Adding a Group Account to Your Personal Outlook Profile

This allows individuals who have full rights to a Group Account to manage the e-mail to this
account through their personal Outlook profile.

1. Get into your personal Outlook email account.
2. Go to Tools > Account Settings

3. Under the Email Tab, double-click Microsoft Exchange Server.

Account Settings b

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

E-mail lData Files ] R53 Feeds ] SharePoink Lists | Internet Calendars ] Published Calendars | Address Books

o Mew... ‘3 Repair... E5 Change... W Remove 3

Marne Type

Microsoft Exchange Server Exchange {send From this account by default)
TP Train IMAP/SMTP

4. From the Change E-Mail Account window, click “More Settings” at the bottom right.

5. From the Advanced Tab click “Add.”

Microsoft Exchange m

Generqd Advanced Security ] Connection ] Remoke Mail ]

Mailboxes
Cpen these additional mailboxes:

.ﬁ.u:lu:lr 0

T

6. In the Add Mailbox window, enter the name of the account (what is before the
@csueastbay). This name will be checked against the Outlook Exchange Address Book.

Add Mailbox x|

Add mailbio:

| kraining

| (0] 4 | Cancel |
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7. Click OK.
Microsoft Exchange E

General Advanced lSecurity ] Connection ] Remote Mail ]

Mailboxes
COpen these additional mailboxes:

Remaove

Cached Exchange Mode Settings
[¥ Use Carhed Exchange Mode

it

¥ Download shared Folders (excludes mail Folders)
[ Download Public Folder Favarites

Mailbios: Mode

Cutloak is running in Unicode mode against Micrasoft
Exchange.

Offline Folder File Settings. .. |

QK Cancel | Apply |

8. You will be returned to the Change E-mail Account window.
Click Next.

Change E-mail Account E

Microsoft Exchange Settings
‘fou can enter the required information ko connect bo Microsoft Exchange.

Twpe the name of your Microsoft Exchange server. Faor information, see wour systemm
adrninistratar,

Microsoft Exchange servet: |ADHAYEXCDDU1 .ad.csueasthay . edu
[V Use Cached Exchange Mode

Type the name of the mailbox set up For vou by wour administrator. The mailbox name
iz usually vour user name.

User Mame: |[Vivian Reed

More Settings ...

Text = Cancel |

9. You will receive a congratulatory message saying that the account has been successfully
setup.
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Sending E-mail from the Group Account

By default, email sent from group account is sent from the individual's personal email
account and stored in the individual's sent folder. You can have the Group Name displayed
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as “FROM” by turning on the Show From field.
1. Get into the Group e-mail In Box.

2. Select New Message.

3. Go ot the Options Tab.

4. Turn on “Show From”

5. In the “From” field, enter the name of the Group Name.
You should be able to use the Address Book to get to the Group Name.

Untitled - Message (HTML)

I.-'t!ﬁ‘ H ) > 7 T
il
Message Insert Options Format Text Developer Adobe PDF

j n Colars ~
=l Fonts =

Themes —
- [O]etfeats - From ) | AaRichTed || Buttons -

Themes | Fields Format Tracking

E1 |i: S T|E)¢ ;{;’ Request a Delivery Receipt
HTRL «

“Show Use Vating Request a Read Receipt ; :
Delivery Replies To

. - [oa " Show From
=7 From... ITFU-\INIP&IL’:
Send [T] I'— Show the From field,
If you have delegate access to
[ Account ] [ Ce.. ] | another person's account, you can
- send e-mail that looks like it came
Subject |

from them by entering their name

‘ = into the From field.
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Filtering All Sent E-Mail to the Server’s Sent Folder

By default all email will be put into the individual's Sent folder, even if the “From” is
changed to the Group Name. If you want email from everyone to go to a specific Folder on
the Server, you must create a Filter/Rule for this.

Creating a Rule Using Text in the Subject Field

1. Tools > Rules and Alerts
File Edit View Go Iﬂnls|gctinns Help  Adobe PDF

Mail Send/Receive 3
Favorite Folders Instant Search 4
L_.] Inbox (213] [ Address Book.. Ctrl=Shift=-B

L& Unread Mail (23a) v:}iﬂ Organize

=4 sent Items
L& For Follow Up [20] Li:i Rules and Alerts..,

L1 Keepers (1] Out of Office Assistant..,

2. Click New Rule
Rules and Alerts

E-mail Rules | Manage alerts
Apply changes to this Folder:

[ Mew Ruleﬁ Change R

o {aprdf
Mew Rule

[ Save A -: Shr

3. In Rules Wizard , Start From a blank rule, Click “Check messages after sending”
Rules Wizard

Start from a template or from a blank rule
Step 1: Select a template

Stay Organized

43
4 Move messages from someone bo a folder

.j Mowe messages with specific waords in the subject to a Folder

5 Move messages sent ko a distribution lisk ko a Folder

X Delete a conversakion

? Flag messages from sameane Far Fallow-up

-.j Move Microsoft Office InfoPath Forms of a specific byvpe to a Folder

{5 Move RS5 items From a specific RS5 Feed to a Folder
Stay Up to Date

= Display mail from someone in the New Item Alert Window

Wl Play a sound when I get messages from someone

Ili Send an alert to my mobile device when I get messages from someone
Start from a blank rule

A Check messages when they arrive

i=d Check messages after sendingp.,
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4. Click Next

5. In Step 1 on the top, Check off With specific words in the subject

Rules Wizard

wehich conditionis) do wou want to check?
Step 1; Select conditiongs)

3

anith specific words in the subjeck
" |sxhrough the specified account
[ marked as importance

[ marked as sensitivity
[] sent to people or distribution lisk

6. In Step 2 at the bottom, click “specific words”

Step 2: Edit the rule description (click an underlined walue)

Apply this rule after I send the message

7. Enter a unique string:

Search Text

Specify words or phrases ko search For in the subject:

411
1

8. Click Add.

9. You will see the specific string appear in the Search list below.

Search Text

Specify wards or phrases to search For in the subject:

| add

Search lisk:

Nk ] %

Rernove

Ik

] [ Cancel

10. Click OK.
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11. Click Next

12. In Step 1 on the top, Check move a copy to the specified folder.

Rules Wizard ['5_(|

What da wou want ba do with the message?
Skep 1 Select actionis)

[] assign it ko the category category

‘move a copy ko the specified Folder
%@‘Iag message For action in a number of dawvs
[] clear message's categories

[] mark it as imporkance

[ g Y

13. In Step 2 at the bottom, Click “Specified”

Step 2: Edit the rule description (click an underlined walue)

Apply this rule after I send the message
with *411%* in the subject

.......................

14. Select the folder you want the Sent mail to go to.

Rules and Alerts

Choose a folder:
= =3 Mailbox - evaluations
Calendar
5| Contacts Cancel
fa) Deleted Items
L7 Drafts Mew. ..

L7 Inboxr (2441}
fjﬂ Journal

L@ Junk E-mail

ﬁ Mokes

L= outbox

= (2

oy

T asks =

(>

i

15. Click OK.
16. Click Next.

17. Click Next again.
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18. Accept by clicking Finish or chanie the name of the rule.
Rules Wizard [‘5_?|

Finish rule setup,

Step 1! Specify a name For this rule
*411%

Step 2! Setup rule options

[C]Run this rule now an messages already in "Inbox"
Turn on this rule

[[] Create this rule on all accounts

Step 3: Review rule description {click an undetlined value to edit)

Apply this rule after I send the message
with *411% in the subject

and on this machine only
move a copy ko the Sent Ttems folder

19. Click OK at the client-only rule message.

! "_., This rule is a client-only rule, and will process only when Outlook is running.

20. Click OK.
21. Click Apply.
22. Click OK.
Any mail, from the individual or group that contains the specified string in the subject will be
moved to that folder.
Outlook Web Access
1. Go to: https://email.csueastbay.edu/exchange/groupname@csueastbay.edu/

2. Enter your personal NetlD and Password.
3. You will be able to see only the group email account.
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