1) Sign into SUNY Canton Webmail using SUNY Canton issued NetID & Password
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2) Once signed in, select your Avatar on the top right of the screen and click on “Open another mailbox.”
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3) Type the name of the desired shared email account (see example) in the dialog box. Click on open.
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4) This email account will now show up under the primary account (shown here).
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5) If there is an associated shared Calendar, it can be added by first clicking on Calendar on the top right of

the page.

6) Next, locate “Other Calendars” on the bottom left of the screen. Right-click this to see “Open Calendar”

and select it.
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7) Inthe window that opens, type in the shared email address again in the field labeled “From Directory.”
When complete, make sure to click the “Search” button. Click on “Open”

Open calendar

From directory:

Information Services Help Des
helpdesk@canton.edu

Internet calendar:

8) The appropriate calendar will be visibly listed under “Other Calendars.” Check the box that is next to the

calendar to activate it.
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