


Method 2: Open the shared mailbox in a separate browser 

window 

We recommend that you use this method if you want to view and 

manage the email for the shared mailbox in its own browser window.  

1. Sign in to your account in Outlook Web App. 

2. On the Outlook Web App nav bar, click on your name. A list 

appears. 

3. Click Open another mailbox. 

4. Type the email address of the other mailbox that you want to 

open. Another Outlook Web App session opens in a separate 

window, allowing access to the other mailbox. 

Tip:  If you mistype the email address of the mailbox, a second 





How do I use the shared calendar? 

One of the great things about using a shared mailbox is that 

anyone who has access to the shared mailbox also has full access 

to the calendar. You can create, edit, and delete events in the 

calendar. Use the shared calendar just as you would use your 

own calendar. Here's a short list of things you can do with the 

shared mailbox calendar: 

 Let your team know when you're going on vacation or when 

you’ll be out of the office. 

 



 

3. In From Directory, search for the shared calendar you want 

to open. Select the shared mailbox you want to open, and 

then click Open. 

 

4. The shared calendar displays in your Calendar folder list. 

 

For general information about how to use the calendar in 

Outlook Web App, see Calendar overview. 

https://support.office.com/en-us/article/Calendar-overview-5219c457-d1fe-4c2f-9032-1a816b88e936


What else do I need to know? 



mailto:first.last@mga.edu

