2\ GUANGDONG TECHNION

15 %

ﬁ'yi_%j Department of Information Technalogy .
s R RIIETHRESRAS How to open another mailbox

How to use a shared email account

1 Open the shared email account in webmail (Recommended)
1) Go to https://www.outlook.com/gtiit.edu.cn.

2) login with your personal email, on the upper right corner of the page, click your name,
and then click ‘Open another mailbox’.

3) Input the shared email account (sharedmail@gtiit.edu.cn), click open.

My account X
Available
B My Office profile
o M;; account

Open another mailbox

Sign out

Open another mailbox

e IT Support X

The shared account will be opened in a new tab, here you can send and receive emails of it.
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|§ Mail Outleok | X 4

&« Cc O & outlook.office.com/mail/vc-ug@gtiit.edu.cn/sentitems
e, Outlonk
= -+ New message “) Undo
v  Folders Sent Items Filter ~
£ Inbox
&  Drafts
B Sentltems

] Deleted Items
& Junk Email
=  Archive
Conversation Hist...
L1 Notes
New folder

2 Use the shared email account with outlook client

If you use outlook client, you will see a folder named by shared mail you can use it as a normal
email account.

4 itsharedmailbox
Inbox
Drafts
Sent [tems
Deleted ltems
Archive

I- Conversation History
Junk Email

Chuthbox

Set the shared mail as a sender in the outlook.

a. Click New Email.
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Send f Receive

El ;’E (5 Ignore x

- Clean Up-
MNew  New Delete
Email Items~ zL‘SJJU”k'
Mew Delete

b. Inthe new email, 1. click Options->2. select From->3. click “From” button->4. click Other

E-mail Address.

Options Format Text

File Message Inﬁert,l

@ B colors - @ %_i %—i %

Fonts = .
Themes @ Bcc | From Permission
- @Eﬁect* 2 -

Themes Show Fields Permission
E 3 From rachel.zhan@gtiit.edu.cn

rachel.zhan@gtiit.edu.cn

itsupport@ gtiit.edu.cn %

opencase@gtiit.edu.cn %

4 Other Email Address...
ngJE::f

c. Input the shared mail then click OK.

Review

0
¥ O

Use Vaoting
Buttons

Send From Other E-mail Address

From... IT Suppo |
Send Using | liyuewen@ gtiit.edu.cn
K

Cancel

d. Choose the shared mail which you added as the sender.

Department of Information Technology

Self-Service Portal https://helpdesk.gtiit.edu.cn
Room 538, Administration Building

Guangdong Technion-Israel Institute of Technology

Page 3 of 4

Publish Date:



How to open another mailbox

From - itsupport@gtiit.edu.cn
To...
Send
. ||
EBcc... |
Subject |

Thank you for your attention. Should you have any further questions? Please contact the IT
Service Desk (https://helpdesk.gtiit.edu.cn).
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