MINNESOTA STATE UNIVERSITY

MOORHEAD. Student Worker Shared Mailbox access

Topic: Post-O365 Migration instructions for Student Worker Shared
Mailbox access

Going forward, student workers will have two e-mail logins:

Student Login: <starid>@go.minnstate.edu
Staff Login: <starid>@minnstate.edu

Having a separate staff account makes it easier to ensure that access is removed once the student is no
longer employed at MSUM.

Outlook Client Shared Email Access

For a student worker to access a shared mailbox they have rights to, they will need to configure outlook
using their <StarID>@minnstate.edu account and their StarID password.

Initial Configuration

If the student is launching Outlook for the first time they can configure their Staff account with the
following steps:

1. Onthe Welcome to Outlook 2016 window, click Next

Welcome to Microsoft Outlook 2016 x

Welcome to Outlook 2016

Outlook is your personal assistant, helping you manage your life with
powerful tools for email, calendar, contacts, and tasks.

Let's get started. In the next few steps, we'll add your email account.
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2. Under “Do you want to set up Outlook to connect to an email account?” Select Yes. Then click
Next

Microseft Qutlook Account Setup *

Add an Email Account

Use Cutlook to connect to email accounts, such as your organization’s Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365, Qutlook also works with POP, IMAP, and Exchange ActiveSync
accounts.

Do you want to set up Outlook to connect to an email account?

(@) Yes
O Mo

< Back Cancel

3. With E-mail Account selected, click Next

Add Account X

Auto Account Setup
Cutlook can automatically configure many email accounts.

@ E-mail Account

Lee Hoselton

E-mail Address: bmnstate.edu

Example: ellen@contoso.com

O Manual setup or additional server types
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4. Click Sign in with another account

B= Microsoft
Searching for y|

& 0I7095ai@mnstate.edu

Configuring Enter password
Cutlook is com |3a<sword
"  Ey
5
= L: Forgot my password

ISign in with another account I

Trouble logging in? Contact your campus IT help
desk.

Cancel

- ©2019 Microsoft  Terms ofuse  Privacy & cookies .« .- -

5. Enter your <starid>@minnstate.edu, then click Next
NOTE: For student club mailboxes students will use <starid>@go.minnstate.edu

B® Microsoft
Searching for y|

| Signin 3
Configuring | ab1234cd|@minnstate.edu x I L
Outlook is com

v Es]
=3 S¢

Lal

Cancel

- ©2019 Microsoft  Terms ofuse  Privacy & cookies ... -
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6. Enter your StarlD password and click Sign in

B® Microsoft
Searching for y|

« [@minnstate.edu

Configuring Enter password
Outlook is com r........| I
v Es|
=% Se

Fargot my pass
Lol g ¥ P v

Cancel

- ©2019 Microsoft  Terms of use  Privacy & cookies .- -

7. You should be congratulated with the following screen. Click Finish
W fedd Aceount x|

Comgratulations

Configuring

Outlesk is completing the setup for your account. This might take several minutes
' Estabisshing network connaction
"  Searching for od 696ag@&minnstate.edu settings
" Logging on to the mail server

Congratulations! Your email account was swooessTully configured and s ready to use

[T Change account settings Add another account...
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8. Outlook will launch automatically. In the sub-folders on the left-hand pane, you should see any

shared mailboxes you have access to.
4 [ee.hoselton@mns...

I Inbox 1
Drrafts [7]
Sent tems
Deleted [tems 209
Archive
Clutter
Conversation History
Junk Email [5]
News Feed
Cutbox
Quick Step Settings
RS5 Feeds
RSS Subscriptions
ScanTron
Warking Set

I> Search Folders

I Groups

 MHD-Nintex_ HM1

Adding Student Staff account as a secondary account

If the student worker already has Outlook configured with their student account. They can add their

staff account as a secondary email with the following steps.

1. In Outlook, click the File tab

% lgnaore
* CleanUp~

Mew
4 Favorites

Imbox 1

Sent [tems

Drafts [7]
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2. Click Add Account

©

Account Information

Open & Export
(/1 pmi nnstate.edu

l-/) Microsoft Exchange

& Add Account

Save As

Save as Adobe
PDF

@ , ccount Settings

Ch. -ge settings for this account or set up mare
Account conn -tions.
Settings - Ac -ss this account on the web.

P https. “‘outlook.office365.com/owa/minnstate.edu/

Office Account
Change

Options q - . q
Automatic Re|. “es (Out of Office)

Exit Use automatic replies to . +tify others that you are out of office, on vacation, or
not available to respond to  -mail messages.

— Mailbox Cleanu
3. Enter your Name, <starld>@minnstate.edu, and StarID password, then click Next

Add Account *

Auto Account Setup
Outlook can automatically configure many email accounts,

@ E-mail Account

Cxa HIeE - L

ab‘l?_34cd@minnstate.edu|
cxample: ellen@co 050.C0

E-mail Address:

Password:

Retype Password:

der has given you.

O Manual setup or additional server types
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4. You should be congratulated with the following screen. Click Finish

Comfpratulaticns!

Configuring

Outlesk is completing the setup for your account. This might take seversl minutes.
o' Estabiishing network connection
w Searching Tor od69GagEminnstate.sdu settings
w'  Logging on to the mail server

Congratulations! Your emall account was swocessTully configured and I5 ready to use.

[T Change account settings Add another account.,,

Once they open outlook, any Shared Mailboxes that they are granted access to will be automatically
mapped and be listed as another mailbox under their staff email on the left hand pane of Outlook.

4 [ee.hoselton@mns...
I Inbox 1
Drafts [7]
Sent ltems
Deleted tems 200
Archive
Clutter
Conversation History
Junk Email [3]
Mews Feed
Outbox
Quick Step Settings
R55 Feeds
RSS Subscriptions
ScanTron
Working Set

I» Search Folders

I Groups

+ MHD-Nintex_HM1
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Sending Email from a Shared Mailbox
When sending email from a Shared Mailbox, you must ensure that you are sending from the correct
address:

1. In Outlook, click New Email

Send /[ Receive Faolder View

|?| (5 Ignore x E :ﬂ (E )
l"».ll:| L Clean Up~ Del Repl R‘IEF a::i
ew elete eply Reply Forward [S g
eIms = 8@*’“”‘" All U
Delete Respond
4 Eanvemritac £ - A

2. Click the Options tab, then click the From button

>

Message Insert Format Text Review

B Colors - 04
=l Request
. A[Fonts - e ll

Themes Pa Permission = Use Voting R
. equest
[O] Effects Co M Buttons -
Permission Tracking

Message Insert i Format Text Review

B Colors - a1 | ac* 0.0
i P EC = Reques
[vIx] i
[A] Fonts - imme | AT Q :
Themes Pag _|E Bcc | From | Permission  Use Voting Reques
. Effects ™ gjq - Buttons -
Themes Show Fields Permission Trackin,
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4. Start typing MHD-<Mailbox Name>, click on the appropriate mailbox once it appears in
suggestions

Send From Other E-mail Address >

Untitled - Message (|

Message Insert Farmat Text Review Q@ Tell me what you want to do...

j Colars - - - o0 ) ) ¥ B— ®
. @ EE@ i% e || Request a Delivery Receipt E‘ g %

Themes Page Bce | Frem  Permission  Use Voting Request a Read Receipt Save Sent Delay  Direct

- Effects~ Cqlor~ - Buttons - [temn To = Delivery Replies To
Themes Show Fields Permission Tracking P More Options P
l From = hr@mnstate.edu
To..
Send
Cc...
Subject

6. From now on, the email address you selected will appear in the From dropdown list, but will
require you to choose it every time you send an email.

Message Insert Options Formg
Cut
11 A
Past: Copy [
g . B I U o A
- Format Painter .
Clipboard P Basic Text
From - lee hoselton@mnstate.edu
Ijl h@mnstate.edu

S0 hri@mnstate.edu

For More Information

Please contact Information Technology Services at support@mnstate.edu or 218.477.2603
if you have questions about this material.
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