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Add an Additional Mailbox in Outlook, as a
Delegate

This article covers how to add an additional mailbox to a primary mailbox
account in your Outlook desktop application, after being granted delegate access
by a mailbox owner. The shared folder(s) will appear in your mailbox folder list.

Remember: you must be granted permission by the mailbox owner to view their
mailbox content through Folder Sharing or Delegate Access.

As a delegate, you are given rights to access shared data by the mailbox owner
without the use of a password.

Access your mailbox account.

1. In your email, click the File tab.
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2. In the Info section, select Account Settings.
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Manage the size of your mailbox by emptying Deleted tems and archiving.

1. Click the Account Settings drop-down.
2. Click Account Settings....
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3. Select the email account that has been given delegate

access, then click Change...
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@Ianalane@fullerton.edu

Microsoft Exchange [send from this account by def... ]

lanalane@fullerton.edu\Inbox

Selected account delivers new messages to the following location:

in data file C\Users\dhamblinadmin®..\Outlook\lanalane@fullerton.edu. ost
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Add the additional mailbox.

4. In the Change Account window, click More Settings...

Change Account >

Server Settings
Enter the Microsoft Exchanage Server settings for your account.

User Name: | japalane@fullerton.edu

Offline Settings

Use Cached Exchange Mode
Mail to keep offline: ' 1 year

Maore Settings ...

m

NOTE: Ensure the Offline Settings box is checked for Use Cached Exchange
Mode.
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General Advanced  Security

Mailboxes
Open these additional mailboxes:

Hamblin, Delana Add... |

Remove

Cached Exchange Mode Settings

Use Cached Exchange Mode
Download shared folders
|:| Download Public Folder Favorites

Outlook Data File Settings...

Mailbox Mode

Outlook is running in Unicode mode against Microsoft
Exchange.

OK Cancel Apply

Select the Advanced tab.

5. In the Microsoft Exchange window, click the Advanced tab
to add any additional mailboxes.

1. Click Add.... From the Outlook directory, type the name of the mailbox you (the
delegate) have been given permission to manage.

2. Click Apply > then click OK.
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6. Click Next.

Change Account

Server Settings
Enter the Microsoft Exchange Server settings for your account,

User Name:  |analane@fullerton.edu

Offline Settings

Use Cached Exchange Mode

Mail to keep offline: [ ]

1 year

More Settings ...

= Back Cancel
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7. Congratulations!!"! &nbsp;The mailbox has been added,
click Finish.

F .
Change Account &

You're all set!

We have all the information we need to set up your account.

m
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8. Close Account Settings window, click Close.

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.
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in data file C:\Users\dhamblinadmin..\Outlook\lanalane@fullerton.edu.ost
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9. Click the account name in your list of mailboxes to access
the mailbox you have been granted access to.
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Remember: A delegate will only have permission to access the folders they are
granted access to.
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If you can’t expand the mailbox, you haven'’t be granted the correct permissions
by the mailbox owner. Contact the mailbox owner.
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Need More Help?

Contact the IT HelpDesk at helpdesk@fullerton.edu or 657-278-7777.
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