Adding a Mailbox to an Existing
User Account
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Open Active Directory Users and

Once in awhile,
we have an
account that
existed prior to
the addition of
the Exchange
server. We can
add the
mailbox and
email account
by visiting the
Active Directory
Users and
Computers
window.
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Mame Type Description <
ﬂ Adriniskrakor Iser Builk-in account For admini. .
!ﬂCert Fublishers Security Group ... Members of this group are...

ﬂ Zhuck Robbins Iser
€T DHCP Admiristratars
€T DHCP Users

ﬂiDns.ﬁ.dmins Security Group ...
!ﬂDnsUpdatePrnxy Security Group ...
ﬁEDomain Admins Security Group ...
ﬂ:DDmain Campukers Security Group ...
!ﬂDomain Controllers Securiby Group .,
ﬁEDomain Guests Security Group ...
ﬂ:DDmain Lsers Security Group ...
ﬂ Dionna J. Robbins Iser

ﬁzEnterprise Admins Security Group ...

!ﬂExchange Diornain Setvers Security Group ...
!ﬁExchange Enterprise Servers Security Group ...
ﬁzGroup Policy Creatar Cwners  Security Group .

Guesk User
L _wee Security Group ..
€7 1USk_SERVER1L User
€7 IWaAM_SERVERL User
ﬂ Joe Robbins |lser
ﬂ Johin Smith Iser

Security Group ...
Security Group ...

Members who have admini. .
Members whao have view-...

DMS Administrators Group

DMS clienks who are permi...
Designated administrators, ..
All workstations and serve. .,
All domain contrallers in th. ..

All domain guests
All domain users

Designated adminiskrakors, ..
Microsoft Exchange Domai. ..
Microsoft Exchange Enter. .,
Mernbers in this group can. ..
Built-in account For guest ...

113 Warker Process Group

Builk-in account For anony. .
Builk-in account For Intern. ..




Adding Exchange Tasks

We highlight
the Users folder
in the Domain
and right click
on the
username such
as John Smith.
On the popup
menu, we pick
Exchange Tasks.
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Marne Tvpe Descripkion | =
ﬂ Administrator User Built-in account For admini. ..
ﬁECert Publishers Security Group ... Members of this group are. ..
ﬂ Zhuck Robbins Iser

ﬁDHCP Administrators Security Group ... Members who have admini. ..
ﬁEDHCF‘ Users Security Group ... Members wha have view-...
ﬁDnsF\dmins Security Group ... DNS Administrators Group
ﬁDnsUpdal Copy... wGroup ... DMS clients who are permi. ..
ﬁEDnmain A add ko a group... v aroup ... Designated administratars, ..
ﬁDnmain C  Disable Account wiaroup ... Al warkstations and serve. ..
ﬁDumain T Reset Password.., wGroup ... Al domain controllers in th.

ﬂEDnmain G

Mave,..

ﬁDnmain 8 Euchange W @roup ...

€7 Donna . Open Home Page

ﬂEEnterpris- Send Mail by Group ..,

ﬁExchange by Group ...

ﬁExchangE All Tasks ' by Group ...

!ﬁGroup Po oyt by Group ...
Guesk Delete

RIS WPE  pename by Group ...

€ 1UsR_sE —

ﬂ TWAM_SE Properties

ﬂ Joe Robb Help

Y QPOUp .

Al domain guests
Al domain users

Designated administrators, .,
WMicrasoft Exchange Damai.. .

Microsoft Exchange Enter. ..

Members in this group can...

Built-in account For guest ...
113 Worket Process Group

Built-in account For anony. ..
Built-in account For Intern, ..
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|Runs the Exchange Task Wizard on the selected object.




The Exchange Task Wizard

The Exchange Task Wizard & exchange TasCHIEE

window will appear and we pick & m?z!g;’&"e to the Exchange Task
the Next button to continue. We

can annotate the “Do not show ptoviig 5 sct f ke Tt apples 15 o sectedcpiects.
the welcome page again” To continue press Nest

checkbox to save time on the

next user. We pick the Next \\\

button to proceed. ~

- QD nat show thiz Welcome page agairg

¢ Back I MHewt > I Cancel




Create Mailbox and Email Address

'
We see the Create Mailbox task M E1:change TIEERIEES

. . Available Tasks
||Sted . We can a ISO Ju St o pt for The following iz a list of tazks that can be applied to one or more of the selected
esta bllSh | ng an ema || add ress or objectz. Select the desired tazk and press Mest.
removing a mailbox. We select gelect a task to perform:
. ¢ Create Mailbox
create mailbox and push the Next 3 Estaplish E-mail Address

b u ttO n tO go on =} Remove Exchange dttibutes

— T ask Deszcription

Create a mailbox far each zelected user

¢ Back I MHewt > I Cancel




Create Mailbox

'*-E:-u:hange Task Wizard

We have an alias that matches
Create Mailbox

th e pe rso n’s username or we can Create mailboxes for your uzers to allow them to uze Exchange to send and ?
. receive e-mail

change the alias. The server and

ma | I bOX StO re |S a I rea dy Ilsted We Type an alias for the uzer and select the location far the mailbos.

choose the Next button to

advance.

Server:
| BradfordNet/First Administrative Group/SERVERT |
Mailbax Stare:
| First Storage Group/Mailbos Store [SERVERT) |
¢ Back I MHewt > I Cancel




Completed Task

The mailbox and email account is
completed for John Smith. We
choose the Finish button. We can
repeat these steps for other
accounts that do not have
mailboxes.
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Completing the Exchange Task
Wizard

Tazk Surmmary: Create b ailbos

Resulks:
Errars: O
Successzes: 1
W arnings: 0

[ %iew detailed repart when this wizard closes.)
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