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Shared NetIDs in Outlook Desktop Client and Office 365 Web

This document outlines the process for setting up and using migrated Shared NetIDs in Outlook desktop
client and Office 365 web client (OWA). A pre-requisite for set-up is the creation of a UW permission group for
the shared NETID. After Outlook desktop set up, Shared NetlDs will have a few differences to how they
previously functioned.

@ Add a Shared NetID to Outlook 2010 Desktop Client

1. Add account(s) as a Mailbox
a. In Outlook 2010, click on "File"

b. On Info sub-menu, Click Account
Settings," then Select "Account
Settings..."

c. Double click on your exchange

Send / Receive Folder View

B Save As

Account Information
Uk Save Attachments

mesos@uw.edu
S Microsoft Exchange

&b Add Account

Print Account Settings

‘ fa‘[kl Modify settings for this account,
H 1 ” £ Help A additicnal connections.
account in the “Name” field = Accoum e
. " . " Options = https://outlook.office365.cc
Click "More Settings... B ) Account setings..
= &b "; Add and remove accounts or change

Select "Advanced" tab in next window
Click "Add..." button

Enter the shared NetID into the Add
mailbox field and click OK

h. Repeat for all the shared NetlD
mailboxes which you need to access

i. Click "OK", then “Next”, then “Finish”,
then “Close” to exit Account Settings.

@ ~o o

existing connection settings.

@@ Delegate Access

Account Settings

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

& New... SRepar.. 3 Change... @ SefasDefaul X Remove # &

Name Type
WDk Jizschcumshington.edu  Migosoft Exchange (send from this account by defaul) |
On the main mail screen, the shared NETID _ ] 7
mailbox(es) will be displayed below your e 81 [ add Mo il
personal mail account. ’“d EE— add maibox:
Open these additional mailboxes;
‘ Af Add...
— | Cancel ‘
® No password is required to open mailbox, cEamed Exchange Mode Settngs
o V| Use Cached Exchange Mode
provided you have been added as a Boowionddrves s
member Of the shared NETID ’S [] Download Public Folder Favorites
5 . Mailbox Mode
p er mlss,on g r Oup o Ou;ook is running in Unicode mode against Microsoft
Exchange.
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@ Sending Email from a Shared NetID in Outlook Desktop Client

1.

2. Normal usage after first time

First-time set-up

a. Click “New Email” icon from the Home tab

b. In the new e-mail window, click “Options” tab
c. Click “From” icon in the Show Fields section.

This will display a drop down “From” field above the
“To..” field in the message

d. Click the “From’ field and select “Other Addresses”
from the drop-down list

e. Enter the shared NetID address and click “OK”

a. Click “New E-Mail”
b. Click the “From” field
c. Select the desired account to use as

the sending ‘from’ account

® Sent emails will always appear under the sender's

personal "Sent Items" folder.

The shared NetlD account will have a Sent Items
folder, but it will be the responsibility of the sender
to move their sent messages to that folder.

"”i&g’?“‘i‘ Message Insert Options

ncatms' . E =
= (rome _

Format Text

netid@uw.edu

Other E-mail Address. ..

Shared NetlIDs Client Set-up and Use

20of 3



UW Medicine

INFORMATION TECHNOLOGY
SERVICES

@ Open Shared NetlD Email from Office 365 Web Client (OWA)

e A B 2 UWMedicine-I@a

1. Login to your OWA account
a. Open browser to https://outlook.com/uw.edu
b. Log-in with your NetID credentials

2. Open Shared NetlD mailbox

a. Click on your account name in the upper right corner of
browser window

b. Select “Open another mailbox...” link

c. Enter shared NetID. The OWA may bring up a list of similar
sounding NetIDs or you can click on Search Directory.

d. Select the entry containing the NetID’s @uiw.edu address

e. Click “Open”

Another tab will appear on the browser session for the
shared NetID and displays its inbox and mail folders.

® An error will appear if your account was not previously
granted read/write permissions to the shared NetID’s
mailbox via a UW group.

® Email sent from the shared NetID’s account will be saved to
its Sent Items folder.

® Emails cannot be drag n’drop moved between your personal
account and the shared NetID account in the OWA

L T—
: ﬂﬁ Mail - devuserS@uw.edu | ﬂzl Mail —o365tr05@uw.edu@ x |_|

My accounts

UW Medicine - IT Services...

devuser5@uw.edu

?)
2/

My profile

Open another mailbox... @

My account

Sign out

Open another mailbox

@aassmsl

e Office365 Training Account 5

0365tr05@uw.edu

o 0365tr03@uwmedicine.org

0365tr03@uwmedicine.org

° 0365tr04@uwmedicine.org

0365tr04@uwmedicine.org

p Search Directory

@

Open another mailbox

Office365 Training Account 5

o 0365tri5@uw.edu

b4

o - I
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