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When a staff member leaves, you may need to give access to their mailbox to a member of 

your current team, even just for a short while. 

 

Once you have given access, you may need to let you team member know how to access 

that new mailbox. 

 

If they are using the desktop version of Outlook (called the Outlook Desktop Client) they 

should see the new mailbox listed in the left-hand panel as an additional folder to their 

existing mailbox (they may need to scroll down).  

 

Please note that it can take a couple of hours for new mailboxes to show up in the Outlook 

Desktop Client. 

 

If they access Outlook through the browser, please direct them to go to their Outlook 

account and click on their profile picture or initials in the top right of the screen. Select open 

another mailbox and type in the email address that they have been given access to. 

 

The mailbox should be immediately available through the browser, once access has been 

given. 

 

Here is a reference guide to help you https://support.microsoft.com/en-gb/office/access-

another-person-s-mailbox-a909ad30-e413-40b5-a487-0ea70b763081. 

https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.microsoft.com%2Fen-gb%2Foffice%2Faccess-another-person-s-mailbox-a909ad30-e413-40b5-a487-0ea70b763081&data=04%7C01%7Cclarechamberlain%40superhighways.org.uk%7Cf3b1efb7c3c847f0245e08d94526a244%7C5bcd2573e8c446c8b9402046c9bc1785%7C0%7C0%7C637616854493077413%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=Ktm%2Fq3ob%2BvDebsd7zVXGMeWwK2sGfvtwIMAh%2F8TiH48%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.microsoft.com%2Fen-gb%2Foffice%2Faccess-another-person-s-mailbox-a909ad30-e413-40b5-a487-0ea70b763081&data=04%7C01%7Cclarechamberlain%40superhighways.org.uk%7Cf3b1efb7c3c847f0245e08d94526a244%7C5bcd2573e8c446c8b9402046c9bc1785%7C0%7C0%7C637616854493077413%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=Ktm%2Fq3ob%2BvDebsd7zVXGMeWwK2sGfvtwIMAh%2F8TiH48%3D&reserved=0

