How to Configure Outlook to View other Mailboxes

Open Outlook

Click on Tools ———» Account Settings
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Click on Change

Account Settings

E-mail Accounts
‘fou can add or remove an account. You can select an account and change its settings.

E-mail | Data Files I SharePoint Lists I Internet Calendars I Address Books |
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Name

Microsoft Exchange Exchange (send from this account by default)

Type

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

Mancy 2010\Inbox
in data file C:\Usersinancy. tarr\AppData’, .. Wicrosoft\Outlook\Mancy 2010, pst




Click on More Settings

Change E-mail Account

Microsoft Exchange Settings
‘fou can enter the required information to connect to Microsoft Exchange.

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

huac100be0d00004.nasw. ds.army.mil
[T use Cached Exchange Mode

Microsoft Exchange server:

Type the name of the mailbox set up for you by your administrator. The mailbox name
iz usually your user name.

User Name: | T2, Nancy M Mrs CIV USA TMCOM

Cancel

5. Click on Advance

Microsoft Exchange
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Exchange Account

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

Microsoft Exchange

When starting
i Automatically detect connection state
@ Manually control connection state
[l Choose the connection type when starting
Default connection state
@ Connect with the network

@ Work offline and use dial-up networking

30  Seconds Untl Server Connection Timeout
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6. Click on Click on Add
Microsoft Exchange

General | Advanced |Sen:|..|rity I Connection I Remote Mai||

Mailboxes
Open these additional mailboxes:

Mailbox - HUAC DOIM CA Customer Ser

Mailbox - HUAC DOIM Re-Imaging Ty

Cached Exchange Mode Settings
[] use Cached Exchange Mode
Download shared folders {exdudes mail folders)

Download Public Folder Favorites

Mailbox Mode

Outlook is running in Unicode mode against Microsoft
Exchange.

[ Offline Folder File Settings. .. ]

I Ik I[ Cancel l Apply

7. Type in the exact name of the email (ex. Jane.d.doe.civ@mail.mil)
Click OK

Add Mailbox

Add mailbox:
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8. Click OK

Microsoft Exchange

General | Advanced |Security |Cnnnecﬁun | Remote Mail|

Mailboxes
Open these additional mailboxes:

Mailbox - HUAC DOIM CA Customer Ser
Mailbox - HUAC DOIM Re-Imaging Team

move
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Cached Exchange Mode Settings

[u=e Cached Exchange Mode
Download shared folders (exdudes mail folders)
Download Public Folder Favorites

Mailbox Made

Outlook is running in Unicode mode against Microsoft
Exchange.

[ Offline Folder File Settings. .. ]
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9. Click Next
Change 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:  |huac100be000004.nasw.ds.army. mil
[ use cached Exchangs Mode

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

User Mame: | Mrs CIV USA IMCOM Checdk Mame

-E Next = i[ Cancel ]




10. Click Finish

Congratulations!

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

To dose the wizard, dick Finish,




11. Click

Account Settings

E-mail Accounts

You can add or remove an account, You can select an account and change its settings.
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MNarne Type

Microsoft Exchange Exchange (send from this account by default)

Selected e-mail account delivers new e-mail messages to the following location:
Nancy 2010\Inbox
in data file C:\Jsers\nancy.tarr\AppData), .. \Wicrosoft\Outlook\Nancy 2010, pst

Closel

12. Mail is available in Mail Folders - All Mail Items
|'p:_ SharePoint Lists - Microsoft Outlook
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NOTE: If you know you were granted permissions for the particular mailbox, but cannot open it,
close and reopen Outlook.



