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Configuring Outlook

Open Outlook :

Click Cancel after Setup Wizard comes up.

Go to Tools >Email Accounts.

This will bring you to the Accounts Configuration Setup.
Choose to Add a new E-mail Account.

Click Next.

arwNE

E-mail Accounts

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

E-mail

% add a new e-mail account

" View or change existing e-mail accounts

Directory

" add a new directory or address book

" View or change existing directories or address books
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Close




How Do | Configure Outlook 2003? (Continued)

Step Procedure

At the next screen choose IMAP
as the Server Type.

Please note that with an IMAP account your mail will be left on the server. It will not be downloaded to the
computer where you are reading your mail- as it would with a POP account. This is the preferred setup for haas
users, since this way their mail is easier to manage because it's always synchronized wherever they read it.

Click Next.

E-mail Accounts x|

Server Type
You can choose the type of server wour new e-mail account will wark, with,

{” Microsoft Exchange Server

Conneck to an Exchange server to read e-mail, access public folders, and share
documents.,

 popP3
Conneck to a POPS e-mail server to download wour e-mail.
+ IMap

Connect to an IMAP e-mail server ko download e-mail and synchronize mailbo:
Folders.

= HTTP

Conneckt ta an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox Folders.

" Additional Server Types
Conneckt to another workgroup or 3rd-party mail server,

< Back. I Mext = I Cancel
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How Do | Configure Outlook 2003? (Continued)

Step Procedure

At the next window please enter the following information:
1. Under User Information, enter Your Name and Email Address.

Outgoing servers.

Click More Settings... on the lower right hand corner of the screen.

3. For Logon Information, enter your Windows login name and password.

2. For Server Information, enter mail.haas.berkeley.edu for Incoming and smtp.haas.berkeley.edu for

Internet E-mail Settings (IMAP)
Each of these settings are required to get your e-mail account working.

User Information Server Information

Your Name: IJ@”"‘ Incoming mail server (IMAP):
E-mail Address: [jason_mrman@hoas.berh Outgoing mail server (SMTP):

Logon Information

User Name: I,agm _norman

Password: I*t*l*itttt

[V Remember password

[~ Log on using Secure Password
Authentication (SPA)

E-mail Accounts

mail.haas.berkeley.edu

smtp.haas.berkeley.edu

More Settings ...

< Back

Next >

Cancel
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How Do | Configure Outlook 2003? (Continued)

Step

Procedure

At the Internet E-Mail Settings, General Tab window enter the following information:

1. Give your account a name, for example Haas under Mail Account.

2. Under Other User Information, enter a name for your Organization, i.e. Haas School of Business
3. Under Reply E-Mail enter your haas e-mail address or whatever address you want recipients to reply to.

Click on the Outgoing Server Tab when done with the above settings.

Internet E-mail Settings

zeneral IDutgning SErYEr I Conneckion I gdvanced I

Mail Accounk

Type the name by which wou would like to refer ko this
account, For example: “Work” or "Microsoft Mail Server”

Haas

Cther User Infarmation

Qrganization: IHaas school of Business|

Reply E-mail; Ijas-:un_n-:urman@haas.I:uerkEIE';.-'.Edu

(0]} Cancel
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How Do | Configure Outlook 2003? (Continued)

Step Procedure
5
At the Outgoing Server Tab:
Check the box “My outgoing server (SMTP) requires authentication”.
The dial button “Use same settings as my incoming mail server” should be selected.
Click on the Advanced Tab.
Internet E-mail Settings x|
General  Cubtgoing Server |Cnnnectinn I advanced I
v My outgoing server (SMTR) requires authentication
i+ Use same sektings as my incoming mail server
" Log on using
ser Mame: I
FPassword; I
¥ | Remember password
[T Log o using Secure Password | Authentication (SR
2 Cancel
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How Do | Configure Outlook 2003? (Continued)

Step Procedure
6
In the Advanced Tab, make sure the following boxes are checked:
This server requires an encrypted connection (SSL) both for the Incoming and Outgoing server.
The Incoming server (IMAP) port number should be 993.
The Outgoing Server (SMTP) port number should be 336. You can also try 465, 587 or 25 if 336 does not
connect.
You can also change the Server Timeouts to 1 minute, 30 seconds if you wish.
Click OK.
Internet E-mail Setktings x|
aenetal I Dutgoing Server I Conneckion  Advanced I
Serwver Pork Mumbers
Incoming server (IMGPE: L= Use Defaults |
[V This server requires an encrypted connection (S50
Dukgaing server (SMTR 455
v This server requires an encrypted connection {5507
Server Timeouks
Short — F——— Long 1 minuke 30 seconds
Folders
Rook Folder path: I
(] 4 Zancel
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How Do | Configure Outlook 2003? (Continued)

Step Procedure
7
At the Congratulations! screen click Finish.
E-mail Accounts x|
Congratulations!

You have successfully entered all the information required to

sebup wour account,

To close the wizard, click Finish,

= Back I Finish I
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How Do | Configure Outlook 2003? (Continued)

Step Procedure

Checking Mail

You should then see your Account.
The account name you entered in Step 4, 1 should show up on the left hand side.

You will also see your Inbox and the number of unread message in blue.
Click Send/Receive to check for new mail.

Congratulations! You are now done configuring Outlook!

Helpdesk - Microsoft Outlook

© File Edit Yiew Go  Tools  Actions Help  Adobe FOF

g.-‘;i (s '@ ! D adNew - | =5 3 x & Peply g Peply to Al Eg Forward

Favorite Folders arranged By: Date |Newe5t an top o |
L Inbo in Wark There are no ikerns bo show in this view,
L) Inbox
L Liread Mad

| For Foliow L
[ Sent Items

all Mail Folders

=] #4f personal Folders
{a] Deleted Items
L7 Drafts
L) Irbo
L g Junk E-mail
[ Cuthe
[[=3 sent Ttems

L@ Junk E-mail

T
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