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This article reviews how to share inboxes, calendars, and folders within Microsoft 365.

See also:

Microsoft 365: Overview
Encryption: Emails in Microsoft 365

Email sharing and access
Microsoft 365 allows many email sharing and delegation options for email, from sharing the Inbox or
another folder, to allowing another individual to completely manage a mailbox (delegation), including
sending as or on behalf of the mailbox owner.
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Calendar sharing and access
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http://lits.knowledgeowl.com/help/email-calendar-microsoft-365-overview
http://lits.knowledgeowl.com/help/encryption-emails-in-microsoft-365
https://support.microsoft.com/en-us/office/open-and-use-a-shared-mailbox-in-outlook-web-app-bc127866-42be-4de7-92ae-1ef2f787fd5c?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/access-another-person-s-mailbox-a909ad30-e413-40b5-a487-0ea70b763081?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/send-email-from-or-on-behalf-of-an-office-365-group-0f4964af-aec6-484b-a65c-0434df8cdb6b?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/allow-someone-else-to-manage-your-mail-and-calendar-41c40c04-3bd1-4d22-963a-28eafec25926?redirectsourcepath=%25252fen-us%25252farticle%25252fallow-someone-else-to-manage-your-mail-and-calendar-9684b670-7588-4eea-8717-9e5799047540
https://support.microsoft.com/en-us/office/manage-another-person-s-mail-and-calendar-items-afb79d6b-2967-43b9-a944-a6b953190af5?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/share-your-calendar-in-outlook-on-the-web-7ecef8ae-139c-40d9-bae2-a23977ee58d5?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/manage-someone-else-s-calendar-in-outlook-on-the-web-c78e29c6-db6a-4192-8a12-d5761ae7b803?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/share-an-outlook-calendar-with-other-people-353ed2c1-3ec5-449d-8c73-6931a0adab88?redirectsourcepath=%25252fen-us%25252farticle%25252fshare-an-outlook-calendar-with-other-people-ce386fa9-04e3-43a2-8b08-a6b1ce9ca86d
https://support.microsoft.com/en-us/office/open-another-person-s-exchange-calendar-2257f515-408f-48ea-9363-11d0d5848c77?redirectsourcepath=%25252fen-us%25252farticle%25252fopen-another-person-s-exchange-calendar-5b6b0332-a236-4a26-9f02-7edd4f5b208c
https://support.microsoft.com/en-us/office/allow-someone-else-to-manage-your-mail-and-calendar-41c40c04-3bd1-4d22-963a-28eafec25926?redirectsourcepath=%25252fen-us%25252farticle%25252fallow-someone-else-to-manage-your-mail-and-calendar-9684b670-7588-4eea-8717-9e5799047540
https://support.microsoft.com/en-us/office/manage-another-person-s-mail-and-calendar-items-afb79d6b-2967-43b9-a944-a6b953190af5?ui=en-us&rs=en-us&ad=us


Outlook desktop application (macOS)
Share your calendar �
Access another person's calendar�

Folder sharing

Outlook desktop application (macOS)
Share and delegate folders�

Questions?
If you have any additional questions or problems, don't hesitate to reach out to the Help Desk �!

Phone: 610-526-7440
Email: help@brynmawr.edu
Location: Canaday Library 1st Floor

https://support.microsoft.com/en-us/office/share-your-calendar-in-outlook-for-mac-1534a3e9-b6d1-420f-88ae-89abb17ad57e?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/open-a-shared-exchange-calendar-in-outlook-for-mac-060b7bd5-de72-421c-be53-e80266468bd2?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/options-for-sharing-and-delegating-folders-in-outlook-for-mac-a8c46bdb-2f37-42be-9b34-5ac87caf8f3d?ui=en-us&rs=en-us&ad=us
https://td.brynmawr.edu/TDClient/Requests/ServiceDet?ID=201

