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1 Introduction  

The purpose of this document is to capture the transcript for the Delegated and Shared 
Mailboxes Training Video in the Outlook Web App Learning Series.  The video can be 
accessed via the Portal Help Pages.  

The timings indicate the section of the video that is being referred to and its length.  To move 
to a particular section within this module, move the timer on the video to the time detailed in 
this document.  

 

2 Transcript  

This section covers the transcript of the Delegated and Shared Mailboxes module.  

 

2.1 Objectives (00:00-00:22) 

This is the Delegated and Shared Mailboxes module.  Upon completion of this module you 
will be able to manage a delegated mailbox and manage a shared (or generic) mailbox. 

 

2.2 Managing a Delegated Mailbox (00:23-03:01) 

You can give delegate access to your mailbox to one or more people so that they can read 
emails in your inbox and send emails on your behalf.  You may want to give someone 
access to your mailbox if you are on leave and want someone to manage your mailbox or if 
you have an assistant.  You can choose to share your entire mailbox with someone or just 
specific parts of it and it will be displayed on the left side of the delegate’s mail page, below 
the list of their folders.  

To give someone delegate access to your mailbox, right click on your name on the left side 
of the screen and select Permissions from the drop down list.  Click the plus icon at the top 
left of the window and enter a name in the search field.  You may need to search the 
Directory if the person’s details do not automatically display.  Select the correct contact and 
click Add to give this person delegate access to your mailbox.  You can select and deselect 
options to choose the level of access or permissions to be given.  Or, you can choose from a 
set of pre-defined permissions in the drop down list.  Select the relevant permission level.  
For more information on different permission levels, refer to the Quick Reference Guide.  
When you have finished setting permissions, click OK at the bottom of the window.  You 
should inform someone when you have given them access to your mailbox as they will not 
receive a notification email.  

To view someone else’s mailbox, right click on your name on the left side of the screen and 
select Add shared folder.  This will add all of the folders that someone has chosen to share 
with you.  Enter the name of the person whose mailbox you wish to view in the search bar, 
select the contact and click Add.  This person’s name will then appear on the left side of the 
screen.  
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Depending on the level of permission given, you may be able to send emails from the 
mailbox, however, you will still be listed as the sender.  If you have not been given 
permission to a folder that you need access to, you should contact the mailbox owner.  

 

2.3 Removing a Delegated Mailbox (03:02-03:53) 

To remove a mailbox from your mail screen, right click on the mailbox name on the left side 
of the screen and click Remove shared folder.   

If you would like to remove delegated permissions to your mailbox or any folders that you 
have shared, right click on the relevant mailbox or folder name and select Permissions from 
the drop down list.  Select the person you would like to remove and click the bin icon.  When 
you have removed the permission, click OK at the bottom of the window.  Although your 
mailbox name will still appear on the left side of the person’s mail screen until they choose to 
remove it, they will no longer be able to access it.  

 

2.4 Managing a Shared Mailbox (03:54-06:06) 

A shared mailbox, sometimes referred to as a shared mailbox, is a separate mailbox to your 
own that is used by multiple people.  For example, a district nursing team may have a shared 
mailbox for incoming referrals that the entire team has access to, so that anyone on duty can 
read or action an email.  All shared mailboxes must have a nominated owner who is 
accountable for the mailbox and has the ability to delegate access to others.   

When you open a shared mailbox, it will appear in a new tab in your internet browser, 
meaning you will be able to access your own mailbox at the same time.   

To create a shared mailbox you should contact your Local Organisation Administrator.  To 
open a shared mailbox, click your name at the top right of the screen and select Open 
another mailbox.  Type the name of the mailbox you want to view in the search bar.  You 
may need to search the Directory if the mailbox details do not appear automatically.  Select 
the correct mailbox and click Open.  The shared mailbox will then open in another tab in your 
internet browser and your mailbox will also remain open.  You will need to be added to the 
group of users for a shared mailbox before you are able to use it.  

When you sign out of your own mailbox, you will also be automatically signed out of any 
shared mailboxes you have open.   

If you own a mailbox you can remove a user’s access. From the shared mailbox tab, right 
click on the mailbox name and select Permissions from the drop down list.  Click on the 
name of the person whose access you would like to remove and click on the bin icon at the 
top of the window.  Click OK at the bottom of the window and this person will no longer have 
access to the mailbox.  


