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Information Technology Services 

 

Opening a BGSU Office Account from Outlook 2007 
 

Note:  Someone in your department, office or group must first apply for an Office E-mail Account on the BGSU Exchange 

Server, be notified that the account is set up and ready for use and you must be included in the list of group members who 

can access the BGSU Office Account before you can use the procedure below. 
 

1. On the Tools menu, select ‘Account Settings… 

 

2. Double-click on your Microsoft Exchange account name to open your account. 
 

 
 

3. Click the More Settings… button. 
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4. Click the Advanced tab. 
 

5. Click the Add button  
 

 
 

6. Type in the name of the mailbox (e.g. your office account name) and click OK. 
 

 
 

7. Your office account will now be listed as an additional mailbox to open.  Click Apply. 
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8. On the same window, click OK. 

 

 
 

9. Click Next. 
 



Opening a BGSU Office Account from Outlook 2007 

4 

 
 

10. Click Finish. 

 

 
 

11. Click Close. 

 



Opening a BGSU Office Account from Outlook 2007 

 

5 

 
 

 

You will now see your office account as a Mailbox when you click on the Mail button in the left navigation pane.  

Open your office account Mailbox and click on the Inbox to read incoming messages.  Your account will also have 

its own calendar, contacts and tasks list. 

 

This access will always be available in your Outlook account until you  repeat this procedure and select Remove 

instead of Add on the Advanced tab. 
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