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Access to Shared Mailbox

1) Users needing access to a shared mailbox File ~ Home  Send/Receive  Folder

must be granted permission on the back

end. A supervisor would need to send an F—ﬂ— % e @
email requesting access to that shared New - MNew X CleanUp~  Delete
mailbox for that individual. The email can 56 Junk~

be sent to any of the techs or to New Delete
helpdesk@nl.edu. After the request has _ ¢ AU
been sent and the changes have been v Favorites S

made, follow these steps:

2) Launch “Microsoft Outlook” .
Account Information

. -
3) Select the “File” tab S e
Open & Export Microsoft Exchange

Save As
Account Settings
n n “ H ”
4) SeleCt |nf0 and Account Settlngs ey o e Change settings for this account or set ug
PDF connections,
®  Access this account on the web.
Save Attachments https:/fowa.nl.edu/owa/

" Getthe Outlook app for i0S or Andrc

Print

Email Accounts

5) In "ACCOUI‘It settings", Select yOUF Cu rrent You can add or remaove an account. You can select an account and change its settings.
mailbox and click "Change"

Email Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Adc

= New... = Change... X Remove
MName Type
6) Se|eCt "More SettingS" @ scekrezi@nl.edu Microsoft Exchange (send from thi
{® Change Account X

Server Settings
Enter the Micrasoft Exchange Server settings for your account.

Mail to keep offficg:

More Settings -
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7) Select the "Advanced" tab " e B

1
\Gﬂﬂﬂi Advanced Security
{  mailbox:

scekrezi@nl.edu

8) In the "Add mailbox" field, type names,
or browse for mailboxes

9) Type the desired email address, Click
apply, then close and reopen outlook

Add mailbox:

i

10) Launch "Outlook" . oK

11) Select your new mailbox in the mail pane
to populate it with your messages

Cancel



