Add Shared Mailboxas Additional Mailbox Qutlook for M365

1. Clickthe File tab and then click Accounts Settings > Account Settings.
2. Under the E-mail tab make sure your own account is selected and click Change.

Account Settings .

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail  Data Files RSSFeeds SharePoint Lists Internet Calendars Published Calendars Address Books

Mame Type

@ User.Mailbox@gcu.ac.uk Microsoft Exchange (send from this account by def...

Selected account delivers new messages to the following location:

User.Mailbox@ gcu.ac.ukilnbox

in data file C\Users\usri\.. \Microsoft\Outlook\User.Mailbox@gou.ac.uk.ost

Close

3. Click More Settings.

Exchange Account Settings
User.Mailbox@gcu.ac.uk

Offline Settings

/| Use Cached Exchange Mode to download email to an Outlook data file

Download email for the past:

1 1 year

Mare Settings Next




4, Clickon the Advancedtab. Uncheck Download shared foldersifit’s checked and click Add.

Microsoft Exchange x

General Advanced  Security

Mailboxes

Open these additional mailboxes:

Add...

Remove

Cached Exchange Mode Settings
Use Cached Exchange Mode
|:| Download shared folders
|:| Download Public Folder Favarites

Outlook Diata File Settings...

Mailbox Mode

Cutlook is running in Unicode mode against Microsoft
Exchange.

oK Cancel Apply

5. Enterthe email address of the shared mailbox and click OK.

Add Mailbox *

Add mailbox:

shared.mailbox@gcu.ac.uk]

6. Click OKthen Next, Done and Close. Restart Outlook and the mailbox should then appear
on yourfolderlist.



