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1.0 Introduction

This document explains how to access another Microsoft Outlook Mailbox account using Outlook Web Access (OWA),
Outlook 2003 and 2007. With granted access to another account, the requestor can perform many of the same
functions as they would be able to from their own account, such as open and read the contents of the mailbox, view

the calendar, contacts and tasks. However, grant access will not allow the requestor to send messages from that
mailbox.
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2.0 Prerequisites

To use this feature, the requester must have already successfully completed and submitted the eHealth Ontario Grant
Access Change Request form. Once the account has been provisioned, the requestor’s LRA will notify them when the
account can be accessed. When the requestor has been granted access to the requested mailbox, they will only have
access to the mailboxes for which the permissions are applied.
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3.0 Accessing Another Mailbox With OWA

Accessing a mailbox that you have been granted access to through Outlook Web Access (OWA) requires that you log
into your own mailbox first.

1. Open aweb browser.
2. Enter https://mail.one-mail.on.ca in the URL address bar of the browser.
3. Enter your user ID and password when prompted.

4. After you have successfully logged in, you will be presented with a screen similar to that shown below.
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5. Place your mouse pointer on the browser’s URL bar and left click to put the cursor in the URL bar. This may
cause the text in the URL bar to be highlighted. Press the End key to put the cursor at the end of the line.
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6. Atthe end of the current URL address type ‘/” and then the user ID of the person whose mailbox you will be
accessing. The user ID is usually the same as their email address. The picture below shows how this will look
on your screen.
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7. When you have correctly entered the account name, press the Enter key.
The browser should now refresh the screen. Check the name of the mailbox in the Folders pane on the left
hand side of the screen. It should now have the name of the person to whose mailbox you have been granted
access.
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8. You can use this mailbox as you would use your own. Managing email, calendars, contacts, to-do lists, etc. is
exactly the same as using your own mailbox.

9.  When you are finished with this session, log out as you normally would.
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4.1 Accessing Another Mailbox With Outlook 2003

In order to access another mailbox to whicht you have been granted access using Outlook 2003, you must first open
Outlook and log into your own mailbox.

1. Once you have accessed your own Outlook 2003 account, select the Tools menu item.
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2. Select the E-mail Accounts option from the drop down menu. This will start the Outlook Configuration

Wizard.
Send/Receive 3
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3. Selectthe View or change existing e-mail accounts option and click the Next button.

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

radd a new e-mail account

(%) Wiew or change existing e-mail accounts

Directory

(radd a new directory or address book
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4. Click the Change button from the E-mail Accounts panel.

E-mail Accounts

E-mail Accounts

‘ou can select an account and change its settings ar remove it

Outlook, processes e-mail for these accounts in the Following order:

ft Exchange Server

Type
Exchange (Default)

Deliver new e-mail ko the Fallawing location;

!Mailbox - Doctor Who

\q [ e Ouklook Data File, ..

Chang...

Remove

e

I_ = Back “ Finish l [ Cancel

5. Click the More Settings button on the next panel.

E-mail Accounts

Exchange Server Settings

sysberm administrator,

Microsoft Exchange Server;

iz usually wour user name,

User Name:

‘o can enker the required information to connect ko wour Exchange server,

Twpe the name of wour Microsoft Exchange Server computer, For information, see your

| x-back-end, subscribers. dave

[TJuse cached Exchange Mode

Twpe the name of the mailbox set up For wou by vour administrator. The mailbox name

|D0ctnr Wha

Moreﬁettings
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6. Select the Advanced tab on the Microsoft Exchange Server tab and click the Add button.

Microsoft Exchange Server

zeneral | Advanced I.Securitv | Connection | Remate Mail |

Mailboxes
Open these additional mailboxes:

Cached Exchange Mode Settings
[Juse cached Exchangs Made

Mailbos: Mode

Cutlook is running in Unicode mode against the
Microsoft Exchange server,

[OFFIinE Folder File Settings. .. J

L 218 ][ Cancel J Apply

7. Enter the user ID of the person to whose mailbox you have been granted access. The user ID is usually the
same as their email address. Click the OK button to continue.

Add Mailbox [X|

Add mailbox:
| daverg@daver.org |

l DM [ Cancel ]
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8. Click the Apply button to apply the changes, and then click the OK button.

I

Microsoft Exchange Server

| Gereral | Advanced | securiey | Connection | Remote Mail |

Mailboxes
Open these additional mailboxes:

Radford-Grant

Remave

Cached Exchange Mode Settings
[1use Cached Exchange Mode

Dawnload Public Folder Favarites

Mailbox Mode

Cuitlook is running in Unicode mode against the
[ Microsoft Exchange server,

[ Cffline Folder File Settings. .. ]

f [ ok [ concl [ agw |

9. Click the Next button to move to the next steps.

. E-mail Accounts E |

Exchange Server Settings
You can enter the required information ko connect to wour Exchange server,

Tvpe the name of your Microsoft Exchange Server computer, For information, see vour
sysbem administrator,

Micrasoft Exchange Server: |Ex-hack—end.suhscrihers.da\-’e

[Juse cached Exchange Mode

Tvpe the name of the mailbox sek up For wou by vour administrator, The maibox name
is usually wour user name.

User Mame: | Doctor Who P

More Setkings ...

< Back ] qfxt> ][ Cancel
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10. Finally, click the Finish button.

E-mail Accounts

E-mail Accounts
‘¥ou can select an account and change its settings or remove it

Cutlook processes e-mail for these accounts in the Following order:

Type Change...

[ crange... ]

soft Exchange Server Exchange (Default)

Remaove
et as Default
Move Lip

Mevee Down

Deliver new e-mail ko the Fallowing location:
Mailbox - Doctor Wwho ¥ | [ New Outlack Data File.

< Back ] Einish ]’ Cancel
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Your default screen will refresh showing the set of folders belonging the person to whose mailbox you have been

granted access. You should see the other set of mail folders appear under your own folders in the All Mail Folders
pane on the left hand side of the screen as shown below.
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from pop Lo
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LA Drafts

=L

EEE

You can use this mailbox as you would use your own. Managing email, calendars, contacts, to do lists, etc. is exactly
the same as using your own mailbox.

When you are finished with this session, log out as you nhormally would.
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5.1 Accessing Another Mailbox with Outlook 2007

In order to access another mailbox to which you have been granted access using Outlook 2007, you must first open
Outlook and log into your own mailbox.

1. Once you have accessed your own Outlook 2007 account, click the Tools menu item.
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2. Select the Account Settings option from the drop down menu.

Tools | Actions  Help

Send/Receive 3

Instant Search 3
Address Book..,  Ctrl=Shift=B
%f Organize
Eﬁ Rules and Alerts..,
Jut of Office Assistant..,
Mailbox Cleanup...
@ Empty "Deleted Items” Folder
@ Recover Deleted Items..,
Forms »
Macro 3
Account S%ngs...
Trust Center...
Customize...

QOptions..,

3. Selectthe ONE Mail Direct Exchange Server and then click the Change button.

Account Settings

E-miail Accounts
You can add or remove an account, You can select an account and change ks settings,

K Remove B

Type
Exchangs (zend from this account by default)

Selecked e-mail account delivers new e-mail messages to the Following location:

Mailbox - Doctor Who' Inbox
in data file C:\Documents and SettingsiMain User\...\OutlooklouthockD . ost

X

E-mail | Data Files  R55Feeds | SharePoint Lists  Internet Calendars | Published Calendars | Address Books |
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4. Click the More Settings button on the Change E-mail Account panel that appears.

Change E-mail Account

Microsoft Enchange Settings
You can enter the required information bo connect ba Microsoft Exchange,

Type the name of your Microsaft Exchange server, For information, see your system

Micrasoft Exchange server:  Ex-hack-end subscribers dave
[“] use Cached Exchange Mode

Type the name of the mailbox set up For vou by your administrator, The malbox name

User Mame: |Doctor Who I

5. Select the Advanced tab on the Microsoft Exchange panel and click the Add button.

Microsoft Exchange &l

| General | Advanced | security | Connection | Remate Mail|

Femove

Mailboxes
Open these additional mailboxes:

Cached Exchange Mode Settings

Use Cached Exchange Mode
Download shared Folders {excludes mail folders)
[ ] Download Public Folder Favorites

Mailbox Mode

Cutlook is running in Unicode mode against Microsoft
Exchange.

[ Ziffline Folder File Settings. .. l

[, Ok, J[ Cancel l Apply
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6. Enter the user ID of the mailbox to which you have been granted access. The user ID is usually the same as
their email address. Click the OK button to continue.

Add Mailbox |

add mailbo;
| daverg@daver.ig |

[ 4] 4 ] [Cancel ]

7. Click the Apply button to apply the changes, and then click the OK button.

Microsoft Exchange I§|

| General | Advanced | Security | Cannection | Remate Mail |

Mailboxes
Open these additional mailboxes:

Dave Radford-Grant

Femove

Cached Exchange Mode Settings

s Cached Exchange Mode
Download shared Folders {excludes mail Folders)
[ ] pownload Public Folder Favarites

Mailbox Maode

Cutlook is running in Unicode mode against Microsoft
Exchange.

[Ofﬂine Folder File Settings. .. ]

[ Ik ][ Cancel ]| [}Upply I
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8. Click the Next button to continue.

Change E-mail Account |">_<|

Microsoft Exchange Settings
ou can enker the required information bo connect to Microsaoft Exchange.,

Tvpe the name of your Microsoft Exchange server, For information, see your swskem
administrator,

Microsoft Exchange server; |Ex—back—end.subscribers.dave

Use Cached Exchange Mode

Type the name of the mailbox set up For wou by wour administratar, The maibox name
is usually wour user name.

User Mame: IM Check Mame

< Back: | Nexh§ ’_ Cancel J

9. Click the Finish button.

Change E-mail Account

Congratulations!

You have successfully entered all the information required ko setup your
accounkt.

To close the wizard, click Finish.
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Your default screen will refresh showing the set of folders belonging to the mailbox to which you have been granted
access. You should see another set of mail folders appear under your own folders in the Mail Folders pane on the left
hand side of the screen.
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 Mail «| ) DaveRadford.. | test10:33

: : £ =% | Jeffery R-G [jeffery@dnstestdrg]
You replied on 5/16/2008 10:55 AN

Fri S/16/2008 10:33 &AM
Davve Ractford-Grant

=
|

13
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[] Junk E-mail
[ Outbex
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[ Sent ltems L ]
13 L@ Search Folders
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L g Juni®E.mail
(3 outbea
[ sent ltems
| e
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test &3

{3 Doder Whe 5/
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sy, epo) -5 “podds Bupmerdn o [ deg ogq-o0] t:]

-

Al fedders are up to date, D7 Cinbine with Microsedt Exchange =
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