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Revised December 7, 2019

IR Mission: We strive to make our systems reliable, available, and secure for the
facilitation and support of the Texas A&M Forest Service’s mission in public service.
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Introduction

The following guide will walk you through the settings necessary to setup and gain access to TFS

e-mail.

steps to set it up:

To get started, select the method you would like to use to check your e-mail and follow the

1. Check your e-mail via your
Smart Phone or Tablet

Get Started ->

2. Check your e-mail on the web using a web
browser such as Edge, Chrome or Firefox

Get Started ->

3. Check your e-mail via Outlook
from your desktop or laptop

Get Started ->
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1.0 Setup your Smart Phone

The following steps will show you how to set up your TFS e-mail account on an iOS device. The
steps for an Android or other smart phone will be similar but the screes will differ.

1. Onyour iOS device, tap “Settings”.

1l LTE (mm

© 0O

Settings Camera App Store

m\'2 1 ;
4 > ' Saturday ®
9 3 ®
s a 1

7 g 5 ’

Clock Contacts Calendar Reminders

2. Navigate to and tap “Passwords & Accounts”.

iTunes & App Store
]

. Wallet & Apple Pay

ﬂ Passwords & Accounts

Mail

g Contacts

Py
= Calendar

3. Tap “Add Account”.

Mail, Contacts, Calendars, Reminders, Notes

Add Account

Fetch New Data Push
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4. Tap “Microsoft Exchange”.

% iCloud

Microsoft Exchange

Google

\N/A 1 1IN\

5. Type in your TFS e-mail address and set a description.
Recommended description: TFS

Cancel Exchange Next

Email william.riker@tfs.tamu.edu
Description TFS

Adding an Exchange account will allow the Exchange
administrator to remotely manage your device. The

administrator can add/remove restrictions and remotely
erase your device.

Tap “Next” when ready.
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6. Tap “SignIn”.

Sign in to your “tfs.tamu.edu”

Adding Exchange account using
admin Mi 2
admin ICrOoSsofTt?
erase Your email address will be sent to

Microsoft to discover your Exchange

account information.

Configure Manually

Sign In

je

otely

7. Enter your e-mail address and password and approve the DUO push.

98% [mm)

A G

W AT&T = 9:03 AM

Cancel & login.tfs.tamu.edu

TEXAS A&M

4 FOREST SERVICI

Single Sign On

Sign in with your organizational account

william.riker@tfs.tamu.edu

Please sign in with your full e-mail address and e-mail
password to continue.

Forgot Password?
Texas A&M Forest Service - Security Disclaimer:

This Computer System and all data herein are official

Qtata nf Tavae Racniirrac and ae cuch ara auailahla

l @

& puo MoBILE now

Login request
Login request: TFS Single-Sign-On (ADFS)

For security reasons, we require additional information
to verify your account (william.riker@tfs.tamu.edu)

= Settings

'II'EXAS A&M

Device:

Pushed a login request to your device...

Cancel

© 2016 Microsoft  Home  Accessibility, Site Policies & Public

< M ®
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8. Tap “Accept” to allow Office 365 to set up your e-mail account on your device.

Cancel @ login.microsoftonline.ct 1A C,

B8 Microsoft

william.riker@tfs.tamu.edu

Permissions requested

iOS Accounts
App info

This app would like to:
\/ Access your mailboxes
v Access your mailboxes

v Sign you in and read your profile

Accepting these permissions means that you allow this
app to use your data as specified in their terms of service
and privacy statement. The publisher has not provided
links to their terms for you to review. You can change
these permissions at https://myapps.microsoft.com.

Important: Only accept if you trust the publisher and if
you downloaded this app from a store or website you
trust. Ask your admin if you're not sure. Microsoft is not
involved in licensing this app to you.

9. Choose what e-mail content to sync and hit “Save”.

Cancel TFS Save

) mail C @)
| Contacts " @)
Calendars " @)

©  Reminders C @)
“ Notes " @

Your phone should automatically start downloading your e-mail, contacts, etc.
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Pro Tip: If this is your work phone, be sure to check your default storage location for your
Contacts and Calendars. This will ensure new contacts or calendar entries created on your
phone are stored with your TFS e-mail account.

all ATRT = 9:07 AM 97% @B Il ATRT 9:07 AM 97% @)
{ Settings Contacts £ Settings Calendar
ALLOW CONTACTS TO ACCESS ALLOW CALENDAR TO ACCESS
Siri & Search Siri & Search
Sort Order Last, First Time Zone Override Off
Display Order First, Last Alternate Calendars Off
Short Name Week Numbers
My Info Show Invitee Declines o
Default Account TFS Sync Events 6 Months Back

Default Alert Times

Import SIM Contacts Start Week On

Default Calendar Calendar

Location Suggestions o
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2.0 Access E-mail via your Web Browser

1. Open your preferred web browser.

2. Navigate to https://webmail.tfs.tamu.edu.

3. Login to Office 365 with your TFS e-mail username, password and DUO.

TEXAS A&M

4 FOREST SERVICE

Single Sign On

Sign in with your organizational account

cbryan@tfs.tamu.edu

Please sign in with your full e-mail address and e-mail
password to continue.

Forgot Password?
Texas A&M Forest Service - Security Disclaimer:

This Computer System and all data herein are official
State of Texas Resources and as such are available only
for authorized purposes by authorized users. Use for
any other purpose may result in administrative /
disciplinary actions or criminal prosecution against the
user. Usage is subject to monitoring and security
testing. The user should have no expectation of privacy
except as otherwise provided by applicable privacy
laws.

£ 2016 Micrnen®  Ham, ihility Sita Paliciss & Bnli

4. |If this is the first time you have logged into the web version, set your time zone to

Central.

-

™

Outlook-Web App

[English (United States)

‘Seled time zone

3 save
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5. If you are asked to say signed in, only click “Yes” if this is your dedicated work computer.
Staying signed in on a public or shared computer could allow unauthorized access to
your account.

TEXAS A&M

FOREST SERVICE

chryan@tfs.tamu.edu

Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

|:| Don't show this again

No

This Computer System and all data herein are official
State of Texas Resources and as such are available
only for authorized purposes by authorized users.
Use for any other purpose may result in
administrative/disciplinary actions or criminal
prosecution against the user. Usage is subject to
monitoring and security testing. The user should have
no expectation of privacy except as otherwise
provided by applicable privacy laws.

6. Afterthat, you’ll be signed into your e-mail.
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3.0 Setup Outlook on your Computer

To set up the Outlook client installed on your computer to check TFS e-mail, use the following
setups. Note: This guide assumes Outlook is being used for the first time.

Open Outlook. You should be prompted to set up an e-mail account.

Once the “Auto Account Setup” wizard comes up, fill in the following information:

a. [Your name]

For example: Smith, Will
b. [Your e-mail address]
c. [Your password]

) Add Account @

Auto Account Setup
QOutlook can automatically configure many email accounts.

@ E-mail Account

Your Mame: Smith, Will
Example: Ellen Adams

E-mail Address: wsmith@tfs.tamu.edu

Example: ellen@ contoso.com

Passwaord: | Feessssess
Retype Password: | **ssssssss

Type the password your Internet service provider has given you.

_ Manual setup or additional server types

< Back [ Mext > [ Cancel ]

If you are using Outlook 2019, select “Office 365” when asked for the type of account.

Choose account type

dl @« &

Office 365 Qutlook.com Google

E

Exchange POP IMAP

TFS E-mail Setup Guide

Page 12 of 16



3. Click “Next”.

4. Outlook will automatically search for your settings.
(Note: This may take several minutes to complete.)

j Add Account @

Searching for your mail server settings...

Configuring

Qutlook is completing the setup for your account. This might take several minutes,
Establishing network connection
=3 Searching for wsmith@tfs.tamu.edu settings

Logging on to the mail server

5. You will be asked to sign in with your TFS account and DUO. Please provide it when
prompted.

| e TEsaeM

Single Sign On

7 full e-mail address and e-madl
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6. When you have check marks across the board, click “Finish”.

B Add Account @

Congratulations!

‘Configuring
Cutlook is completing the setup for your account. This might take several minutes,
Establishing network connection

Searching for wsmith@tfs.tamu.edu settings
Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use,

Change account settings

7. You're all done! Now, open Outlook.
(Note: You will be asked to sign into your TFS account every 180 days. This is by design.)

8. Outlook will immediately begin a one-time sync / download of your e-mail. This will
take some time.

(Tip: Outlook will show “All folders up to date” when it is complete.)
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o 2Tt s Inbox - wsmith@tfs.tamu.edu - Outlook ? H - B X
FILE HOME SEMD / RECEIVE FOLDER VIEW

— —~ i~ —~ ¥ - - N ‘ N
= y‘—|:| Ignore x & E*(i ﬁ*_; Mesting Move to: 7 £4 To Manager Move £ Unread/ Read Sjil:h People
N T\T 7= Clean Up - I b Reonr E d ET Team Email v Done o7 Rules ~ i Categorize - [ Address Book
ew ew elete eply Reply Forward [ - = ” ) = . ;
Email Ttems - & Junk~ Al 1 More 2 Reply & Delete  # Create New N Onelote ™ FallowUp~ Y Filter Email -
Mew Delete Respond Quick Steps ] Move Tags Find -~
< .
4 Favorites Search Current Mailbox (Ctrl+E) £ | Current Mailbox = 8 Reply rﬁ‘:(‘l Reply All Ef) Forward
Inbox 1 All Unread By Date = Newest ¢ Sat 12/6/2014 3:35 PM
Sent Items 4 Today Bryan, Casey
Draft: H N
e Bryan, Casey Congratulations!!!
Deleted tems Congratulations! 3:35PM ith, wil ~
Congratulations! Your Outlook setup is now complete. Once To  Smith, Wi
4 wsmith@tfs.tamu.ecu Casey Bryan .
Test from Outside 3096 P Congratulations! Your Outlook setup is now
Inbox 1 Test from Gmail! Sent from my Windows Phone <ends complete.
Drafts Once your mailbox completes a one-time
sync, Outlook will be ready for full use.
Sent rems Bryan, Casey Y Y
Mare E-mail 3:26 PM
Deleted Items More e-mail to test with.., Casey Casey Bryan Information Casey
Junk Ermail
i Bryan, Casey Casey Bryan
utbex RE: Welcome to TFS e-amail! 3:25 PM Information Resources Department Head |
RS5 Feeds And back again! Casey Bryan Information Resources Texas A&M Forest Service
Search Foldess N 200 Technology Way, Suite 1120 | College
Bryan, Casey = Station, TX 77845

Welcome ta TFS e-amaill 3:24 PM p: (979) 458-6607 | c: (979) 204-7257
Welcome Will to 2013 TFS e-mail! Enjoy your stay! Casey Casey cbryan@tfs.tamu.edu | http://tfs.tamu.edu

Mail Calendar People Tasks --

TTEMS: 5 UMREAD: 1 ALL FOLDERS ARE UP10 DATE.  CONNECTED TO: MICROSOFT EXCHANGE E EZ% -———+—+ 100%

Note: Depending on how much e-mail you have, the one-time sync may take anywhere
from 30 minutes to several hours. Your internet connection speed is also a factor in how
long this will take.

You can use Outlook while it is syncing but it may a little sluggish. You can always use the
TFS Outlook Web App at http://webmail.tfs.tamu.edu while you wait for Outlook to finish.
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4.0 Contact Information

IR Help Desk

Information Resources

200 Technology Way, Suite 1120
College Station, TX 77845

Call: (979) 458-7309
Click: https://helpdesk.tfs.tamu.edu
E-mail: helpdesk@tfs.tamu.edu
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