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How to set-up Delegates

*You must download the Outlook App
to set this up.

1. Open the Outlook App
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How to set-up Delegates

4. Choose Delegate Access
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5.

Delegates

8

Click Add

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.

Andy Mayeda ; Add...
Michelle Young
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

Windows



How to set-up Delegates

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
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How to set-up Delegates

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

Delegate Permissions: Cathey Hurtt

This delegate has the following permissions

Calendar |Author (can read and create items) e

o  Tasks Editor (can read, create, and modify items)

Inbox Mane w
EI Contacts Mone w

Motes Mone b

[:]Autnmatically send a message to delegate summarizing these permissions

I:] Delegate can see my private items

.

Windows



How to set-up Delegates

Delegates

8. You will now see the delegated
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

ad ded to the ||St dialog box, right-click the folder, click Change Sharing Permissions,

and then change the options on the Permissions tab.

i Andy Mayed
Click OK iy alfrttﬂ‘__ Add..

Michelle Young EEmoE

Permissions...

Properties...

Deliver meeting requests addressed to me and responses to meeting
requests where | am the arganizer to:
My delegates only, but send a copy of meeting requests and
responses to me [recommended)
My delegates only
My delegates and me

0K Cancel

Windows



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 3. Reverttothe “LC
2. Click Outlook and Choose Legacy Outlook view of Outlook.

Outlook File Edit View Message Format

[
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_|._
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Work Offline | to the legacy version of Outlook?
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'.C
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How to set-up Delegates

4. Choose the Tools tab.

Choose Accounts

Home  Organize  Tools

Accounts Out of Public Import Export Sync Sync SitiagiChfling
ffice Folders Status Errors

5. In the Accou

Advanced (bott

Da'nl::rAc;oum at belinda {ali hﬂ‘,’ adi
‘ inda:macaliGe. Exchange/Office 365 Account
belinda.madali@csueastb...

Account description: belinda.madali@csueastbay.edu
Personal information
Full name: Belinda Madali
E-mail address: belinda.madali@csueastbay.edu
Authentication
Method: User Name and Password ¢

User name: belinda.madali@csueastbay.edu

Password:

Advanced...

For Mac



How to set-up Delegates

6. Choose the Delegates tab. 7. Type the Name or E
Click “+" address of the delegat

server [ Delegates | securty Choose the person to Ad
Delegates who can act on my behalf: Cl iC k “Ad d ”

Michelle Young <michelle.young@csueastbay.edu>

Choose a Person

Q Andy M (x]
+ | Andy Mayeda
| @ andy.mayeda@gm.csueastbay.edu

Send my meeting-related messages to:
Andy Mayeda
@ andy.mayeda@csueastbay.edu

Open these additional mailboxes:

Cancel Add

For Mac



How to set-up Delegates

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 9. Lijst of Deleg ate

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

Click OK

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

Server Delegates  Security

\

Permissions:

Delegates who can act on my behalf:

m Calendar: None Andy Mayeda <andy.mayeda@csueastbay.edu>

Michelle Young <michelle.young@csueastbay.edu>

¢

| .

g m Tasks: None
+[- e~
Send my meeting-related messages to:

Inbox: None

l [+=] contacts:  None v

g Open these additional mailboxes:

i | Notes: None

Send permissions summary

Send message to delegate summarizing any updates to permissions.

Delegate can see my private items

Mac




	Slide 1: CSUEB IT Setting Up Delegates to Send On Behalf of you Sending As a Delegate
	Slide 2: Setting Up Delegates to Send On Behalf of you
	Slide 3
	Slide 4: Windows:  Setting Up Delegates to Send On Behalf of you
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10: Mac:  Setting Up Delegates to Send On Behalf of you
	Slide 11
	Slide 12
	Slide 13
	Slide 14

