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Quick Guide to Exchange 2010 
CIS is upgrading the University email service for 
all staff and research postgraduates to Microsoft 
Exchange 2010 during 2012.  

How will it affect me? 

As this upgrade is to the ‘backend’ email service 
(Exchange is the architecture that runs the 
service and we generally use Microsoft Outlook 
and/or Outlook Web Access (OWA) as the 
email ‘client’ to access emails on our PCs), we 
do not anticipate many significant changes in 
day to day usage of email, calendar and 
contacts.  

However, there are a few things which will 
change that we all need to be aware of and this 
Infosheet provides a quick guide to getting 
started with Exchange 2010. 

In the Office 

Using a Windows PC 

If you use a standard MDS Windows PC using 
Outlook or OWA (Outlook Web Access), your 
email will work automatically and you can 
continue to work as normal. 

Using a Mac 

If you use a Mac then you may need to make 
some adjustments to how you access your 
email. The methods we recommend to do this 
are: 

 Microsoft Outlook 2011 

 Apple Mail  

 Outlook Web App 

Instructions on how to configure each of these, 
plus alternative email packages, is available on 
our website at: 
http://www.dur.ac.uk/cis/macs/support/email/  

Using a Linux PC 

If you use a Linux PC then you may need to 
make some adjustments to how you access 
your email. The methods we recommend to do 
this are: 

 Evolution (3.2.3 or higher) 

 Using Pine (see 
http://www.dur.ac.uk/cis/faqs/?faqcateg
ory=124#faq2668) 

 Outlook Web App 

If you have any issues in getting to your 
email following your switch to Exchange 
2010, we recommend that you log into OWA 
using the link below. This will ensure you 
can access your email as long as you have 
an internet connection. 

Away from the Office 

Accessing email on the web 

The new link for accessing your email via a web 
browser is: owa.dur.ac.uk 

This takes you to the Outlook Web App (OWA). 
The new OWA is a great improvement on the 
previous version, looking and functioning very 
much like a full Outlook email client. 

Conversation View 

A feature that is switched by default in OWA is 
‘Conversation View’. This groups together all 
emails in a particular thread so that they appear 
in your inbox as a single item.  

This can be handy in keeping all related emails 
together but also a little confusing when viewing 
new emails in a particular thread. 

If you’d like to switch off Conversation View, 
click on View > Use Conversations (tick should 
disappear): 

 

Accessing email on a mobile phone or 
mobile device 

You can access your email account on a work 
or personal mobile phone (or other mobile 
device). Details on how to configure this differ 
by device and instructions for popular models 
are available here: 

http://www.dur.ac.uk/cis/macs/support/email/
http://www.dur.ac.uk/cis/faqs/?faqcategory=124#faq2668
http://www.dur.ac.uk/cis/faqs/?faqcategory=124#faq2668
https://owa.dur.ac.uk/owa/
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https://www.dur.ac.uk/cis/local/telecom/mobiles/
mobile_exchange/  

Note that, depending upon the make and model 
of your phone, the way in which these changes 
are made will differ – you may be able to simply 
change the details and confirm with your 
password or you may need to delete and 
recreate the account. 

Mobile Phone Security 

All users of University IT are obliged to ensure 
the security of any corporate data we access, in 
line with the Data Protection Act (1998). The 
information contained in our work emails should 
be considered as ‘corporate data’’ and 
appropriate measures taken to ensure their 
security.  

This becomes especially relevant when 
accessing work data via a personal device and 
security measures such as these protect both 
the University and you from the negative 
consequences of a loss of data.  

PIN (Personal Identification Number) 

If you access your email using a work or 
personal mobile phone you will be required to 
create a PIN for your phone if you haven’t got 
one already - you must do this to be able to 
access work emails via your mobile to 
protect corporate data. 

Your mobile phone should allow you to adjust 
the ‘grace’ period (i.e. how long the phone 
needs to be inactive before PIN entry is 
required), usually via its Security Settings. 

Security Policies 

Some mobile phones may also require you to 
accept security policies which, in some cases 
may suggest that CIS will have the ability to 
remove content or adjust settings on your 
phone – please rest assured that CIS will 
NEVER access your phone in this way, 
unless asked to do so by you. 

IMAP and SMTP 

If you have a client that uses use IMAP or 
SMTP, the settings are as follows: 

Incoming server: imap.dur.ac.uk 
Port: 993 
Encryption method: SSL 

Outgoing server: smtp.dur.ac.uk 
Port: 587 
Encryption method: TLS 

Full details are available at: 

http://www.dur.ac.uk/cis/faqs/?faqcategory=124
#faq2668  

Having problems? 

If you are having any problems with Exchange 
2010, or would like some tips on how to get the 
most out of your email, further information is 
available on our web pages at: 

http://www.dur.ac.uk/cis/email/exchange/exchan
ge2010/ 

This includes links to our extensive FAQs and to 
Microsoft’s own guides for Exchange 2010 and 
OWA. 

If you have any further issues or questions, 
please contact the IT Service Desk: 

itservicedesk@durham.ac.uk 

Or call ext: 41515 or 0191 334 1515 
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