Add a shared mailbox to Outlook

Outlook for Windows

1. Open Outlook and then click File — Info — Add Account
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Change settings for this account or set up more
connections.

®  Access this account on the web.
https./foutlook.office365.com/owa/essex ac.uk/
"  Get the Outlook app for i0S or Android.
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2. Enter the email address of the shared mailbox you want to access.

3. Click Advanced options and then tick “Let me set up my account manually”.

4. Click Connect.

Ermnail address

e Outlook

example@essex.ac.uk

Advanced options ~

+| Let me set up my account manually
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5. Choose Microsoft 365

E Qutlook
Advanced setup

g9 % K G

Microsoft 365 Outlook.com Exchange Google

I -

POP IMAP Exchange 2013
or earlier

Go back

6. Choose Sign in with another account, and then sign in with your own University email address and

password.

7. Approve the MFA request when prompted - see Multifactor Authentication (MFA) for more information
about MFA.

i University of Essex

Approve sign in request

© Open your Microsoft Authenticator app and
approve the request to sign in.

1 can't use my Microsoft Authenticator app right now!

Sign in with your Essex ID and password

Terms of use  Privacy & cookies
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https://www.essex.ac.uk/staff/it-services/mfa

8. Click “No, sign in to this app only”

Stay signed in to all your apps

Windows will remember your account and automatically sign you in to your apps and
websites on this device. This will reduce the number of times you are asked to login.

Allow my ol ization to ge my device

@ Selecting this option means your administrator can install apps, control settings, and
reset your device remotely. Your organization may require you to enable this option to
access data and apps on this device.

No, sign in to this app only

9. IMPORTANT! Uncheck “Use Cached Exchange Mode to download email to an Outlook data file”. Then

click Next.

Exchange Account Settings

Offline Settings

Download email for the past:

1 year
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10. Click Done and restart Outlook (close and open it again)

E Qutlook

Account successfully added
You need to restart Outlook for these changes to take effect.

s

11. The shared mailbox will now appear in your Outlook.

University of Essex Last updated 11 January 2022

Page 4 of 4



