Assigning Delegates

STEP 1

From inside Outlook, click Tools, Options.
Click on the Delegates tab.
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Then click on the Add button to add users.
****You must add users on both email accounts. ****
STEP 2

Leave Outlook and go to the Control Panel.
Click on Mail, E-mail Accounts.
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Then click Change.
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Then choose More Settings.
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Choose the Advanced tab.
Then click on the Add button.
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Type in the name of the email account you want to add (ex. Amy Hall).
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Click OK.

