How to Delegate Permissions in Microsoft Outlook 2007
(Windows)

1. Open Microsoft Outlook
2. Select Options from the Tools menu.
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3. Select the Delegates tab at the far right.

Options
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| Preferences | Mail Setup | Mail Format I Spelling I Other | Delegates

Delegates

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

Y responding to meeting requests. If you want to grant folder
permissions without giving send-on-behalf-of permissions, dose this
dialog box, right-click the folder, dick Change Sharing Permissions, and
then change the options on the Permissions tab.
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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 once on the “Add...” button.
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5. Select the individuals you wish to give
permissions to.

6. Click on the “Add->" button at the bottom
each individual.
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& Christie Osborne Digital Heritage Project Coordinator 3000
& Christina Reitz o
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Delegate Permissions: Chris Snyder

When you have selected everyone you
need, click once on the OK button.

This delegate has the following permissions

Calendar IEthor (can read, create, and modify items) VJ

MNone
Delegattp eyiewer (can read items t to me
Authar (can read and create items]

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

EEI Inbox  [None -]
8| contacts [None -]
.,\_J Notes [None -]
E Journal  [None -]

[ Automatically send a message to delegate summarizing these permissions
|:| Delegate can =ee my private items

[ OK l’ Cancel ]

For each of the areas within Outlook, select
the permissions that are appropriate for the
individuals you selected in the last step.

Be sure that the check box “Delegate
receives copies for meeting-related
messages sent to me” is not checked.

10. Check the box “Automatically send a

message to delegate summarizing these
permissions”.

11. If you wish the individual(s) you selected to

12.

be able to see your private items, please
check the box “Delegate can see my private
items”.

When you have completed setting the
permissions, click once on the OK button

13. Click once on the OK button for the Options
window to complete the process.
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Delegates

Delegates can send items on your behalf, induding creating and
responding to meeting requests. If you want to grant folder
permissions without giving send-on-behalf-of permissions, dose this
dialog box, right-click the folder, dick Change Sharing Permissions, and
then change the options on the Permissions tab.
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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

OK. ][ Cancel ][ Apply ]
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