How to Add Another Person's Mailbox to Your Mailbox Profile

If you frequently work with someone else's Outlook folders, you may want to add that
person's mailbox to your Outlook profile. This will automatically open the other
person's mailbox each time you open Outlook, and will appear in the Navigation Pane
below your mailbox folders.

Inbox - Kathy.McCain@fammed.wisc,

Home Send / Receive Folder View Add-Ins

B save As .
Account Information
U,F_- Save Attachments

) Kamass

== Microsoft Exchange

g Add Account
Open

From the File tab, click print

Account Settings

Account Settings and then b QUPRN Moty sting forths ot and conigure

Account Settings from the S Setinga e

drop-down menu. e | Accountsetiogs. = .
- aj ou Add and remave accounts or change { 1

" existing connection settings.

Delegate Access

Give others permission to receive -

items and respond on your behalf, of Office)

tify others that you are out of office, on

fa=@ Download Address Book... 5
respond te e-mail messages.

Download a copy of the Global
Address Book.

[, Manage Mobile Notifications
| =8 setup sMs and Mabile
Matifications.

| &, Prepare for Offline Use .
7@ Set up this account so its contents oy by emptying Deleted lremsanid

can be viewed while offline,

v
Tools~

Account Settings |

E-mail Accounts
“fou can add or remove an account, You can select an account and change its settings.

E-mail | pataFies | R3S Feed int Lists | Internet Calendars | Published Calendars | Address Baoks
Select your account from the
email tab, and then click
Change

Selected account delivers new messages to the Following location:

Change Folder | Kathy.McCain@fammed.wisc.edu',Inbox

Close |




Click More Settings

Advanced Tab

Enter the mailbox name

person whose mailbox you want to

add to your user profile.

Add Mailbox

Add mailbo:

Change Account

Server Settings
Enter the information required to connect ko Microsoft Exchange or a compatible service,

Type the server name for vour account. IF wou don't know the server name, ask vour

account provider,
Server: [pasarav.unhealth.org

[~ Use Cached Exchange Made

Type the user name For your account,

User Name: IKathg.McCain@Fammed.wisc.edu Check Mame |

More Settings ... |

/|

= Back | Tdet = | Cancel I

Microsoft Exchange

— MailbioxEs

Open these additional mailboxes:

Add

of the

Cutlook is running in Unicode mode against Microsoft
Exchange,

y:

Cutlook Data File Settings. .. |

I small chesker

o]

Cancel |

O I Cancel Spply

Click OK




Microsoft Exchange x|

General  Advanced |56curity | connection |

Mailboxes

Open these additional mailboxes:

add...

Bemove |

Click OK

~Cached Exchange Mode Settings
[ Use Cached Exchange Mode
[™ Download shared folders

["  Downlead Eublic Folder Favaorites

Mailbox Mode

CI ICk NeXt Outlook is running in Unicode mode against Microsaft
Exchange.

Outlook Data File Settings. .. |

QK I Cancel Ay

Change Account x|

Congratulations!

‘fou have successfully entered all the information required to sekup vour account,

Ta close the wizard, click Finish. SeleCt FiniSh tO C|OSG the
Change Account wizard

Click Close

| el

< Back

- . X
4 Kathy.McCain@fammed.wisc.cc

The person is now added to your Navigation
Pane

IS RS
» ®9 Search Folders

> DFM - Helndesk

» Small Chester D




