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Requesting AMail Drop

A mail drop is a group mailbox (with one or more owners) assigned Requesting a Mail Drop
to a department or organization within the University. Mail drops
allow an owner to send e-mail messages from the mail drop's e-mail

address rather than from their own e-mail address. Faculty/staff Ope_ning a Mail Drop by
can request a mail drop by e-mailing the OTS Help Center at Adding it to Your

helpcenter@towson.edu and include the following: Current Outlook Profile
f  The names of those who need full access to the mail drop T Sending Messages from

 Automatically Setting

I The desired e-mail address of the mail drop Replies to a Mail Drop

T The desired Afriendly nameod of the i i h i s wha
appear in Outlook's Global Address List) Setting Mail Drop

Permissions

Requests may be granted or denied based on the legitimacy of the

request, perceived manageability issues, or perceived conflicts with

other names or services provided by the University. drop

I More Restrictive

Permissions

Adding Owners to a Mail

Opening a Mail Drop by Adding it to Your Current
Outlook Profile Additional Information

Owners of the mail drop (or those granted permission to read
mail drop messages) can follow these instructions to add the mail
drop to their current Outlook mail profile:

1. Open Microsoft Outlook 2007.

2. Click the Tools menu and select Accounts Settings. The Account Settings dialog box will
open (Fig 1).

3. On the E-mail tab, click the Change button (Fig 1, 1).
The Change E-mail Account dialog box will open (Fig 2). Click the More Settings button
(Fig 2, 1).

Figure 1
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Figure 2
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iz usually your user name.
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5. The Microsoft Exchange dialog box will open (Fig 3). Click the Advanced tab (Fig 3, 1).
6. Click the Add button (Fig 3, 2).
Figure 3
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7. Under Add mailbox: type in the Add Mailbax ﬁ

mail drop name (Fig 4, 1) ex. Help Center.
8. Click the OK button (Fig 4, 2).
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9. Click OK to close the Microsoft Exchange dialog box.
10.
11.
12.

Click Close to close the Account Settings dialog box.

and open Microsoft Outlook 2007.

13.
the Folder List graphic (Fig 5) in the navigation pane
(left hand pane) of the screen.

14. Click on the Plus (+) Sign beside the new mailbox and
select the Inbox (Fig 6, 1) to view messages within the mail

drop.

Sending Messages From A Mail Drop

Only mail drop owners can send messages from the mail drop
address. When using your current Outlook profile to view the
mail drop, follow these steps to send messages from the mail
drop address:

1. Create a new e-mail message. (Click the New button).
2. Click the Options tab on the Ribbon (Fig 7, 1).

Click Cancel to close the Change E-mail Account dialog box.

Close down Outlook and Log Off of your computer. Log back on to your computer

The mail drop will now appear in your folder list. To display your folder list, click

Figure 5
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3. In the Fields group, click the Show From button (Fig 7, 2). The From field will be added to the

new e-mail message.

4. Type the mail drop name beside From, or click the From button and choose the mail drop name

from the Global Address List.
5. Edit and send your message as usual.

6. The message will be in your Sent Items folder. You can drag-and-drop it into the mail drop's

Sent Items folder if you wish.

Figure 7
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If you are not the Mail Drop Owner, you will have to use your own personal account when replying to
messages received at this location. For many, this is a problem because correspondence related to
the mail drop will begin arriving in their personal Inbox instead of back to the mailbox alias. Here's

one way to overcome this issue.

1. Open a message in the mail drop and click on either Reply, Reply to All, or the Forward button

as necessary.
2. Click on the Options tab on the Ribbon (Fig 8, 1)
3. In the More Optlons group click the Direct Replies To button (Fig 8, 2).

Figure 8
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4. The Message Options dialog box will appear (Fig 9). Click beside Have replies sent to:
to place a check in the box if one in not already there.

button to find the name in the Global Address List.
6. Click the Close button and complete your message as usual.

Replace your name with the name of the mail drop (Fig 9, 1). You can use the Select Names

If anyone receiving this message wishes to reply to it, the reply will automatically be addressed to

the mail drop rather than your personal account.

Figure 9
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Adding Owners to a Mail Drop

To add or remove owners for a mail drop, contact the OTS Help Center and provide them the
mail drop name and new owner's username. Anyone who needs full access to the mail drop
(including being able to send from the mail drop's address) should be added as an additional
owner. This is the preferred way to give people access to the mail drop.

More Restrictive Permissions

If you wish to set more restrictive permissions for other users (such as read-only access to the
mail drop's Inbox), the process is similar to setting up the permissions on your personal

calendar. The following is an example of how to set read-only permissions on the Inbox of a

mail drop:

1. From the FolderList( on the |l eft side of Outlook), expand the mail
on the + sign.
2. Right-click the Inbox folder within the ma i | d rfolged tee (Fig 10, 1).

A menu will appear. Click Properties (Fig 10, 2).

Figure 10
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4. The Properties dialog box will appear (Fig 11). Figure 11

5. Click the Permissions tab (Fig 11, 1). Mailbox - Technology Training Properties m

MName

Default

To allow someone new to read the messages:

I Click the Add button and add their name(s)
as you would for a new message.
i click OK when done. The name(s) you chose

will now appear in the list at the top of the
window (Fig 11, 2).

Permissions

9 Click once on a name, then click beside Full

Permission Level: ’Rﬁ\riewa Y]
Details under Read (Fig 11, 3). Repeat as Read Wirite
necessary. () None [ Create items
@) Full Details [ create subfolders
' . [ Edit own
To remove someone's permissions: [P Edital
9 Sselect their name from the list. Other
. [ Folder owner
9 cClick the Remove button. [ Folder contact
Folder visible
6. Click OK.
ok J[ cancel |[ apply

Additional Information

There are additional tasks that may be necessary for some mail drop owners. These include:
1 Opening a mail drop using a separate Outlook profile
i Creating rules or setting out-of-office messages on mail drops

1 Opening mail drops in Outlook Web Access

ming these tasks is available in Know

I nstructions for perfor
dropo) . You can view these instructions by

and Using a Mail
browser:

https://www.towson.edu/knowledgecenter/article.aspx?article=187




