How do I give someone access to view my inbox?
Giving Access to your Inbox:  This will allow for READ ONLY (REVIEWER) access only.  Any higher access required for working with your mail, requires that you open a Help Desk ticket by calling 768-2930 advising whom should have access to your mailbox and what level of access.
The owner of the inbox must first give access:


The owner should have their inbox open

Right click on the word Inbox in the Navigation pane (far left side of the screen)

Click on Properties and then Permissions (or Sharing)

Click on Add

Locate the name of the person to whom you are giving access

Choose the permissions level and any other access you wish them to have

Click OK

Once access has been granted:

Open your Inbox

Click on File, Open, Other User’s Folder

Type the person’s name and leave the default folder as Inbox

After typing in the name the first time, you can choose the name from the list after clicking on File, Open.

