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1. Click the File tab, INFO button will be select-
ed

=SR] ED' Add Account ﬂ

HOME SE Auto Account Setup
Outlook can automatically configure many email accounts.

%Ignore

7 Clean

2. Click +Add Account button

New  New
Email Items EOJUHk'

Inbox - EdKramer@s&lud.unm.edu - Outlook 2.0~ 0% 9

@ E-mail Account

3. In the Your Name field, type the Shared/
Resource account name (e.g., hsc-help)

< Your Name: HSC-HELP —
4. In the Email field, type the full email address e Account Information Framele Ellen Adems _O
Open & Export ' E-mail Address: HSC-HELP@salud.unm.edu
(e.g., hsc-help@salud.unm.edu) o password " e_,’g me——— . Euample: cencontosacom X
Password:

5. Click Next

F‘ Account and Social Network PR
Ak | settings

Settings - Change settings for this
account or set up more
Office Account connections,

Type the passwaord your Intemet senvice provider has given you.

6. Configuring

Access this account t

7. Click Finish when you see Congratulation s onthe e | © Mamuot ey o addionalseves s

https://hsclink....a/
and 3 green checks appear. = e ™ Chonge | 39[ . I
Antomatic Renlies (Ot of hd

8. Restart message will appear, press OK

9. Restart/Exit Outlook e Account Micosof Outok =

Congratulations! /I Voumust restart Dutlook for these changes to take effect.

Notes:
ores E— (6 v

Once OUt|00k reStartS’ HOME tab Wi” be seIeCt- Qutlook is completing the setup for your account. This might take several minutes. ED' B N D
ed. The Shared/Resource account will now ap- + Establisning netwark connection ] [OVE | SIND/RECHVE  folek Vo

i vy Searching for hsc-alert@salud.unm.edu settings 9(_ 3, > o
pear in the left hand column. + Logging onto the mail sever

Expand the newly added account to verify it can
open and permissions are set to view it.

Congratulations! Your email account was successfully configured and is ready to use,

Office Account

"] change account settings Add anot! Options

Exit
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Sending E-mail from a Shared Account
1. Click the New Mail icon to begin a new

© = Inbox - RSelbeel @unm.edu - Outlok

HOME SEND / RECEVE FOLDER VIEW ADOBE PDF

mail message. B o, X QGG mue FEr ST e [ Qe e
New | New . Dol Reply Reply Forverd Bjmare €2 Reply & Delete ¥ Create New S| BRuless RS -
2 CI_ k th F f' Id . Ernail ftems - 4 Junk All : [ Policy~ I” Fellow Up Y Fitter Email
. Ic e rom Ie |Con. Delete Respond Quick Steps. Fl Move Tags Find ~
. . ) L. 3 b Favorites ‘| Al Unread [ searcn current mailba (Ctri=£) P | Current Mailbox_-|
Q Tip: If the from field is not visible, click Hron s aw s
. . 4 RSelbeel@unm.edu We didn't find anything to show here.
the Options tab and then click the -
From icon. R
Deleted ltems 119
3. Select the person for who you are e
Sendlng the e_mall on thelr behalf s::;::ds BEH®S & + & o= Business decision needed - Message (HTML) ?T EH - O X
Q Tip: If the person’s name is not listed, e MESSAGE  INSERT ~ OPTIONS ~ FORMATTEXT ~ REVIEW  ADOBE PDF
. . . b David S Hedber
click the Other E-Mail Address option ’ ¥, ||calibri (Body) 1 - A& gzl U AtachFie ﬁ I> Follow Up ~
. . b Online Archive - RSelbee@hsc.a... =
and select the person who this e-mail o FoB 1w isoise e Do asachdtem feaq, | Highlmportance
is being sent for. Once selected in this T WA === 4 - [FSgnatwe  porey- ¥ Lowlmportence
manner, they WI” ShOW Up in the IISt Clipboard ra 5 Basic Text Include Tags . Zoom I
4. Compose the e-mail as usual and click | EFrom - | Rselbeel @unm.edu
the Send icon Mail Calendar Peop[4 =7 [
J R3elbeel @unm.edu |
. Send
&> Note: By default, Outlook automatically % || dshedber@unm.edu P% |
stores a copy of the e-mail in the account of rsaavedra@salud.unmedu 5 -~ |
e

the person who created the e-mail (i.e. the Other E-mail Address..

delegate), not the person you are sending

on behalf of. If you wish the person you are
sending on behalf of to receive a copy, you
should include them in the e-mail on either the
To, CC, or BCC line.

Please respond quickly.

2> Note: If you are unable to send email from a
shared account, contact your IT Helpdesk.

Revision Date September 2014



Communicate Collaborate Connect

Outlook 2013

Shared Resource Accounts

Page 3 of 3

Viewing a Shared Resource Calendar

EETTrre ]

. Search: @ Name only () More columns  Address Book I
100 Go Global Address List - RSelbeel@unm.edu Advanced Find
To view a delegated calendar, you Open D =
must add it to your calendar list. 4 B ————— S
Open Calendar ™~y =
. - i Open a calendar file in Outlook (ics, ves). & T2 HSC
1. On the File tab, click Open & i ¢
Export. B omm okt :
2.  Click Other User’s Folder. o e i
The Open Other User’s Folder A D
dialog box opens. . 1 -
. Folder type: dl " 2
3.  Click the Name button. B)—
. =
The Select Name window
opens.
4. Select the name of the kE e Calendar - RSelbeel @unm.edu - Outlock 7 ®E - O %
HOME SEND / RECEIVE FOLDER VIEW ADOBE PDF
calendar owner. - —_ - arch Pecple
T EEnEBRE DB B@E &
5 Click the OK button . Mew MNew INew Today l‘\lljexﬂ Day wor: Week Month ScCadu\a CIOpedn éa\andav CE‘rm:H CS‘har: gu‘bhsh pCaIendar
- - ppointment Meeting - ftems - ays el iew alendar~ Groups~  Calendar Calendar Online - Permissions
MNew Go To ) Arrange i Manage Calendars Share Find -~
The Se/eCt Name W’ndOW ;u Mse:en‘:vb:::uFR 5; < » September 26, 2014 Abuguerque, NM » 15 ;if:’;wr [ searcn catengar (cri=g) P
closes and the focus is Stz a s e T R B TR
returned to the Open Other o EX
. vy 26
User’s Folder dialog box. aommas
6. Select Calendar in the folder i 7 &l
type field' SuU MO TU WlE TZ Fl; Sl: .
7. CliCk the OK button 1: 1: 1: 1‘; 12 1: E 9
The delegated calendar mmmmaa g " B
appears while in the Outlook T
calendar view. To view the 48] My Calendars —
. . Calendar - RSelbeel @unm.zdu 2 E 2 §
calendar check its selection O3 Colendor-Onine Acive .. | —— B g
. 1
box. To hide the calendar, [ Other Calencirs
uncheck its selection box. Shared DB — ’
Calendar > v i 3
Selection s S
Mail Calendar People Tasks ---

ALL FOLDERS ARE UPTO DATE.  CONMECTED TO: MICROSOFT EXCHANGE O B -—F—+ 1w0%
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