How to Remove Delegates from Your Outlook

A Delegate is a person you have granted access to your Mailbox folders and granted additional
permissions like sending messages or answering email on your behalf.

Delegate Access is most commonly used between a Manager and an Assistant, who processes the
Manager's incoming meeting requests or e-mail messages and coordinates the Manager's schedule.

Before the email; migration, remove all Delegate permissions by following these steps:
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Inbox - Joanne Anton@seattle.gov - Outlook

C)

Account Information

Open & Export

C/) JoanneAnton@seattle.gov

Save ds L/ Microsoft Exchange

Add Account

F‘ Account and Social Network Settings
re

Change settings for this account or set up more

Account cannections.
Settings ~ Aceess this account on the web
Office Account . i5.com/owa/seattle.gov/
@ | Account Settings...
4% Add and remove accounts or pri-
Options change existing connection settings.
" Change
it § Social Network Accounts
Configure Office to connect to
social networks. (Out of Office)

@® Delegate Access fy others that you are out of office, on vacation, or
&8 Give others permission to receive L Jreil messages.
items and respond on your behalf.

= Download Address Book..
W Download a copy of the Global

Address Bock.
nedress Boe lbox by emptying Deleted Items and archiving.

3. Select the name of your Delegate and click the Remove button. Click OK.
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4. Re-add your Delegates after the migration:

Go to File — Account Settings — Delegate Access
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dialog box, right-click the folder, dick Change Sharing Permissions,
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