Outlook Web App: Access a Shared Mailbox

This guide includes answers to some of your most frequently asked questions about MS Office 365
Outlook Web App (OWA).

Sign into your University email accountin OWA

1. Inaweb browser (e.g. Edge, Chrome, Safari), go to the StaffNet E= Microsoft
homepage, scroll down to Quick Links and select Staff Email Sign in
— Orenter the URL http://www.outlook.com/abdn.ac.uk Email, phone, or Skype

No account? Create one!

2. Inthe Sign in dialog, enter in your email address in the format
yourusername@abdn.ac.uk, e.g. s99jb9@abdn.ac.uk Next

3. Click Next
4. Enterinyour password and click Next

5. You will be prompted to authenticate if you have no other Office 365 apps open or have
switched accounts. See What is Multi-factor Authentication? for more information.

() Youmay wantto add the OWA login page —i.e. https://outlook.com/abdn.ac.uk - to your web
J | browser as a Bookmark or Favourite for quick access to OWA.

How do | access a shared mailbox via OWA?

¥s! & 0O & 1. Click on your initials or photo icon at the top right.
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2. Click Open another mailbox
ﬁ Bloggs, Jo
lobloges @abdniacuk 3.  Starttyping the name of the other mailbox and select it

‘ = i from the list of possible matches. Select the mailbox
Open another mailbox
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Sign in with a different account
4. Click Open
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How do | select a different signature when composing a new email?

If you have created multiple signatures
you are creating your message.

1. Click More options (...) from the top of

— Click Insert signature and select from

B> Send @ Attach ~ @ Encrypt EI Discard B

for different purposes, you can change the default easily when

your new message.

your signature list.

Save draft

From tad@abdn.ac.uk Bec
% Insert signature > |OuﬂuukWEb Signature |

Hide From Pauline TaD Formal

To

Set importance >

Ce

Show message options..

Add a subject Switch t

0 plain text

Check for accessibility issues

Yours sincerely

Pauline Fraser
Training & Documentation Team, IT Trainer
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— Click Send once you are complete.
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Draft saved at 16:30

How do | switch on Automatic replies?

Use automatic replies to inform people inside and/or outside your organisation that you won’t be
responding right away to their email messages or to give them an alternative contact. You can choose
to send automatic replies during a specific time period, for example, when you are on annual leave.

Automatic replies are sent once to eac

1. Click the Settings cog .

h sender

2. ClickView all Outlook settings, Email and Automatic replies.

3. Click the slider to turn Automatic

Settll’lgs Email account

Q Search settings Shared with me

| Automatic replies

| & Account

Signatures
83 General

Categories
& Email

Mabile devices
Calendar

Storage
&% People

4. Tick the Send replies only during
date/time.

replies on.

Automatic replies X

Use automatic replies to let others know you're on holiday or aren't available to respond to email. You can set your replies to start
and end at a specific time. Otherwise, they'll continue until you turn them off.

‘3 Automatic replies on

Send replies only during a time period

Start time 13/04/2026 Z 16:00 ~

End time 17/04/2026] B 1800 v

a time period checkbox and select a start date/time and end

5. Tickthe checkboxes as required to: block your calendar, automatically decline and/or cancel

meetings when your automatic re

(J Block my calendar for this period

plies are switched on:

OJ Automatically decline new invitations for events that occur during this period

() Decline and cancel my meetings du

ring this period @




o Ifyou select Block my calendar for this period, a new text box appears, allowing you to

set a title for the event, e.g. Annual Leave.

Enter the message you want OWA to send during your time of absence.

Send automatic replies inside your organisation
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Thank you for your message, | will respond when | return to the office Monday 20th April.

If you also want to send a message to people outside your organisation, click checkbox Send
replies outside your organisation - this can be a different message if you like.

— Click Save.
When you’re done, click the X in the top right of the Settings dialog to return to save your changes

and close.

(" Ifyoudon’tset atime for automatic replies, you’ll need to remember to turn them off

J | manually when you return to work.

Further information and help

More information about working in Outlook Web App, visit Microsoft’s support page.

You can also use MylIT to log calls with the University’s IT Service Desk myit.abdn.ac.uk



https://support.microsoft.com/en-us/office/mail-in-outlook-web-app-ed7b1cb9-ef40-4fbd-a302-278cc7f4dcf5
https://myit.abdn.ac.uk/

