Adding a Mailbox to Outlook

This document describes how to add an additional shared or resource

mailbox to your:
» Outlook application on your desktop computer (Outlook Client)

« Office 365 Outlook online (https://outlook.office365.com) account
NOTE: You must have appropriate permissions to access and add the mailbox account.

Adding Another Mailbox to Outlook on Your Desktop Computer (Outlook Client)

1. To add another mailbox, from your Outlook application click on the “File” tab in the menu bar.
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2. In Account Settings, select your email address (so it is highlighted) and then click Change.
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8. Close out of the Account Settings screen.
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Adding Another Mailbox to Office 365 Outlook Web Browser Application

(portal.office.com)

1. In your browser go to URL, https://outlook.office365.com. Using your State of Delaware

credentials login and use your 2-Factor Authentication as prompted.

2. Right click on the “Folders” menu item.

3. Select “Add shared folder”
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like to add to your outlook menu. Select Add.
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6. When you open the Resource mailbox, the Inbox may not necessarily be the first option under
the Resource mailbox title.

7. When sending a message from the Resource Mailbox you
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8. Choose the Resource Mailbox name and From  dti_ocm|
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0. Recipients will receive the email from the Resource mailbox.
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