Adding Delegate Access to Outlook for Mac
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1.0OPEN: Outlook
2.SELECT: Tools (from main top menu)

3.SELECT: Accounts

[ ) Accounts
Show All

Default Account

©  netID@syr.edu “ netlD@syr.edu
Microsoft Exchange

Account description: = Name

Personal information
Full name:  Full Name
E-mail address:  netiD@syr.edu

Authentication
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Method: User Name and Password

User name:  ad\netiD

Password: eeeeecececcecece
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4 SELECT: Advanced
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Delegates who can act on my behalf:

ﬁ + Choose a Person
Send my meeting
Q Last Name — (x)

. First Name Last Name

Open these ad:

Cancel m

None

——} Reviewer (Can Read ltems)

Calendar: v Author (Can Read, Create Items)
Editor (Can Read, Create, Modify ltems)

[‘j Tasks: None

Inbox: None

‘Lﬁ Contacts: None

Notes: None
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Send permissions summary

Send message to delegate summarizing any updates to permissions.

Delegate can see my private items
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5.SELECT: Delegates

6.SELECT: +

7.ENTER: Last Name or Email in search bar to find Delegate
8.SELECT: Search result with correct Delegate name and email

9.SELECT: OK
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Delegates who can act on my behalf:

<netID@syr.edu>
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Send my meeting-related messages to:

<>

Open these additional mailboxes:

10.SELECT: OK



