. Another dialogue box appears (see below).
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2 Personal Folders W

This is where we go to find your personal folders.pst file whick _cou

youmame.pst or personal folders.pst or something similar to th

ré

This is where we go to find your personal folders.pst file which could be yourname.pst or

personal folders.pst or something similar to this respect.

1 Now click on the drop down window (arrow down) in the (Save In:) field

2 Select the X drive, and then your name on Adminn X-Drive. You should see your .pst file
right away or it could be under your MyData folder. Once you have found and selected your .pst
file just click OK and Finish and you will see your personal folder in your Outlook listing.

To Log Off

When you close everything out and are back to your desktop, you will see at the top a bar with
the numbers 168.156.199.200:7210 in it.

Click on the “X” that is on the far right of that bar and you will be logged off of the Remote

Server.

To Access the Remote Server again: (basically same steps as before)

Click on Start
Programs
Accessories

onnect.

~NOOoOURMWNER

Communications
Remote Desktop Connection
The numbers will probably still be there from before, but if not retype them and then Click

Then Login with the login you use here at the college that accesses your email.



% Remote Desktop Connection

Compuiter: 168.156.199.200:7210 EI
[ Eu:-gneu:t H Cancel H Help ] [ Optiong »» ]
Liser name: |ﬁ v| &
Password: | |

For Support with the Remote Desktop Server:

Email: tech.support@Iwtc.edu and/or Sukirti Ranade or call Tech Support @ X603 or 425.739.8100X603



mailto:sukirti.ranade@lwtc.edu

