Adding Delegate Access to Outlook for Windows

1.0OPEN: Outlook

File‘—uome Send / Receive View Help Acrobat

2.SELECT: File

Account Settings
5 :
Account

Settings v 1

p Account Settings...
{,5} Add and remove accounts or change

existing connection settings.

p Account Name and Sync Settings
©

Update basic account settings such as
account name and folder sync settings.

Delegate Access <l

g Give others permission to receive items
and respond on your behalf.

Ij\ Manage Mobile Notifications
-[7] Set up SMS and Mobile Notifications.

(9_| Change Profile
l:R Restart Microsoft Outlook and choose
a different profile.

{e5] Manage Profiles
l:,Q Add and remove profiles or change
existing profile settings.

3.SELECT: Account Settings

4 SELECT: Delegate Access



Delegates X

O Delegates can send items on your behalf, including creating and

“ responding to meeting requests. If you want to grant folder
permissions without giving send-on-behalf-of permissions, close this
dialog box, right-click the folder, click Change Sharing Permissions,
and then change the options on the Permissions tab.

sl Add...

Remove
Permissions...
Properties...

My delegates only, but send a copy of meeting requests and
responses to me (recommended)

My delegates only

My delegates and me

5.SELECT: Add

Add Users X
Search: (® Name only () More columns  Address Book
Last Name| h Go Global Address List - netID@syr.edu v Advanced Find
[ Name Title Business Phone Location }
| First Name Last Name Student I A
First Name Last Name Professor
First Name Last Name Student
First Name Last Name
First Name Last Name Find
First Name Last Name
First Name Last Name General

First Name Last Name
First Name Last Name
First Name Last Name
First Name Last Name

First Name Last Name First name: ' First Name Last name: I Last Name]

First Name Last Name

Display name:

First Name Last Name Title: Alias:
First Name Last Name
First Name Last Name Company: Department:
= Office:
Add
City:

ﬁ Cancel

6.ENTER: Last Name of person requiring access
7.SELECT: Advanced Search

8.ENTER: Last Name and First Initial

9.SELECT: OK



Add Users X
Search: () Name only (® More columns  Address Book
Go ISearch Results - Global Address List vl Advanced Find
l Name Title Business Phone Location I
First Name Last Name Coordinator 315.443 .00« 215 University Pl

< >
First Name Last Name <netID@syr.edu>

4 g NI [

10.SELECT: Highlight search result with correct Delegate name and email
11.SELECT: Add

12.SELECT: OK

Delegate Permissio None

This delegate has {

Calendar

Editor (can read, create, and modify items)

Delegate receives copies of meeting-related messages sent to me

Tasks None h v
Inbox None h N
Contacts | None h T
Notes None h v

Automatically send a message to delegate summarizing these permissions
E] Delegate can see my private items

] Gl <

13.SELECT: Calendar drop-down and select Permissions



= Reviewer can read items
= Author can read and create items
» Editor can read, create, and modify items (recommend against this choice)
o Delegates receives copies of meeting-related messages is only available
if the delegate is an editor
o Deliver meeting requests addressed to me and responses to meeting
requests option is only available if the delegate is an editor

14.SELECT: “None” for Tasks, Inbox, Contacts, and Notes

15.CHECK BOX: Automatically send a message to delegate summarizing permissions
16.UNCHECK BOX: Delegate can see my private items

17.SELECT: OK

Delegates X

Delegates can send items on your behalf, including creating and

D responding to meeting requests. If you want to grant folder
permissions without giving send-on-behalf-of permissions, close this
dialog box, right-click the folder, click Change Sharing Permissions,
and then change the options on the Permissions tab.

First Name Last Name Add...
T Remove
Permissions...

Properties...

My delegates only, but send a copy of meeting requests and
responses to me (recommended)

My delegates only

My delegates and me

q OK Cancel

18.SELECT: OK



