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How do | Manually Configure my Haas Exchange Account in Outlook 2007/20107?

These instructions are intended for computers that are not on the Haas domain, and which have a new installation of Office
2007 or 2010 where Outlook has never been used before.

Step Procedure

1 To set up Outlook:

a. Go to Control Panel and double click on the Mail icon to open it.
b. The Mail window will show up, click the Add button to add a new profile.
c. Call the new profile “Haas".
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When starting Microsoft Office Qutlook, use this profile:
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How Do | Manually Configure my Haas Exchange Account in Outlook 2007/2010? (Continued)
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2

At the Auto Account Setup window, check the box “Manually configure server settings or additional server

types” at the bottom.

Click Next.

3 Add Mew E-mail Account

Auto Account Setup

[¥]|Manually configure server settings or additional server types:
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How Do | Manually Configure my Haas Exchange Account in Outlook 2007/2010? (Continued)

Step Procedure

3 At the Add New Email Account window enter the following settings:

Microsoft Exchange server: exmail7.haas.uc.berkeley.edu
Make sure the box “Use Cached Exchange Mode” is checked.

Enter your “user name” under User Name, then click the Check Name button.
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:{:9 Add Mew E-mail Account , ﬁ

Microsoft Exchange Settings
You can enter the required information to connect to Microsoft Exchange.

Type the name of your Microsoft Exchange server. For information, see vour system
administrator,

Microsoft Exchange servel: |exmail7.haas.uc.berkeley.edu

Use Cached Exchange Mode

[ Type the name of the mailbox set up for you by your administrator. The mailbox name
i is usually your user name,

User Mameg |Paz Chedk Name

More Settings ...

| <Back |[ Mext = ][ Cancel ]

Step Procedure

4 You will be prompted for your Haas credentials. Enter them in the following format then click OK:
User Name: haas\your username

Password: your password

F ™
:9 Connect to exmail7. haas.uc.berkeley.edu M

Welcome to exmail7.haas. uc.berkeley.edu

Lser name: haaslpaz -

Password: T TITITTITIIT )

[ Remember my password

[ oK ] ’ Cancel
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How Do | Manually Configure my Haas Exchange Account in Outlook 2007/2010? (Continued)

Step Procedure

5 Once you enter your Haas credentials your Haas username will be underlined. This shows that you have been
authenticated to the server.

Click the More Settings... button.

A Add New E-mail Account [

Microsoft Exchange Settings
You can enter the required information to connect to Microsoft Exchange.

Type the name of your Microsoft Exchange server. For information, see your system
administrator.

Microsoft Exchange server:  |EXMAIL 7. haas.uc.berkeley.edu
IUse Cached Exchange Mode

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

User Mame: | Paz Feepaid (Test Account) Check M

[ More Settings ... ]

| <Back || Mext> | | cancel ]I
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How Do | Manually Configure my Haas Exchange Account in Outlook 2007/2010? (Continued)
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6

Under the General Tab, enter Haas Microsoft Exchange as the name for this account, then click the Security

tab.

Microsoft Exchange @

General :Adﬁanced Security | Connection | Remote Méil'

Exchange Account

Type the name by which you would like to refer to
this account. For example: "work" or "Microsoft

O automatically detect connection state
(®) Manually control connection state

[ 1Choose the connection type when starting
Default connection state
(%) Connect with the network

(O Work offline and use dial-up networking

[ 30 | Seconds Until Server Connection Timeout

Lok JJ cancel J[ oo |

Step

Procedure

At the Security Tab, make sure Negotiate Authentication is selected for Logon network security.

Click the Connection tab next.

( A Microsoft Exchange et o]

| General |A-:Ium:ed_ Security }Cnrmﬂim Remote Mail |
Encryption

Encrypt data between Microsoft Office Outlook
and Microsoft Exchange

User identification
[ Always prompt for logon gredentials
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How Do | Manually Configure my Haas Exchange Account in Outlook 2007/2010? (Continued)

Step Procedure

8 On the Microsoft Exchange Proxy Settings window enter the following:

Under Connection settings:
https:// mail.haas.berkeley.edu

Check the box “On fast networks, connect using HTTP first, then connect using TCP/IP”, the “On slow
networks, connect using HTTP first, then connect using TCP/IP” box should already be checked.

Under Proxy authentication settings, choose “Basic Authentication”.

Click Ok and then OK again.

- 5
A Microsoft Exchange Proxy Settings - i e

Microsoft Office Outiook can communicate with Microsoft Exchange over the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets. Select the protocol and the
identity verification method that you want to use. If you don't know which options to
select, contact your Exchange Administrator.

Connection settings

Use this to connect to m xy server for Exchange:
https:// mail.haas.berkeley.edu

Connect using SSL only
|| Only connect to proxy servers that have this prindpal name in their certificate:

|| On fast networks, connect using HTTP first, then connect using TCP/IP
|| On slow networks, connect using HTTP first, then connect using TCP/TP

Proxy authentication settings

for Exchange:
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How Do | Manually Configure my Haas Exchange Account in Outlook 2007/2010? (Continued)
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9

You'll be back at the “Add New E-Mail Account” window.

Click Next to continue.

mi‘a Add New E-mail Account q . -.

Microsoft Exchange Settings
You can enter the required information to connect to Microsoft Exchange.

Type the name of your Microsoft Exchange server. For information, see your system

administrator.

Microsoft Exchange server: |EXMAIL7.haas. uc.berkeley.edu

[¥] Use Cached Exchange Mode
Type the name of the mailbox set up for you by your administrator. The maidbox name
is usually your user name.
User Name: Paz Feepaid (Test Account) Check Mame
| <Back [ mext> ||| cancel |
Step Procedure
10 | Click Finish, and then Ok at the Mail window.

( A Change E-mail Account ]

Congratulations!

You have successfully entered all the information required to setup your
account.

To dose the wizard, dick Finish.
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How Do | Manually Configure my Haas Exchange Account in Outlook 2007/2010? (Continued)

Step Procedure
11 | 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
Step Procedure
12 | 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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