Add Shared Mailboxas Additional Account Outlook 2016

1. Clickthe Filetab andthenclick Add Account.
2. Enterthe email address of the shared mailbox and click Next. If you get promptedto signin,
enteryourown username followed by @gcu.ac.uk and domain password.
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Auto Account Setup
Qutlook can automatically configure many email accounts.

@ E-mail Account

Your Mame:
Example: Ellen Adams
E-mail Address: shared.mailbox@gcu.ac.ukl
Example: ellen@contoso.com
Password:

Retype Password:

Type the password your Internet service provider has given you.

O Manual setup or additional server types
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3. Click Finish.
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Congratulations!

Configuring

Cutlook is completing the setup for your account. This might take several minutes,
v Establishing network connection
v Searching for shared.mailbox@gcu.ac.uk settings
v Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use,
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4. RestartOutlookandthe shared mailbox will be added to yourfolderlist.



