Outlook 2010 - Opening a Delegated Folder

When another employee gives you delegate permissions to a folder in Outlook, you will want to open
their calendar in your Shared Calendars list.

1 When in Outlook, click on File, which is located above the ribbon in the top left
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2. Inthe File menu, click on Account Settings, then select Account Settings from the drop-down

menu
Iﬁ Home Send / Receive Folder View
|
=0 2
_ Account Information
Gy save
Curtis.Flaterud@kwantlen.ca
Info z m‘ Microsoft Exchange
gp Add Account
Open & =
Print = Account Settings
‘mu Moedify settings for this account, and configure
Help =R additional connections.
gﬁitc_ount Access this account on the web.,
[s ; ettings ~ : 2
d Options g hitne/fwebmail lwantlen.ca/
Exit t /R‘ILI Account Settings... ‘
L 3 Add and remove accounts or change
“ existing connection settings. ‘
Delegate Access
Give others permission to receive "
items and respond on your behalf. of Office)
Download Address Book... tﬁloizeftz,h:_t,;’;gﬁ :_:
Download a copy of the Global =P
Address Book,
[y Manage Mobile Notifications
| setup SMS and Mobile
Notifications.




3. Inthe account settings window, select your account and click Change
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5. Click on the Advanced tab

Microsoft Exchange
General - Securityl Connection I

Exchange Account

Tupe the name by which wou would like to refer to
this account, Far example: "Work! ar "Microsoft
Exchange".

ICurtis.Flaterud@kwantlen.ca

—When starting
{* Automatically detect connection skate
{~ Manually control connection skate
[" | Choose the conmection type when skarting

Default connection state
% Conmect with the network:

€ Wark offline and use dizl-up networking

| 30 Seconds Until Server Connection Timeout

[al'4 I Cancel | Appli

6. Click Add
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7. Enter the name of the mailbox you would like to open and click Ok
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8. Click Ok
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9. The mailbox will now appear underneath yours, along with any folders that you have been given
permissions to access.

4 Curtis.Flaterud@kwantlen.c

> [ Inbox (4]

;7| Drafts [1]

=) sent Items
@ Deleted Items

[[@ Junk E-mail
3 Junk E-Mail
= Outbox

> L) RSS Feeds

> L2 Search Folders

> TestMailbox2010



