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Outlook 2007:  Adding Another Mailbox Profile for Full Access 

Adding Another Mailbox Profile for Full Access 
1. The owner/designate of the 

Departmental Mailbox creates a 
Profile in Outlook. 
a. In Vista click on Start>Control 

Panel. 
b. In the Search box type: Mail  
c. Press Enter 
d. A new window appears 

 
 
 
 
 
 
 
 

e. Click on the Mail  option in the 
window. 

f. A new window will open. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

g. In the new window, click on Show Profiles.  A new 
window will open. 

 
A Profile is the way Outlook remembers e-mail accounts 
and their settings. The Profile tells Outlook where the 
userõs e-mail is stored.  As an owner of a Departmental 
Mailbox a user might need an additional profile for a 
Departmental Mailbox. 
h. Click on Show Profile. 
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i. In the Profile window click on Add. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

j. Name the new Profile.  In this case the name of the 
Departmental Mailbox .  A new window appears. 

 
 
 

 
k. In this window add an 

additional e-mail account 
profile to be used to view the 
Departmental Mailbox. 

l. Replace the E-Mail Address 
with the Departmental E-
Mail Address.  

 
 
 
 
 
 
 
 

m. The window changes.  Add the 
fully-qualified e-mail address 
(including ad@jmu.edu) 

n. Type and Retype the 
Departmental E-Mail 
password. (ownerõs password) 

o. Click on Next. 
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p. Outlook will find the 

Departmental Mailbox and 
complete the process of 
configuring the account. 

 
 
 
 
 
 
 
 
 
 
 
 

q. The Profile screen will reappear showing the new 
Profile. 

 
 
 
 
 
 
 
 
 
 
 
 

r. When a user opens Outlook and has more 
than one Profile, the user will be asked 
which Profile is to be opened. 

s. Click on the Profile wanted and click on 
OK.  

t. That account Opens in Outlook. 
 
 
 
 
 


