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M | C ro S O ft O u t | O O k - 5. Click Done and the new mailbox will now appear on

the left hand side underneath your personal mailbox.

Adding a generic X
email account & o

How to add a generic mailbox to your Microsoft B8 [ o surromenesnsnas
Outlook.

Account successfully added

1. Open Microsoft Outlook.
2. Click on the File tab. Add another email address
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s Note: If it does not appear immediately you may
cowp 5 need to restart Microsoft Outlook.
Actiod

3. Select Add Account.

Account Information

,Or Account Settings

Change setings for this account os set up more

5 Automatic Replies (Out of Office)
< Use automatic replies o naty others that you are cut of afice; an vacation, ar
Automatic ot avaiable o respond fo email messages.

4. Type the name of the generic email in the box and
click Connect.
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