Outlook 2007 – Delegate Access
If you want to allow someone to create e-mail messages or respond to meeting requests on your behalf, you must use Delegate Access.

As the person granting the permission (manager) you determine the level of access that the delegate has to your folder.  You can grant a delegate permission to read items in your folder or to read, create, change, and delete items.  By default the delegate is granted Editor permission for your Calendar and Task folders – editor means that they can read, create and modify.

There are three levels:

Reviewer – The delegate can read items in the manager’s folders

Author – The delegate can read and create items, and modify and delete items that they create

Editor – Can do everything an Author can, and can also modify and delete items that the manager created.

To assign a delegate:

1) Choose Tools – Options – on the Delegates tab click Add

2) Type the name of the person whom you want to designate as your delegate.  The delegate MUST be included in the Exchange Global Address List

3) Click Add then OK

4) In the Delegate Permissions box you can accept the default permissions or customize your own

5) If you want to send a message to notify the delegate of the permissions check ‘Automatically send a message to delegate summarizing these permissions’
