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Outlook 2007:  Configuring a Mailbox for Other Users 

  
Configuring a Mailbox for Other Users 
 
This handout describes the steps necessary for adding another mailbox to your Folder list.  It is a 
multi -step process.   AN OWNER MUST COMPETE THE FIRST TWO STEP S  FOR 
ANYONE TO SEE THIS MAILBOX IN AN OUTLOOK ACCOUNT. THE USER MUST 
COMPLETE THE THIRD STEP TO VIEW THE MAILBOX . 
 
For example, an administrative assistant might need to monitor and respond to a Departmental 
Mailbox .  The Departmental Mailbox owner must set permission allowing the administrative 
assistant (designee) to access to the Departmental Mailbox.  After the Mailbox permission is set 
and the mailbox made visible to the designee, the designee (administrative assistant) can add the 
Departmental Mailbox to his/her folder list. 
 

First Step ï Completed by Departmental Mailbox 
Owner ï Setting Folder Level Permissions 

 
1. The Department Mailbox Owner creates a Profile for the 

Departmental Mailbox using his/her own account.  (See the 
Setting Up a Profile to View a Departmental Mailbox 
handout). 

2. Open Outlook using the Departmental Mailbox Profile. 
 
 
 
 

 
3. In the Folder list, right click  the Inbox  (the folder to which you 

are granting access). Complete these same steps for the Sent folder 
and any other folder the designee needs to access. 

 
 
 
 
 
 
 
 
 
 
 
4. Select Change Sharing Permissionsé 
5. The Folder Properties box open to the Permissions 

tab. 
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6. Add a new user. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7. The Global Address List (GAL) opens.  In the 

search box type the first few letters of the 
userõs last name and click on that name in the 
Global Address List. 

 
 
 
8. When the name is highlighted, click on the Add 

button to add them to the Permissions box. 
9. Click OK. 
 
 
 
10. The Permissions box will appear again. 
11. With the name highlighted, click on the Permission Level 

drop down box and choose one of the 7 permissions levels 
available using the table below. 
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With this 
permission level (or 
role) You can 

Owner Create, read, modify, and delete all items and files, and create subfolders. As the 
folder owner, you can change the permission levels that other people have for 
the folder. (Does not apply to delegates.) 

Publishing Editor Create, read, modify, and delete all items and files, and create subfolders. (Does 
not apply to delegates.) 

Editor Create, read, modify, and delete all items and files. 

Publishing Author Create and read items and files, create subfolders, and modify and delete items 
and files that you create. (Does not apply to delegates.) 

Author Create and read items and files, and modify and delete items and files that you 
create. 

Contributor Create items and files only. The contents of the folder do not appear. (Does not 
apply to delegates.) 

Reviewer Read items and files only. 

Custom Perform activities defined by the folder owner. (Does not apply to delegates.) 

None You have no permission. You cannot open the folder.  

 
12. Confirm that under Read, Full Details is checked; and that 

under Other, Folder Visible is checked. 
13. Click OK. 
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Second Step ï Also Completed by Departmental Mail box Owner ï Making the 
Mailbox Visible 

 
The mailbox owner must set permission for the entire mailbox so the 
designee folder(s) within his/her mailbox will be visible to the 
designee. 
 
1. In the Folder list, right click  the Mailbox ð (Departmental Mailbox 

Name) 
 
 
 
 
 
 
 
2. Click on Change Sharing Permissionsé 
 
 
 
 
 
 
 
 
 
 
 
 
3. If necessary, click on the Permissions tab. 
4. Click Add. 
5. Type the name (or select from the drop down 

list). 
6. Click Add. 
7. Click OK. 
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8. In the Permissions tab, in the Permission Level drop-down 

box, choose the appropriate permission level so that 
designees can see the specific folders in the departmental 
mailbox.  

9. Click on the appropriate option.  Remember the option is 
selected if a check mark appears in the box. 

10. Click OK. 
 
 
 
 
 
 

 

Third Step ï Completed by the Designee Adding a Mailbox to Your Folder List. 

 
After the Mailbox owner has set permission for access to 
the Departmental Mailbox folder(s) the designee can add 
the Departmental Mailbox to his/her Folder list for easy 
access. 
 
1. From the Tools menu, select Account Settingsé  

The E-mail Account wizard opens 
 
 
 
 
2. If necessary select the E-mail tab. 
 
 
 
 
 
 
 
 
 
3. Click on the Change button.  A new 

window opens. 
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4. The Change E-Mail Account 

window appears. 
5. Click on More Settingsé 
 
 
 
 
 
 
 
 
 
 
 
 
 
6. Click on the Advanced Tab. 
7. In the Mailbox section click on Add.  A new window will 

appear. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
8.  The Add Mailbox window opens.  Type the username of the mailbox 

you want to access. 
9. Click on OK.  The Add Mailbox window closes. 
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10. Click on OK in the Advanced tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
11. Click on Next  in the Change E-

Mail Account window. 
 
 
 
 
 
 
 
 
 
 
 
 
 
12. Click Finish. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Configuring a Mailbox for Other Users 8  
September 2009 
 

 
13. The Departmental Mailbox appears in the userõs Navigation 

Pane. 

14. Click on the +  beside the mailbox and the folders will appear.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
15. Click on any folder to access. 

 
 
 
 
 
 
 
 
 
 
 
 


