Add a shared mailbox in Outlook 2010.

1. Click on the File menu button.
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2. Click on Account Settings
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3. Click on Account Settings from drop down menu

IF‘ Account Settings

Change settings for this acco
connections,

B Access this account on t

| Account Settings...
_%} Add and remove accounts or
change existing connection settings.

® ® Delegate Access

Give others permission to receive
itermns and respond on your behalf,



4. Click on Change ...
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You can add or remove an account. You can select an account and change its settings.
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@ SILVERIAM @middlesex.mass.edu Microsoft Exchange (send from this account by default)

Selected account delivers new messages to the following location:

Change Folder | SILVERIAM@middlesex.mass.edu\Inbox
in data file C:\Wsers\silveriam', .. \Outlook\SILVERIAM @middlesex, mass, edu.ost

5. Click on More Settings ...
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I Enter the information required to connect to Microsoft Exchange or a compatible service.

Type the server name for your account. If you don't know the server name, ask your

account provider.
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| Type the user name for your account.

User Name: |SIL\|'ER_IAM @middlesex.mass.edu | Chedk Mame l

<Back | Mext> | [ cancel ]




6. Click on the Advanced Tab
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7. Clickon Add ...

I Microsoft Exchange

Mailboxes

| General | Advanced |security | Connection

Open these additional mailboxes:
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Exchange.
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8. Enter mailbox account name
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Add mailbox:

9. Click OK.

You should now see your additional mailbox in the Open these additional mailboxes: list
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Cached Exchange Mode Settings

10. Click Apply.

11. Click OK to close window.

12. Click Cancel to close Change Account window.
13. Click Close to exit Account Settings.
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