Using your parish email account
A guide to using Office 365 email accounts in your parish
[Document version 1.1, 15 October 2019]
[bookmark: _GoBack]Congratulations! Your parish is using Office 365 to provide secure email (and other useful services) and to comply with our diocesan data privacy and protection policies. This guide will help you set up and use your new email account in way that will make it as easy as possible for you to fulfil your role in your parish.
In the instructions that follow, the example internet address/domain of stmarysoakbay.ca will be used. Please substitute your own parish where appropriate.
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Still to do:
1. Instructions to ‘Send as’ in Outlook for Windows or MacOS, and in mobile Outlook and native Mail
2. Setup/test for native Windows Mail apps
3. Setup/test for native Android/Windows Mobile Mail apps
4. Setup signatures in all apps/platforms


[bookmark: _Toc22621177]First Time: Use a Web Browser
1. Visit office.com, and choose ‘sign in’
2. Your username is your official parish email address: e.g., [account]@stmarysoakbay.ca
3. If this the first time you’ve used the account, you may be prompted to change your password. Do so at this point.
4. When you’ve successfully signed in, you will be on the Microsoft Office Home Page, which will look something like this:
[image: ]


5. Click on ‘Outlook’ (see above). You will then be at your own Inbox:
[image: ]
[bookmark: _Toc22621178]Wardens only: Using the Shared Mailbox in a Web Browser
As a Warden, you have your own email address (e.g., youraddress@stmarysoakbay.ca), but you are also part of a shared email address called wardens@stmarysoakbay.ca. This is the address that the Synod Office will use in order to contact all the wardens of the parish at once, and it’s also the address that we publish for people to contact the wardens. This means you need to check this ‘wardens’ shared mailbox regularly.
Here’s how to set this up in the Web Browser version of Microsoft Outlook:
1. Sign in to your account in Outlook on the Web (see above).
2. Right-click the word ‘Folders’ in the left navigation pane, and then choose Add shared folder. 
3. In the Add shared folder dialog box, type the name of the shared mailbox you are a member of, wardens@stmarysoakbay.ca.
4. The shared Wardens mailbox will now appear in your Folder List in Outlook on the Web. You can expand or collapse the shared mailbox folders the same way can with your primary mailbox. You also can remove the shared mailbox from your Folder list. To remove it, right-click the shared mailbox, and then click Remove shared folder.
[bookmark: _Toc22621179]Wardens only: Sending as ‘Wardens’ using the Web Browser
As a Warden, you will now have the option of sending an email as yourself or on behalf of all the Wardens. The first time you reply to a message sent to the shared mailbox, you need to add the shared address to the From drop-down box. Here's how to do that:
1. Open Outlook on the Web and go to your shared mailbox.
2. Open a message that was sent to the shared address.
3. Click Reply.
4. At the top of the message, choose [image: More actions]> Show From.
[image: A screenshot of the Show From option]
5. Right-click the From address (which will default to your own address) and choose Remove.
[image: A screenshot of the Remove option]
6. Type the shared address wardens@stmarysoakbay.ca and send the message. The next time you reply from the shared mailbox, its address will appear as an option in the From drop-down list.
[bookmark: _Toc22621180]Wardens only: Using the Shared Mailbox on a desktop/laptop Computer
First things first: if you use your computer’s native mail app (Windows 10 Mail, or Apple Mail, for example), then, while it will be possible to set up your primary email address, it may be difficult or impossible to set up your shared [wardens@stmarysoakbay.ca] email mailbox.
If, however, you are using a recent version of Microsoft Outlook (part of the MS Office collection), then it is quite simple:
[bookmark: _Toc22621181]Set up Outlook 2016 for Windows 10
1. Navigate to the File tab in Outlook. In the Info tab press Account settings->Account settings.
[image: ]
2. Highlight the account with access to the shared mailbox and press Change.
[image: https://innsida.ntnu.no/c/wiki/get_page_attachment?p_l_id=22780&nodeId=24646&title=Adding+a+shared+mailbox+in+Outlook&fileName=sharedmailbox2.png]
3. Press More settings...
[image: ]
4. 


2

5. Go to the Advanced tab and press Add...
[image: ]
6. Enter the name or address of the shared mailbox and press OK.
[image: ]
1. 
Then press Apply->OK->Next->Finish and go back to your main Outlook window. You should now see the shared mailbox in the overview to the left of the Outlook window.
[image: ]
2. 
3. Then press Apply->OK->Next->Finish and go back to your main Outlook window. You should now see the shared mailbox in the overview to the left of the Outlook window.
[image: ]
[bookmark: _Toc22621182]Set up Outlook 2016 for MacOS
When using Outlook on Mac, you have to set up the shared mailbox as a “delegate”.  
1. Navigate to the Tools tab and click Accounts.
[image: ]
2. Highlight the account which is going to access the shared mailbox and click Advanced.
[image: ]
3. Go to the Delegates tab and click the plus button in the field that says People I am a delegate for.
[image: ]
4. Enter the name of the shared mailbox and click Add.
[image: ]
5. Click OK and close the Accounts panel. The shared mailbox should appear in the list to the left of the Outlook window.
[image: ]
[bookmark: _Toc22621183]Wardens only: Using the Shared Mailbox on a mobile device
By far the easiest way to access all/both of your Office 365 email accounts on a mobile device is to use Microsoft’s Outlook for iOS or Outlook for Android app (available for free on the Android and Apple App Store or Android Play Store). The following example is from the iOS (Apple) version, but works exactly the same for the Android version:
1. Sign in to your primary account in Outlook for iOS or Android.
2. 
3. Tap the Add Account button in the left navigation pane, then tap Add a Shared Mailbox. 
[image: Add a shared mailbox to Outlook Mobile.]
4. 
If you have multiple accounts in Outlook Mobile, select the account that has permissions to access the shared mailbox.
[image: Select the account that has permissions to your shared mailbox.]
5. 
6. After the account setup process completes, the shared mailbox will display in your account list in Outlook for iOS or Outlook for Android. 
7. To remove a shared mailbox, go to Settings > Accounts. Then tap on the shared mailbox and select Delete Account.
[bookmark: _Toc22621184]Wardens only: Using shared mailbox on Apple devices (with native Mail apps)
It is possible to add a shared mailbox to the standard, built-in mail app in 
1. With the Mail application active, click Mail in the menu bar then click Preferences
2. Under the Accounts tab, locate the + button in the bottom left of the window and click it
3. For the Choose a Mail account provider… select Other Mail Account… and click Continue
4. Fill out the fields for the shared mailbox you’re adding but use your user account password, then click Sign In
5. The authentication should fail, and you should see a message Unable to verify account name or password. This is okay and expected!
6. You should now see some extra fields available to configure. Configure the fields as outlined here:
· Email Address: [the Office 365 shared mailbox address] 
· Incoming Mail User Name if using a desktop or laptop Mac: [your Office 365 email address]
Incoming Mail User Name if using an iPad or iPhone: [your Office 365 email address]\[shared mailbox address]
· Outgoing Mail User Name: [your Office 365 email address]
· Password (both incoming and outgoing): [your Office 365 email password]
· Account Type: IMAP
· Incoming Mail Server: outlook.office365.com
· Outgoing Mail Server: smtp.office365.com
7. Click Sign In to authenticate now, you should be prompted as to whether to also save and sync Notes with this shared mailbox account. Make a selection and click Done to proceed
8. Close the Mail Preferences window and you should see the new Shared Mailbox listed on the left among your other configured accounts now.
You should now have access to the shared mailbox. If you’ve been granted the permissions you can also send as the shared mailbox itself, too.

image1.png
<« c @ @ @ hitps://www.office.com/?auth=2

£¥ Most Visited @) Getting Started @) SketchUp

Office 365 P Ssearch

Good afternoon

+ (& \ @&

Start new v/ Outlook OneDrive Word Excel
Admin All apps
Recommended
®  You may be interested in this ®  You may be interested in this
Prayersofth poopie

e

PowerPoint

®

s & % Q 365setuponip >

@ P

OneNote SharePoint

You may be interested in this

.

Sy e g gicanchuch

(S]

Q &

Install Office

i

Teams Yammer

You may be interested in this

T ——

neEomme =

" @




image2.png
<« c @ @

£ Most Visited @) Getting Started @ SketchUp

& https://outlook.office.com/mail/inbox

Outlook P search

=+ New message

' Favorites ©
2 Inbox 2530
B Sentltems 81

& Drafts 28 e

Add favorite

> Folders

> Groups

Your folders

Mail, Calendar, Contacts and Tasks

2 Mark all as read

£ Focused 3 Other &7 Filter v

Other: New conversations

Google My Business; lllustrated Children's Mi...

Elizabeth Laugharne ]
FROM TIME TO Ti13.docxSepte... 12:04 AM
Dear Warren - attached is the edited copy of th

£33 FROM TIME TO

Yesterday

Curt Bergen
Prelude and postlude for Augu...  Wed 11:39 AM
Hi Craig, The changes for this week's organ prel

Jackie €
> Electrician & Plumber Wed 10:29 AM

Copy that. Thanks. I'l call one of your guys to c

Jackie
> BBQ
Thank you. That would be nice. Il let you know

d 9:22 AM

Karen Wilson; pat_taylor@telus.net
> Meeting? W

917 AM
See you tomorrow. Ran into Pat in the village ye

) August LEADER

365 setup on iph >

Select an item to read

nomme =

Sign out, and
account settings

RTINS ] Eoy =




image3.png




image4.png
DSend B Attach v Protect Dmd.

Save draft

To .
Insert signature.

Check names





image5.png
T

Edit

Conv email addr





image6.png
Innbots. Outiook

Account Information

Open & Erpont

I3 Bntnuno

+ Addhccount

(s Account Settings

Change setings for thissccount o et upmore
comecons.

cces i account o theweb.
coumt Setings.. v

Akt nd remove sccount o
‘hinge sing connection setins.

-~

&= o, Decote hccess Change
&% Giectnesper
e and e

oot (Out of Office)

23, Downlosd Address ook fy others that you arecut of office,anvacaton, ot
= Frimesages

. Manage Mobile Notifcaions

o

~—Iooxby emptying Deleted ems and rchivin.

Rules and Alerts

Use Rles and At o help orgnize yourincoming &l messoges and eceve
pdates when Rems are added, changed, ofremoved

Manage Add-ins





image7.png
Account Settings

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

Email  DataFiles RSSFeeds SharcPointLists Internet Calendars ~Published Calendars ~ Address Books.

Gew... 58 repair. [ Change.. | @ setss Derout X Remove # &

Name e
@ knutmtjorstad@ntnuno Microsoft Exchange (send from this account by def.

Selected account delivers new messages to the following location:

@ntnu.nolinbox
in data file C\Users\ . \Outiook\ 1@ntnuno.ost





image8.png
Change Account

Server Settings
Enter the Microsoft Exchange Server settings for your account.

12 months.

More Settings ...

B[ et ] [Ccance ]





image9.png
Microsoft Exchange

General | Advanced Jsecurty

Mailboxes
Open these additional mailbores:

Remove

Cached Exchange Mode Settings
Use Cached Exchange Mode
ownload shared folders
[ pownload Public Folder Favorites

‘Outlook Data File Settings.

Mailbox Mode

‘Outiook s running in Unicode mode against Microsoft
Exchange,

|





image10.png
‘Add Mailbox

Ganee





image11.png
4Favorites
Innboks.
Sendte elementer

Slettede elementer 1195

b @ntnuno

4 OD-IT Printvakt (od-it_prin.

Tanboks
Kisdd

Sendhe elementer

Slettede elementer 2

AT Supply Cal: Nye

A2 Supply Calt Behandlet 323

A3 Supply Cal Ignorert 397

B1: Vaktmesten Utsending... 619
B2 eVaktmestes Vare mangle.. 10
B3: Vaktmesten Ancre awik p.. 5
B4 eVaktmester HPSW-saker

Ci: Forsendeleskviteringer .. 53
1: Alet-meldingerfa ki 3788





image12.png
e —




image13.png
Accounts

- Nt

Account descriptic

persona information
Fullname:

E-mail address:
Authenticaion

Metho

Ntnu
Exchange/Office 365 Account

User Name and Password

User name: | WIN-NTNU-NO\

Password:





image14.png
Server  Delegates  Security

Deie pales Ao can e tion Iy bebeis \

+
Send my meeting-related messages to:

My Delegates Only.

People | am a delegate for:

Cancel oK




image15.png
Choose a Person

Q s_od-it_printvakt [

OD-IT Printvakt (od-it_printvakt)

Cancel





image16.png
(=1 Innboks «

BT Organize  Tools

0 0x 52 Meetin - &
o I QRE R & &

New New  Delete Reply Reply Forward U Atachment ~ Move  Junk  Rule
Email__items Al
>3 Sent tems By: Conversations v &

> G Deleteditems  @ED  + vesterday

> Ntnu atremote@nts.ricoh.co.jp

- — © @Remote Supply Call (Supply Typ... Yesterday
OD-IT Printvakt (od-it_printva..d  1.Customer Name / ID: NTNU DMNX 2.Supply Ad...

atremote@nts.ricoh.co.jp
® @Remote Supply Call (Supply Typ...  Yesterday
Sendte elementer 1.Customer Name / ID: NTNU DMNX 2.Supply Ad

Sletiede clementer @ | .\ 1 @nts.ricoh.cop

Soppelpost ‘® @Remote Supply Call (Supply Typ...  Yesterday
A1: Supply Call: Nye @ | 1.Customer Name / 1D: NTNU DMNX 2.Supply Ad.

atremote@nts.ricoh.co.jp
® @Remote Supply Call (Supply Typ...  Yesterday
1.Customer Name / ID: NTNU DMNX 2.Supply Ad

atremote@nts.ricoh.co.jp
® @Remote Supply Call (Supply Typ... Yesterday
B4; eVaktmester: HPSM..]| 1Customer Name /ID: NTNU DMNX 2.Supply Ad
C1: Forsendelses... @) |~ Monday

E1: Alert-meldi... atremote@nts.ricoh.co.jp
F1: DMNX-noti.. €I | ® @Remote Supply Call (Supply Ty...  24/07/2017
1 Yerox: Ordre-.. @ || -Customer Name /ID: NTNU DMNX 2.Supply Ad

Synkroniseringsfeil 2 LTRET

noreply@ntnu.no
Kuittering for registrert innmeldt b... 19/07/2017
Vi har registrert folgende henvendelse fra deg / W...

[} v 2Weeks Ago

> ® Junk E-mail
=08

tems:17  Unread: 6





image17.png
Add Account

Outlook, Gmail, Exchange, iCloud

Add Shared Mailbox

Mailboxes shared by a group





image18.png
X Add Shared Mailbox

Select an account to log in with
':l katri@lucernepubintl.com

1] katri.ahokas@fourthcoffee.com

QWIE|R|T]YJU|IJO|P
A'S DFGHJ KL

4 Z X CVBNM®

123 space Go

9





