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Step 1. 
 
Go to Microsoft Online and login 
with administrative credentials  
 
 

 
 
 

https://login.microsoftonline.com 

 
 

 

 
 

Step 2. 
 
Once you have logged in, go to the Admin centre on the left hand side 

 

 
  

https://login.microsoftonline.com/
https://login.microsoftonline.com/
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Step 3. 
 
Once you are in the Admin centre, 
expand “Groups” and click into 
“Shared mailbox” 
 
 

 

 
 

 

 
 

Step 4. 
 
From within the Shared mailbox area, click “Add a shared mailbox” 
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Step 5. 
 
Fill out the details in the prompt as required and then click ”Save changes” at the bottom, this will 
create the shared mailbox for you. 

 

 

 
 

 
Step 6. 
 
Select you shared mailbox and from 
the menu on the right hand side of 
the screen, select “Manage 
permissions”.    
 
Add in the users that you wish to 
have access to the shared mailbox 
and save changes. 
 
 
This completes the task of creating a 
shared mailbox 
 
 
 
 

 

 


