
ADDING SHARED MAILBOXES TO MAC OUTLOOK CLIENT 

STEP 1 

Launch Outlook 

- Select Outlook in the upper left corner 
- Select Preferences 

 

STEP 2 

- Select Accounts 

 

 

STEP 3 

- Select Advanced 

 

 

STEP 4 

- Select Delegates 
- Select the + at the bottom left corner 
- In the “Choose a person” window type the name of the 

person that you want to add, then select add 

 

STEP 5 

- You will see a pop-up window that will ask to allow the 
server to configure this setting.  Check the box that 
says "Always use my response for this server” and 
select Allow.  This is the final step and the new shared 
mailbox will show 
up in your Outlook 
side bar below your 
personal mailbox. 

  



 

ADDING SHARED MAILBOXES TO IPHONE OUTLOOK CLIENT 
STEP 1 

On the iPad or iPhone 

- Select setting 
- Select Accounts & Passwords 
- Select Add Account 
- Select Other 

 

 

 

 

 

STEP 2 

- Type in the name of the account (User decides) 
- Shared email address  
- Your email password of the account that 

has access to the shared mailbox (your 
own email password, if you have access to 
the shared mailbox) 

- Description will auto fill 
- Select Next 
- Make sure that IMAP is selected 

 

 

 

 

 

 

If you receive an error message select continue and save 

 



STEP 3 

- Select the Account 
- Enter the Incoming mail server Host Name: 

outlook.office365.com 
- Under user enter your email address/shared email address 

(Johnnyappleseed@college.edu/sharedmailbox@college.edu) 
- Under password enter your email password of the account that 

has access to the shared mailbox 

 

 

  

STEP 4  

- Select SMTP under OUTGOING MAIL SERVER 
- Select primary server 
- Turn on SSL 
- Under User name enter your email address (not the shared 

email address) 
- Under password enter your email password  
- OUTGOING MAIL SERVER Host Name: smtp.office365.com 
- Server port: 587 
- Select Done 

 

STEP 5 

- Select Advanced 
- Turn on Use SSL 
- Server Port: 993 

 

This is the final step and now you will have the shared mailbox added to 
your mail.  


