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Adding and Viewing Shared Folders in Microsoft Outlook 2007

When using Microsoft Outlook you have the ability to share your folders with other users and to

view other users’ folders within your own

folder list.

This is a two part process. The first part of the process consists of you giving permission, via your
own outlook program, for another user to view some or all of your folders. The second part of the
process involves adding the folders to the list of folders on your email window.

To give permission to another user to view your folders you need to follow the instructions

below.

Open Microsoft Outlook 2007 and right click (click once with your right mouse button) on your
main folder. It will be called ‘Mailbox’ and will look like this: [ ¥ Mailbox - Dixan, Susanne |

Once you right click on this folder you will see the following menu:
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You need to select ‘Properties for ‘Mailbox — xxxxxxxx’ and you will then see the following. From
this window select the ‘Permissions’ tab and then select ‘Add’ to add a new user to your email.
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Once you click on ‘Add’ the ‘Add Users’ dialogue box will be displayed. Select the appropriate user

from the list.

Add Users E|
Search: (¥)Name only () More columns  Address Book
Global Address List | advanced Find

Marne Title Business Phane Location E-mail Address

& Adams, Kathy Speech Pathologist 54453 katadams@csu.edu A
§ Adams, Katrina Academic {Casual) 00000 KAdams@csu.edu.a
& Adams, Mark. Praject Officer 86137 wadams@csu edu. 2
8 Adams, Monique Finance Officer (Remunerati,,, 32267 moadams@csu,edu,
§ Adams, Peter Lecturer 32361 PAdams@csu.edu.a
& Adams, Rosemary Project OFficer 54219 tadams@csu.edu.al
8 Adams, Tania Finance Clerk {Accounts Re... 32683 TAdams@csu.edu.a

& Adamson, Peggy Lecturer 00000 PAdamson@csu edy
& Addinsal, Marion Educational Designer 32058 maddinsall@csu.edu
§ Addison, Kathryn Honours Student 00000 kaddison@csu.edu..
& Adem, Richard Student 00000 radem@csu, edu,au

& Adler, Janet Academic 00000 jadler@csu. edu.au

& Adiong, William Educational Designer 32509 wadlong@esu.edu,

8 Admissions Cffice admissions@csu.ed
& Advances advances@esu.edu
& Agboola, Samson Lecturer 34041 SAgboala@csu.edu. 2

You then select the ‘Permission Level’ which you would like to give to the user from the drop down
list. You have the following options to choose from:

{:} MNone

%) Full Details

Editar

Aukhor

| Monediting

Publishing Editor

Publishing Author

ALthor

Permissions
Permission Level: | Reviewsr W
Read Owner

[ Contribtar
Mone

Delete items

Choose the permission level according to the functions you would like the other user to have.

You then need to right click on each of the folders you wish to share and choose the ‘Properties’
option from the resulting menu. Then choose the ‘Permission’ tab, highlight the entry for the user
you are adding, choose the ‘Permission Level’ then choose ‘Apply’ and ‘OK.

This is all you need to do to add users. You need to run through this process for each folder you
wish the other user to view.



To add another user’s folders to your email folder list follow the instructions below:

In Microsoft Outlook from the ‘Tools’ menu, choose the ‘Account Settings’ option.

Select the
‘E-mail’ tab

Account Settings

E-mail Accounts
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Choose the ‘E-mail’ tab and then choose ‘Change’. From the resulting screen choose ‘More

Settings...’

Change E-mail Account

Microsoft Exchange Settings
You can enter the required information to connect to Microsoft Exchange.

Type the name of your Microsoft Exchange server, For information, see your system
administrator.

Microsoft Exchange server: | ESBAD2.CSUMain.csu,edu.au
Use Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator, The mailbox name
is usually your user name.
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Cancel

From the next dialogue box choose the ‘Advanced’ tab. Then choose ‘Add’. You will be prompted
to enter the mailbox name and then click on OK. For the mailbox name just enter the username,
for instance — ‘jbloggs’. Click on ‘Apply’, then ‘OK’. Then ‘Next’ and ‘Finish’.

The user’s email folders should then appear underneath yours in your folder list. See below:
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