Delegate Access

The Delegate Access feature allows you to provide another user access to your inbox (known as a
delegate). You can allow the delegate to receive and respond to e-mail messages or meeting requests on
your behalf.

This feature is useful if you are out of the office frequently and need someone else to be able to
respond to your email, document your tasks, or update your calendar.

For more information, click here to see more documentation on Delegate Access by Microsoft.

Add a Delegate in Office 365

Right click your Inbox folder and select Permissions. Then click the “plus” icon.

Permissions for the Inbox folder

Mame Permission level
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Permissions
Permission level: | Mone -
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_ ) Create subfolders
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https://support.office.com/en-us/article/Allow-someone-else-to-manage-your-mail-and-calendar-41c40c04-3bd1-4d22-963a-28eafec25926?ui=en-US&rs=en-US&ad=US

Enter the name or email address of the user you want to give delegate access to.

Add permissions

Enter the name or email address of the person you want
to give permissions to this folder.

Add Cancel

Set the permission levels of the delegate.

e Reviewer - The delegate can read items in the manager's folder.

e Author - The delegate can read and create items, and change and delete items that he or she

creates. For example, a delegate can create task requests and meeting requests directly in the

manager's Task or Calendar folder and then send the item on the manager's behalf.

e Editor - The delegate can do everything that an Author has permission to do and additionally

can change and delete the items that the manager created.

Permissions for the Inbox folder

+ @
Name Permission level
Default None
Mark Crowe Editor
Permissions
permision v
Read: Wirite:
Mone +/| Create items
Create subfoldars
®) Full details S
Delete access: | Edit all
Mone Other:
Folder owner
Own R
Folder contact
& Al ~f| Folder visible

@ UCF Computer Services & Telecommunications

March 10%, 2016



Adding a Delegate in Outlook

In Outlook, click ‘File’ = ‘Account Settings’ = ‘Account Settings’

Account Settings

-L.| Meodify settings for this acceunt, and configure

()
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Settings ~

Add and remove accounts or change
existing connection settings.

additional connections,
Access this account on the web.

https:/fwebmail.ucf.edu/owa/
N

r@u Account Settings...
.

Delegate Access
% Give others permission to recaive

items and respond on your behalf,

% Add or Remove Retention Policies

Apply policies to items and folders
as specified by your company policy.

Download Address Book...
Download a copy of the Global
Address Book.,

E‘. Manage Mobile Notifications

Setup SMS and Mabile
Motifications.

ccount are
2 the Online Archive

of Office)

ify others that you are out of office, on
respond to e-mail messages,

ilbox by emptying Deleted Items and

TeaTTap
Tools ~ I

1
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Click on ‘E-mail’, and select your email account. Click ‘Change’ = ‘More Settings’
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Account Settings

E-mail Accounts

You can add or remove an account. You can select an account and change its settings.

E-mail | Data Fies | RSS Feeds | sharepaint Lists | internet Calendars | Published Calendars | Address Books

g Mew... ‘S Repair... %0 change... | €0 5ef as Defauk X Remove 4 &

Name
& Mark. Crowe Bucf.edu

Type
Microsoft Exchange {send from this account by default)

Change Folder

Mark.Crowe@ucf.edu\Inbox
in data file C:Wsers\ma658677\... Microsoft\Outlook\Mark. Crowe @ucf.edu(Z).ost

Selected account delivers new messages to the following location:
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Account Settings

E-mail Accounts
‘fou can add or remove an account. You can select an account and change its settings.

Change Account

Server Settings
Enter the information required to connect to Microsoft Exchange or a compatible service.

Type the server name for your account. If you don't know the server name, ask your
account provider.

Server:  outiook.ucf.edu

Use Cached Exchange Mode

Type the user name for your account.

Mark. Crowe @ucf. edu

User Name:

| Chedk Name

< Back

[ mext> | [ caneel |

Click on ‘Advanced’ = ‘Add’ and then add mailbox (Example: Exhelp)

Account Settings

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

Change Account

Server Settings
Enter the information required to connect to Microsoft Exchange or a compatible service,

[ = ]

Microsoft Exchange

Type the server name for
account provider,

| General | Advanced |security | Connection |

Servel
Mailboxes

Open these additional mailboxes:

Long Vuong

Type the user name for you

il

User MName

Cached Exchange Mode Settings

Use Cached Exchange Mode
Download shared folders
Download Public Folder Favorites

Mailbox Mode

Outlook is running in Unicode mode against Microsoft
Exchange.

Qutlook Data File Settings...

Apply |

ok [ conce ]|
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