Composition Bands M365 Migration Guidance

Office 365 Web — Adding a shared mailbox

Login to Outlook https://outlook.office.com/mail/

COMPOSITION

BRANDS

Within Office 365 Outlook Web right click on your@emailaddress folder and select add shared

folder or mailbox
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Type in the name of the shared mailbox you want to add, and select it from the list that appears,

then select ‘continue’

Add a shared email account
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Add a shared mailbox or mailbox folders from

the email account of the person who has given

you permission to access their mailbox, folders
or calendars with you

’ mailbox name| l
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Shared email account added

To see what you can access in this email

account, go to Settings > Accounts > Shared

The shared mailbox will then appear on your left pane (at the bottom) as it would have done

previously.

Click the arrow to the left to expand the mailbox to see the folders and access the emails.



