Access Secondary Mailbox via Outlook

1. From within Outlook, click on File in the upper left corner. 
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2. Select the Account Settings button and then click on Account Settings from the menu that drops down.  
[image: ]
3. In the Account Settings window, click on the New… button.
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4. In the Add Account window, enter the email address of the secondary mailbox in the E-mail Address field.  No other information needs to be entered.
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5. [bookmark: _GoBack]If prompted for username and password, make sure to use YOUR email address as the username along with your password.

6. Click on Next and Outlook should configure access to the additional mailbox.
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7. Check  Change account settings and click Next

8. Click More Settings … and then select the Advanced tab.[image: ]

9. Make sure only Use Cached Exchange Mode is checked and then click on OK.
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10. Click on Finish to close out of the wizard.  
11. Restart Outlook.  The additional mailbox will be displayed on the left side of Outlook below your normal mailbox folders.
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Change Account

Server Settings
Enter the Microsoft Exchange Server settings for your account.

Server Settings

Server:  [c8424-3021-4632 9bad-B6ddBcAdd1d9@iat.in.qov

UserName: | Your Email Address Here. Check Name.

Offline Settings.

Use Cached Exchange Mode
Mailto keep offline: v 12 months.
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E-mail Accounts
You can add or remove an account. You can select an account and change its settings.
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Auto Account Setup
‘Outiook can automaticaly confiure many email accounts.

® E-mail Account
YourName:
Example: Elen Adams e ——
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Type the password your Internet senvice provider has given you.
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‘Outiook is completing the setup for your account, Ths might take several minutes.
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‘Congratulations! Your email account was successfully configured and is ready to use.
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