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Granting Access to your Mailbox / Calendar

Open your mailbox, select ‘More’ and the ‘Preferences’
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On the Preferences window, select the ‘Access & Delegation’ tab and then the ‘Access to Your Mail &

Calendar’ tab

Preferences

'Synchronize Contacts' on the Replicatar.”
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Select the ‘Add’ button

Preferences

il l Calendar & To Do l Accesz & Delegation l

"Synchronize Contacts' on the Replicator.”

Mail. Calendar. To Do. and Contacts

{Mail, Calendar and To Do), and you can control the actions that each delegate is allowed to perform.

To delegate access to vour Contacts, vou must alzo enable the Contacts preference labeled "Enable

Access to Your Mail & Calendar l Access to Your Schedule l Shortcuts to Others' Mail ]

‘You can give one of more people or groups access to your contacts and to all or part of your mail file
(hail. Calendar and To Do), and you can control the actions that each delegate iz allowed to perdform.

To delegate access to your Contacts, you must also enable the Contacts preference labeled "Enable
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Delegate access to these people or groups:

Mo one has access to your mail file
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Mo other people or groups have been delegated access to vour mail file

Change Access...




A new window will open; in it will be listed 4 steps.

Step 1; Person or Group section: select the name of the person to be granted access. We recommend to
leave the option ‘Just this person or group’ selected. Select the down arrow.

Person or Group

To whom do you want to give access to wour mail file?

" Evervone
9 JustthlSPersonorgrOUP@

This will open the ‘Select Name” window. Verify the ‘Directory’ field is pointing to the CSU E-Mail
Directory.

Select Name [ x|

Chooze the directory, then type all or part of the name.
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Enter the last name of the person to be granted access into the ‘Find names starting with’ field. The
system will automatically search as the name is being entered.

Select Name [ |

Chaose the directory, then type all or part of the name.
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Select the person to be added, select the ‘OK” button.
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Choosze the directory, then type all or part of the name.
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Step 2; Components section: select which parts of your account you want to grant access to

Com

Which components of yvour mail file do you wantto give access to?
@ tdail. Calendar, To Do and Contacts

" Calendar, To Do and Contacts

" Mane

Step 3; Access section: define how much access you want to grant.

Step 4; Automatic Forwarding section: if wanted, set up automatic forwarding to this person for any

Access

Howe much access do you want to give for Mail, Calendar, To Do and Contacts?

. create, and send for you

. edit. create, and send; enable out-of-office

. edit. create, delete and send; enable out-of-office
. create, and send,édelete what they create

calendar notices sent to you.

Select ‘OK’ to save.

Automatic Forwarding

Enabling automatic forwarding makes it eazier for someone to manage vour calendar when it iz not
open and on digplay. These zettings apply even if no components are delegated, and they apply to all
auto-forwarded meszages.

Forward calendar notices | receive for meetings where:

™ 1 am the chair

[~ | am a participant

For notices aszociated with calendar entries | have marked as private:

|Do not fonward Y|

Repeat the above steps for each person to be granted access to your account.

Cancel




Access Other People’s Mailboxes / Calendars

You can open someone else’s Mailbox / Calendar if they have delegated access to you and then only to
that part they granted access to and at the level they granted.

If you have at least read privileges, their mailbox will open.

If this is a onetime event, when you are accessing the other person’s mailbox, follow the steps below.

While in your Inbox on the left locate and expand ‘Other Mail’ then select ‘Open Other Mail ...’
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The Select Address screen will appear.

1) In the ‘Directory’ field select CSU E-Mail Directory.

2) In the ‘Find names starting with’ field enter the last name of the person whose
mailbox you want access to and then select the Search button

3) A search will automatically occur while the name is being typed. Select the name
from the search results.

4) Select the OK button. At this time the other person’s mailbox will open. If it fails to
open, or fails to provide you with the access you expected, contact the mailbox’s
owner and verify the delegation access level

Open Mail File E

Choose the directory, then type all or part of the name.
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If you will be accessing the other person’s mailbox on a regular basis, it will be more convenient to put a
link in your mailbox that you can select to open the mailbox in the future. To create a link to the mailbox
follow the steps listed below.

From your Inbox, select ‘More’ and then ‘Preferences’
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Select the ‘Access & Delegation’ tab and then the ‘Shortcuts to Others’ Mail” tab. Under the section
titled “Shortcuts in Your Mail File”, select the drop down arrow to open the directory.

Preferences

il l Calendar & To Do l Accesz & Delegation l

Acocess to Your Mail & Calendar l Acocess to Your Schedule l Shortcuts to Others' Mail l
Shortcuts in Your Mail File

‘when others grantyou access to their mail files, vou can create shortcuts to open them. The shorcuts
appear in the Other zection at or near the bottorn of the navigator in your Mail, Calendar, and To Da
viewes (for example, Other kail).

Create shortcuts to open the mail files of theze people:

(=)
Shortcuts in an IMAP Mail Client v

You can also configure an IMAP-bazed mail clientto give wou access to other peoples' Motes mail.
Each perzon's mail appears as a shared falder in the [MAP mail client.

Create shared folders for mail owned by the following users:




The “Select Names’ screen will appear.

1)

2)

3)

4)

In the ‘Directory’ field select CSU E-Mail Directory

In the ‘Find names starting with’ field enter the last name of the person whose
mailbox you want access. A search will automatically occur while the name is being

entered

Select the name from the search results, select the ‘Add’ button

Select the OK button to save

Select Names | x|

Choose the directory, then type all or part of the name.
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Tip: ou can drag and drop the names

Cancel




Select OK to save preference.
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Shortcuts in Your Mail File

‘when others grant you access to their mail files, vou can create shorcuts to open them. The shortcuts
appear in the Other zection at or near the bottom of the navigator in wour bail, Calendar, and To Do
viewes (for example, Other bail).

Create shortcuts to open the mail files of these peaple:
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Shortcuts in an IMAP Mail Client

‘fou can also configure an IMAP-bazed mail client to give you access to other peoples’ Notes mail.
Each perzon's mail appears as a shared folder in the IMAP mail client.

Create shared folders for mail owned by the following users:

You will receive a notice to close and reopen your mailbox for the setting to take effect.

To access the link, expand ‘Other Mail’ and select the name of the mailbox to open.
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To add additional links, simply repeat the steps listed above for each mailbox to access.




