
   
 

Adding a shared mailbox / calendar in Outlook 2010 

1. Open Outlook 2010 and select the File tab in the top left corner; 

 

2. Select Account Settings, and in the drop down options select Account Settings…; 

 

3. Click Change…; 

 



   
4. Select More Settings…; 

 

5. Select Advanced; 

 

6. Select Add…; 

 

 



   
7. Type in the name of Spire Hospital and click OK; 

 

8. Select the name of the Shared Mailbox and click OK; 

 

9. Click Apply; 

 

 

 

 

 



   
10. Click OK; 

 

11. Click Next>; 

 

12. Click Finish 

 



   
13. Click Close; 

 

14. Your shared mailbox will now show in the left hand pane in Outlook 2010; 

 

15. Select Calendar; 

 

16. Place a tick next to the new shared calendar; 

 

 

 



   
17. You can now see the new shared calendar alongside your personal calendar; 

 


