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How to Add/Remove E-mail Permissions with Another User

Sharing Permissions

e = 1. Open Microsoft Outlook.

ﬁ ;’::'; :' S:;::::w o} 2. In the left-hand pane, right-click on your Inbox folder.

G Deletl . 3. Select Properties from the dropdown menu.

) caten J Covibilde ' 4. In the Properties box that appears, select the Permissions tab.

i ;‘;: i . 5. Under Permissions, click the Add button. me:mﬁ mm:#’:

8 yourn 1 6. The Add Users box will come up where you = e

&l ol g 'C::;‘n;' aFjiZ‘: may select the name of the user you want to share e -

é ‘R’S“s“; n Delm;f ' permissions with. Select his or her name, click Add at | =

(O searcl 3 properties.. the bottom, and then click OK. vl :
! ot e 7. With the name highlighted, go to the 2 raers
Permission Level dropdown menu and select the level of authority you — wj_“""
would like the user to have (i.e. Reviewer, Author, or Editor). Som ft

8. Once you have finished selecting the permission level, click Apply and then |
OK (You may remove permissions by highlighting the name and clicking ——

Remove, Apply, then OK.)

Sharing Permissions — Allowing Another User to Send Items “On Your Behalf”’

1. Open Microsoft Outlook.
2. Go to File > Info > Account Settings. -
3. Select Delegate Access from the dropdown menu.

.
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File ] Home

QOpen
Print
Help

2] Options

B3 Exit
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Send / Receive Folder View

Account Information

Chris.Miller@ni.edu
BN i crosoft Exchanc

&b Add Account

3 Account Settings
;;bl“ Modify settings for this acco
=it additional connections,
Account

= Access this account on 1
Settings -

https://mail.ni.edu/owa
= Account Settings...
&', Add and remove accounts or change
existing connection settings.
o~ Delegate Access
5 Give others permission to receive
items and respond on your behalf ¢
Q Download Address Book...

4 Download a copy of the Global
Address Book.
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4. Click the Add button. This will launch an Add User
window where you may select a specific user to share
permissions with.

5. Highlight the user and click the Add button to place
the user name within the bottom field.

6. Click OK

7. Select the various choices and permission levels that you
wish to delegate.

8. Select any applicable boxes that may apply.

9. Select OK

10. Select any of the highlighted choices that may apply.
11. Click OK.
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Delegates 8

Dietegates can sand themes on your behalf, rouding o aatrg and respordng
£ meetng requests. IF you want to grant foider permmsions mhout ghang
send-onbehalf-of permeasions, Cose tis dalog bax, rght i te foider,
chck Change Sharing Permissions, and then dhange the opSions on the

Permssons tab.
—T—

| Searchc @ Name oniy More cobumes Address Book
Global Address List - Chris Milar Grsdy - Advanced Find

§ Chratana Lovegrove
8 hewte white 1
.

| :
e

Jelegates can send items on your behalf, induding creating and responding | L

o

iend Delegate Permissions: Chris Miller ~—
dick e e, c—

*erm

This delegate has the following permissions

&éﬁ

Calendar [Edihor (can read, create, and modify items) v]

Delegate receives copies of meeting-related messages sent to me

z Tasks [Editor (can read, create, and modify items) v]
il E‘E Inbox [None bd ]
equ
oM 8=| concts [mone -
i
M &J MNotes [None v]
M
E Journal [None - ]

[7] automatically send a message to delegate summarizing these permissions

|:| Delegate can see my private items

g

[ OK J [ Cancel

Delegat -
elegates A & et |

o Delegates can send items on your behalf, induding creating and responding

& to meeting requests. If you want to grant folder permissions without giving
send-on-behalf-of permissions, dose this dialog box, right-dlick the folder,
dick Change Sharing Permissions, and then change the options on the
Permissions tab.

Remove

Permissions. ..

Properties...

Deliver meeting requests addressed to me and responses to meeting
requests where I 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

[ oK ][ Cancel ]
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Getting Permissions (Other User): GIWN Home  Send/Receive  Folder  View
:g,'_ Save As A
1. Once permissions have been given to you by another R Sove Atachments Account Information
. . wa) Chris.Miller@ni.edu
user, you must add the permissions that the user has o P BN picrosoft Exchange
given to your account. open s Aciauis
2. Goto File > Info > Account Settings. :
R Print = Account Settings
3. Select the Account Settlngs button from the el ;I.l- Modify settings for this acco
elp A additional connections,
dropdown menu. . s A s s on
B eit =T|| Account Settings... |
_Q__P' Add and remove accounts or change
existing connection settings.
33 Delegate Access
@ Give others permission to receive
items and respond on your behalf, "
G- Download Address Book... P
Download a copy of the Global
Address Book.
Account Settings -
E-mail Accounts
You can add or remove an account. You can select an account and change its settings.
A A E-mail ’ o "
4. Clle on your e'mall aCCOU.nt, and then -mai |Da13 Files | RSS Feeds | SharePoint Lists | Internet Calendars I Published Calendars
click the Change button. d New... & Repair.. (3 Change. . X Remove
Mame Type
@ Chris. Miller @ni.edu Microsoft Exchange (send from this
Change Account - ﬁ |

5. Click on More Settings.

] ; T —

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: | mail L.nmi.northlandministries.org
Use Cached Exchange Mode

Type the user name for your account.

User Name: | Chris.Miler @ni.edu

[
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More Settings ...
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r |
Microsoft Exchange

- Advanced | security | Connection

6. Go to the Advanced tab and click Add. !Z:D::SE ol b

7. Type in the username of the person who has [ add...
shared their account with you. —

8. Finish by clicking OK, Apply, and OK.

’ Cached Exch
9. Now you should see the other user’s account. e e 2 waitoon -
sE La

|®

Demag Add mailbox:

[ Downl |
Mailbox Mode
Outlook is run OK

Exchange.
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