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How to have two mailboxes in Outlook 2003

1)

2)

Log on to Outlook 2003 with your account that you wish to share out.
Right click on Outlook Today and click on Properties for “Mailbox — Your Name...”

18] Outlook Today - Microsoft Dutlook

File Edit ‘Wiew Go Tools  Actions  Help

Sdlew ~ | S gﬁSend,l'Regeive - %}Fi_nd &l Tvpe acontack ko find

All Falders

= ko = 07 May 2005
=E ailba - Chatles A —
[ Open
| Contacts Dpen in Mew Window
3 Deleted Item:
7| Drafts [2]
[ Inbox (0] Adwvanced Find...
é?‘ Journal ae
L@ Jurk E-mail
.| Mates [y [ew Faolder...
Lé‘ (ol &dd to Favorite Folders
L= Sent Ttems
[ Spam (1} Process all Marked Headers
3 Sync Issues Process Marked Headers
& Tasks
[ search Falders ©pen Other Folder b
|_'ﬂ Mail Shating. ..
I’_?f‘ Properties For "Mailbox - Charles Ang Sau..."...
jﬁ Calendar
f=| contacts
=
] Tasks

Click on Permissions > Add...
Type your other account name, click Add and OK

Mailbox - Charles Ang Sau Hi - Out

-

Add Users x|
Type Mame or Select From Lisk: Show Mames From the:
|ang chong meng IGIobal Address List j
I Marne: | Business Phane | Oiffice

Fong Chong Meng

Fong Choong Koon

Fong Choong Leong

Fong Choy Len

Fong Chui Yee MIIH-
Fong Chun Ha, Alvin

Fomng Eng Kiak

Faong Haw Tien

Fong Hoi Ki

Fang Hai Yan

Fong Hui Mei Florence vI
4 I I 3

add Users

Add -= | |F0ng Chong Meng

Advanced w | [ul 4 I Cancel

v
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3) Add your other account as Owner of this current mailbox and click OK.

Outlook Today - [Mailbox - Charles Ang Sau il

General | Home Page  Petmissions |

Marne: Permission Level:
Defaulk Maone
Anonymous Mone

Fong Chong Meng Mong

Add. .. | Remove | Properties. .. |
— Permissions
Permission Level: |Nune j
Cwner
[~ Create items|Publishing Editor

_ Editor
" Readitems |publishing Author

Aukhor
I Create subfg Monediting Author

Edit items —|Reviewer
% None Contributor
Mone
£ Own T
Al Al

K, I Cancel Apply

4) Click Tools > Options - Delegates and click on Add...

options 2|

Preferences I Mail Setup I Mail Format I Speling I Security I Other Delegates |

Deleqates

O Deleqates can send items on wour behalf, Ta grant permission to

- others to access your Folders without also giving them
send-on-behalf-of privileges, go to the Properties dialog box For each
folder and change the options on the Permissions tab.

add. .,

Remove

PErmissions. . .

Properties. ..

il

™ Send meeting requests and responses only to my. delegates, ok ko
=

[o]8 I Cancel Apply
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5)

6)

Type your other account name/ user ID and click Add

Add Users

Type Mame ar Select from Lisk: Show Mames From the:

IFn:nng chang meng IGIu:ul:uaI Address Lisk

[

I Marme | Business Phone

Fong Chong Meng
Fong Choong Koon
Fong Choong Leong
Fong Choy Len
Fong Chui Yee
Fong Chun Ho, Alvin
Fong Eng Kiak

Fong Haw Tien
Fong Hoi Ki

Fong Hai Yan

Fong Hui Mei Florence

|

| Office

add Users

add - | IFn:-ng Chong Menag

Advanced W | 0, I

Cancel

Z

Delegate permissions to the other mail account as Editor and click OK

Delegate Permissions: Chua Lin Tee

— This deleqate has the Following permissions

R

Calendar IE::Iitu:ur (can read, create, and modify ikems) j

v Delegate receives copies of meeting-related messages sent ko me

Tasks IE::Iitu:ur (can read, create, and modify ikems) j

Inbmox IEu:Iitn:nr (ran read, create, and maodify ikems) j

Conkacks IE::Iitu:ur {can read, create, and modify items) j

Mokes IE::Iitu:ur (can read, create, and modify items) j

Journal

Editor {can read, create, and modify ikems)

[ Automatically send a message o delegate summarizing these permissions

| Deleqate can see my privake items

Cancel

o]
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7 Click Apply and OK

Preferences I Mail Setup I Mail Formnak I Speliing I Security I Other Delegates I

2]

Delegates

O Delegates can send ikems on vour behalf. To grant permission to

- others to access your Folders withoot also giving them

send-on-behalf-of privileges, go ko the Properties dialog box For each

folder and change the options on the Permissions tab,

Fong Chong Meng

[ Send meeting requests and responses only to my delegates, not to

Add. ..
Remove
PErmISSIOnS:

Praperkies,

il

me
a8 | Cancel | Apply
8) Right click on your mailbox Inbox folder and click Properties.
9) Click on Permissions - Add.
Inbox Properties E|
General Horne Page Autoarchive
Adrninistr akion Farms | Permissions | Synchronization
Marne: Permission Lewvel:

Mone

add... | |

Rermove Properkies, ..

Permissions

Permission Lewvel: | Mone

|:| Creake items

[ Falder owner

[Nread items Folder contack
[]create subfaolders [ Folder visible
Edit items Delete items
() Mone () Mone
() wen [T
ool ol
[ o] 4 ] [ Cancel ] Apply
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10)

Type your other account name and click Add.

Add Users x|
Type Mame ar Select from Lisk: Show Mames From the:
IFn:nng chang meng IGIu:ul:uaI Address Lisk j

I Marne

Fong Chong Meng

| Office

| Business Phone

Fong Choong Koon
Fong Choong Leong
Fong Choy Len

Fong Chui Yee

Fong Chun Ho, Alvin
Fong Eng Kiak

Fong Haw Tien

Fong Hoi Ki

Fong Hai Yan

Fong Hui Mei Florence

|

add Users

add - | IFn:-ng Chong Menag

Advanced W |

o |

Cancel

Z

11)

General | Home Page  Permissions |

Marne:

Add your other account as Owner of this current mailbox and click OK.

Outlook Today - [Mailbox - Charles Ang Sau

X

Permission Level:

Defaulk
BNorymous

Fong Chong Meng

add... |

Morne
Mong
Mane

Femove | Pruperties...l

~ Permissions

Permission Lewvel: INDne

owner

[T Create items
[ Readitems
[ Create subfo

Edit items —
* None

Editor

Authaor
Monediting
Reviewer

Mione

Publishing Editor

Publishing Author

Contributar

=

Author

" Cwn
o all

T Cwn
Al

o ]

Cancel Apply

12)

Once done, Exit and logoff your current mailbox and logon to your other mailbox.
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13) Click on Tools > Email Accounts...

Inbox - Microsoft Outlook

! File Edit Yiew Go | Tools | Actions Help
Silew - | [a = SendfReceive ¥ || g
e a
Favorite Folders £ Address Book...  Chrl+Shift+E —
r .
F_._f’q Inbox (56) i Organize
| Linraad Map Eﬁ Rules and Alerts. .. |
| For Folow Lp ) i
E ent Thems Ot of Office Assiskant...
% Deleted Items (5} Mailbozx Cleanup. ..
Drafts [1]
@ cutho &) Empty "Deleted Items" Folder Hoak 20C
a1l Mail Falders wafl Recover Deleted Items... "
= it Mailbo:: - Fong Chong Forms *
(& Deleted Items Macra [t
(7| Drafts [1]
[ Inbox (88} Speech
3 Jurk E-mai | E-mail Accounts. .. | Tue
[T MUS Starker Kit -
[} Outbox Customize.. . fsm
Tue
[ 5ent Ttems Options...
R Spam = 56318)c
[ search Foldsrs ‘ =1 NUS IT Care Tue

14) Check View or change existing e-mail accounts and click Next

E-mail Accounts x|

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

™ add a new e-mail accounk

¢ View ar change existing e-mail accounts

Directory

{” add a new directaory or address book

" View or change existing directories or address books

el

= Back I Mext = I Close
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15) Click on Change

E-mail Accounts

E-mail Accounts

‘fou can select an account and change its settings or remowve ik,

Cutlook, processes e-mail for these accounts in the Following order:

%)

MName Tvpe

Microsoft Exchange F Exchange (Default)

Deliver new e-mail ko the Following location:

Mailbox - Fong Chong Meng w | [ Mew Qutlook Data File,..

Change...

< Back ”

Finish l [ Cancel

16) Click on More Settings ...

E-mail Accounts

Exchange Server Settings

systerm administrator,

‘fou can enter the required information to connect to your Exchange server,

Type the name of your Microsoft Exchange Server computer. For information, see vour

K

Microsoft Exchange Server: |m

is usually vour user name.

[Juse cached Exchangs Mode

Type the name of the mailbox set up For wou by vour administratar, The maibox name

User Mame: |Fong Chong Meng

More Settings ...

Cancel
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17)

18)

19)

Click on Advanced and Add...

Microsoft Exchange Server

General Advanced |Securitv | Conneckion | Remake Mai |

—Mailboxes
Cpen these additional mailboxes:

&dd. ..

Remowve

s

—Zached Exchange Mode Settings
¥ Use Cached Exchange Mode
[ Downlead Public Folder Favorites

—Mailbox Mode

Cutloak is running in Unicode mode against the
Microsoft Exchange server,

Cffine Folder File Settings

X|

(0] 4 Cancel |

Apply

Type in your other mailbox name and click OK.

Click OK to accept the changes

Microsoft Exchange Server

General Advanced |Securitv | Conneckion | Remake Mai |

—Mailboxes
Qpen these additional mailboxes:

| Remowve

il

—Zached Exchange Mode Settings
¥ Use Cached Exchange Mode
[ Download Public Folder Favorites

—Mailbox Made

Ctlook is running in Unicode mode against the
Microsaft Exchange server.

Cffline Folder File Settings

x|

ok Cancel |

Apply
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20) Once done, you should see 2 mailboxes in your Outlook 2003 (Charles Ang Sau Hi and Fong

Chong Meng)
Inbox - Microsoft Outlook

! Fle Edt WYiew Go Tools  Actions  Help
Pydlew - | 4 Y K | CaReply dReplyto £

Favarite Folders Arranged By: Date
[ Inbox (57)
| Unread Mad =l Today
L o Fodiw Lip #2 System Admi
L= Sent Ttems Drelivered: outlo
@ Deleted Items (5}

#E System Admi

L'él LU Delivered: outlo
L= Outbioe
B outlook 2003
All Mail Folders

Welcome bo Mic

4 E6f Mailbox - Fong Chong Menf| @2 System Adminis
= = Archive Folders Delivered:RE:
# 3 chongmeng ®8 System Adminis
= £ Mailbax - Chatles Ang Sau Delivered: Start
& £ NUS

= rvesterday

=4 Tan Shao Meng
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