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Access Your Email

There are two common ways to access your mail: via the Outlook Desktop Application and the Outlook Web Application.
This document focuses on how to use the Outlook Desktop Application for Windows.

Refer to Microsoft Support for details on the differences in features and find out which is right for you.

1 « Open Outlook. Navigate to the File tab. Click Add
Account.

Account Information

Qﬂ lerimllall Soutlook com
change
+ Add fccount

2 . Enter your name, email address, and password, and then

click Next.

Auto Account Setup
Click Next bo connect to the mail server and automatically configure your account settings,

Retype Password: [*e++ssseies
Type the password your Internet service provider has given you.

" Text Messaging (SMS)

™ Manually configure server settings or additional server types

<Back Next > concel |

1|Outlook Desktop Application for Windows


https://support.office.com/en-us/article/How-to-decide-whether-to-use-Outlook-or-Outlook-Web-App-b20e6d7e-00ff-4e55-88a1-d3fc44584ec6?ui=en-US&rs=en-US&ad=US
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Features Menu

Access all main features of the Outlook Desktop Application by navigating to the lower left hand corner
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Granting Access to your Mailbox, Calendar, or Folders

Two types of access are available.
Delegation grants an individual access to your entire account. Sharing limits an individual’s view to a certain number of folders.

It is recommended to grant as little access to as few people as possible. Consider what permissions are needed to accomplish the individual’s tasks.

Delegation Sharing

Delegate access allows an individual to access the entire Sharing access allows an individual to access specific

account on behalf of the mailbox owner. folders or calendars.

Delegates can: Individuals with sharing permissions can:

e Grant access to individuals or a group of
people to view the calendar
e Grantindividuals access to specific mailbox

e View or make appointments on your calendar
e Move/view/delete mail

e Send email from your account on your behalf
items

e Customize permissions for each folder or

Delegate access can also be managed in the Outlook Web calendar individually

Application. Sharing access can also be managed in the Outlook
Web Application.
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Sharing Your Mailbox

Mailhox Owner Stens

1 « Right click your mailbox folder and click Folder Permissions.

2 « Click Add and type the name or email address of the individual with whom you want

to share your mailbox.

Outlook Today - GG P oetes | |

General | Home Page | Poliy | Permissions |

Name Permission Level
Ananymous None

[ adde | [ Remove | | Fropertics. |
Permissions
Permission Level:

Wiite
eate items

eate subfolders

Other

] Folder owner
[“IFolder contact
[CIFolder visible

[ ok [ canet ][ sppi

3 . Set the appropriate permissions level for users with whom you are sharing.
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Opening a Shared Mailbox

Recipient Steps
1 « Click the File tab.
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2 . Click Open & Export.

Account Information

Open & Expart

austin, utexas,edu - Outlook
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Save As LA wicrosoft bxchange
4 Add Account

F Account and Social Network Settings
ag

Save as Adobe
PDF

Change settings for this account or set up more
Account cannections

Settings = = Access this account on the web,

p: texas.ed:
" Connect to social networks.

Import/Export
= e —

Other User's Folder
%5 Open afolder shared by anather user

4 . Enter the name or email address of the individual who

shared their mailbox with you.
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Add and Manage Mailbox Delegates

Delegate permissions gives an individual access to the entire account on behalf of the mailbox owner.

Delegates can:

e View or make appointments on your calendar
e Move/view/delete mail
e Send email from your account on your behalf

Follow the steps below to grant someone else delegate access to your mailbox

1. Click File
2 . Select Account Settings
3 . Click Delegate Access

4. Click Add and enter the name or email address of the individual you want to set as a
delegate

5 . Set appropriate permissions settings in the Delegate Permissions box
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Sharing Your Calendar
Mailbox Owner steps

1 . Select the Calendar tab from the features menu.

2 e Click Calendar Permissions.
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3 « Click Add.
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4. Enter the name or email address of the person with whom you want to share your

calendar.
5 . Select the level of access desired.
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Opening a Shared Calendar

Recipient steps

1 . Navigate to the features menu. Select the Calendar tab.

2 . Click Open Calendar.
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3 « Click From Address Book to add a calendar.
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l Calendar -> I ‘ ‘

4 « Type the name or email address of the individual who

shared their calendar with you and click OK.



