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St Helens Schools ICT Support 
Adding a Shared Mailbox 

 

A shared mailbox is an email account which multiple people can access. A good example of a shared 

mailbox is your school’s email account. You can add a shared mailbox alongside your personal email 

mailbox. 

Outlook Web  

To add a shared mailbox in Outlook Web (via a web browser), 

1. Open a web browser and go to www.sthelens.org.uk and click Email. 

2. Login to your email if asked. 

3. Right click Folders on the left of the screen. 

4. Click Add shared folder 

5. Enter the email address of the shared account. 

6. Click Add and the account will be added 

alongside your personal email account. 

 

 

 

 

 

 

Outlook (Desktop) 

1. Click the File tab > Account Settings > Account Settings. 

2. Select your email address in the account list. 

3. Click Change > More Settings > Advanced tab > Add. 

4. Enter the shared email address and click OK. 

5. Click Apply > OK > Next > Finish. 

6. The shared mailbox will now automatically display in your Folder pane in Outlook. 

 

IMPORTANT NOTE 

When sending emails from a shared mailbox, it defaults to send it from your personal address rather 

than the shared mailbox address. If you’d rather send it from the shared mailbox address, see the 

instructions on the next page. 

  

http://www.sthelens.org.uk/
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Outlook Web  

When starting a new email,  

1. Click the three dots at the top of the email.  

2. Click Show From 

3. Type the address of the shared mailbox. 

The email will now be sent from the shared mailbox. 

In future, just click the From button and choose the 

shared email address. 

Outlook Desktop 

When starting a new email,  

1. Click Options 

2. Click From 

 

3. Type the address of the shared mailbox. 

The email will now be sent from the shared mailbox. In future, just click the From button and choose 

the shared email address. 

 

 


