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3.  Outlook will then attempt to open up that shared account. When prompted 
to enter a password, click Sign in with another account.

4. Enter your faculty/staff email address and click Next. 

5. Enter your MIDAS password and click Sign in. 
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6.
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8.  When you restart Outlook, the shared email account will appear in the fold-
er list (the left panel) along with your other folders. You may need to scroll 
all the way down to see it. 




