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How to Share Your Mailbox

STEP 1in Microsoft Outlook, selecfTools A Options Joois | Adions Help

ﬁ i ’
i Instant Search [ :

STEP 2The Options window will open. Select theDelegates tab |[1) Address Book.. Ctrl=5hift+B
and click on theAdd... button % Organige =
L |
options 2 x B Rules and Alets... .
Freferences | Mad Setup | e Foemat | Spaling | Gther  Dalegates | | Ot of Office Assistace..
Delegates
g Delegates can send kems on your behaf, kg creating and Add... Malbox Cleanup...
wwm?ﬂ'w w:'qsnnd-m:g;ft :Lmjtl;'lfgm this Q Empty "Deleted lems™ Folder
dislog b, night-chck the folder, cick Change Sharing Permisdors, and B ermmwe i =
then chang the opticrs on the Permissors tab. SETTIOE [al Recover Deleted Rems...
i . Forms 3
T | FPEermissions
il Macro b
Froperkies. ., Account Settings...

Trugt Center...

: Customize...

1o coper of: mereting FeqIess and

il Dptions...

E-mail Scan Properties...
5can for Threats...

ViewMail Options...

i I Caricel I o o) |

Jraduees x

Search:  mameonly ¢ More columns  Address Book STEP 3After yOU CIICked Add’
[Fran & | [elobal Address Lit =] Advanced Find the college globalAddress Book
I Marme | Title | Business Phone | Locatio will open up. Find the person

|3FranBieganek -| OEAO UI 66 A ‘I E EA OI A‘I
Y 3A1 AAO OEA DPAOOI T80 1
§ FrediKatchum click Add ->and click OK.
& Freemati

& Freibeta —
& Froyslka i
§ Gail Johnson

§ Gai Knutson Add -= | IFran Faculky

& Gail Peterson

§ Gail Tait

& gale

8§ garciahe

& Gary Cook

& Gary Melson

Gary Olson 1194
-
e bvime
4| | 3

| Add -= | IFran Faculty
| 0K I Cancel |
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STEP 43 Al AAO xEEAE AOAAO 1T &£ Ui 00 1 AEI AT @ UI O6A 1 EEA
permissions they have.

Delegate Permissions: Fran Faculty ﬁl

i This delegate has the Fallowing permissions

Calendar |Editur (can read, create, and modify ikems) 3

LI
s
ki

PERMISSIONS

V¥ Delegate receives copies of meeting-related messages sent ko me

Tasks IEditnr {can read, create, and modify ikems) ﬂ V None
Reviewer (can read items)

Inbo MNone ﬂ

fare
Contacks | Reviewer (can read items)
Authaor {can read and create items

\Y
V Author (can read and create items)
\Y

Editor (can read, create, and modify items

Editor {can read, create, and modify items)
MNates Mone =

| R

Journal MNone j

W automatically send a message ko delegate summarizing these permissions

I Delegate can see my private items

oK I Cancel |

Note: Be sure you place a checkbox before you click OK if you would like to send a reminder to the
person you are adding as a delegate.

Iv Automatically send a message to delegate summarizing these permissions

How Does Your Delegate Access Your Mailbox?

Directions are listed below.
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STEP 1in Microsoft Outlook, selecfTools A Account Settings

ﬁ

STEP 2The Account Settings window will open. From the E-

mail tab click on theChange... button. 17 Change. . |

Aocounk Sebbings ﬂ

E-mindl Accaunts
vou can add o remose At accaunt, Yo cen selec an account and change ks s=dings.

Ermal | paa Fkes | R55 Freds | Sharoroi: Usts | inneenet Calendares | Publshed Calandars | Accress Books |

oMo, B Repar.. Yafchange... €5 etosefeul 3 Remave & &

Fiams | Tyoe
fdioresof: Excharges Excharge {send From this scoount by defaulk)

Sebechad e-mall aocourt delvers new a-mal messaes b the Followng lacation:

Mailbox - Fran Faculty' Inbox
indata il C\Dacumants and SettingslFaculf, Youtbaok) ot ook ost

Bua E

&) @D

Tools ﬁ Adtions Help

end/Receive 3
Imstant Search F
Address Book.. Ctri+Shift=B
Organize

Rules and Alerts...

Out of Oifice Assistant...

Mailbox Cleanup...

Empty "Deleted ltems™ Folder
Recaver Deleted tems...

Eorms K
Macra ¥
Account Settings...

Trust Center...

Customize...

Options...

E-mail 3can Properties...

Scan for Threats...

1N/



STEP 3The Change Email Account window will open.
Click the button titled- T OA 3 A ( Mere3sthings.... 3

Lhange E-miail Accounk
\

Hicroeolt Enchange Settings
i can eneee e recined i asmacicn bo connect bo Micemals Exchange,

=

Toqias e naa of o MicrosalE Frechancg sersed . Forindormation, aas woir sestian

arvin sbeatar .
ArcetCozengecever: [N SlensineE

= U sn o] Bchiie oaln

Top= b= name of Ehe mai boo sek ap for pou by wour sdminisostor, Toe nalbox neme
& usaaly wour ussr neme,

Ly Moy [Frae Sauy

Sk here

P S inga .
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STEP 4The Microsoft Exchange window will open. Microsoft Exchange i [x]
From the Advanced tab, click on! A A _#%= |tg General Advanced | Secuty | Connection | Ramoce i |
select the mailbox that you are sharing. [ Malbooes
Cpen these additional maloses:
..................................... : nad. ..
e
STEP 5:The Add Mailbox window will open. Type in
the mailbox (name of the person) that you are adding. Cached Exchangs Mods Settngs
I e Cached Exchanze) fods
Qaddmaibox ] I Dowrioad shared felders (excldes meil folders)
i ™ Dowrload Publc Folder Favosites
o Add malbax:
| Jae St
—Maiboe Moda
o | _conenl | Cutloak i runring in Unicode mods against Micresaft
Exchange.
ffline Folder File
STEP 6Enter your Network User name: & Password. S A
Click OK et ot e ek et
Conrect to AR-Silver.ad.an.conns 2= O I Canzal | AEphy |

=
| fe#
L A
|
| cnrechng ko AR-Sker sd sn oo
| Userrame: IE Tl j J
| Pasaoord: I sanasna

I Pemenser my passward

: | caed |
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STEP 7The mailbox you added is now listed in your available, '
; _ T
mal|boxeS Cbk OK When yOU done Genard | Acvanced |‘:T-u|:l.rh|Cn1m:tiun | R.umtuf-'hil
~Fabxes
H Cpaa s o ool ma bccses:
i
STEP 8Click Next > e |
I % REEEIT —Cachsd Cachargs Mads Sstargs
e e X N cal e e e e =
Micragalt Euchange Settinge I ook shared Foltkers ermchodes ma | Fokiers)
‘o can endee the Fequined infoemation by conmect bo Riroscht Secharge. I [ Dommosd Fubic Folder Favorbes
mﬂmdwm:ﬁwnﬂuwww. For informabion, Sa your sestEn T
Ehratoe. | B 0
Fitrosoft Exehanas aarver: hl: Gk I E;g:;t;lnrrhuhwhudennd:amrd:ﬂtmﬁ
¥ Uee Galied Exchatge Mode
it fre Folder Al Setlincs. .. I
Trps b name of bhe malbos ssk up for vou by wour admisistrator, The maloc: rans
g usssly vour ussr fans,
Uiy Marvar: [FLa Sacute iy I o | Cornel I Aty |

STEP 9Click Finish

Caongeatulations!

‘o havew socoessfuly srberec o che irformehon reguoirsd bo setun vour
account,

To doae the wizend, dch Srish
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STEP 10Toseetheoth O DA OOIT 1 6 O I[FheR Opénagh OEIAFDA B OAIO8 O &1 1 AAOS

lix) Inbox - Microsoft Outlook

Efile Edit View Go Tools Acdtions Help
New ¥} @Replyto All (g Forward |
Open [ Selected ltems  Ctrl=0
B Close All Items Other User's Folder.., —
[ save As... Calendar...
Save Attachments 3 Qutlook Data File...

STEP 11Either type out the full name of other person or click on A i Aahd find them. PressOK.

npen Other Lser's Folder il || Mail
ail -
Haze... |.'lr:: =aff Favorie Folders & [
i Lo b 18]
Faolger bype: ||:'1-"’JF~ =l :I Lisrasd Mail
'TI — | =3 S=nt kems
| Pl Fobders 3
B a0 mail thems -

. . . 3 5 s ) =
You should now see the mailbox of the other person that you are sharing with. | =5 M fen s
[ Chedklist
(S Deleted kems
& Documents
[ Draley
(3] Tl (1)
L g Jurix E-mall 1]
[ Jank Z-maail
g funk 2l il |
[ My Shared Addes
L Curttoe
Lj] Fs5 Feeds
(54 Servt Herrs
* [ Searsn Faklers
- (5§ Mailbo - loe Stalf
E L3 cabirat
[ Inbam 2%
[ i E-aai (1]
L Rss Feeds
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How Do | Send Email as a Delegate from a Shared Mailbox?

STEP 1Click New -> Mail Message

STEP 2From the Options tab click the Show From button.

STER: Clickthe& O1T iABOOOT 1T O1 OAI AAO OEA AAATI 61 6 xEEAE Ui O

STEP 4The message that is sent out lists the delegates name in the from heading.



