How to Add Another Mailbox to Outlook

Purpose and Scope

This document will describe how to add an additional shared or resource mailbox to your

Outlook application on your desktop computer (Outlook Client)
Microsoft Office 365 Outlook online (https://outlook.office365.com) account

(You must have appropriate permissions to access and add the mailbox account.)

Procedure to add another Mailbox to Outlook on your desktop

computer (Outlook Client)
1. To add another mailbox, from your Outlook application click on the “File” tabin the menu bar
and then click the “Account Settings” button and then select “Account Settings”.
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2. In Account Settings, select your email address (so it is highlighted) and then click Change
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https://outlook.office365.com/

3. On the flowing screen select the “More Settings” button.
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4. Select the “Advanced” tab up top and click the “Add” button.
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5. Type in the name of the mailbox that you have permission to access. If you are presented with
multiple options, select the appropriate mailbox and then click the “OK” button.
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6. You will see the mailbox name appear in the list. Now, click the “Apply” button and then click “OK”.
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7. You will now be returned to the screen listing your email address. Click the “Next” button, and
then “Done”.

8. Close out of the Account Settings screen. The mailbox is now visible in the mail pane (left
navigation pane). It will be located below your First.LastName@delaware.gov mailbox.

3 MNew Emai earch Current Mallbo
Al Unread
4 Favontes e

o Micrasaft Onlin

Sert Items M of modified use

Dvafts o
Microsoft Onling

Deteted tems 1 Yous Taching It Eaty

Fasswird reset natifi

4 adacosta@mrdee.onmicrosoft.c

o ULk hase 10 vhew ot
Diafts

Sert Ikems

Dieleted tems 1

Carversation History

Junlk Email

Qutbos

RS Feeds

Search Folders
Groups

technical support
s

= om & g

azms: 5




Procedure to add another Mailbox to Office 365 Outlook
application online (portal.office.com)

1. Inyour browser go to URL, https://outlook.office365.com. Using your State of Delaware

credentials login and use your 2-Factor Authentication as prompted.

2. Right-click on the “Folders” menu item.

3. Select “Add shared folder”
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4. “Add shared folder” will appear.
Enter the name of the resource mailbox
that you would like to add to your
outlook menu. Select Add.
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has shared folders with you.

LDTI_OCMl
DTI_oCM X
DTI_OCM@delaware.gov

i DTI_OCM_Team
DTI_CCM_Team @delaware.gov

/'O Search Directory

5. The Resource box will appear below your Inbox.‘
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6. When you open the Resource mailbox, the Inbox may not necessarily be the first option under
the Resource mailbox title.
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7. When sending a message from the Resource Mailbox you will need to update the From section.
To do so, select From, if the Resource mailbox name does not appear, select Other email
address...
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8. Choose the Resource Mailbox name and
complete the email message. Send to )
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9. Recipients will receive the email from the
Resource mailbox.

= % Replyall | ~ [i] Delete T Archive & Jur

> Favorites @ ey Fﬁused =) Other & Filter
d Other: New messages A~
== Linkedin; United Way of Delaware; Twitter;...
> Inbox 38 DTI_OCM
Sending an email from the... 4:18 PM
¢ Drafts 7 For Instructional purposes.
B Sentltems .
il Deleted Items 59
S Junk Email ’



	Purpose and Scope
	Procedure to add another Mailbox to Outlook on your desktop computer (Outlook Client)
	Procedure to add another Mailbox to Office 365 Outlook application online (portal.office.com)

