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Adding Additional Mailbox to Outlook
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The below steps will guide you through adding an additional
mailbox to your Outlook.

1. From within Outlook, in the upper left corner click File, then Account Settings, and Account Settings

again.
E Inbox - [ 1 - Outlook
G Account Information
| ﬁ Infa

a = . o ']
Microsoft Exchange

[ Open & Export

|. + Add Account |

Fals Account Settings
(C%} Change settings for this account or set up maore
Save Attachments Account SRS
Settings ~ B Access this account on the weh.
. : m/owa/gtscomp.com/
Print "
Account Settings... or Android.
4os Add and remove accounts or change

existing connection settings.
| Change

1. Within the Account Settings window, click on New to start the Add Mailbox wizard.

Account Settings

Email Accounts
You can add or remaove an account. You can select an account and change its settings.

Data Files R55 Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

o Mew... %R Change... * Remove
Mame Type
@ e Tmg = Micrasoft Exchange (send from this account by default}



https://helpdesk.gtscomp.com/
https://helpdesk.gtscomp.com/kb
https://helpdesk.gtscomp.com/kb/general-support
https://helpdesk.gtscomp.com/kb/articles/adding-additional-mailbox-to-outlook
https://helpdesk.gtscomp.com/kb/general-support

1. In the wizard, enter the email account you are trying to add, then click Connect.
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1. When prompted, choose the Microsoft 365 account type.
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1. Enter the password, and click Sign In.
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1. Finally, click Done, then Close in the Account Settings window. You will need to restart Outlook for the
changes to take effect.
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