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1 Go to your Start menu and click Control Panel

Sticky Notes

Documents

Pictures
Snipping Tool

Music
Active Directory Users and
Computers

Downloads

Recent ltems

Computer

MNetwork

Control Panel

Devices and Printers

Mero StartSmart » Defauit Programs

» Al Programs Lep aad Support

- i m N
| Search programs and files ol Shut down | * |

Step

Procedure

2 When the Control Panel window opens find the Mail icon and double-click it.
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3

Click the Add... button to add a new profile. Click OK to continue.
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Name the New Profile Haas, then click OK to continue.
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How Do | Automatically Configure Outlook 2010/2007 for Exchange? (Continued)
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5 Enter your name, email address and Haas password in the appropriate boxes, and then click Next.
i B
,j Add New Account - Y " M
Auto Account Setup
Click Mext to connect to the mail server and automatically configure your account settings,
@ E-mail Account
Your Name: fpaz Canales \
Example: Elen Adams
E-mal Address: paz_feepaid @mba.berkeley.edu
Example: elen@contoso.com
Eamd= (2 s et b a8 )]
Rew P d-: n:l’l::ﬂl’::ﬂ
Type the password your Internet service provider has given D
_ Text Messaging (SMS)
Manually configure server settings or additional server types
|
sack | [ next> ||| cancel
e
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6 You will then see the security dialogue screen below. Check the box “Don’t ask me about this website again”,
and click the button “Allow”.
i
A Microsoft Outlook . |
1 Allow this website to configure paz_feepaid@mba.berkeley.edu
. 1] server settings?
https: /fmai.haas. Berkelay. EDU /autodiscover fautodiscover, xml
Your account was redirectad to this website for settings.
You should only allow settings from sources you know and trust.
)
_{pont ask me about this website agair,
. =
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7
It will take a few minutes for your mail account settings to be brought down from the server to the computer that
you are setting up with Outlook Exchange. When you see the three green check marks as in the sample below,
your account is set up. Click Finish, and then open Outlook.

et

+"  Search for paz_feepaid @haas.berkeley.edu server settings
+"  Log on to server

Your e-mall account is successfully configured.

[ Manually configure server settings [addwﬂwmnt... |
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How Do | Automatically Configure Outlook 2010/2007 for Exchange? (Continued)

Step Procedure
8 Next Open Outlook. You will be asked to enter your Haas username and password, make sure to click on the
link “Use another account”, and/or make sure to remove your email address from the username field and
enter your credentials in the following format:
Username: haas\your haas username (enter all in lower case)
Password: Your Haas password (case sensitive)
See the screenshot below.
Select the box “Remember my credentials” so that your username and password are remembered the next time.
_a Windows Security @
Mail Application
Connecting to paz_feepaid@haas.berkeley.edu
= -
| haas\paz_feepaid |
| SRR RRRERE |
‘Rermember my credentials:
[ QK l [ Cancel
e
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9 Once your credentials are accepted Outlook will take a few minutes to synchronize the mail that is currently on the
server with your local computer. How long this takes will depend on how much mail you have in your inbox and
mail folders, but this usually takes only a few minutes. Please be patient and let this process run until a copy of all
your mail is downloaded to your computer. Otherwise Outlook may freeze and not respond. This will be only for
the first time you synchronize your account, the next time you open Outlook from your computer it will only
synchronize the new mail that is on your inbox and folders, so it will take considerably less time. Outlook will tell
you when all your mail folders are synchronized on the lower right hand corner of the screen.
s
All folders are up to date. | | Connected to Microsoft Exchange |
J
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