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Quick Reference Solutions

How to add another mailbox
to your folder list
Outlook 2007

In Outlook 2007, Go to ‘Tools’>’ Account Settings...’
On the Email Tab, click ‘Change...’
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E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

Emal | Data Fikes | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books |
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Type

Name
BLaverty @vaupa.edu Exchange (send from this account by default)

Selected e-mail account delivers new e-mai messages to the following location:

Mailbox - Laverty, Brenan T.\Inbox
in data file C:\Users\7SBLAVERTY\AppDatalLocal Microsoft\Outlookoutiook.ost

Close

3 Click on ‘More Settings...’

Change E-mail Account

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

Type the name of your Microseft Exchange server. For information, see your system
administrator.
Micr server: | HEiexemp1 PASSHE L

Use 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 Name: |Laverty, BrenanT. h
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Back Next > Cancel

4 Click on the ‘Advanced’ tab
5 Click on ‘Add..." and type in the name of the mailbox.

Add Mailbox

Add mailbox:

webmaster

Click ‘OK’

Click ‘Next’

Click ‘Finish’

Click ‘Close’ to finish.
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For assistance, call x3397.



