Outlook Delegates

1. Open Microsoft Outlook.
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3. Click the “Delegates” tab.

| Preferences | Mail Setup | Mail Fomat | Speling | Other | Delegates | SAP Calendar|

Delegates

o Delegates can send items on your behalf, induding creating and

&)  responding to meeting requests. If you want to grant folder
without giving send-on-behalf- dose this

dialog box, right-ciick the folder, click Change Sharing Permissions, and

then change the options on the Permissions tab.
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Permissions.

Properties...
Deliver meeting requests addressed to me and responses to meeting
requests where I am the organizer to:
@ My delegates only, but send a copy of meeting requests and
responses to me (recommended)
© My delegates only
©) My delegates and me

4. Click the “Add” button and select the user(s) that need delegate control and click “OK”.
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5. Set the level of access you wish the delegate to have and click “OK”.

This delegate has the following permissions

Calendar [Edtnr (can read, create, and modify items) v]

Delegate receives copies of meetingrelated messages sent to me

Tasks [Edmor (can read, create, and modify items) v]

Inbox [None

Contacts  [None

Notes [None

Journal [None

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

6. Click “OK”.

For any problems or questions please call or e-mail the helpdesk.

Ext 4357 helpdesk@ship.edu



