Delegate Your Calendar, Inbox, Tasks

Situation:

A colleague or assistant needs to be able to check your Outlook Calendar, perhaps even the ability to
create e-mail messages or respond to meeting requests on your behalf. For security reasons, you don’t
want to share your username and password with them so that they can view and use it.

Solution:

Delegate the work on your calendar to that colleague or assistant. They will be able to read and make
appointments for you from their own Outlook mailbox. Granting delegate access to your folders can
allow an assistant to manipulate items in those folders without actually granting the delegate full access
to your mailbox.

Overview of Steps:

e Onthe Tools menu, select Options, then click the Delegates tab

e Add a delegate (this is the other person who will look at your mailbox)

e Specify what the delegate is able to do

e The delegate adds the shared Calendar, Inbox, etc. to their own Calendar, etc.

Delegate Your Mailbox

1. Menu: Tools, Options... Tools | Adions  Help
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Instant Search 3
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2.

Select the Delegates tab

Preferences IMaiI Setup I Mail Farmat I Speling I Other I Delegates I

E-mail

3 Change the appearance of messages and the way they are handled.

Junk E-mai

E-mail Options. .. I

Calendar

Customize the appearance of the Calendar,

¥ Default reminder: |5 minukes j Calendar Options... |

= ] Change the appearance of tasks,
Reminder time: IB:UU Al j Task Options... |

Contacts and MNotes

Tasks

8 | Change default settings For contacts, journal, and notes,
— Contact Options. .. | Journal Options. .. | Moke Options. .. I

Search

p Change the settings For indexing and search.

Search Options. .. |

Mobile:
Change the settings For mobile notification and messaging,
Motifications. .. | IMobile Options. .. I
Ok | Cancel | Al I

3.

Click Add

options 21|

PreFerencesI Mail Setupl Tail Formatl Speling I Other [Delegates |

Delegates

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

& responding ko meeking 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.
ia Add... |

Remoyve

Fermissions. .. |
j Properties...l

Deliver meeting requests addressed to me and responses ko meeting
requests where I am the organizer, to;

% i delenates anly, but send & copyof mesting requests and
responses o me (recommended)
! iy delegates anly

1 1y delegates and me

o] I Cancel Al
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Type the delegates last name

Select it from the list
Click Add- >
Click OK
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Delegate appears on the list

Click delegate to highlight
Click Permissions...

options 2]

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

Delegates

Delegates can send ikems on your behalf, including creating and
responding to meeting requests. IF wou wank 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,

‘Eatherton, Karen L add... |
Heasley, Ronald P

Helm, Brian

Kreider, Randall G Remave |
Marisic, John J o
Petronia, Jill M Permissions. .. |

Rutter, Steven M

Shaiebly, Denise F Properties, .. |

Deliver meeting requests addressed to me and responses to meeting
requests where I am the organizer Eo:

& 1y delegates only, but send & copy. of meeting requests and
responses bome (recommended)

1 1y delegates anly
! 1y delegates and me
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7. Select the type of permissions for each x|
f0|der r— This delegate has the Following permissions
e Reviewer (can read items) :ﬁ Calerdar  [518 (can read items)
° Author (can read and create items) I™ Delenate receives copies of meeting-related messages sent bome
e Editor (can read, create, and modify z Tasks  [Mone =
items) —
This permission displays a check (g woox [nene |
box for “Delegate receives dopies of £=| contacts [Hone =l
meeting-related messages sent to
me” K lotes INone j
E Journal INone j
Check or uncheck the two Optlons \ [ Automatically send a message to delegate summatizing these permissions
o Delegate can see my private ikems
K I Cancel
8. Click OK, OK
the Calendar
9. Click the Calendar bar ﬁ — I,
Y )
10. Locate your calendar on the list Calend P
. alendar
It is the 1* Calendar and should be checked

2] All Calendar Items

My Calendars
[¥ ;1] Calendar (5]
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11.  Right click the 1** calendar Calendar "

2] Al Calendae Thems
My Cadenndars

Open 0 New Window

Save As..

|

Copy "Calendar.,

AaloooOoo sionoc
L Y

L

Peew Folder

& Move Down m List
Mark All as Read
Share “Calendar
Change Sharing Permassions
Send vis E-mall..
Punlish to Intemer ’

3 Properties
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12. Select Properties

13.  Select Permissions tab 2]

Administration I Forms I Permissions I Synchronization I

GEneral | Harne Page | Aukadrchive |
I! &] [Calendar
Tvpe: Folder containing Calendar Ikems
N h
14. Click Add Calendar Properties ﬂﬂ
General I Horme Page | Aukodrchive
Adrninistration I Forms Permissions | Synichronizakion

Permission Lewvel

MNone

Add... r\J Remove | Properties...l
rPermissions u ]

15.  Type email address of person who will use your calendar
Select the person from the list x
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16. Click OK
17. Set Permissons for the delegate Calendar Properties 21xl
General I Home Page I Autodrchive
Adrniniskration I Forms Permissions Synchronization
MName | Permission Level |
Defaul: Mone
Eathertan, Karen L Mare
add... | Remave | Propetties... |
— Permissions
Permission Level:  |MNone j
—Read Write
=" None [ Create items
" Full Details [ Create subfolders
Cther Free/Busy. .. | I Edit own
™ Edit al
Delete items - Okher
% Nome ™ Folder owner
= own [ Folder contact
o all [ Folder wisible

(414 I Cancel Apply

18. Read — Full Details
This is the most restrictive setting you can give a delegate

19. Write —
Create items
Create subfolders
Edit own
Edit all

20. Delete items
None
Own
All

21. Other
Folder owner
Folder contact
Folder visible

22.

Notes: The Default user listed has no permissions. You can leave that Default user or remove it. If you
do leave the Default user, make sure that its permissions are set to None unless you want any
user to be able to access your folder. If you do want all users to be able to access your folder, set
the Default permission to something other than None.
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For delegate access to work, you mail must be delivered to your mailbox on the Exchange
server. You and the delegate must use the same version of office Outlook.



