Entourage Delegate Access
(How to give permission to others to access your calendar and
mailboxes)
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Account Settings | Options | Advanced | Delegate | Security
3. Choose the “Delegate” button. y Detegates

The following delegates can send items on your behalf. To grant permission to
others to access your folders without also giving them on-behalf privileges, go

4. Click the button “Add” under the “ My delegates” section. e rroperies ilog foreach foider and change the oprons in the

( Advanced... ) Add...

Users | am a delegate for

As a delegate, you may access and manage Address Book contacts, Calendar
events, and Mail messages for the following users. To do so, add the account
owner to the following list:

Advanced... ) (  Add..

Select User
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Gonzalez, Jullan A Jullan_Gonzalez@baylor.edu

you want to give permission to access.

6. Click “OK.”
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7. Entourage should now display the “My delegates” box

! Account Settings =~ Options =~ Advanced | Delegate | Security -

with the bear_id of the person that you give permission
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The following delegates can send items on your behalf. To grant permission to
‘to aocess others to access your folders without also giving them on-behalf privileges, go
. to the Properties dialog for each folder and change the options in the
Permissions tab.

Gonzalez, Jullan A <Jullan_Gonzalez>

8. Click “Ok.”
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As a delegate, you may access and manage Address Book contacts, Calendar
events, and Mail messages for the following users. To do so, add the account
owner to the following list:
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9. Entourage should now display the “Delegate Delegate Permissions

Julian_Gonzalez has the following permissions:

Permissions” options.
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10.Click the arrows "*_ and Select the permissions on —

Reviewer (Read only)
Author (Read and Create)

Calendar, inbox and Address book. Editor (Read, Create, and Modify)
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12. Click “OK.”
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