How to Add a Mailbox to Outlook (PC)

1. Go to File in the top right corner.
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2. Click on Account Settings
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o;%x Change seftings for this account or set up more

Acco connections.

Settings ®  Access this account on the web.
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Account Settings... or Android.
% Add and remove accounts or chang
existing connection settings.
Account Name and Sync Settings
% Update basic account settings suchas  [f Office)

account name and folder sync settings.

Delegate Access | messages.

"Q Give others permission to receive items
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and respend on your behalf.

Download Address Book...
EJ/ Download a copy of the Global

Address Book.

(5 Change Profile
() Restart Microsoft Outlook and choose
a different profile.
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L¢3 Add and remove profiles or change
existing profile settings.
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Y Manage COM add-ins that are affecting your Outlook experience.
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3. In account Settings:
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You can add or remove an account. You can select an account and change its settings.
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Selected account delivers new messages to the following location:
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B Use Cached Exchange Mode to download email to an Outlook data file
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Open these additional mailboxes:
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Microsoft 265 Features

B Turn on shared calendar improvements

Mailbox Mode

Qutlook is running in Unicode mode against Microsoft
Exchange.
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