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Give mailbox permissions to another user in Office - Admin Help managing shared mailboxes, check out Create a
shared mailbox. Mailbox permissions allow you to give read/write access to a mailbox to another user.

If you want, select the Delegate can see my private items check box. All replies will be sent to the mailbox in
the From field. Back to top User administration For simple administration, it is recommended that you create
your own group for the administration of the mailbox before ordering a shared mailbox. For instructions, see
Manage another person's mail and calendar items. Select the user you want, expand Mail Settings, and then
select Edit next to Mailbox permissions. Select Save. Hopefully, the advent of shared mailbox support serves
as a spur for Microsoft to complete the deployment of the new sync technology. Setting this up requires 2
main things. Once you add someone as a delegate, they can add your Exchange mailbox to their Outlook
profile. Type the name of the person whom you want to designate as your delegate, or search for and then
click the name in the search results list. You can then download the test version of Outlook. When a message
is sent with Send As permissions, only the your name appears. The person sharing the folder should grant the
person Reviewer Rights on the Root level of the mailbox. Click the name of the delegate for whom you want
to change permissions, and then click Permissions. Your primary mailbox must be in Exchange Online. Rights
to the shared mailbox are inherited from the group. Delegates are granted additional permissions, such as
creating email messages or responding to meeting requests on your behalf. Select the correct user from the list
and click Add. In the Delegate Permissions dialog box, accept the default permission settings or select custom
access levels for Exchange folders. The safest option is to choose Reviewer who has no right to delete
messages, but who can read messages in the selected folder. The Outlook status bar displays the connection
status. On the Mail tab, select Manage mailbox permissions. How to Share a Folder In Outlook, right click the
folder you want to share and choose properties. These are: Updated Files: The way Outlook mobile presents
files will become more coherent with the rest of Office and include a list of recently used files plus cloud
sources like OneDrive for Business or Google Drive. Change the permissions for any Outlook folder that the
delegate has access to. When the delegate responds to a meeting on your behalf, it is automatically added to
your Calendar folder. Click Add, and then click OK. Notes: Messages sent with Send on Behalf permissions
include both the delegate's and your names next to From. Click the name of the delegate for whom you want
to change access to your private appointments, and then click Permissions. For more information, see About
the new Microsoft admin center. How to Open an Additional Mailbox Opening an additional mailbox, allows
you to see the mailbox and its contents much like your normal mailbox. This opens the window shown below.
Click the PLUS sign. Meeting requests and responses will go directly to the delegate's Inbox. Click the File
tab. Lots Happening in Mobile Mobile apps tend to evolve quickly. The downside is that the new features
might not work or might change before the final version is released.


