How to Open Additional Exchange Mailboxes in Outlook

1. Click “File,” “Account Settings,” then “Account Settings” again.
2. Double click Your E-mail address.

r bl
Account Settings ﬁ

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

E-mnail |Data Files I SharePoint Lists I Address Books

o Mew... S Repair. .. ﬁf‘ Change... )( Remove &

IMAR/SMTP

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

Mailbox - Jackson, Andrewlo S USA CI¥ {US)'\Inbox
in data file C:\Usershandrewlo jackson.oal, . \MicrosoftiOutlookioutlook, ost

3. Click More Settings.

r : |
Change E-mail Account lé]

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

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

Microsoft Exchange server: | mail-sakx.easf.csd. disa.mil
Use Cached Exchange Mode

Type the name of the mailbox set up For you by vour administrator, The mailbox name
is usually vour user name.

User Mame: | Jackson, Andrewlo 5 USA CTY (US) Check Mame

‘ Maore Setkings ...




4. Click the Advanced tab.

r

Microsoft Exchange @
Gener@jﬂ\fnced | Secb;ity I Connection | Remaobe Mail|
Exchange Accouart

Twpe the name by which wou would like to refer to

this account. For example: "work” or "Microsoft
Exchange",

andrewlo, 5. jacksan, civ@mail , mil
when starting

() Automatically detect connection state
@) Manually contral connection state

[T choose the connection type when skarting
Default connection state
@ Connect with the netwark

() Waork. offline and use dial-up networking

30 Seconds Until Server Connection Timeout

[ oK ][ Cancel ] Apply

5. Under Mailboxes, click Add

"

Microscft Exchange ﬁ

General | Advanced |Securit';.f | Connection I Femate Mail|

Mailboxes

Open these additional mailboxes:

|
(| #Add..

Eemove

Cached Exchange Mode Settings
[ use Cached Exchange Made

Download shared Folders {excludes mail Folders)
Download Public Folder Fawvorites

Mailboz: Mode

Cutloak is running in Unicode mode against Microsoft
Exchange.

[ Offline Eolder File Settings. .. ]

[ (0] 4 J[ Zancel ] Apply




6. Type in the name of the mailboxes to add then Click OK.

Add Mailbox =3

add mailbo;
arry nekcom sam houston nec helpdesk:

[ (04 ] [Cancel ]

7. Click OK.
[ Microscft Exchange ﬁ

General | Advanced |Security I Zonnection I Remote Mail|

Mailboxes
Dpen these additional mailboxes:

Army METCOM Sam Houston MEC HELP

Zached Exchange Mode Settings
IUse Cached Exchange Mode
Download shared Folders (excludes mail Folders)

Mailbox Mode

Cutlook is running in Unicode mode against Microsoft
Exchange,

[ Offline Eolder File Settings. .. ]

[ (04 ][ Zancel ][ Apply ]




8. Click Next.

Change E-mail Account u

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

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

Microsoft Exchange server: | mall-satx. east.csd. disa. mil

Use Cached Exchange Mode

Type the name of the mailbox set up For you by vour administrator, The mailbox name
is usually vour user name.

User Mame: |Jackson Andrewlo 5 USA CTY (S | Check Mame

Maore Setkings ...

< Back ” Mek = |l Caniel I

9. Click Finish

-
Change E-mail Account

Congratulations!

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

To close the wizard, click Finish,

< Back |[ Finish |




10.Click Close

Account Settings ﬂ

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

E-rnail |Data Files I SharePoint Lists | Address Books|

HI Mew... ‘90 Repair W charge... @ SetasDefauk W Remove # &

Mame Type

Microsoft Exchange Server Exchange {send From this account by default)
andrewlo. jacksoni@us. army . mil IMAP/SMTP
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