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1. Open Outlook.

Outlook Application

2. Choose the File tab in the ribbon.
3. Choose Account Settings, then select Account Settings from the menu.
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4. Select the Email tab.

Account Information

L example @heslthfau.edu
[ Microsoft Exchange

+ Add Account

8l Account Settings
| i

el Change settings for this account or set up more connections.
Account Access this account on the web.
Settings -

https://outlook.office365.com/o!

@ | Account Settings...
& Add and remove accounts or
change existing connection settings.
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items and respond on your behalf. (Out of Office)
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Manage Profiles
£ Add and remove profiles or change
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5. Make sure the correct account is highlighted, then choose Change.



https://comsupport-dev.fau.edu/kb
https://comsupport-dev.fau.edu/kb/email-and-collaboration-2
https://comsupport-dev.fau.edu/kb/articles/add-shared-mail-inbox-to-outlook
https://comsupport-dev.fau.edu/kb/email-and-collaboration-2

Account Settings

Email Accounts
You can add or remove an account. You can select an account and change its settings.
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Selected account delivers new messages to the following location:

example @health.fau.edu\inbox
in data file C:\Users\...\Outlook\ example @health.fau.edu.ost

Close
6. Choose More Settings > Advanced > Add.
7. Type the shared email address, such as sharedinbox@health.fau.edu.
Change Account
| Server Settings
| Enter the Microsoft Exchange Server settings for your account.
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oK Cancel Apply

8. Choose OK > OK.
9. Choose Next > Finish > Close.
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Outlook on the Web

1. Visit Outlook on the Web

2. Sign into your account

3. Right-click your primary mailbox in the left navigation pane, and then choose Add shared folder. (Your
name is on your primary mailbox.)

4. Inthe Add shared folder dialog box, type the name or email address of someone who has shared a
mailbox with you, and then select Add.

5. Right-click your primary mailbox in the left navigation pane, and then choose Add shared folder. (Your
name is on your primary mailbox.)

6. Inthe Add shared folder dialog box, type the name or email address of someone who has shared a
mailbox with you, and then select Add.

The shared mailbox displays in your Folder list in Outlook Web App. You can expand or collapse the shared
mailbox folders as you can with your primary mailbox. You also can remove the shared mailbox from your Folder
list. To remove it, right-click the shared mailbox, and then select Remove shared folder.
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