HOW TO ADD THE NEW SSS EVENTS MAILBOX/CALENDAR
1. In Outlook, select “File” then “Account Settings” from the Main Menu.
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2. Select “Change”.
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3. Uncheck the “Use Cached Exchange Mode” box then select “More Settings”.
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4. Select “Advanced” then “Add”
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5. Click type “SSS Events” in the Add mailbox dialogue box and select the “OK” button.  Follow the prompts to complete the addition of the SSS Events mailbox.  At this point you may be prompted to reboot your computer.  If not, continue to next step.
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6. Close Outlook and reopen.  When you reopen you should see the new mailbox in your mail folder.
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7. Then click on the Calendar tab and you should see the new calendar.
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HOW TO ADD THE SSS PERSONAL CALENDAR IN OUTLOOK

1.  In Outlook Mail, click on “Folder List” so you can see Public Folders.
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2. Expand Public Folders, select All Public Folders, Medical Center, then scroll down to Systems Support Services and expand to see SSS Personal Calendar.
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3. Right Click SSS Personal Calendar and select “Add to Favorites” then “Add”
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4. Go back to Folder List, expand Public Folder, expand Favorites and click on SSS Personal Calendar and the Personal Calendar will display.
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5. Click on “Calendar” in Outlook
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6. Scroll down until you see “Other Calendars” and you should be able to select SSS Personal Calendar to view.

[image: image14.png]Zrickson, enniter

4 @ Other Calendars

[T cAPS Calendar (427)

/| 555 Personal Calendar (1900)





