Add OMB to Mailbox

Friday, March 20, 2020 2:16 PM

1. Goto the address book and find the OMB that would like to add to Outlook

BE Addres SAG Miami

File Edit Tools

Search: (8 Name only () More columns  Address Book

southcom miami s¢ Go | |USAG Miami - Firstame LastName @mail.mil

w

[ Mame Title

&% SOUTHCOM Miami 7 Sig Cmd List USANECSOUTH ASSET SUPPORT

& SOUTHCOM Miami 7 Sig Cmd Mailbox COMMO TEAM BB

& SOUTHCOM Miami 7 Sig Cmd Mailbox Configuration Management
OUTHCOM Mial ig Cmd Mailbox NEC SOUTHCOM Helpde:

& SOUTHCOM Miami 7 Sig Cmd Mailbox OMB 5E3258

& SOUTHCOM Miami 7 Sig Cmd Mallbox OMB NEC SOUTHCOM APP DEV DNR

& SOUTHCOM Miami 7 Sig Cmd Mallbox OMB NEC SOUTHCOM 1A SECURITY

& SOUTHCOM Miami 7 Sig Cmd Mailbox OMB NEC SOUTHCOM NETMGT

& SOUTHCOM Miami 7 Sig Cmd Mailbox OMB NEC SOUTHCOM RED SWITCH

& SOUTHCOM Miami 7 Sig Cmd Mailbox OMB NEC SOUTHCOM SYSADMIN

& SOUTHCOM Miami 7 Sig Cmd Mailbox OMB NEC SOUTHCOM VTC HQ

& SOUTHCOM Miami 7 Sig Cmd Mailbox OMB TCO

4% SOUTHCOM Miami 7 Sig Cmd MESG 5E3258

4% SOUTHCOM Miami 7 5ig Cmd MESG APPERRLOG

4% SOUTHCOM Miami 7 Sig Cmd MESG COMMO TEAM BB

4% SOUTHCOM Miami 7 Sig Cmd MESG Configuration Management

25 SOUTHCOM Miami 7 Sia Cmd MESG EXE SPT
<

o

Advanced Find

Business Pl

~

2. Double click on it and copy the Alias

Aiamni C Hel -

SOUTHCOM Miami 7 Sig Cmd Mailbox NEC SOU

General Organization Phone/Maotes Member Of  E-mail Addresses

Name

First: Initials: Last:
Display: SOUTHCOM Miami 7 Sig Crr| Alias: southcom. miami.7-sig-cmd.

Address: Title:

Companent: W
City: ’lmalmi Department: T-sig-emd
State: ] Duty Installation/Location: miam |
Tip code: | Office Symbak I:
Country/Region: | Employeepe: |
Building/Room: |: Rank/Grade: |:
Phone: | ]

Add to Contacts Adtions

*Member of" tab is NOT the way to check ownership/membership

1. Go to File> Account settings> Account settings> under EMAIL tab select New

2. Paste alias under "Email Address" and add at the end:
NIPR: @mail.mil
SIPR: @mail.smil.mil

| Auto Account Setup

Outiook can automstealy configure many emal sccounts.
|
|

® E-mail Account

Your Name:
Example: Ellen Adams

E-mall Address: | mdl.mby Ancom-helpd: 1
Example: ellen@contoso.com

Password:

Retype Password:

Type the password your Intemet semce provider has gmen you.

(O Manual setup or acditional server types

saa Concel

3. Click Next.
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4. User will get prompted to enter pin, just like setting up outlook for the first time but it will say connecting to the OMB that the user
needs.

Windows Security X
Microsoft Outlook

Searching for your mail server settings...

Connecting to southcom.miami.7-sig-cmd.mbx.nec-
southcom-helpdesk-cntrs@mail.mil

Outlook leting the setup f t. Th
e L e . LastName, FirstName. 1234567891

Configuring

v Establishing network connection
=3  Searching for southcom.miami.7-sig-cm
Logging on to the mail server

1234567891001 @mil

Smart card credential

I

5. Click Finish
Congratulations!

Configuring

Outiook is completing the setup for your sccount. This might take several minutes.
v Establishing network connection
./ Searching for southcom.miami.7-sig mil settings

v Logging on to the mail server

Congratulations! Your email account was successtully configured and is ready to use. !

[ change account settings Add another account...

Cancel
6. Restart Outlook

7. Now user will get prompted twice for pin. Once for their Mailbox and the other one for OMB.
8. Should appear on the left side as a separate Inbox
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