Outlook 2003— Adding Someone else’s Calender folder to your Outlook Bar.

1. When in Calendar, click on the Tools Menu. Select Email Accounts
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3. Click on View or Change existing email accounts and hit Next

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

E-mail

0 add a new e-mail account

& Yiew or change existing e-mail accounts

Directory

© add a new directary or address hook

€ view or change existing directaries or address books
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4. Make sure that Microsoft Exchange Server is highlighted and click on Change

E-mail Accounts

E-mail Accounts
¥ou can select an account and change its settings or remove it,

Outlook processes e-mail For these accounts in the Following order:
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5. In the Exchange Server Settings box, click on More Settings

E-mail Accounts

Exchange Server Settings
‘fou can enter the required information to connect to vour Exchange server,

6. Click on the Advanced Tab then click Add. Type in the Mailbox name and click OK on each Dialog Box
to bring you back to Calendar.

7. Go into Calendar and you should see My Calendars on the left of the screen and you will see the new
one added there.
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