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How to add a shared mailbox in Outlook

Shared mailboxes in Outlook make it easier for people to interact, view content, and share work together.

Shared mailboxes in Outlook will allow everyone to interact together, view content and share work more
conveniently. Only those who are granted access to this shared mailbox on Outlook can read and use mail.
Below are instructions for adding a shared mailbox in Outlook.

How to add a shared mailbox in legacy Outlook
Step 1.

We click on File then select Account Settings and click on Account Settings below.

Account Settings
Q@ Change settings for this account or set up more
Account connections.
Settings ~ ®  Access this account on the web.
Account Settings... S or Android.

Q;:., Add and remove accounts or change
=S S (3 3
existing connection settings.

Change
Account Name and Sync Settings
Q; Update basic account settings such as
account name and folder sync settings.  lothers that you are on holiday, or not available to

Q\ Delegate Access
O™ Give others permission to receive
items and respond on your behalf.

Download Address Book...

3 Download a copy of the Global
Address Book

x by emptying Deleted Items and archiving.

Change Profile

Q Restart Microsoft Outlook and choose
*} a different profile.

S

panise your incoming email messages, and receive

Step 2:

In the new interface, users click on your email and then click Change at the top.


https://tipsmake.com
https://tipsmake.com/c/application/
https://tipsmake.com/how-to-add-a-shared-mailbox-in-outlook

Account Settings X

Email Accounts

You can add ar remave an account. You can select an account and change its settings.

Emall  Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

g New... & air.§ 15 Change... sult X Remove # &
Name Type
[/ Microsoft Exchange (send from this account by

Selected account delivers new messages to the following location:

\Inbox
in data file C\Users' wAMicrosoft\Outlook?

Click More Settings to expand the settings and select the Advance tab to see advanced settings.

ACCOUNT >ETTINGS ~

Exchange Account Settings

Email
Microsoft Exchange X

General Advanced Security

Mailboxes

Open these additiohgl mailboxes: |

Add...
1 year

Remove

Cached Exchange Mode Settings
B Use cached Exchange Mode B
B3 pownload shared folders
[ | pownload Public Folder Favourites

Outlook Data File Settings...
Microsoft 363 Features
["JTurn on shared calendar improvements

Mailbox Mode

Outlook is running in Unicode mode against Microsoft i

oK Cancel Annlv

Step 3:



Now the user clicks Add and namesthe new shared email folder , clicks Ok to save. Return to the inbox
interface and we will see the created shared mailbox. Note, the administrator must add you to that shared
mailbox and you can access the mailbox.

Exchange Account Settings

Email

General Advanced Security

Add Mailbox X

Add mailbox: dd...
Shared Maﬂbox]

1 year

II oK | Cancel

Cached Exchange Mode Settings
B Use Ccached Exchange Mode B
Download shared folders

|_|Download Public Folder Favourites

Outlook Data File Settings...
Microsoft 365 Features
["JTurn on shared calendar improvements

Mailbox Mode

Outlook is running in Unicode mode against Microsoft at
Exchange. Next

How to Add a Shared Mailbox in Outlook 365

Step 1:

We click on Mail then find our email account in the folder list on the left. Right-click on the email and select
Add shared folder or mailbox.

Step 2:

Enter a name for the shared folder and agree to add it. Then go back to the Mail interface and tap on the Shared
with mefolder.

Y ou finished reading the article "How to add a shared mailbox in Outlook" edited by the TipsM ake team. We
hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on
tips and guides. Thank you for reading and for following us regularly.
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