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Adding An Additional Mailbox To Your Mailbox Profile

Follow the instructions below to add an additional mailbox to your mailbox profile.

1. Go to your Inbox and choose the ‘Tools’ menu, then select ‘Services’.
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2. Ensure that the option ‘Microsoft Exchange Server’ is highlighted, then click on the ‘Properties’ button.
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3. From there select the ‘Advanced’ tab, and then click on the ‘Add’ button. 
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4. Type the name of the mailbox you want to add in the ‘Add mailbox’ box provided.  (Note: If you are unsure of the name you can check this in the Global Address List)
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5. If the named mailbox is unique, once you’ve clicked ‘OK’, the mailbox will automatically be chosen for you.  

6. If it’s not unique, you’ll see a selection to choose from.  Highlight the one you want and click ‘OK’.
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7. Then click ‘OK’ all the way back to your Inbox.  

8. Ensure that Outlook is set to display the Folder List.  If it is not, select the ‘View’ menu and choose ‘Folder List’.
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The Folder List will then be displayed.
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