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How to set-up Delegates

Windows

MAC



Windows:  Setting Up Delegates to 
Send On Behalf of you



How to set-up Delegates
*You must download the Outlook App 

to set this up.

1. Open the Outlook App

Windows

2. Click Info 3. Choose Delegate Access



How to set-up Delegates

4. Choose Delegate Access

Windows

5. Click Add



6. Search and choose the delegate 
[by name or email address]

Click Add, the name 

should appear in the box to the 

right.  

Click OK

Windows
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7. Choose Permissions

*Selecting None for each of these options 

gives the delegate the basic ability to send 

messages on your behalf, but nothing more. 

You can grant the delegate additional 

permissions (such as the ability to see your 

calendar or inbox) by

Windows
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8. You will now see the delegated 

added to the list.

Click OK

Windows
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Mac:  Setting Up Delegates to 
Send On Behalf of you



How to set-up Delegates
*You must download the Outlook App 

to set this up.

1. Open the Outlook App

2. Click Outlook and Choose Legacy Outlook

Mac

3. Revert to the “Legacy” 

view of Outlook.​



4. Choose the Tools tab.

Choose Accounts

For Mac

How to set-up Delegates

5. In the Accounts options, click 

Advanced (bottom right).



6. Choose the Delegates tab.

Click “+”

For Mac
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7. Type the Name or Email 

address of the delegate.

Choose the person to Add

Click “Add”



8. Choose your Permissions for this Delegates.

*Selecting None for each of these options gives the delegate the basic ability 

to send messages on your behalf, but nothing more. You can grant the 

delegate additional permissions (such as the ability to see your calendar or 

inbox) by selecting Calendar > Author or Inbox > Reviewer, for example.

Mac
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9. List of Delegates

Click OK
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