Add Shared Mailboxas Delegate Outlook for Mac

1. ClickTools > Accounts.
2. Click Advanced.

[ ] Accounts
Show All

Default Account
user.mailbox@gcu.a... u user.mailbox@gcu.ac.uk
user.mailbox@gcu.ac.uk Exchange/Office 365 Account

Account description: | user.mailbox@gcu.ac.uk
Personal information
Full name: Mailbox, User
Email address: user.mailbox@gcu.ac.uk
Authentication

Method: Username and Password

Username: usri@gcu.ac.uk

Password: eesesesssscssssee
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3. Clickthe Delegatestab and thenclickthe +sign under Open these additional mailboxes.

Accounts
Show All

Defaulf Server Security
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Delegates who can act on my behalf:
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Send my meeting-related messages to:

<>

Open these additional mailboxes:
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4, Enterthe email address of the shared mailbox and click Add.

Choose a Person

Q|shared.mailbox@gcu.ac.uk | [

Shared Mailbox
@ Shared.Mailbox@gcu.ac.uk

Cancel Add

5. Click OK, close the Accounts window and the shared mailbox should appearonyourfolder
list.



