
How to add a Shared Mailbox to Outlook Client (Profile) 

1. In the search button, type in Control Panel and select it. 

 

 

 
 
 
 



2. Select Mail (Microsoft Outlook), and then select Show Profiles 

 

3. Click Add button, then type in the new “Profile name”, then click OK 

 



4. Select “Manual setup or additional server types”, click Next 

 

5. Type in the email address of the shared mailbox, click Next 

 

 



6. Once the profile is added, click Finish 

 



7. Select “Prompt for a profile to be used, click Apply and then Ok

 
 

8. Open Outlook and select the Shared Mailbox profile that you just created and click Ok.  

 

 

 


