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Adding a Shared Mailbox to Outlook - PC

Before you can add/access a shared mailbox to Outlook, you must first confirm with the department
mailbox owner that you have been given sufficient privileges to do so. Once you have been granted
access, it may be necessary follow the instructions below to remove an existing mailbox and then add
the mailbox to Outlook.

The first step, Remove an existing department mailbox, involves removing the existing department
mailbox if you have been previously logging into it manually using the username and password method.
If you have not been accessing this department mailbox previously, skip to the next section, Adding a
Shared Mailbox to Outlook.

Remove an existing department mailbox that was previously added
1. Open Outlook.

2. Select the File menu.

Send / Receive Fold

EI ..[T':l 52 Ignore x D

% Clean Up -
New  New Delete Archive
Email Items ~

New Delete

:@Junk 4

[

4 Favorites
Inbox 72
Sent ltems
Drafts

Deleted Items

4 testcarmine @uwinnipeg.ca
Inbox 72
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3. Select Account Settings, and then select Account Settings... from the dropdown menu.

I k/wd  Microsoft Exchange

Save Attachments

4+ Add Account

Print '~ Account Setti ngs

Change settings for this accou
Office
Account

" Access this account on th
hitps://outlook.office365.

Options @ || Account Settings... ] il
a

Add and remove accounts or
Exit change existing connection settings.

.. Delegate Access

Give others permission to receive
items and respond on your behalf.

|‘Ji_‘ Download Address Book...

Download a copy of the Global
Address Book.

—n - mE ower omw s

4. Select the Department Mailbox Email Address from the list, and then select Remove.

Account Settings X

Email Accounts

You can add or remove an account. You can select an account and change its settings.

Email  DataFiles RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

';‘* New.. J&repair. P8 Change.. @ Setas Defaultl ¥ Remove IQ L d

Name Type
o i innipeg.ca Microsoft Exchange (send from this account by default)
[ 3faculty-email-test@uwinnipeg.ca ] Microsoft Exchange

Selected account delivers new messages to the following location:

3faculty-email-test\Inbox

Close
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5. Clickon Yes
Microsoft Outlook

Careful, if you remove this account, its offline cached content will be deleted. Learn how to make a
backup of the offline .ost file.

Do you want to continue? . Yes No

6. Click Close
7. Restart Outlook

8. Login with your own account, please note: it will no longer be necessary to login with the Shared
Mailbox email address/password

9. The Shared Mailbox will show under your own mailbox as a separate mailbox just like it was
when you logged into before this conversion.

Adding a Shared Mailbox to Outlook
Perform these steps only if the account does not show up automatically. A shared mailbox usually
shows up automatically so adding the mailbox may not be necessary.

Only proceed with these steps if the mailbox does not show up. It may take several minutes.
Windows 10 Users
1. Open Outlook.

2. Select the File menu.

Send / Receive Fold

X =

Delete Archive

(’\’S{Ignore
% Clean Up ~

New  New
Email Items ~
New Delete

..@Junk -2

4 Favorites
Inbox 72
Sent ltems
Drafts

Deleted Items

4 testcarmine@uwinnipeg.ca
Inbox 72

3. Select Account Settings, and then select Account Settings... from the dropdown menu.
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| k/wd  Microsoft Exchange

Save Attachments ‘ + Add Account ‘

Print '~ Account Setti ngs

Change settings for this accou

Office

" Access this account on th
hitps://outlook.office365.

Options ’Q[Account Settings... Ll
a

Add and remove accounts or
Exit change existing connection settings.

Account

.. Delegate Access

Give others permission to receive
items and respond on your behalf.

L'

|‘Ji_‘ Download Address Book...

Download a copy of the Global
Address Book.
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4. Select your email address from the list, and then select Change.

Account Settings X

Email Accounts
‘You can add or remove an account. You can select an account and change its settings.

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

[ New.. B8 repair. | P8 change.. (8 5etas Defalt K Remove it &

o Type
@ testcarmine@uwinnipeg.ca Microsoft Exchange (send from this account by default)

Selected account delivers new messages to the following location:

testcarmine@uwinnipeg.ca\lnbox

in data file C:\Users\vizza-c\..\Qutlook il innipeg.ca - M365.0st

Close
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5. Select More Settings....

~——

[ More Settings ...

< Back Next > Cancel Help

6. Select the Advanced tab.

Microsoft Exchange X
Generaecurity
Mailboxes
Open these additional mailboxes:
Add...
Remove

Cached Exchange Mode Settings

Use Cached Exchange Mode
Download shared folders
] Download Public Folder Favorites

‘ Outlook Data File Settings...

Mailbox Mode

Outlook is running in Unicode mode against Microsoft Exchange.

‘ oK ‘ ‘ Cancel ‘ ‘ Apply

7. Select Add....
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8. Enter the email address associated with the shared mailbox in the Add mailbox: field, and then
select OK.

Add Mailbox X

Add mailbox:

3faculty-email-test@uwinnipeg.ca |

| OK | ‘ Cancel ‘

9. Select OK.

10. Select Next.

MOre >etngs ... |

< Back | Cancel ‘ Help

11. Select Finish.

12. Select Close.
13. Restart Outlook

14. Login with your own account, it will no longer be necessary to login with the Shared Account
User/Password

15. The Shared Account will show under your own account as a separate account just like it was
when you logged into before this conversion.
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