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Establishing Your E-Mail Calendars
Delegate Status

Establishing Your Delegate Status

After someone has established you as a delegate, you must configure Entourage to be able to work as
that person’s delegate.

1. Under the Entourage menu, select Account Settings.

@ BAUCUIECEN File Edit  View Message

© O About Entourage
Online Registration

Preferences...
Account Settings...

Work Offline
__ Turn Off Office Notifications

2. In the Accounts window:

e 06 Accounts

- New v [ Edit [ _
— a. Click the Exchange tab.

. Mail  News Directory Service | Exchange}

_Q Exchange S

b. Double-click the name of
your Exchange account.

\__/
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3. In the Edit Account window:

Edi count
‘ a. Click the Delegate tab)

- Account Settings Options Advanced | Delegate | Security .

My Delegates

The following delegates can send items on your behalf. To grant permission to

(b. Move down to the Users I am a delegate for section.)

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... *) Remove

\
c. Click Add.

( Cancel ) HH

4. In the Select User window:

a. Enter a unigname or - if
searching by name — enter

the last name first. Select User
e aliCwill © Find ) (b. Click Find.)
| Name A | E-Mail Job title
Williams, Alice alicwill@umich.edu Manager, ITCS

c. Click the person’s entry to
highlight it.

«\ Advanced... /' '\ Cancel ;,' ( OK \)
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5. Back in the Edit Account window, click OK.

Edit Account

fAccount Settings ~ Options  Advanced | Delegate | Security ‘—

My Delegates

The following delegates can send items on your behalf. To grant permission to

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:

Williams, Alice <alicwill@umich.edu>

( Advanced... ) ( Add... ) ( Remove )

( Cancel ) (—Ol(qg

6. The person will be added to your folder list.

dlll Hide Folders

v E]_ Exchange

I Inbox

| Drafts
Sent Items

Deleted items

§ETLE

Junk E-mall
Calendar
K== contacts

« Important
Junk

Out
Quarantine

I Sync Issues
> Public Folders
1= E Williams, Alice

EH DD b
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E-Mail

1. Log in to Entourage as yourself.

2. Create a new e-mail message.

3. In the new message window:

a. ® O 6 w untitled
G Stk ~ & & of ~ - " E

From: | Exchanae (Barb Jensen) k i

T _iadd - nof Clickin the From field
Cc: to bring it to the front.
Subject: To:
p Attachments:
@ Font
|
Cc

S @06 sl untitl
By Sunk * & &2 o ~ g

v Exchange (Barb Jensen)
Williams, Alice (Wijlliams, Alice)

From:

To:
=G

{ Select the person for whom
Qou are sending the message.

—

Subject:

p- Attachments: none

ﬁg;g Font Font Size B

c.  Complete the message and send as you normally would.

MESSAGE UNDELIVERABLE? If your message is returned as undeliverable, you do not have
permission to “Send on Behalf” or “Send As.” The person who provided you with delegate
permission must correct your permission access.

Go to the main Using document
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Calendars
If you have delegate permission for another person’s calendar, you can schedule for that person:

1. Login to Exchange as yourself.
2. In the Folder list:

dlil Hide Folders
- Ky Inbox Wi~

I K orafts

) sent Items
k3 Deleted items

kz unk e-mall

K= calevgar
K=5) contacts
K2 Important

K2 Junk
[T P

a. Expand the name of the person
for whom you are a delegate.
| > g Public Folders
v E Stuenkel, MaryBeth ( -
A

K&zl calendar,

L3

v
q b. Click Calendar. ’

3. In that person’s Calendar:

& ‘6 O 6 /& untitled « Calendar
@Invite \ Link ~ g—g;Print "E; Delete Insert
N =

‘ Click Invite.)

Start: Thu, Apr 27, 2006

-

End: Thu, Apr 27, 2006

Occurs:  Once Only (=
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b. (Make certain the correct name |&= untitled « Calendar

is selected in the From field.

tions av "‘b v q%p
I—b From: _Willliams, Alice (Willilams, Alice)
($)

Invite: =
Remove :.H..].Q_ﬂ

Subject:
To:
Location: e I
| Type name or address here I
Start:
End:

4. Prepare and send the invitation as you normally would

NOTE: In e-mail, the recipient of a proposal sees the message as being initiated from the person
whose calendar you are working in but with you as the sender. The recipient’s response only goes to
the person who's calendar you're working from.
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