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Email accounts & mailboxes can be delegated to multiple people for shared use.

A request for a shared mailbox can be submitted at https://go.vcu.edu/SOMTicket

After access to a mailbox has been delegated, it may take up to 1 hour for the changes to
take effect.

Adding Mailbox to Outlook (Windows,
macO0S, Outlook Web Access)

Windows Outlook client

1. Click File

2. Click Account Settings, then select Account Settings again
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3. Select your @VCUHealth.org account and click Change
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1 E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files | RS5 Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

'ﬁ New.. $%& Repair.. |§ Change... |Q Setas Default X Remove @ &

Mame Type

@ John.Harper@vecuhealth.org Microsoft Exchange (send from this account by def...

Selected account delivers new messages to the following location:

John.Harper@vcuhealth.org\Inbox
in data file C\Wsers\jharperd\..\Outlook’John.Harper@vcuhealth.org.ost

Close

4. Click More Settings
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Server Settings
Enter the Microsoft Exchange Server settings for your account.

Server Settings

Server: 90-e6fd-471 e-366e-10c65b91bIdb@vcuhealth.org

User Name: |Juhn.|-lamer@vcuheallh.ulg | Check Name

Offline Settings

Use Cached Exchange Mode

Mail to keep offline: ] an

Maore Settings ...

5. Click the Advanced tab, and under Open These Additional Mailboxes click Add.



Microsoft Exchange

| 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 Data File Settings..

Mailbox Mode

Qutlook is running in Unicode mode against Microsoft
Exchange.

[ OK ][ Cancel ] Apply

6. Type the full email address of the shared mailbox in the Add Mailbox window. Click
OK.
Add Mailbex

Add mailboc
gme.npi@\rcuhealth.org|

| ok | | cancel |

~

. The mailbox will now be listed under Open These Additional Mailboxes.
. Click Apply and OK.
9. Click Next and then choose Finish

10. The mailbox should now appear in the navigation pane.
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11. It may take some time for the mailbox to fully load all email, especially if it contains

a large amount of email.

macOS Outlook client

1. Open Outlook Preferences



About Outlook

Preferences... 8,

Work Offline
Turn Off Reminders

Services »

Hide Outlook ®H
Hide Others N#H

Quit Outlook #®Q

2. Go to Accounts
3. Open Advanced

Default Account

@ willlam.crehore@vcuh... E william.crehore@vcuhealth.org
william.crehore@veuhealth.org Exchange/Office 365 Account

Account description: william.crehore@vcuhealth.org
Personal information
Full name: William Crehore
E-mail address: william.crehore@vcuhealth.org
Authentication

Method: User Name and Password

User name: william.crehore@vcuhealth.org

Password: ssssssssssssssssss

Advanced...

4. Go to the Delegates tab

5. Under Open these additional mailboxes: click the + to add the mailbox



Accounts

Server Delegates  Security

Delegates who can act on my behalf:

+

Send my meeting-related messages to:

Open these additional mailboxes:

S50M Security <somsecurity@vcuhealth.org>

6. Type in the mailbox address to search, choose the appropriate result, and click Add

Q, somsecurity

SOM

Security

S5 ecurity@wvcu

7. Click OK to go back to Accounts. You can now close out of Preferences

8. The mailbox will begin to load, it may take a few minutes. You'll see two new entries
on your left sidebar. An entry for All Accounts and one for the new mailbox you
added.



7 Al Accounts

» william.crehore@veuhealth.org

2 SOM Security

2 Smart Folders

Optional: Outlook Web Access

1. Login to OWA & click More in the left sidebar
Out
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2. Right click on your name > Select Add Shared Folder
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Mark all as read it
Add shared folder...

3. Search for the mailbox you want to add

4. Find the mailbox & click once to select it & click Add



Add shared folder

Enter the name or email address of a user who has
shared folders with you.
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5. The shared mailbox will now appear in the left sidebar
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