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Procedures Screenshots 

 

1. From Microsoft Outlook 

Select File, Info, Account 

Settings 
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2. Select your Profile and Click 

on Change 

 

3. Select More Settings 
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4. Click on the Advanced Tab, 

Select the additional 

mailbox under the Open 

these additional 

mailboxes and Select Add, 

type the name of the 

Mailbox you would like to 

add, click Apply, OK. 

Then click Next, Finish. 

 

 


