Accessing additional e-mail accounts within Outlook 2007

1. On the Tools menu, click
Account Settings.

2. Highlight Microsoft Exchange
under the e-mail tab.

3. Select the change button.

4. Select the More Settings
button.

5. Select the Advanced tab.
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‘ou can add or remove an account, You can select an account and change its settings,
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Selected e-mail account delivers new e-mail messages to the Follawing location:

Mailbox - Morris, Sheldon', Inbox
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Microsoft Exchange Settings

¥ou can enter the required information ko connect to Microsoft Exchange.

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

administrator.

Micrasoft Exchange server: |dstexchanne.dysart.kl2. 52,08

[~ Use Cached Exchange Mode

Type the name of the mailbox set up Far you by vour administrator, The mailbox name

is usually your user name,

User Mame: IMDrris Sheldon

Check [ame
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CQutlook is running in Unicode mode against Microsoft
Exchange.
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6. Click the Add button and type
in the e-mail address of the
mailbox that you would like to
add to your exchange profile
followed by clicking the OK
button.

7. Next click OK followed by
Next and then Finish.

8. You will also need to click the
Close button on the account
settings screen.

Once those steps have been completed
you will be able to access the newly
added email account by finding it on
the left side of your display.
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Next click on the plus [+] next to the
mailbox name to expand the folder so

that you can see the inbox and check
messages.
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