Creating a Shared Resource Mailbox in Office 365 for Fax2Mail

The Fax2Mail service delivers faxes via email that are sent to a designated fax phone number. Resource
mailboxes are free to the state as a part of our Office 365 agreement.

To create a shared resource email box, please contact your help desk. They will need to submit a
ServiceNow request or a request through an alternate ordering system if they are not using ServiceNow,
and your agency can then create this shared resource mailbox using the FIM portal. Ensure that the
shared mailbox is allowed to be opened only by the users designated to be allowed to use that particular
fax number. For example, you probably do not want an accounting fax machine to be able to be
accessed by everyone in your agency, so you will need to specify in your request the users or groups that
can access this resource.

Once created, your users should be able to open this mailbox to view faxes that have been received by
that particular fax number.



