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HOW TO: Add a Shared Mailbox in Outlook
IMPORTANT - Please follow these steps before contacting the CGI Service Desk.

To add a Shared Mailbox in Outlook please follow the steps below:-
1. In Outlook go to File then Account Settings then Account Settings again.
2. Click the Change button
3. Click the More Settings button
4. Go to the Advanced Tab
5. [bookmark: _GoBack]Press the Add button
6. Enter the mailbox address and press OK.
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