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Adding UKHC SCM Shared Email Inbox

Role: Staff

Frequency: As Needed

1) Within Outlook, click
the File tab:
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2) Select Account
Settings:

E Haospital Purchasing - Inbox - Hospital Purchasing - Outlook
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3) Click Data File and
then Settings:

Account Settings

Data Files
Qutlook Data Fi

Email ~ DataFiles RsSs Feeds SharePoint Lists  Internet Calendars Published |

g Add.. ﬁf‘ Settings... ﬂ Set as Default )( Remove la Open File Locatio

Mame Location

@ clocke@email.uky.edu ChUsers\clocke\AppDatatLocal\Microsoft\Out

4) Select Advanced tab
and click Add:

| Microsoft Exchange [ >

) General Advanced Security

Mailboxes

Open these additional mailboxes:

Ariba Suppliers Add...

Remove

1 Cached Exchange Mode Settings

Use Cached Exchange Mode

H Download shared folders

D Download Public Folder Favarites
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5) Type
hospitalpurchasing@
uky.edu into the
mailbox add cell and
click OK.

Then click Apply and
close.

[

—

General Advanced  Security

Add Mailbox

Add mailbox:
hcnspitalpurchasing@uk}'.edul

Cached Exchange Mode Settings
Use Cached Exchange Mode
H Download shared folders
C] Download Public Folder Favarites

Qutlook Data File Settings...

Microsoft 365 Features

L Mailbox Mode

Exchange.

] 4 Cancel

HTurn on shared calendar improvements

Add...

Remove

Cutlook is running in Unicode mode against Microso

Apply

6) The Hospital
purchasing inbox
should show on your
left navigation panel.
Let us know if
question or you have
issues.

A fax has arrived from remote ID 'Medtronic Inc'.

RightFax E-mail Gateway <noreply@uky.edu>
To. © Hospital Purchasing

Hospital Purchasing OOCEACOTF 85K v

> Inbox 6064

rived from remote ID 'Medtronic Inc'

10/28/2024 12:00:22 PM Transmission Record
Received from remote ID "Medtronic Inc”

Inbound user ID PET322HOS, routing code 73900
Unique ID: "PET671F7D35A325"

Al Unread ByDatev 1T
T &I e + Recemved v T a
RightFax E-mail Gateway Afax has arrived from remote ID Asphalt Patching' Wed 11/6/2024 10:37 AM K8 (]
RightFax E-mail Gatewsy Afax has artved from remote 1D Wed 11/6/2024 442 AM ke
RightFax £-mail Gateway A fax has artived from remote ID ‘USPGH-RFAXDT-PS Thu 1073172024 924 PM 976 K8
RightFax E-mail Gateway. A fax has arrived from remote ID ‘8664591805, Thu 10/31/2024 3:17 PM 35K
RightFax E-mal Gateway A fax has artived from remote ID ‘Medtronic Inc'. Wed 10/30/2024 12:51 PM 14418
RightFax E-mail Gateway. A fax has arrived from remote ID "Medtronic Inc'. ‘Wed 10/30/2024 12:50 PM ke
RightFax E-mail Gateway Afax has arived from remote ID ‘Medtronic Inc’ Tue 1072972024 1:06 PM 16K8.
RightFax E-mail Gateway Afax has artived from remote 1D ‘Medtronic Inc’ Tue 1072972024 1:03 PM 16K8.
RightFax E-mail Gateway Atax has arrived from remote ID ‘Medtronic Inc Tue 10/29/2024 12:14 PM 18K8
RightFax E-mail Gateway Afax has arrived from remote ID Medtronic Inc'. Tue 10/29/2024 1057 AM 1"xe
RightFax £-mail Gateway A fax has arrived from remote ID ‘Patterson’. Tue 10/29/2024 7:56 AM K8
RightFax E-mail Gateway Afax has artived from remote 1D ‘Miedtronicinc. Wion 1072872034 12:03 P T5KE
RightFax E-mail Gateway A fax has artived from remote ID Medtronic Inc. Mon 10/28/2024 11:50 AM 18 K8
RightFax E-mal Gateway. Afax has arrived from remote ID "Medtronic Inc'. Fi 10/25/2024 4:09 PM 19K8
RightFax E-mail Gateway Afax has arived from remote ID ‘Medtronic Inc’ Fi 1072572024 4:06 PM 17K8
RightFax E-mail Gateway Afax has artived from remote ID ‘Medtronic Inc’ Fi10/25/2024 12:38 PM 19K8. v
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