Sharing Access to Departmental Gmail Accounts

If your Department needs multiple people to access an email account, there is a simple
way to do this in Gmail. Rather than having to log out of your account to log into a
departmental account, you can now go into a shared account simply by clicking on a link
inside your account. To set this up:

1. Log into the account you want to share access, and click on the Settings link at the
top right of the Inbox page.
2. Click on the Accounts tab

You will see the page below:

Settings
General Labels Accounts Filters Forwarding and POP/IMAP Chat Web Clips Labs Gadgets Priority Inbox Offline Keyboard Shortcuts
Themes

Change account settings: Google Account settings
Change your password and security options, and access other Google services.
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Now click on Add another account next to Grant access to your account and you will see
the following page:

Grant access to your account

Specify a Google Account holder to access your account.
This person will be able to sign in to your account to read, delete and send mail on your behalf. They will not be able to change
your account setlings or your password.

Error: Google account address you have specified is invalid.
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Type in the address of the person who needs access and click on Next Step button. You
then see the following page:



Are you sure?

You are about to grant 1000001 @antioch.edu access to your mail. You will be able to revoke this
later.

In order to complete this process, we need to send 1000001 @antioch.edu a confirmation email to
accept access. After accepting access to your account, they will be able to open your account.

1000001@antioch.edu can access your mail using HTTPS only.

(Cancel ) (Send email to grant access )

Click on Send email to grant access. The system will send an email to the designated
users (this email will come from the Antioch.edu team). You will need to open the email,
and click on the link accepting access to the Departmental account. Then you will need
to wait approximately 30 minutes then a Switch Account link will appear when you click
on your email address at the top right of your Inbox:

Share... m

Paul Deardorff
pdeardorff@antioch.edu

Profile

Google+

Account settings

Privacy

This account is managed by antioch.edu. Learn more

Sign out Switch account

- Rosoudcc

Click on Switch Account and you will be given list of other accounts that are accessible
from your account.
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Click on the account you want to access. It will open in a new page/tab.

To remove access, go back to the accounts tab and you will see a link to remove account
access.



