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General

Shared Mailboxes provide the same functionality as normal User Mailboxes. It is, however, not
possible to login directly to a shared mailbox. The mailbox has no username and password. Instead a
shared mailbox can be accessed indirectly by granting permissions to existing users.

When selecting Shared Mailbox as mailbox type, while creating a new mailbox in the control panel, the
input fields will be limited to the Display Name and Primary Email. No password can be defined.

<4 Add Mailbox

* Mail-enable active directory
user:

Add New MailBax

ar

* Full Name (Display name): Shared Mailbox
= Primary email: shared @  demoeasy.com -

* Mailbox type: Shared Mailbox -

Additionally global permissions can be granted while creating the new mailbox: SendOnBehalf,
SendAs and FullAccess.

Full Access:

Available Members Selected Members
John Doe (Mailbox)

= <

o
Lfl:

Send On Behalf:

Available Members Selected Members

> <

ol
NiA

Send As:

Available Members Selected Members

B

John Doe (Mailbox)

If FullAccess permissions where granted to a user, the mailbox will automatically appear in Outlook
shortly after. This will only work in Outlook for Windows in version 2010 or above. In other Outlook
version the mailbox can be added manually.

Users with less permissions can also add the mailbox manually (see instructions below).

View FullAccess permissions a users has access to the entire mailbox and can read, edit and delete
items. Furthermore, the use can grant individual permissions on folders in the mailbox.
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Limited permissions

It is possible to limit the permissions a user gets, so the user will only be able to see or access specified
folders.

For users (without FullAccess permissions) to see shared mailboxes, they must at least have the Folder
Visible permission granted.

Right-click on the title of the mailbox in Outlook. Choose Data File Properties and then select the
Permissions tab.

4 Shared Mailbox |

E5  Openin New Window
[ 3 Inbox
@ Drafts Open File Location
E Sent Items % Close “Shared Mailbox”
Deleted Items .
@ [ Mew Folder..,
Calendar
ﬁ% ﬁ Folder Permissions
@ Contacts
& Journal ®f  Data File Properties...
L@ Junk-E-Mail
m Motes
(3 Outbox
@ Tasks
F h
Shared Mailbox Properties S5
General Permissions
Mame Permission Level
Default Mone
Anonymous Mone
Martin Petersen Mone
[ Add... ] [ Remove ] [Properﬁes...]
Permissions
Permission Level: [None V]
Read Write
@ None Create items
() Full Details Create subfolders
[ Edit own
[T Edit all
Delete items Other
(@) None Folder owner
) Own Folder contact
Al
[ o | [ Cancel ] [ Apply ]

For each folder in the mailbox the permissions can be set the same way.

Users will only see folders they have received the Folder Visible permission for.
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Comment: Permissions can also be granted via groups (Security Groups). This allows for users to be

added to or removed from a group, to automatically gain or loose permissions.

4 Shared Mailbox

AE Inbox

L4} subfolder
@ Drafts
@ Sent Items
@ Deleted Items

ﬁ Calendar

@ Contacts
@ Journal
L@ Junk-E-Mail
Q Motes

@ Outbox

@ Tasks Clean Up Folder

Open in New Window
Hew Folder...

Eename Folder
Copy Folder
Move Folder

Delete Folder

Mark All as Read

V) P g L Yy WL

® | Delete All
|§ Properties...
T
-
Subfolder Properties M
General Permissions | Gynchronization
MName Permission Level
Default Mone
Anonymous Mone
Martin Petersen Custom
[ Add... ] [ Remove ] [ Properties... ]

Permissions
Permission Level: [Custom V]

Read Write

) None Create items

@ Full Details Create subfolders

[/] Edit own
Edit all

Delete items Other

(@) None Folder owner

) Own Folder contact

@Al Folder visible

[ o | [ Cancel ] [ Apply ]
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Add a Shared Mailbox manually in Outlook

In Outlook choose File > Account Settings > Account Settings.

Home Send / Receive Folder View Add-Ins

Save As

8 B Account Information
Save Attachments

jd@demaoeasy.com
' Info ! m Microsoft Exchange

dh Add Account
Open .
Print Account Settings
Modify settings for this account, and configure
Help additicnal connections,
S'A;tc_ﬂu'“ Access this account on the web,
1 options s https://outlook.sfn-net.com/owa/
E Exit " Account Settings... ccount are
-; Add and remove accounts or change 2 the Online Archive
existing connection settings.
Delegate Access
% Give others permission to receive
items and respond on your behalf. of Office)
(&) Add or Remove Retention Policies ify others that you an
# Apply policies to items and folders respond to e-mail mi

as specified by your company policy.

Download Address Book...
Download a copy of the Global
Address Book.

&

Manage Mobile Notifications
Setup SMS and Mobile ilbox by emptying De
Natifications.

Choose your primary Exchange account from the list, then click Change.

[ -
Account Settings - [

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

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars [ Address Books

g New... FRepar... |%F Change... | 5ot ssDefaul X Remove # B
I | | Name Type
de@demaaasy.oom Microsoft Exchange (send from this account by default)

Selected account delivers new messages to the following location:
Change Folder | j \Inbox
in data file jd@demoeasy.com.ost

Click on More Settings.
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Change Account Fus @ Pa— . ==
Server Settings
\l Enter the information required to connect to Microsoft Exchange or a compatible service.
Type the server name for your account. If you don't know the server name, ask your
account provider,
Use Cached Exchange Mode
Type the user name for your account.
i
User Name: |id@demoeasy.com ] [ chedk Name
|
<sack || next> | [cames ]

Select the Advanded tab and then click Add.

r — -
Microsoft Exchange - - M

| General | Advanced | security | connection |

Mailboxes
Open these additional mailboxes:

| Remove |

Cached Exchange Mode Settings

Use Cached Exchange Mode
Download shared folders
Download Public Folder Favorites

Mailbox Mode

Qutlook is running in Unicode mode against Microsoft
Exchange.

Qutlook Data File Settings. ..

(| [ o ” Cancel ]| Apply |

Type the name or email address of the shared mailbox and confirm with OK.

i
Add Mailbox [

Add mailbox:
shared @demoeasy.com

Fok | | cancel |

The shared mailbox will be added to the list and automatically appear in Outlook below your other

existing mailboxes.

Return to Outlook by clicking OK, Next and Finish.
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— -
Microsoft Exchange - - E

| General | Advanced | security | connection |

Mailboxes

Open these additional mailboxes:

Shared Mailbox

It

Cached Exchange Mode Settings

Use Cached Exchange Mode
Download shared folders
Download Public Folder Favorites

Mailbox Mode

Qutlook is running in Unicode mode against Microsoft

Exchange.

Outlook Data File Settings...
i I
[l U
I [L_oc J[ concel J[ moov ]|

Hosted Exchange —Shared Mailboxes Status: 06/2016 7 of 7



