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Adding a shared mailbox / calendar in Outlook 2010

1. Open Outlook 2010 and select the File tab in the top left corner;
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2. Select Account Settings, and in the drop down options select Account Settings...;
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Automatic Replies (Out of Office)
Use automatic replies to notify others that you are out of office, on
vacation, or not available to respond to e-mail messages.

3. Click Change...;
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E-mail Accounts
You can add or remove an account. You can select an account and change its settings.
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Selected account delivers new messages to the following location:

Change Folder | Mike.GRAY@spirehealthcare.com\Inbox

in data file C:\Users\graymi\...\QOutlook\Mike.GRAY@spirehealthcare.com.ost




4. Select More Settings...;

Change Account

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

Type the server name for your account. T you don't know the server name, ask your
account provider.

Server: Sa4-45d4-acl19-87ca8954d2c7 @spirehealthcare.com

Use Cached Exchange Mode
Type the user name for your account.

User Name: Mike.GRAY@spirehealthcare.com Check Name
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5. Select Advanced;
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6. Select Add...;
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General Advanced Security

Mailboxes

Open these additional mailboxes:

Cached Exchange Mode Settings
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Download shared folders

Mailbox Mode

Qutlook is running in Unicode mode against Microsoft
Exchange.
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7. Type in the name of Spire Hospital and click OK;
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8. Select the name of the Shared Mailbox and click OK;
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9. Click Apply;
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Open these additional mailboxes:
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10. Click OK;

Microsoft Exchange X

General Advanced Security

Mailboxes

Open these additional mailboxes:

Spire Bristol Virtual Consultations

Cached Exchange Mode Settings

Use Cached Exchange Mode
Download shared folders
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Exchange.
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11. Click Next>;

Change Account X

Server Settings
Enter the information required to connect to Microsaft Exchange or a compatible service.

Type the server name for your account. If you don't know the server name, ask your
account provider.

Server: | d4-0c19-8; healthcare.com

Use Cached Exchange Mode

Type the user name for your account.

User Name: | Mike.GRAY@spirehealthcare.com e

12. Click Finish

Change Account X

Congratulations!

You have successfully entered all the information required to setup your account.

To close the wizard, click Finish.




13. Click Close;
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E-mail Accounts
You can add or remove an account. You can select an account and change its settings.
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14. Your shared mailbox will now show in the left hand pane in Outlook 2010;
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15. Select Calendar;
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16. Place a tick next to the new shared calendar;
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17. You can now see the new shared calendar alongside your personal calendar;




