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Managing Department and Organization Mailboxes

Introduction

This document contains instructions on how to manage department and organization mailboxes.
Please note, if you are authorized in Exchange as the person managing the mailbox, you will be
able to open the mailbox for that account as an additional mailbox in Outlook or Outlook Web

AcCCess.

e open Microsoft Outlook 2007
e click Tools and select Account Setting

The Account Settings dialog box displays with your current e-mail account.

Account Settings El

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

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

o ew... 3 Repair.. (3 Change... ¥ Remove

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

Mailbox - Harris, Mr. Colin P.\Inbox
indata file C:\Documents and Settingslcharris), . \Outlookioutiook, ost

Close

e select your exchange account under the E-mail tab
e click Change

The Change E-mail Account dialog box displays.

tings
quired information o connect ko Microsoft Exchangs,

o your Microsoft Exchange server. For information, see your system

Use Cached Exchangs Mode

Type the name of the malbax sek up for you by your administrator. The mallbos name
Is Usually your user name,

User Name: |Harris, My, Colin P

blore Settings ...

Cancel

e click More Settings
e click the Advance tab
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The Microsoft Exchange dialog box displays.

Microsoft Exchange El

General | Advanced | Security | Connection | Remote Mail

Mailboxes
Cpen thess addtional maibaxes:

Cached Exchange Mode Settings

[¥]use Cached Exchange Mode
[“] pownload shared Folders (exchudes mai Folders)
[Jpownload Public Folder Favarites

Mailbo: Mode

©utlook s running in Unicode mode against Microsoft
Exchange.
OFfine Folder File Sattings...
[ o J[ camel [ apy |

eclick Add

Add Mailbox

Add mailbox;:
mailbo:nanme

oK Cancel

e type mailboxname in the Add mailbox field
e click OK

e click Next

e click Finish

e click Close

Granting others permission to a folder:
You must first grant permission to the mailbox.

e right-click on the desired mailbox and click Properties

[ Qpen

Cpen in New Window
ae Rename "M
4 Mew Folder...
Add to Favorite Folders
Process All Marked Headers
Process Marked Headers
Open Other Folder b

C:f\ Close "Mailbox - User Services”

"ff‘ Properties for "Mailbox - User Services™...

Note: The permissions are not inherited. If you wish to give access to every folder in the mailbox, you
must perform the following steps for the mailbox, and then repeat the steps for every folder inside
the mailbox that you want them to have access to.



The Mailbox - MailboxName Properties dialog box displays.

Genetal | Home Page | Permissions

@ Ml - User Services

Type: Folder containing Mall and Post Ttems
Location:  Microsoft Office Outiook
Description;

(® Show pumber of unread items
(O Show total number of items

When posting to this Folder, uss: | IPM.Past v

Automatically gensrate Microsoft Exchangs views

Upgrade ko Color Categories. ..

e click Permissions tab

Mailbox - User Services Properties

General | Home Page | Permissions
Mame Permission Level o]
Harris, Mr. Colin P, Cwner
Constanting, Mr. Joseph . Owner
Cowean, Ms, Argie C, Cwner
Bajracharya, Ms. Shikha Crner
Anonymous Mone
v
Permissions
Permigsion Level: |Mone v
Read Wirite
&) None [create items
(CIFull Details [ create subfolders
[ Edit awn
[ Edit all
Delete ikems QOther
&) None [ Folder owner
Crown
Oal

eclick Add
o find the name in the Global Address Book and click OK
e choose the level of permission using the down arrow next to Permission Level

Permissions

Permission Level: | Mone W

eclick OK
e repeat the above steps for each folder you want to grant access on



To send mail from departmental mailbox in Outlook 2007:
eclick New =adbes -
_Or_
e click Actions and select New Mail Message

The Untitled Message window displays.

(x| 5 Untitled - Message (HTML) - B X
o
- Message Insert Options Format Text Adobe PDF @
wjis e gy
E 4 1
Nar:\es & FEILUVW $ Spel\mg
Include Options [ || Proofing
]
.|
e click the Options tab
e click Show From in the Fields group
G | s Untitled - Message (HTML) - =2 x
) -
- Message Insert Options Format Text Adobe PDF (7]
54 gl:ld Aa Plain Text LFe) _*'1'., 5
=Nl = m‘ sz Request a Delivery Receipt - 25
Themes| | Show | Show Use Voting | Request a Read Receipt Save Sent g,
- Bee | From ||| AaRichText || Buttons~ Ttem =
Fields Format Tracking 1% | |More Options =
=1
=
Subject:
&
T
3
4 [ >

Note: The ‘From’ line will appear on your new message screen (These steps only have to be done once.
The next time you want to send a message, the ‘From’ line will appear automatically.)

e click From
e select the account through the Global Address Book

Note: The account must be selected from the global address book. If the account is typed in the “From”
field, you will be unable to send mail from account. You can only send e-mail from accounts that
you have been granted access to by Exchange administrators (i.e., DolT). You cannot send mail
from an e-mail account that you have been given access to by other users.

e compose the e-mail as normal and click Send



To open an additional mailbox in Outlook Web Access:
e open Outlook Web Access

The Outlook Web Access screen displays.

PACE outlook web Access o CEEEET =
i « | 1nbox (10 Items, 1 Unrear) @ velp
= £ Tumminel, Anica Bew - [H- B X B H ClaReply | @ Replyto Al | (3 Forward
S Calendar
Search Inbox 2<% Follow-up
Arrangeby: Date Newestontop ~ Anita J. Tumminelli [ajcht@optonline.net]
Today “ | Sent: Tuesday, May 13, 2006 7:38PM
1 anita 3. Tumminelli 7:390M To: | Tumminel, Anit3
Foliow
Please make sure you phone in the
order today.
Won 10:17 P
1on 8:47 P10 Thanks
o John Tomkins
President
¥on 4:20 P11
3 Bajracharya, Ms. Shikha Mon 11:17 &M
RE; 2003 fle
3 DolTHelpdesk Mon 3:43 AN
________ Request 108911 Clased
2 mail Sunday
j = Tumminell, Arita Sun 9:33 P
] calendar Outisok.
82| Contacts Last Week
= (5 DolTHelpdesk. Sat 510
] Tasks
Request 108911 Opened
[ pocumen = 3 Pace University Suppart Fris/e
Pace University has activated your Message Center B
=9 Public Folders Ttems to100f 10

Note: In Outlook Web Access, only accounts that you have been granted full access to by Exchange
administrators (i.e., DolT) can be opened. This method cannot be used to open mailboxes that
you have been given access to by other users.

e click on the arrow Ea next to your name located between Options and Log Off
e type the mailboxname in the Select mailbox box
e click Open

The mailbox will open as a new window.

To close the additional mailbox:

eclick ﬂ on the mailbox window

Note: Clicking Log Off on the mailbox window will log you off all Pace web accounts that are opened.



