
Delegate Access to Mail 
 
To allow another person access to your Outlook email: 
 
Outlook | File | Info | Account Settings | Delegate Access: 
 

 
 



 
 
Delegates | Add Users | Select Staff from List | Add | OK 
 



 
 
Delegate Permissions | Inbox | Select Editor | check Automatically Send | OK: 
 



 
 
Press OK to close 
 
_______________________________________________________________________ 
 
To remove delegate: 
 



 
 



 
Click on user, press remove.  Press Ok to close 
 


