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[bookmark: _GoBack]Accessing Another Mailbox in Outlook Web Access
When you are granted access to additional mailboxes, those mailboxes automatically display in the Outlook 2013 client. When accessing Outlook Web Access, you need to manually open additional accounts you wish to access.
1. Browse to https://outlook.office365.com and log into your account.
2. After your mailbox loads, click the user icon to the right of the help icon in the upper-right corner.
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3. Choose Open another mailbox…
4. Enter the e-mail address of the account you wish to access, then select it from the list of accounts.
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5. Click Open.
6. The additional account opens in a new browser tab.
7. You can now fully manage that mailbox as if you were logged into that account.
[image: ]
Once you are logged into the other account, you can add it to your Favorites/Bookmarks to access that account more easily.
Accessing another mailbox via Outlook Web Access gives you additional tools that are not available when using the Outlook Windows client (for example, the ability to create rules) and typically allows sending from that account immediately.
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