Accessing Shared Accounts

1.) Goto Tools -> Email Accounts with in Outlook.
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2.) Select the “View or change existing e-mail accounts” and click the Next button.
E-mail Accounts ﬂ

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.
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3.) Select the “Microsoft Exchange Server” account and click the Change button.
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‘fou can select an account and change its settings or remove it,

Cutlook processes e-mail For these accounts in the Following order:

iMicrosoft Exchange Server : Exchange (Default)

Remowve

Deliver new e-mail ko the Following location:

Mailbax: - Cramer, Thomas A v Mews Quklook Data File. ..

< Back ” Finish ][ Cancel

4.) Select the More Settings button
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¥au can enter the required infarmation bo connect to yvaur Exchange server,

Twpe the name of wour Microsoft Exchange Server computer, For information, see wour
system administrator,
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Twpe the name of the mailbox set up For you by wour administrator, The mailbox name
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5.) On the Advanced tab, click the Add button and add the user.
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6.) Click the OK button which now takes you to the previous window. Click the Next
button and then the Finish button.



