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. Itis 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 ownermust set permissionallowing the administrative
assistant (designee) to access to the Departmental Mailbox After the Mailbox permissionis set
and the mailbox made visible to the designee, the designee (administrative assistant) can add the
Departmental Mailbox to his/her folder list.

Choose Profile

First Step i Completed by Departmental Mailbox —— = =)
Owner i Setting Folder Level Permissions Tronared

[ ok ][ cancel ] [options>>]

1. The Department Mailbox Ownercreates a Profile for the
Departmental Mailbox using his/her own account. (See the
Setting Up a Profile toView a Departmental Mailbox

handout)' File Edit Viev Go Tools gcti?n; Help
2. Open Outlook using the Departmental Mailbox Profile Sl G R XIS S B
Mail « || 2 Inbd
Favorite Folders ES |Sz;—.-:-“ Inbaf
f E:O-Zd Mail lianacs
[ Sent Items G Last We
Mail Folders E3
2] All Mail Items - jf:ﬂ:
=] ‘i—ﬁ%ﬁ\lhnx-ﬁaimng Shared Mailbox 1 & Twow.
5 Deleted Items (1} wo We
3. Inthe Folder list, right click the Inbox (the folder to which you b 4 Corol A
are granting access). Complete these same steps for the Sentfolder P 3 senmy
and any other folder the designee needs to access. - p
# LD Search Folders
File Edit View Go Tools Actions Help
BdNew ~ | g 23 X & Reply (- Reply to All Forward o .EZ: -jSan
Folder List « || [ Inbox
All Folders 2 |[[searen inbox A~
2] All Outiook Items ¥ ||Arranged By: Date  Mewest on top
= ‘3;,5 Mailbox - Training Shared Mailbox 1
@ Calendar [ Open
% [C)z:"etla::iltems ) Open in New Window
7| Drafts e Rename "Mailbox - Training Shared.
léall j’;:‘::al 4 MNew Folder...
L @ Junk E-Mail Add to Favorite Folders
J, Nates Process All Marked Headers
!’r_f’ RO:;bFZ:ds Process Marked Headers
. . . , ‘j Sent Items Open COther Folder 3
4. Select Change Sharing Permissions o g gnctenes A ——
5. The Folder Propertiesbox open to the Permissions |, 7 o Change Shering Permissions..
tab % Properties for "Mailbox - Training Shared..."...
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6. Add a new user.

7. The Global Address List (GAL)opens. In the

Outlook Today - [Mailbox - Training Shared Mails 1p...@|ﬂ_hr
utlook Today - [ ai -i. rainin are ailbox 1] Pr.
General | Home Page | Permissions
Name Permission Level ol
Default Nane ‘E|
Moeller, Jeanne - moellejf Publishing Editor b
Training User 1 Reviewer
P I R P i
RN I ] »
Permissions
Permission Level: [None V]
Read Write
@ Mone [T Create items
() Full Details [Tl create subfolders
[ Edit own
[T Edital
Delete items Other
@ Mone [ Folder owner
@) Own Folder contact
@Al [ Folder visible

Add Users

[

=

Search: @ Nameonly () More columns  Address Book

search box ypethe first few letters of the

us er 0s |amadslitk omthatmaene in the

Global Address List.

8. When the nameis highlighted, click on the Add
button to add them to the Permissiors box.

9. Click OK.

10. The Permissionsbox will appear again.

11. With the name highlighted, click on the Pemission Level . 3
drop down box and choose one of the 7 permissionslevels

available using the table below.
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miller Go | Global Address List ~  Advanced Find
| Name Title Business Phone Loatioll
[igs Miller Hall 2101 Lecture Hall -
£ Miller, Carol Ann - milerca +1 540 568 7845 sT
8 Miller, Erin - milleren +1 540 568 5932 MASE
8 Miller, Linda - millerlk +1 540 568 2862 MASE
8 Moeller, Jeanne - moellejf +1 540 568 6258 IMAZ
[1» Moody Hall 203 Lecture Hall
|1 Moody Hall Conference Room
& Morris, Margaret Patteson - morr... +1 540 568 4108 MASE‘_|
?@ MR.C Admin Coverage Calendar I
&, Network Team
4§ Newman, Carla - newmanca +1 540 5868 7063 MASE
4 Nizer, Esther Maxine - nizerem +1 540 5868 2842 nsT
€ OCL Shared Calendar
£ ODS Volunteers Calendar
[ Nffire nf Intarnatinnal Praarame 52
< | n F

Miler, Carol Ann - millerca

‘

Outlock Today - [Mailbox - Training Shared Mailbox 1] Pr.. -2 e

General | Home Page | Permissions

Name Permission Level

Mone

[

Moeller, Jeanne - moellejf Publishing Editor
Training User 1 Reviewer i
“, e T e o
[ Add... ] [ Remove ] [ Properties... ]
Permissions
Permission Level: [P&Msl’mgmﬂw '1
Read QOwner
Publishing Editor
() None ditor
@ Full Details Publishing Author
Author
Monediting Author
Reviewer
Contributor
Delete items Mone
) None [TFalder owner
@ Own [ Folder contact
© al Folder visible
[ OK ] [ Cancel l [ Apply l
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Owner

Publishing Editor

Editor
Publishing Author

Author

Contributor

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.
H H H utlook Teday - [Mailbox - Trainin ai ailbox 1] Pr... LM
12. Confirm that under Read, Full Details is checked; and that | oo Mabex Tmuns e tefbec?
under Other, Folder Visible is checked. e Rl
13. Click OK. . —
Moeller, Jeanne - moellejf Publishing Editor
Training User 1 Reviewer i
e -
[ Add... ] [ Remove ] [Prope(has.‘.]
Permissions
Permission Level: Author -
Read Owner
- Publishing Editor
() None Editor
@ Full Detalls
; Author
Non_ed\ﬁng Author
Comtrburor
Delete items MNone
() Nane [CFolder owner
@ Own [T Folder contact
Al Falder visible
o) (oo [y
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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.)

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

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

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

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

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




Second Step i Also Completed by Departmental Mail box Owner T Making the

Mailbox Visible

The mailbox ownermust set permissionfor the entire mailbox so the

File Edit View Go Tools Actions Help
_ﬂﬂew - 1 x i~ Reply L-g Reply to All (< Fory)

designeefolder(s) within his/her mailbox will be visible to the Mail «| & mbd
designee " | =
O Unread Mail
i i i i i [ sent lkems = Last We
1. Inthe Folder list, right click the Mailbox & (Departmental Mailbox | vairaes - o
2] All Mail Items - est o
NamE) II] j@%ai:::‘;r;i::sg[f;ared Mailbox1 | = rtumtwfe
7| Drafts (= Carol Af
[ ) Inbox test
LQJunkE-Mail £ seth Th
U= Outbaox tast
L@ RSS Feeds
] t}-JJ 2::::21«”
L
Fle Edit Mew Go Tools Actions Help
| S New - | @31 (3 X | (GuReply (i Replyto All i3 Forward W | Lt | 5 Sen
2. Click on Change Sharing Permissiorés Folder List « lli o |
All Folders * |||search Inbox Pl

Click Add.

Hw

5. Type the name (or select from the drop down

list).
Click Add.
Click OK.

N o
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If necessary, click on the Permissionstab.

2] Al Outlook Items

= @ Mailbox - Training Shared Maill
@ Calendar
| Contacts
&/ Deleted Items (1)
L7 Drafts
[ Inbox
éﬂ Journal
L@ Junk E-Mail
.| Notes
[[3 Outbox
L) RS Feeds
[I= sent tems
H A Synclssues
;H Tasks
H LA Search Folders
# 3§ Public Folders

-

Arranged By: Date Mewest on top

oxl
5 Qeen

Open in New Window

de  Rename "Mailbox - Training Shared..."...
4 Mew Folder..
Add to Favorite Folders
Process All Marked Headers
Process Marked Headers
Open Other Folder 3
=i Close "Mailbox - Training Shared...
Change Sharing Permissiens...

% Properties for "Mailbox - Training Shared..."...

Add Users @

Search: @ Nameonly () More columns  Address Book

miller Go | Global Address List ~  Advanced Find

| Name Title Business Phone anauml
i Miller Hall 2101 Lecture Hall -
= Miller, Carol Ann - millerca +1 540 563 7845 15T
4 Miller, Erin - milleren +1 540 568 5932 MASE
4 Miller, Linda - millerk +1 540 568 2862 MASE
4 Moeller, Jeanne - moellejf +1 540 5568 6258 IMA<
[ié» Moody Hall 203 Lecture Hall
I;é Moody Hall Conference Room
4§ Morris, Margaret Patteson -marr... +1 540 568 4108 MASE‘_|
f'e MRC Admin Coverage Calendar I
S%Nstwnrk Team
8§ Newman, Carla - newmanca +1 540 568 7063 MASE
& Nizer, Esther Maxine - nizerem +1 540 568 2342 st
i OCL Shared Calendar
£ ODS Volunteers Calendar
I;‘;Pm” f Intarnatinnal Branrame ; i

Miller, Carol Ann - millerca
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Cutlook Today - [Mailbox - Tramshared Mailbox 1] Pr... @I-t_h.l
‘Ganeral | Home Paga‘ Permissions |
Name Permission Level | ~
Default Mone |i|
Moeller, Jeanne - moellejf Publishing Editor
- - . . - Training User 1 Reviewer
8. Inthe Permissions b, in the Permission Leveldrop-down el ST
box, choose the appropriate permission levelso that [ aed. | [ remove | [propertes..]
. e . Permissions
designeescan see the specific folders in the departmental oo SR -
mailbox. S -
9. Click on the appropriate option. Remember the option is © Ful e
selected if a check mark appears in the box. e
10. Click OK. Delete items Eg;glhumr
() None [ Folder owner
@ own [] Folder contact
@ Al Folder visible
QK H Cancel H Apply

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

After the Mailbox owner has set permission for access to e e E—
X X 51 New v & 3 X Send/Receive »
the Departmental Mailbox foldel(s) the designee can add % @@ © @ InstantSearch 8
the Departmental Mailbox to his/her Folder list for easy — @ Address fook..  Cul+Shift+2
access. Mail Folders = o
1 Rules and Alerts...

Current View
Qut of Office Assistant...

Customize Current View...

1. From the Tools menu, select Account Setting® Mailbox Cleanup.
H H @ Empty "Deleted Items” Folder
The E-mail Account wizard opens - [
Forms »
Macro »

Account Settings...
Trust Center...

Customize...

2. If necessary select the E-mail tab. Options..
ez e E

E-mail Accounts
You can add or remaove an account. You can select an account and change its settings.

E-mall | Data Fies | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

& New... '3 Repair... M Change... ¥ Remove
Name Type
train 1@jmu. edu Exchange (send from this account by default)

3. Click on the Change button A new
window opens.

Selected e-mail account delivers new e-mail messages to the following location:

Mailbox - Training User 1\Inbox
in data file C:WUsers\traind 1\AppData\Local Microsoft\Outlookoutlook. ost.
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— T T — n T " n
Change E-mail Account = @

4. The Change EMail Account
Microsoft Exchange Settings

WI ndOW appears ‘You can enter the required information to connect to Microsoft Exchange.
5. Click on More Settings

Type the name of your Microsoft Exchange server. For information, see your system
administrator.

Microsoft Exchange server: | [T-ExMbxi.ad.jmu.edu
Use Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator. The mailbox name
is usually your user name.

User Name: | Training User 1 Check Name

More Settings ...

6. Click on the Advanced Tab

7. In the Mailbox section click on Add. A new window will e =
appear | General | Advanced |Securit5-I | Connection I Remote Mail|
' Mailboxes

Open these additional mailboxes:

Remaove

Cached Exchange Mode Settings

Use Cached Exchange Mode
Download shared folders (exdudes mail folders)
[7] Download Public Folder Favorites

Mailbox Mode
Outlock is running in Unicode mode against Microsoft

Exchange.
Offline Folder File Settings. ..

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

you want to access. Add mailbox:

9. Click on OK. The Add Mailbox window closes. Sxcengees!
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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.
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Microsoft Exchange

=5

General | Advanced |Security I Connection I Remote Mai||

Mailboxes

Open these additional mailboxes:

Remove

Mailbox Mode

Exchange.

Cached Exchange Mode Settings

[#] Use Cached Exchange Mode
[#] Download shared folders (exdudes mail folders)
|| Download Public Folder Favorites

Outlook is running in Unicode mode against Microsoft

Offline Folder File Settings...

e e o
Change E-mail Account

Microsoft Exchange Settings
‘fou can enter the reguired information to connect to Microsoft Exchange.

Type the name of your Microsoft Exchange server. For information, see your system
administrator.

Microsoft Exchange server: |[TExMbx1 ad.imu.edu
[¥]Use Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator. The maibox name
is usually your user name.

User Name; |Training User 1

Check Name

More Settings ...

< Back

—— — |

e
TGS A I

e

Change E-mail Account

Congratulations!

account.

To dose the wizard, dick Finish.

You have successfully entered all the information required to setup your

< Back

d
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[@ Inbox - Microsoft Qutlook |

EElIe Edit View Go Tools Actions

{33 New - (23 X | CaReply iiRep

13. The Departmental Mailboxa p p e ar s Navigdtidne | Mail <

Favorite Folders E3

Pane. [ nbox (20}

14. Click on the + beside the mailbox and the folderswill appear. & senttioms.
Mail Folders E3
2] All Mail Items -

=2 @ Mailbox - Training User 1
& Deleted Items (4)
L_# Drafts
[ Inbox (20)
(gl Junk E-Mail
L[5 outbox
L) Rs5 Feeds
L= sent Items
# LD Search Folders
® = Mailbox - Exchange Test User 1

[~ Mail
ﬁ ‘Calendar

8=| contacts

7] Tasks

@@ -

@ Exchange Test User 1 - Projects in Mailbox - E

15. Click on any folder to access. Bl Edt Vi Go oo Actions A
jJﬂEW T @ A5 X daBeply (=g Reply

Mail «

E

Favorite Folders

[ Inbox (19}
1 Unread Mail

L= Sent Items

»

Mail Folders
2] All Mail Items -
=] @ Mailbox - Training User 1
(3 Deleted Items (4
L7 Drafts
@ [ Inbox (19)
[[g Junk E-Mail
[[5 outbox
L) RsS Feeds
[ sent Items
H L Search Folders
=2 C"j Mailbox - Exchange Test Userl
= [ Inbox (5)
L¢) Drafts

L) Important

L fProjects
L) sent
L) Test

L Trash

|~ Mail
] calendar

8=| contacts

o] Tasks

wl O3 (2 -
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