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Open Microsoft Outlook1.
Click File tab in the Toolbar2.
Click Account Settings button, select Account Settings3.
Select the E-Mail tab4.
Highlight your mailbox, click the Change button5.
Click the More Settings button6.
Select the Advanced tab7.
Click the Add button8.
Type the Shared E-Mail Address9.
Click OK and OK buttons10.
Click Next, Finish, and Close buttons11.

https://helpdesk.eoas.ubc.ca/
https://helpdesk.eoas.ubc.ca/kb
https://helpdesk.eoas.ubc.ca/kb/email-calendar-and-contacts
https://helpdesk.eoas.ubc.ca/kb/articles/how-do-i-add-a-shared-mailbox-in-microsoft-outlook
https://helpdesk.eoas.ubc.ca/kb/articles/how-do-i-add-a-shared-mailbox-in-microsoft-outlook
https://helpdesk.eoas.ubc.ca/kb/email-calendar-and-contacts

