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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.  

 

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

 

Set the permission levels of the delegate. 

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

 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. 

 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. 
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Adding a Delegate in Outlook 
 

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

 

Click on ‘E-mail’, and select your email account. Click ‘Change’  ‘More Settings’ 
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Click on ‘Advanced’  ‘Add’ and then add mailbox (Example: Exhelp) 

 


