Add Shared Mailboxas Additional Account Outlook 2019

1. Clickthe Filetab andthenclick Add Account.
2. Enterthe email address of the shared mailbox and click Connect. If you get prompted to
signin, enteryourown username followed by @gcu.ac.uk and domain password.

Welcome to Outlook

Enter an email address to add your account.

|5hared.mai|b0)(@gcu.ac.uk |

Advanced options v

3. Click OK.

Adding shared.mailbox@gcu.ac.uk
Account setup is complete

You need to restart Outlook for these changes to take effect.

4. RestartOutlookandthe mailbox will then be added to yourfolderlist.



