Configuring Delegates in Microsoft Entourage (Mac OS X)

Such as in Microsoft Outlook, you are able to set delegate permissions
through Microsoft Entourage. Below are instructions on how to set such
permissions.

1. Go to Entourage at the top of the screen near Apple and select Account
Settings.

2. You will see the (Exchange) account if the account has already been
configured for Entourage.

& RN Ll File Edit View Message Format Tools Window Help

About Entourage ®O00 Accounts O |
Online Registration

Preferences... = New Delete Make Default

[Mail News  Directory Service |

Work Offline
Turn Off Office Reminders H Cabrini Exchange (Exchang

Switch Identity... X#Q
Services [

Hide Entourage
Hide Others

Quit Entourage
b |y no> reeus

P |7 Sync Issues
» liig Public Folders

¥ [I] On My Computer

3. Double click on the Exchange account (It’s highlighted on the right). You
should now see the image below.
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4. Click on the delegate tab and you should now see the window you want to
modify. This will list any current delegates configured for your account. In
this case, Dennis has read permissions for my calendar. To add or remove a
delegate, simply click Add or Remove. If you select Add, you will be asked for
the user ID of the person you want to give permissions to. You can also select
the type of permissions you want the user to have. To Remove a user, simply
select their name in the window below and click Remove.
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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

to the Properties dialog for each folder and change the options in the
Permissions tab.
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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:
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