
 

What is a Shared Mailbox? 



 

4. Enter the shared mailbox email address, then select Add…. 

 

5. The Shared Mailbox should now appear below your own account. 
 

  

You will see that the mailbox is structured just like your mailbox, with an Inbox, Deleted Items and Sent 
Items.  Any change you make here, such as categorizing an email, flagging an email for follow-up, or 
creating subfolders and moving emails into them, will automatically display for any other user that also 
has access to the mailbox. 
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