RSTCALL

Accessing a Shared OAGRILIFE TECH SUPPORT
Mailbox

Adding a Shared Mailbox to Outlook

1. Loginto Outlook as yourself. | f| oo

2. Right-click on the top of your 4 jhearper@tamu edu *
mailbox’s information store and E > [ mbose ()
select Properties (or Data File (7] Dratts
Properties).
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fa] Deleted Items (2045)

3. Click on the Advanced button and
then go to the Advanced tab. m
4. Click on the Add button to add an :]

additional mailbox.

5. Type the name of the additional
mailbox into the “Add mailbox”
field and click OK.
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6. Now you should be able to see Mailboxes
the additional mailbox beneath Open these additional mailboxes:
yours. —— | At
Add Mailbox
Remove
Add mailbox:
zapata u:nuntﬂ

7. You can then access the Inbox, Calendar, Contacts or any other folder to which you have
permissions.
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Adding a Shared Mailbox to OWA

To add the shared inbox

1. Loginto OWA as usual.

2. Right click on the root of your
mailbox and select “Open Other
User’s Inbox”
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3. Click on “Name” and choose the
mailbox from the Global Address List.
OR....

Type the mailbox name into the
blank and click OK. OWA will find the
mailbox for you.

4. Click OK again to verify the selection.

5. You should see the new mailbox in
the navigation pane to the left.
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& Name... department mailbox
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To add the shared calendar

6. Click on the Calendar link at the
bottom left to open your calendar.

7. Right click on “My Calendars” and
select Add Calendar.

8. Click on “Name” and choose the
mailbox from the Global Address List.
OR....

Type the mailbox name into the
blank and click OK. OWA will find the
mailbox for you.

9. The new calendar will appear in the
navigation pane to the left under
“People’s Calendars.”
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10. Unfortunately, you cannot open another mailbox’s Contacts folder through OWA.
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