Resource Account Instructions

Managing a Resource Email Account in Outlook
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OVERVIEW OF RESOURCE ACCOUNTS FOR OWNERS

As the owner, you have full rights and “send as” permission for your resource account. This means
that you can send and receive messages from this account. You also have the ability to give other
users permission to access the resource account. These other users with access to the account are
known as delegates.

If your delegates only need access to read messages in the account, but will not send messages from
the account, you can assign delegate access yourself. If any of your delegates require the ability to
both read and send email from this account, also known as "send as" rights, you must request these
privileges from Netadmin at netadmin@depaul.edu.

EMAIL RETENTION AND ARCHIVES

As the owner of a resource account, you have the choice of three email retention/archive policy
options. By default, all new resource accounts are assigned to the 90-Day Email Retention and
Archive Option. If you would like to retain email in the account longer, you may request either the
18-Month or the indefinite option.

For details about DePaul email retention policies, please refer to the Email Retention and Archives
document.

ACCESSING A RESOURCE ACCOUNT:

There are two methods for resource account owners to access their resource accounts:

1. Ina web browser, using the Outlook Web App (OWA) at http://outlook.depaul.edu
2. In Outlook, as an additional mailbox from your primary profile in Outlook
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#1 OPENING A RESOURCE ACCOUNT IN A WEB BROWSER

Accessing your resource account in a web browser is a convenient method if you need to quickly
check emails but are away from the office desk. However, you cannot change many configurations
such as adding delegates or editing folder permissions.

[
For Windows == and Mac .

Using a direct link:

You must be the owner or have full access rights for the resource account to open it in OWA

1. Navigate to https://outlook.depaul.edu/owa/resource acct name@depaul.edu,

substituting the name of your resource account for “resource acct name”

2. Sign in with your Campus Connect
username and password. DEPAULUNIVERSITY

OUTLOOK WEB APP

Security [ show explanation )

@ This is a public or shared computer
O This is a private computer

User name: | |

Password: | |

Switching to the Resource Account:

1. Loginto OWA with your Campus Connect username and password as described above or at

sign out | Jones, Jane -

hd Someone Options - @~

https://outlook.depaul.edu

2. Once you have signed into OWA, click
your username in the window’s upper

right corner

_
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3. Type the username of the resource

account you wish to open sign cut | Jones, Jane
QOpen Other Mailbox x

Select mailbox:
jsmithi] Open._.

Smith, Joﬂ[ismithl@depaul.edu] Ections -

4. Click Open to switch to the resource

sign out | Jones, Jane

account
Open Other Mailbox x

Select mailbox:

Smith, John Open..{b

#2 OPENING A RESOURCE ACCOUNT IN OUTLOOK

== For Windows

As an owner, you should see your resource account

- ] i 4 Favorites
beneath your primary email address inbox, after Inbox
Netadmin has granted you access. Sent Items

Primary account
AT, 2. .@depaul.edi>

Conversation History

[+ Inbox
Drafts
Sent Items
Deleted Items
Qutbox
RSS Feeds
Junk E-Mail

[ Search Folders
Resource account

ASharedAccou
Inbox
Drafts

Sent Items

Contact Netadmin at netadmin@depaul.edu if you do not
see your resource account in Outlook.

Deleted ltems
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.’ For Mac

As an owner, you need to add your resource account manually: File Edit Vi

1. Go to Outlook menu and select Preferences

About Outlook
Preferences... a8,

Work Offline
Turn Off Reminders

Services >
Hide Qutlook #H
Hide Others TEH
Show All
Quit Outlook ®Q
2. Select Accounts ) Outiook Prefarances
Show All
Personal Settings
[E] () = A ané %
General Accounts Notifications & Categories Fonts AutoCorrect Spelling &
Sounds Grammar
Email
= ] v s
Reading Composing Signatures Rules Junk
Other
m & ]
Calendar Contacts Security & Privacy

Default Account

3. Click Advanced in the lower
. . « Depaul
right side corner I —r—

- S

Depaul
Exchange/Office 365 Account

Account description: Depaul
Personal information

Full name: "

E-mail address: - _ "®depaul.edu
Authentication
Method: User Name and Password

User name: dpu\

Password: eeeesssssssssss
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4. Select Delegates tab

5. Under Peoplelam a
delegate for, click + to add
a resource account

6. Search and select the
name of your resource
account. Click Add

. Server l:ﬂ@a Security |

Delegates who can act on my behalf:

_

Send my meeting-related messages to:

<

My Delegates Only

People | am a delegate for:

-
Choose a Person
ICL asharedaccount I 0]
ASharedAccount
o asharedaccount@depaul.edu
Cancel Add
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ENDING EMAILS AS A RESOURCE ACCOUNT

== For Windows

When you wish to send an email from the resource account address, you need to click the Options

tab and toggle the From tab in order to change to the resource account address

ADOBE PDF Q Tell me what you want to do...

Message Insert Format Text Review
Aot [ - 0.0 Ll D
D] t:::i (’ = @ ) L/:L Request a Delivery Receipt R ')7" &_
Themes E o age Bec | From | Permission Use Voting Request a Read Receipt Save Sent De.:lay Direct
ects™ Color~ v Buttons ~ Item To ~ Delivery Replies To
Themes Show Fields Permission Tracking & More Options &
To..
=]
Ce.
Send
Subject

Review ADOBE PDF Q Tell mew

Message Insert Format Text
Ay Ecolors~ /i [laml = Y
:_—‘ :E i ) = E o %5 Request a Delivery Receipt ;
Themes Page Bcc (From  Permission  Use Voting Request a Read Receipt Save
. [@leffects~ oo - Buttons ~ Item
Themes Show Fields Permission Tracking =

“ ' @depaul.edu

Send I asharedaccount@depaul.edu xl

Other E-mail Address...

Fuvyoee

.’ For Mac

When you wish to send or respond an email from the resource account address, click the double

arrow icon as shown below to select the email address.

= Untitled 2

Message Options

=] = Untitled 2

Message Options

merll—-w-_l-l-l
I ASharedAccount (ASharedAccount) I

To
Cc:

Subject: |
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Giving Permissions to Other Users

As the owner of a resource account, you have the ability to give other users permissions to access
the Inbox and other folders of the account. These other users with access to the resource account
are known as delegates.

If your delegates only need access to read messages in the account, you can assign delegate access

yourself using Outlook for Windows or Mac.

If any of your delegates require the ability to read and send email from this account, also known as
"send as" rights, you must request these privileges from Netadmin@depaul.edu.

Once you have assigned delegate access to another user, be sure to provide them with the
instructions for adding an additional mailbox.

ASSIGNING ACCESS TO DELEGATES

E® For Windows

s
1. Asanowner, right click your resource account . =2 @depaul.edu
and select Data File Properties Conversation History

[+ Inbox
Drafts
Sent ltems

[ Deleted ltems
Outbox
RSS Feeds
Junk E-Mail Right click

|- Search Folders

4 ASharedAccour |
Open in New Window

Inbox - . .
DOpen File Location
Drafts =
§x Close "ASharedAccount”
Sent ltems
New Folder...
Deleted ltems
X Show in Favorites
Junk E-Mail
2] Sort Subfolders Ato Z
Outbox

» Online Archive I Data File Properties... I
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2. Select Permissions tab, Ashercdaccoun Propertis
click Add to add user you General Home page [Permision: |

. . . H HName Permission Level
wish to give permissions
Anonymous None

3. Search the username to

. Add... Remove Properties...
find the delegate permisians
username, click Add and remsontere: B

Read write
(® Mone
then OK () Full Details
Search: @ Name only () More columns  Address Book
. [auser | | Go | [Global Address List - CWANG11@depaule |  Advanced Find
4. Click OK to close the Add eete ems _ _
Name Title Business Phone Lacation
Users window Sy -  p
O own & Austin, Sommer Part Time Faculty
Oan & Au-Yeung, Enrico Assistant Professor (773)325-1341 LPC, SAC 532
& Avalos, Isabel Registration Coordinator  (312) 362-6407 Loop, Daley, 1010
& Avdul, David Director, Compensation  (312362-6441 Loop, Daley Buildi
& avella, Mike Adjunct 312362-6777 14 E. Jackson Bivd,
& Avery, Michael Part Time Faculty
& Auila, Elizabeth Administrative Assistant
& Avila, Melania Sr. Administrative Assistant 312-362-6369 14 E. Jackson Bivd.
& Avlonas, Nikolaos Lecturer (312)362-8783 Loop DPC 7000
- AVioop (312) 362-8431 Owner: Martin Wil
& AVLPC (773) 3257861 Owner: Laz Rice
& AvPCrossCollege Owner: Caryn Chz
& Awalt, Steven ‘Web Content Administrator (312) 362-8727 Loop, 14 E. Jackso!
& Aweh, Fortune Desk Receptionst (7733257196 LPC, CE, 301
& Awtry, Lauren Writing Tutor (7733254272 IPC sAC 212,
e bt aaie mao e it
< >
TR
5. Select the Permission Level you wish your delegate permissions
Leermission evet| [ one
to have. eao
@) None
) Full Detaits | Publishing Author
Author
. Hanediting Author
6. Click Apply to save. Revcwer
Contributer
Deete items Mone
(®) None [C] Folder owner
) Owm [ Folder contact
Can [ Folder visible
o | ane

Important: You will still need to grant access for each of the resource account folders, such
as Inbox, Drafts, and Deleted Items, etc. For example, if you want to give someone
permissions to read emails in the Inbox:
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a. Right click the Inbox folder of the

resource account
b. Select Properties

c. Perform the same steps as
before:

Click to Permissions tab
Click Add to find the user

Click OK to close the Add
Users window

Set the Permission Level

Click OK

Inbox Properties

General HomePage Permissions  synchronization

4 ASharedAccount

Drafts

Sent lte

Deletec - I

Junk E-
Outboy
x

I-'E Open in New Window

New Folder...

b Onlin¢ & Mark All as Read

0

Delete Al

Show in Eavorites

- Y
+  Move Dawn
| properties... |

&
@&

e

Convert “Inbox" to Adobe PDF
Append "Inbox" to Adobe PDE

Search: @ Name only O More columns ~ Address Book

Name Permission Level | [auser | Go | [Global Address List - CWANG11@depaule ]  Advanced Fing
Default None Name. Tite Business Phone Loaation
Anomymous None
Austin, Sommer Part Time Faculty
Au-Yeung, Enrico Assistant Professor (773)325-1341 1pc, SaCs32
o, emore p— Avalos, sabel Registration Coordinator  (312) 3626407 Loap, Daley, 1010
Avdul, David Director, Compensation  (312)362-6441 Loop, Daley Buildi
Permissions Avella, Mike Adjunct 3123626777 14E Jackson Bivd,
Pemission Levet: [None o | & aven, Micnaer Part Time Facutty
Avila, Elizabeth Administrative Assistant
Read wrte
Avila, Melania Sr. Administrative Assistant  312.362.6369 14E Jackson Biva
@ Mone Ocreate items f Laop DPC 7000
(OFull Details [create subfolders 1 Owner: Martin Wil
[Jedit own 1 Owner: Laz Rice
Dleditan General Home Page Permissions Synchronization Owner: Cann Chz
7 Laop, 14 €. Jacksol
Delete items Other Name Fermission Level i 1pC, CE, 301
@ Nane [JFolder owner Defauit Nane : LPC, SAC, 212
Oown Folder contact Anonymous Hone. 7 :Scov .
O DlFolserwsible 2 auser Hone 5
Add. Remove Froperties.
Permissions

Permission Level: | None

Delete items__|None.

Read ner
Publishing Editor

@® None

O Full Details | Publishing Author
[Author
Nonediting Author
Reviewer

Contributor

® None
Oown
O

] Folder owner
[ Forder contact
Dl Fotderisiole
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" For Mac

1. Asanowner, right click your resource account and

select Sharing Permissions

2. Click Add User and find the user you want to give
permissions to the resource account

3. Select the Permission Level you wish your delegate

to have.

Important: You will still need to grant access for each of the resource account folders, such
as Inbox, Drafts, Sent Item, and Deleted Items, etc. For example, if you want to grant your
delegate access to the Inbox and Send Item folder, perform the exact same steps as above
by right click Inbox > Sharing Permissions > Add User and set the appropriate Permission

Levels.

A
[M Open in New Window

(@ Inbox
{5 Drafts
(3 sentit Synchronize Now

ELELE  Sharing Permissions. ..

® JunkE Properties...

New Folder

» B online Ar  Empty Junk Folder
Empty Deleted Iltems

- Remove Shared Account

[coeset | )

auser
auser@depaul.edu

Cancel Add

Properties

| General  Storage [AduILiEIM

User Role
Default Nene
Anonymous None
auser Editor

Remove Add User...

| Permission Level: | Editor
Read Write
(" Nene Create items
© Full details | Create subfolders
| Edit own
Editall
Delete Other
" Nene Folder visible
iown | Folder contact
oAl [ Folder owner
Cancel

tsc@depaul.edu
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FOR DELEGATES — ADDING A RESOURCE ACCOUNT IN OUTLOOK

As a delegate, you will need to follow the instructions to add a resource account email to your

Outlook.

== For Windows

1. In Outlook 2010: In the orange File
ribbon tab, click Info, then Account
Settings, and Account Settings...

In Outlook 2013 or 2016: In the blue
File ribbon tab, click Info, then
Account Settings, and Account
Settings...

-0|';j1‘-’? @ W
Home

Save As

% Save Calendar

@,:I Save Attachments

=

Info

4

Open
Print

Help

|z] Options

B Exit

©

Infa
Open & Export

Save As

Office Account

Options

Calendar

Send / Receive Folder View Add-Ins Appointm,

Account Information

JDOMELAN@depaul.edu
m Microsoft Exchange

gp Add Account

Account Settings

Modify settings for this accour
additional connections.

a3l

Account

- MAccess this account on th
Settings ~

https://outleck.depaul.ed

== '| Account Settings,,. cco
@},‘, Add and removehcounts or thange t

existing connection settings.

Account Informat

(/'] DePaul Exchange
[ Microsoft Exchange

Account and Social N
(8]

Change settings for this account!

Account connections.
Settings - Access this account on the v
=d
8] Aecoumt et J
.Q Add and removelatcounts or prks.

change existing connection settings.
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2. Select your default account and click
Change...

3. Click on More Settings...

4. Select the Advanced tab and then click on
Add.

tsc@depaul.edu

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 Baoks|

G New.., FRepair.. |4 chagge.. | @ seteiDemut X Remove &

Name.

Type
L] DePaul Exchange

Microsoft Exchange [send from this account by def..

Selected account delivers new messages to the following location:

JDONELAN @depaul.edulinbox
in data file C:\U: DePaul Exchange -

r3).0st

Close

< Back

m Advanced | Security | Connection
Mailboxes

Open these additional mailboxes:

| Mext = || Cancel |

Add...

Remove

Cached Exchange Mode Settings
Use Cached Exchange Mode

|:| Download shared folders
|:| Download Public Folder Favarites

| outlook Data File settings...

Mailbox Maode

Cutlook is running in Unicode mode against Microsoft
Exchange.
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5. Enter the name of the additional mailbox
into the Add mailbox field. Click OK, then

Next, and Finish.
Add mailbox

sampleres%rcﬂ |
Lng®

| OK | | Cancel |

6. The new mailbox should now be located in your Navigation

4 ASharedAccount
Pane beneath your main mailbox. In this example, you'll Inbox
notice that only the Inbox, Drafts, and Deleted Items folder Drafts

are visible, and other folders such as Junk E-mail and
Deleted ltems

Outbox are missing. This is because your resource account

owner did not grant those folder permissions to you.

Contact your resource account owner if you need access to

those folders

.’ For Mac

As a delegate, you need to add your resource account manually:

1. Select Outlook menu File Edit Vi
About Outlook

2. Select Preferences
Preferences... 38,
Work Offline
Turn Off Reminders
Services >
Hide Qutlook XH
Hide Others NEEH
Show All
Quit Outlook ®¥Q

Y
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3. Select Accounts

4. Click Advanced in the lower

right side corner

[ X6 Outlook Preferences
Show All
Personal Settings
o zg e %
© ] ned nac
General Accounts Notifications & Categories Fonts AutoCorrect Spelling &
Sounds Grammar
Email
= £ ¥4 e
Reading Composing Signatures Rules Junk
Other
Calendar Contacts Security & Privacy
Default Account
~ Depaul Depaul

cwangl1@depaul.edu

[~

Exchange/Office 365 Account

‘Account description: ‘ Depaul

Personal information

Full name: ‘ .

E-mail address: - _ “@depaul.edu

‘Authentication

Method: User Name and Password

User name:  dpu\

Password: ‘aaaallll....ooo

tsc@depaul.edu
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5. Select Delegates tab

6. Under Peoplelam a
delegate for, click + to add
your resource account

7. Search for and select your resource account.

8. Click Add.

Server Delegates Security

Delegates who can act on my behalf:

Send my meeting-related messages to:

My Delegates Only

People | am a delegate for:

Cance
Choose a Person
| Q. ashar | Q)
ASharedAccount
° asharedaccount@depaul.edu
o

The new mailbox should now be located in your Navigation Pane beneath your main mailbox. In this

example, you'll notice that only the Sent Items folder is visible, and other folders such as Inbox, Junk
E-mail, and Outbox are missing. This is because your resource account owner did not grant those
folder permissions to you. Contact your resource account owner if you need access to those folders.

¥ ASharedAccount
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