
1. Open Outlook and go to Tools  Account Settings 

2. Select Microsoft Exchange and choose Change. 

 



 

3. Choose More Settings 

 



 

4. Choose the Advanced tab; 

Choose Add and type the name of the account to add. 

 

 



 

5. Choose OK  

6. Choose Next 

 

 

 



7. Choose Finish 

 

8. Your additional mailbox is now located in the left file structure. 


