Add Shared Mailboxas Additional Account Outlook for M365

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.
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shared.mailbox@gcu.ac.uk
Advanced options w
No account? Create an Outlook.com email address to get started.
3. ClickDone.
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You need to restart Qutlook for these changes to take effect.

4. RestartOutlook andthe mailbox will be addedtoyourfolderlist.



