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One mailbox per person or one shared mailbox: what works for a small team

The short answer: anyone who writes on behalf of the company should have their own mailbox.
The public addresses (general enquiries, sales) can be a shared mailbox, if replies must come from
that address, or a simple forwarder to the personal mailboxes, if they only need to alert people.
What goes wrong is the whole team in one mailbox with a password everybody knows: nobody knows
who replied, and nobody controls who can still log in.

The ways to organise it

One mailbox
per person

One shared
mailbox,
everyone with
the password

A role address
that forwards
to personal
mailboxes

A mailing list

Everyone answers for what they
write, with their own password and
history. When someone leaves, you
change one password and the
mailbox stays with the company.

Everyone sees everything, and
replies come from the public
address.

Alerting several people at once.

Announcements and internal group
conversations: mailing lists in
cPanel.

If the person is away, nobody
sees their mail, unless they
leave an out-of-office reply
or a forwarder.

No record of who replied or
deleted. A message one
person read looks handled to
the others. The password
spreads over many devices.

Replies come from personal
addresses. Everyone has a
copy and nobody knows who
answered. Forwarding
outside the domain can end
up in spam.

Not made for serving
customers.

The mix that works
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Create a mailbox for each person who writes on behalf of the
company: how to create an e-mail account in cPanel. Which
addresses to create is covered in which e-mail addresses a business
should create.

Decide what each public address is. If replies must come from it, it is a
shared mailbox. If it only alerts people, it is a forwarder: catch-all,
forwarders and aliases.

On a shared mailbox, agree the rules: who handles it each day, and
moving answered mail to a “Done” folder. With IMAP everyone sees the
same Sent folder and the same Done folder.

Sort what comes in with filters, for example by subject or sender: filters
in Roundcube.

Change the shared mailbox password whenever someone leaves
the team, and never reuse it elsewhere: how to change the password.

Check how many mailboxes your plan allows before creating one per
person: it is on the e-mail page.
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A password that goes round a team ends up on old phones, in notes and
with people who have left. That is how many mailboxes get broken into without
anyone noticing. If you suspect it, follow your e-mail account has been hacked.

IMAP folders are the team’s dashboard. On a shared IMAP mailbox, moving a
message to the “Done” folder shows on every device at once. That simple rule ends most
of the “has anyone answered this?”.

Want help organising your team’s mailboxes? Tell us how many people there
are and which public addresses you use.

Open a support ticket

RLX-LIMITES
In our plans

Every shared hosting plan has unlimited e-mail accounts, so a mailbox for each person costs you nothing extra and
the team can plan one each. What does limit you is the space the mailboxes share with the site (10 GB on Pro, 20 GB on
Plus, 30 GB on Ultra, 50 to 200 GB on Business) and the sending per hour: 100 on Pro, 200 on Plus, 300 on Ultra.

To see where you stand, open the Statistics sidebar in cPanel: it shows the e-mail accounts you have and the spacein
use. The Email Accounts page lists each mailbox. If the team outgrows the plan, you can move up without losing the
site.

/RLX-LIMITES

SEE ALSO

Which e-mail addresses a business should create: role addresses and
personal ones

Catch-all, forwarders and aliases: the three that get confused
Mailing lists in cPanel: one address for a whole group

How to create an e-mail account in cPanel?

How to create e-mail filters in Roundcube

How to change an e-mail account password

RLX Holdings (Pty) Ltd. - Tax no. (SARS) 943 907 6234 Page 4 of 5


https://www.my.mozout.com/knowledgebase/4668/Your-e-mail-account-has-been-hacked-what-to-do-in-the-first-hour.html
https://www.my.mozout.com/submitticket.php
https://www.my.mozout.com/knowledgebase/5496/Which-e-mail-addresses-a-business-should-create-role-addresses-and-personal-ones.html
https://www.my.mozout.com/knowledgebase/5496/Which-e-mail-addresses-a-business-should-create-role-addresses-and-personal-ones.html
https://www.my.mozout.com/knowledgebase/1080/Catch-all-forwarders-and-aliases-the-three-that-get-confused.html
https://www.my.mozout.com/knowledgebase/3198/Mailing-lists-in-cPanel-one-address-for-a-whole-group.html
https://www.my.mozout.com/knowledgebase/4/How-to-create-an-e-mail-account-in-cPanel.html
https://www.my.mozout.com/knowledgebase/166/How-to-create-e-mail-filters-in-Roundcube.html
https://www.my.mozout.com/knowledgebase/778/How-to-change-an-e-mail-account-password.html

Online version of this document

MozOut is a leading internet services company, with a
mission to help businesses to be born and prosper
through technology.

2020

FOUNDED

37,000+ 130+

CLIENTS SIGN-UPS A DAY

MozOut International

RLX Holdings (Pty) Ltd. - Group RLX Holdings

TAX NO. (SARS)

REGISTRATION NO.
(CIPC)

REGISTERED OFFICE

CONTACT

OPENING HOURS

RLX-INT-KB-6312 - v2026.10.16

943 907 6234

2025/667953/07

1111 Olive Street

Saint Louis 63101, Missouri, United States
info@mozout.com - +27 78 823 3325 - www.mozout.com

Monday to Friday - 08 AM to 04 PM
Saturday & Sunday - Closed

- Generated on 18/10/2026 10:16




