SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS

ALLOWING OTHERS TO READ YOUR EMAIL
(DELEGATION)

Purpose

This handout describes how to allow someone else to read your Email (this is commonly referred
to as delegation).

When should this occur?

This is the user’s decision and normally this occurs when a person needs to help review or
manage an administrator’s mailbox when that person is not at work.

Please note that if a person is on the road and needs to check their email, they can do so from any
PC that is connected to the Internet by just going to www.sayresd.org and clicking on the Email
link.

How do | allow someone else access to my email?

Start up MS Outlook 2010 on your PC.

Click on File->Account Settings—> Delegate Access
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http://www.sayresd.org/

Delegates

O Delegates can send items on wour behalf, including creating and responding

& ko meeting requests, IF vou want ko grant folder permissions withouk giving
send-on-behalf-of permissions, close this dialog box, right-click the Folder,
click. Change Sharing Permissions, and then change the options on the
Permissions tab.
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Froperbies. ..

Deliver meeting requests addressed to me and responses ta meeking
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% 1y delegates only, but send|a copy of mesking reguests and
responses ba me (recammended)

£ My delegates only
£ 1y delegates and me

Ik I Cancel

Click on the Add button

Select the desired person that you wish to have access to your email — see example below:

Add Users x|

Search: ™ Mameonly © More columns  Address Book

Ier 50 | |GI|:|I:|aI Address List - nrava@sayresd.org = | Advanced Find

I Marmne | Title Business Phone | Location

& Eric Eberlin ;I
& Eric Knolles

® Eric Rava (IT College Intern) Directar of Information Tec...

& Erica Allen

8 Erica Iversen
& Erika Russick =
8 Erika wells

& Erin Brink.

8 Erin Ciavardini
& Esther Parsons
& Ethan Ray

& Ethen Pross

8 Ewan 'Wiles

8 Eve Martin

& Frleria Fiissiere ha
1| | 3

Add -z !Eriu: Rawva (IT Colleqe Intern)

Click on OK
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Delegate Permissions: Eric Rava {IT College Inkern 5'

— This delegate has the Following permissions

EN

Calendar IReviewer {ran read items)

[T | Gelegate receives copies of mesting-related messages sent tome

Tasks IReviewer (ran read ikems) j

Inbox IReviewer fcan read items) j

olulp | ¢=Tul A | |F.2vieswer (can read ikems)

MNotes IN:::ne j

Journal INu:une j

10| R bl A

I lautomatically send a message ko delegate summarizing these permissions

I elegate can see my private items

(o] 4 I Cancel

Next, | would recommend using the above security settings — these settings allow the person to
read but not change or edit any of your email / calendar entries.

Make sure that you have the check mark above (this sends an email to the person and instructs
them how to use this feature)

Click on OK

Now the person being allowed access will receive the following email:

search sent ftems (Ctrl+§) ~|| You have been designated as a delegate for Nick Rava (IT College
Arrange By: Date MNewest on top - Intern)
Nick Rava (IT College Intern
4 Today {IT 9 )

; Mon 7/12/2010 11:27 AM

.4 Eric Rava (IT College Intern] 11:27 AM Eric Rava (IT Callege Intern)
You have been designated as a deleg..,

=4 Mick Rava (IT College Intern] 10033 AM
test

This message was sent automatically by Microsoft Outlook to inform you that
you have been designated as a delegate. You can now send messages on my

4 Last Week behalf.

.~ Rick Rava (5taff - Director of Informati...
Tech Tips that have been Updated wit...

4 Rick Rava (5taff - Director of Informati...

You have been given the following permissions on my folders:
Calendar: Editor (can read, create, and modify items)

This person (who received the email) should do the following: Click on File — then click on
Open — Other User’s Folder
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Help Import

Import files, settings, and RSS Feeds into Outlook.
:] Options ‘
£ Exit

o~ Other User's Folder

w Open a folder shared by another user.

Open Other User's Folder x|
S Mame... | |Eri|: Rava

Folder type: IInI:u:ux j

(o] 4 I Cancel |

Select / enter the person’s name
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Nick Rava (IT College Intern} - Inbox - Microsoft Outliook

end / Receive Folder View
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You now have that user’s mailbox open

To get back to your mailbox — just click on your Inbox

[ Inbox (30239
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