Outlook 2011 for Mac
Assigning Delegates

You can designate others to work with your email, calendar, contacts, tasks and
notes. Assigning a delegate allows them to act on your behalf with duties such as
sending emails, meeting requests, cancelling and rescheduling appointments.

The owner of the account must give permission to a delegate before the delegate can
work with the owner’s files.

To set up a delegate for your account:

1) Open Outlook. On the Menu Bar at the top, click on Tools and then
Accounts.
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2) Click on the Advanced button at the bottom of the pop-up window.
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User name: getzr

Password: ssecsccss
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3) On the next window, click on the Delegates tab at the top.
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Server: [hnps://maiI.exchange.gvsu.edu/ews/exch] T 443

] Override default port
@ Use SSL to connect (recommended)
[_] Download headers only

Directory service
Server:  ADS-ROOT3.ads.gvsu.edu : 3268

] Override default port
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@ Log in with my Exchange account credentials

Maximum number of results to return: 1000

Search base:

4) Click on the + sign under Delegates who can act on my behalf.

[ Server | Delegates | Security !

Delegates who can act on my behalf:

5) Type in the name of the delegate and click on Find.

Select User

[sherry bar| J( Find )

Name Al E-mail Job title

Type a user name in the box, click Find, and then click OK.
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Select the name by clicking on it and click on OK.
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Barricklow barricks@gvsu.edu

(Cancel) ( OK )

In the pop-up window, select which items you would like this delegate to
handle and the appropriate level of permissions. Under the Calendar, you
can check the box if you would like Delegates to receive your meeting
invites.
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[ Send permissions summary

Send message to delegate summarizing any updates to permissions.

[ Delegate can see my private items
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8) You can check to have a message sent to the delegate summarizing their
permission levels. You can also give the delegate permission to view your
private items if you wish.

issions:

Calendar: | Author (Can Read, Create Items) )

__| Delegate receives meeting invites

m Tasks: f Editor (Can Read, Create, Modify Items) l-ﬂ

|| Inbox: [ None E

ﬁ Contacts: | None B3|

|__J| Notes: f Editor (Can Read, Create, Modify Items) l-ﬂ

ESend permissions summary

Send message to delegate summarizing any updates to permissions.

[ Delegate can see my private items

(Cancel)( OK )

9)  Click OK.
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If your delegate is in charge of setting up meetings or appointments, you
will receive an email letting you know that a meeting or appointment was
set up for you.

Arrange By: Date Sent % Newest on Top v

Have fun and eat ice-cream
¥ TODAY
5 Robin Getz sent by Sherry Barricklow
Sherry Barricklow 8:55 AM . .
X Required: Robin Getz
| made an appointment for you on w... ‘

When: Wednesday, August 24, 2011 4:00 PM - 4:30 PM.

¥ Robin Getz 8:54 AM Location: Sample appointment

Have fun and eat ice-cream

A meeting or appointment set up by the delegate will display on your
calendar. You can select the meeting to see the details.

w GJ Ga _
| Save &Close : Delete @ Invite Reminder: Recurrence Time Zone : Categor

Subject: | Have fun and eat ice-cream

Appointment
E Status: || Busy = 0, @ [

Location: ISampIe appointment
Starts: | 8/24/2011 |[] | 4:00 PM | (J All day event
Ends: | 8/24/2011 |[7] | 4:30 PM | Duration: |30 Minutes 3 |




To accept Delegate responsibility:

1) Open Outlook. On the Menu Bar at the top, click on Tools and then
Accounts.
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2) Click on the Advanced button at the bottom of the pop-up window.

Method: | User Name and Password I+

User name: getzr

Password: eseesccse
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3) On the next window, click on the Delegates tab at the top.
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Microsoft

Server: [Mtps:/ImaiI.exchange.gvsu.edu/ews/exch] I 443

() Override default port
B Use SSL to connect (recommended)
() Download headers only

Directory service

Server:  ADS-ROOT3.ads.gvsu.edu : 3268

(] Override default port
) Use SSL to connect (recommended)

[E Log in with my Exchange account credentials

Maximum number of results to return: 1000

Search base:

4) Click on the + sign under Delegates who can act on my behalf.

People | am a delegate for:
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Learn about delegates

(Cancel ) ( OK )

5) Type in the name of the delegate and click on Find.

Sélect User

[ sherry bar 1 Find ) Add a delegate

Name _q E-mail Job title

Type a user name in the box, click Find, and then click OK.
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6) Select the name by clicking on it and click on OK.
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Sherry Barr (  Find )
}; - E-Mail

Sherry Barricklow barricks@gvsu.edu

Job title

Click Ok.
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Sherry Barricklow <barricks@gvsu.edu>
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