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Del i rant another r
elegate access is used to grant another use e —

access to your folders, e-mail, meeting requests, and

. . Delegates can send items on your behalf, including creating and
Calendar. De|egateS may be granted perm|SS|0n tO responding to meeting requests. If you want to grant folder
read Create or m0d|fy items permissions without giving send-on-behalf-of permissions, close this

dialog box, right-click the folder, click Change Sharing Permissions,
i and then change the options on the Permissions 3

& Note: Delegates must use the same version of the -

Outlook client.

d b Add...

Assigning Delegate Access oustore Permissions..
1. On the File tab, click Account Settings.

2. Click Delegate Access.

Inbox - RSelbeel @unmedu - Outlock. 7 - DX

Account Information

R
=5

Microsoft Exchange

 mail messages.

Properties...

Celiver meeting requests addressed to me and responses to meeting
requests where ITam the organizer to:
(@ My delegates only, but send a copy of meeting requests and

s Rules and Alerts : responses to me [recommended)

=
Manage Rules | updates when iters are added, changed, o removed,
& Alets

Ibox by emptying Deleted tems and srchiving,

The Delegate window opens.
3. Click the Add button.
The Add Users window opens.

My delegates only

= Manage Apps My delegates and me

G | Manage and acquire apps forOutiook.

@ ok || [ cancel

4. Search for and select the person to be
grated delegate access.

5. Click the Add button.

Q Tip: Repeat steps 4-5 to select additional —
delegates. karen da;' - Go Global Address List - RSelbeel @unm.edu Advanced Find
6. Click the Ok button. o T Calenar | Ecin oy, et pned morliy e 3
. . . “© i::: g:i::’rk Standardized Patient 505 2774949 Delegate receives copies of meeting-related messages sent to me
7. Define delegate permissions. o
9 T. T d t tf th .:E, Karen Denise Cowden Dahl 505 2723241 o/ Tasks [Editol [can read, create, and modify items)
ip: ndam noti 22 tarem eme ot
{? Tip: To send a message to notify the 3 O voor (e
de|egate of permissions, select the o Karen Dz Fiscal Senvices Tech 505 277.2085
. ..N Karen Dominguez Poison Info Splist Certified 505 272-3662
Automatlca”y Send a message to delegate :‘EE::: gﬁ::}:; Admin Assistant 2 505 277-2892 EI Contacts [None
(O . . & Karen DW Pattersan Associate Professor 505 277-2807
summarizing these permissions check box. S faren£8 cCue Temparary Faculty 505 2772501 i Notes [None
) £ Kauens Couton - ouse e ,
8. CI|CK the 0k button. —5 Add -> Karen Day /6\ Automaticallysend a message to delegate summarizing these permissions
. . . [ cancat ] [¥/] Delegat ivate it
The Permissions window closes and the focus i [T ipelcaate an see "@ S
is returned to the Delegates window. ol

9. Click the Ok button. A Caution!
% . . aution! You should not rely on the Private feature to prevent other people from accessing the
Note: Messages sent with Send on Behalf details of your appointments, contacts, or tasks. A person who is granted Reviewer (can read items)
permission to access your folders could use programmatic methods or other e-mail programs to view
the details of a private item.

permissions include both the delegate’s name and
your name in the from field.

Revision Date September 2014



