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How to Connect to a Shared Mailbox

Open Outlook > File
T e
7 File Home Send/Receive View He

] Delete v [T Archi

G4 New Email ~

<
v Favorites Al Ur

Inbox T

P Deleted ltems 8 Microsc

Go to Open & Export

Open

= Open Calendar
ﬁ Open a calendar file in Outlook (ics, .vcs).
Open
Calendar
Save As
= Open Outlook Data File
Save as Adobe Open an Outlook data file (.pst).
PDF Open Outlook
Data File
Save Attachments
¢ Import/Export
Print P / P .
— Import or export files and settings.
Import/Export
B Other User's Folder
R Open a folder shared by another user.
Other User’s
Folder




Choose ‘Open Other Users Folder’ > Start typing the name of the
mailbox you want to connect to. If you don’t know you can search
the global address book to find it.
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Microsoft Outlook found more than one "st".

Select the address to use:

I Name Title Business Phone Lc

Q st Hilda's Bus A
A St Hildas Bus Services

Q st Hilda's CCTV

| 225t Hildas Correspondence

|R St Hilda's Debating

Q st Hilda's Eligible Recipient

Q st Hilda's eSports

A5t Hilda's Foundation

Q st Hilda's Honours

<t Hilda'c Hurriranac

< >

Properties Show More Names... New Contact...

Click OK and the shared mailbox will be added under your personal
inbox in Outlook. Please note you can only connect to a mailbox if you
have been given access to.
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