Delegate Access to Mail

To allow another person access to your Outlook email:

Outlook | File | Info | Account Settings | Delegate Access:
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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 falder, click 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 | am the organizer to:

@} My delegates only, but send a copy of meeting requests and
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Delegates | Add Users | Select Staff from List | Add | OK
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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.
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Deliver meeting requests addressed to me and responses to meeting

requests where | 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

Click on user, press remove. Press Ok to close



