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How do | configure my Haas Exchange Account on Entourage?

NOTE: Home & Student versions of Mac Office 2008 do not support Exchange Accounts.

Step Procedure

1 Locate Macintosh HD in the upper right corner of the desktop (or the name of your hard drive) and double

click it.

Step Procedure

2 Select “Applications” on the left, then click on the “Microsoft Office 2008” folder and double click “Microsoft

Entourage” to open it.
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How Do | configure my Haas Exchange Account on Entourage?

Step Procedure

3 Once Entourage is open, click on “Entourage” from the top menu bar and select “Account Settings...”

File Edit View

About Entourage
Online Registration

Preferences...
Account 5ettings...

Work Offline

Step Procedure

4 Click on the “New” icon to create a new account.

OO Accounts —

|Create a new account [ o Directory Service 1—
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How Do | configure my Haas Exchange Account on Entourage?

Step Procedure
5 Type your Haas e-mail address and make sure the box “My account is on the Exchange server” is checked.
Click the right arrow at the bottom to continue.
eNe Account Setup Assistant
Set Up a Mail Account @
This assistant will automatically determine your account settings
based on your e-mail address, Type your e-mail address below.,
E-mail address:
ramon_sotohaas.berkeley.edu @
ks 3
@ﬁy account is on an Exchange server
If you are part of a large organization, ask your local network
administrator whether you are on an Exchange server. If you select
this check box, you must be connected to the Exchange server
network to complete account setup.
Click the right arrow to continue.
(L Configure Account Manually J 1 @
Step Procedure
6

If you are prompted with the “Account Information” window, please enter your Haas credentials as shown

below. You can select to save the password by checking the box “Save password in my Mac OS keychain”.
Click OK to continue.

Account Information

Enter account information.

Domain: haas

Account |ID: | famon_soto

Pass_wﬂrd |lllllllllllllllllllnllllll{

fﬂ Save password in my Mac 05 keychain

!::Eanceljl ( OK j
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How Do | configure my Haas Exchange Account on Entourage?

Step Procedure
7 Your e-mail settings should automatically be configured for exchange. Click the right arrow at the bottom to
continue.
A Account Setup Assistant
Automatic Configuration Succeeded @
—
The settings for mail account "ramon_soto@haas.berkeley.edu” were
successfully determined.
To view, confirm, and complete the setup of your e-mail account
please click on the right arrow.
Click the right arrow to continue.
s Ny
L Configure Account Manually ) E 3
Step Procedure
8

You will need to add “/exchange/username@haas.berkeley.edu” to the “Exchange server” field. So the
“Exchange server” field should look as follows: mail.haas.berkeley.edu/exchange/your Haas email address

For example, for the Haas user ramon_soto, this field should look as follows:
mail.haas.berkeley.edu/exchange/ramon_soto@haas.berkeley.edu

Also make sure to check the box “Use SSL for these servers”.

Click the forward arrow at the bottom to continue.

8000 Account Setup Assistant

Verify and Complete Settings

e

To finish account setup, verify and complete the following
information.

Your name: | Ramon Soto

E-mail address:  ramon_soto@haas.berkeley.edu

Account ID: ramon_soto

Domain: haas

Exchange server: | adu/exchange/ramon_soto@haas. berk

LDAP server: | hcs-ad-d.haas.uc.berkeley.edu

@Jse SSL for these servers

Click the right arrow to continue.

( Configure Account Manually 3 E E‘l
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How Do | configure my Haas Exchange Account on Entourage?

Step Procedure

9 At the next window, click the forward arrow to continue, and select “Skip” at the next window. We do not need
to verify settings.

8. Account Setup Assistant

Optional: Verify Settings @

—

If you want to verify your account settings, make sure your computer
is connected to the network, and then click Verify My Settings.

( Verify My Settings :1

LS

Results

Click the right arrow to continue.

= ===
| Configure Account Manually ) |_{U 5 |[>

Do you want to verify your account settings?

Entourage will detect any problems with account setup or
security settings, and then configure the required security
settings for your account.

-~

[ skip )] Cverify)
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How Do | configure my Haas Exchange Account on Entourage?

Step Procedure

10 | Type the name that you want your account to display. We suggest “Haas Exchange”. Then click “Finish.”

8. M Account Setup Assistant

Setup Complete @

Your mail account has been created successfully and is ready for use.

Please type a name for this account. This name is used only for
display purposes.

Account namef| Haas Exhange]

To save these settings, click Finish.

I: Configure Account Manually :I E 6 | [»

Step Procedure

next to Haas Exchange or whatever display name you gave it.

That is it, you are done ©

11 | Once your e-mail has finished synchronizing, you should be able to view it by selecting the drop-down arrow

eno
{EJ{HHEHQJ "' x..-'. |~..L| £;| 5
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