Setting Up New HEMI Outlook Account

Purpose

Due to Hurricane Rita Contingency support activities, all e-mail services were migrated from Johnson Space Center to Marshall Space Flight Center. The result of these activities means that you now have a new temporary HEMI account.

Unfortunately, we were not able to migrate all mailboxes to MSFC before JSC was shut down. This means that the first time you log-in to your HEMI account, you will ONLY see e-mail and calendar items from the date and time your new mailbox was created at MSFC. All prior mail and calendar data saved on the server has been temporarily lost.  This data will be recoverable once we return to normal service. However, if your Outlook client was left configured at its original settings to use “cached mail” (mail saved locally to your hard drive), you will be able to re-establish connections to the new mail account, while at the same time keeping the older mail that was saved locally. This document describes the steps to save your existing cached email, configure your new HEMI email account, and to login and access your cached mail.

You only need perform these steps once, the first time you launch Outlook.

Saving Cached Email

1. When opening Outlook for the first time, you will receive the following message:
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Figure 1
2. Select “Work Offline”

3. All of the mail that was in your server mailbox will still appear in the offline mode.
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Figure 2
4. In the All Mail Folders pane on the left side of the Outlook window, look for a folder marked “Personal Folders.” Right click on this folder. A sub-menu will appear. Left click on the menu item “New Folder…” (See Figure 3, below.)
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Figure 3
5. A dialog box labeled “Create New Folder” will appear (see Figure 4, below). Create a folder named “~Recovered In” by typing the name of the folder in the “Name” field at the top. [NOTE: You can call this folder anything you wish, such as “Old In Box,” etc. For this document, we will refer to it as “~Recovered In.”]  Click the OK button.
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Figure 4
6. The new folder will appear in your Personal Folders (See Figure 5).
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Figure 5
7. Click on your Inbox (circled in red in Figure 6).  Your local copies of former In-Box messages will be displayed.. Highlight all of your messages by clicking once on any message header, and then pressing CTRL+A on your keyboard (or selecting Edit > Select All from the menu).
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Figure 6
8. Drag all of the highlighted messages into the “~Recovered In” folder ” (or the folder you created in Step 5, above) under your personal folders. To drag the messages, click and hold the left mouse button in the highlighted messages area of your Inbox; keep the mouse button held down while moving the pointer to the “~Recovered In” box. Let go of the mouse button. If successful, a dialog box will display, informing you that it is “Moving items from ‘Inbox’ to ‘~Recovered In’” (See Figure 7).
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Figure 7
9. This process may take several minutes depending on the amount of mail that was in your server Inbox. When this process completes, there will be no email in the folder “Inbox” (See Figure 8).
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Figure 8
11. By selecting the “~Recovered In” mailbox, you should see all of the former mail from your server Inbox (Figure 9).
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Figure 9
12. Repeat steps 4-11 for your “Sent Items” and any other top-level server mailboxes you wish to move, making sure in Step 5 to create different folder names.
13. Close Outlook.

You have now completed the cached email configuration steps and are ready to configure your new account.  

Configure Outlook Account

Make sure the Outlook client is closed.
1. Right click on your Outlook icon (do not open Outlook at this time), and select Properties.  Select Properties. A dialog box labeled “Mail Setup – Outlook” will appear (See Figure 1, next page)

a. You can also do this by clicking on the Start Menu and then right clicking on Email. If your Start menu does not have an E-Mail item, click on Settings and then click on Control Panel. Once the Control Panel window appears, double-click on Mail.
2. Click the “E-mail Accounts” button to configure your account.
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Figure 1
3. The E-Mail Accounts window will appear. If you have more than one account listed, click on the one marked as “Exchange (Default)” to highlight it and then click on the “Change…” button (See Figure 2).
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Figure 2
4. Delete the server name in “Change the Microsoft Exchange Server” field to ndmsxmb98.ndc.nasa.gov (see Figure 3, next page). Click on the Check Name button. After a few seconds, your full name should appear in the “User Name” field. If the Check Name command does not work, change the server name to ndmsxmb99.ndc.nasa.gov and try again.
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Figure 3
5. Click the Next button to bring up the final screen. No changes are made to this screen: click the  Finish button.

6. You may be prompted to login.  If so, select Cancel and continue through the Finish prompt.
Login and Access Cached Mail

The new account is now configured and you are ready to login for the first time.
1. Launch Outlook. You will see the following prompt (Figure A):
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Figure A
2. Click the Connect button. You will be prompted to log in to your e-mail. Login with your regular account name and password (Figure B).
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Figure B
3. After successfully logging in, your server Inbox will now contain ONLY new mail received since your mailbox was relocated from JSC to MSFC.
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Figure C
4. Your prior mail can be found in the Personal Folder you created on Page 2, Step 5. (In our example in Figure D, next page, we created the folder “~Recovered In.”)
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(3 Email Recovery. Out of Office AutoReply:

ﬁ & Mugge, Paul R. (HQ-LDOSO)LESCO]
To: Morton, Stephen Charles (HQ-LDO70){Lockheed Martin]
] coendar I will be out of the office Monday, Tussaay, aud eanesday September 2, 27, and 20. and I

will not be reading my e-mails during this time. If you need immediate assistance, please

- contacts contact the Facilities Services Help Desk at 202-358-0233. For driving requests for the

Administrator, plesse call and e-wail Facilities Help Desk staff Bayyinah at

2 Tasks bellisBhq.nasa.gov, and Alicia at avesley@hq.nasa.gov, and they will contact the drivers.
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Figure D
5. If you wish, you can copy your local saved mail created on Pages 1 through 9 back to your server mailbox by reversing the steps you took to save them to your Personal Folders.
Should you have any questions regarding these instructions, please contact the IT Help Desk at 358-HELP (4357), 1-866-4NASAHQ (462-7247), mailto:service@hq.nasa.gov,  or http://www.odin.lmit.com/hq/helpdesk.html. 
Right click here





Click on “New Folder…”





Highlight all messages in this folder





If ndmsxmb98.ndc.nasa.gov does not work, try ndmsxmb99.ndc.nasa.gov. If neither server names work, call the Help Desk at 202-358-4357.
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