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1. In iOS, go to Settings > Password & Accounts > Add Account. 

 
2. Tap Other 

 



Information Technology  Page 2 Last Modified 4/2/2019 

3. Tap Add Mail Account 

 
4. Enter the following: 

Name: Name for shared mailbox 
Email: Email address of shared mailbox 
Password: Your StarID password 
Description: Description for shared mailbox 

5. Tap Next 

 
6. Tap IMAP 
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7. Fill in the following: 
Under Incoming Mail Server 
Host Name: outlook.office365.com 
User Name: <your starid>@minnstate.edu 
Password: StarID Password 
 
Under Outgoing Mail Server 
Host Name: smtp.office365.com 
Username: <your starid>@minnstate.edu 
Password: StarID Password 

8. Tap Next,  
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9. Tap Save. 

 
10. You will now see the shared mailbox listed in the iOS mail client. To send from the mailbox, you 

must tap on the mailbox to view its contents before starting a new message. 

 

11. You can verify what account the email will be sent from in the new message window. 

 
 
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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