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Adding a Service Account Mailbox to Your Outlook Account
(For Service Account Owners and Users)

In Exchange (Outlook), a service account appears as a mailbox under your personal
email account. This document takes you through the steps to add this service account

mailbox. You will first need to find the userlID of your service account. If you already
know your service account’s userlD, you may skip to Section 2.

Section 1: Finding Your Service Account’s UserlD

1. From your Outlook Mail view, click Address Book in the Home tab.
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2. In the Search field, type the name of your service account, or the first few letters
of the name. The account should appear in the list below the Search field.

If your screen looks like this, the account’s userlD is listed under Alias. Write
down the userID and proceed to Section 2.

[ Address Book: Global Address List

File Edit Tools

S r (®)Mame only () Mare calumns Address Book
|IT -C ) | Go |Global Address List - amradm0l@exchange.lo | Adwanced Find
S —

| Mame Title E-mail Address Alias

1T - CARES, Service Account Kimberly Johnson, Owner Iitcares@exchange.Iouisville.edu( itcares )
?0 IT - C5AP, Service Account Brent Pollock, Owner Litcsap@gwise Jouisville, edu itcsap. gwise louisville, ...
?0 IT - Finance Team, Service Account James "W Parr, Owner LitFnteam@gwise.louisvile,edu itFnteann, gwise Jouiswil, ..

If your screen looks like this, double-click the account name and then locate the
userlD beside Alias in the window that opens.
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502-852-6014

=i & ITCARES, Service Account
9& iTech Connect, Service Accoun
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The userlD is the first part of the email listed beside Alias. Write down the userID

and proceed to Section 2.

-

ITCARES, Service Account

ITCARES, Service Account

Kimberly A Johnson, Owner

General |Drganizaﬁor1 | Phone Motes I Member Of | E-mail Addresses

Mame

First: Service Ac Initials: Last:
Display: ITCARES, Service Account Alias:
Address: +  Tite:

T Company:

wise.lnuisville edu

Kimberly A Johnson, Owner

Section 2: Adding a Mailbox in Outlook for Your Service Account

1. Click File at the top left of your Outlook screen.
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2. Click Account Settings.

Account Settings

Maodify settings for this account, and configure
additional connections.
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Access this account on the web,

https://exchangelouisville.edu/owa/
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3. Click Account Settings again.
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4. Double-click your email address.

Account Settings

E-mail Accounts
‘You can add or remove an account, You can select an account and change its settings.

E-mail |Da13 Files I RSS Feeds | SharePoint Lists | Internet Calendars I Published Calendars I Address Books

_:\_'Z"-New... ¥ Repair... 50 Change... @ SetasDefaul 3¢ Remove # &

Mame Type
<¢ @ hmlyncO l@exmange.louis@ Microsoft Exchange (send from this account by default)

5. Click 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. If you don't know the server name, ask your
account provider.

Server: |exchange.louisville.edu
Use Cached Exchange Mode

Type the user name for your account.

User Name: |hmlync01@exchange louisville, edu Check Name

Mare Settings ... >

Rev: 11/15/11 3



Microsoft®
Outlook 2010

6. Click the Advanced tab.

I ]
i Microsoft Exchange 24

Genﬁrwan@mriw | Connection

Exchange Account

Type the name by which you would like to refer to
this account, For example: “Work™ or "Microsoft
Exchange”,

7. Click Add.

i ]

{ Microsoft Exchange 24

General | Advanced |5ecurity | Cunnecﬁnn|

Mailboxes
Open these additional mailboxes:
Q d.. D
Remave

8. In the empty box, type in the service account’s userlD you located in Section 1.
9. Click OK.

Add Mailbosx 22
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10.Click Apply.
11.Click OK.

1 Microsoft Exchange

General | Advanced |Sec|.|rity ICnnnecﬁnn|

Mailboxes

Open these additional mailboxes:

IT - CARES, Service Account

Cached Exchange Mode Settings

Use Cached Exchange Mode
Download shared folders
[] Download Public Folder Faverites

Mailbox Mode

Outlook is running in Unicode mode against Microsoft
Exchange.

Cutlook Data File Settings. .. ]

— o ) o C

A4

12.Click Next.

Change Account

Server Settings
Enter the information required to connect to Microsoft 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: |exchange.louisville.edu
[V]use Cached Exchange Mode

Type the user name for your account,

User Mame: | bmlyncd1@exchange.louisville edu Check Name

More Settings ...
< Back < Next = >| Cancel
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13.Click Finish.

- <
Change Account | P |
Congratulations!
You have successfully entered all the information required to setup your account.
To dose the wizard, dick Finish.
e
I
<gack (Q Fnsh [

\ ¥

14.Click Close.

P
Account Settings | J

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mall | Data Fies | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

'J'E‘New... ¥ Repair... % Change... @@ SebasDefault ¢ Remove & &

Mame Type
@ hmlync0 1@exchange. louisville.edu Microsoft Exchange (send from this account by default)

Selected account delivers new messages to the following location:

[ Change Faolder | hmlync0l@exchange.louisville.edu\Inbox
in data file C:\Wsers\,..\Outlookhmlyncd 1@exchange.louisville,edu. ost
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15.Restart Outlook.
16.Your service account will now appear below your Cabinet folders.

» [ Cabinet

[ Checklist

'@ Junk E-Mail [500]
[3 M+Archive

= Outbox

[1 RSS Feeds

LE) RSS Feeds1

» L@ Search Folders

[ A Sent

[ Trash

@RES,Semce A@

17.To open the service account, double-click on it. If you do not have access to the
account, an error message will be displayed:

L woanna

| Conversation Histary

g Junk E-Mail [5]

3l M=Archive

L= Outbox [1]

4 Quick Step Settings

LS| RSS Feeds

> L Search Folders

[ Sent Items - Calendar Entries H
-

» IT - CARES,Service Account )
[~ Mail
4| Calendar

&=| contacts

Cannot display the folder. Microsoft Outlook cannot access the specified folder location. The
operation failed. An object cannot be found.

You may also click the triangle beside the service account to expand the folder
list. If you do not have access to the account, an error message will be displayed:

i R

Microzoft CQutlook P

l , (' Cannot expand the folder.

[3 Sent

[3 Trash

Was this information helpful?

OT - CARES,Service Account

If you see either of these error messages, contact the owner of the service
account to verify that you have been granted access. If you do not know the
owner of the service account, follow steps 1 and 2 in Section 1 above to open the
Exchange (Outlook) address book and search for the service account. The owner
is listed under Title.
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