
Adding a Mailbox to Outlook 
 

 

1. Open Outlook and click on the File tab on the top-left of the screen. 
 

2. Click on Account Settings  Account Settings  New. 

 

 

 

  



3. Enter the email address of the mailbox that you would like to add (in this example it is 
payclaim@hartpury.ac.uk), then click on Connect. 

 

 

 

  



4. Click on Sign in with another account. 

 

 

 

  



5. Replace the email address with YOUR Hartpury email address, then click on Next. 

 

 

 

  



6. Enter your password, then click on Sign in  Done. 

 

 

 

7. Close the Account Settings window, then close and reopen Outlook; the mailbox should be 
present in the left-hand pane. 


