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Open the "Inbox" (or "Calendar") for a mailbox that you've been given access to by
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MAILBOX OWNERS: ADD A SECOND MAILBOX TO ENTOURAGE 2008

1. Click on Tools>Accounts.

Run Schedule >

Send & Receive >
Spelling... 3L
Thesaurus... ~NHER
Dictionary... 43R
Spelling Language >
AutoCorrect...

Open Links

Link to Existing >
Link to New [
Toolbox >

Junk E-mail Protection...
Mailing List Manager
Newsgroup Settings...
Out of Office...

Rules...
Signatures...
Schedules...

2. A window will open showing the user's Marquette e-mail account.
3. Double-click on this entry to edit the
account.
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" Account Settings  Options  Advanced | Delegate  Mail Security 1

My Deleg
In the Edit Account window that 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
opens, C|ICk on the Delegate to the Properties dialog for each folder and change the options in the

Permissions tab.

tab. Under the section titled
Users | am a Delegate for, click

Add.
(" Set Permissions... | ( Add... ) (" Remove
Users I am a delegate for
As a delegate, you may access and mamage Address Book contacts, Calendar
events, and Mail messages for the following users. To do so, add the account
owner to the following list:
( Advanced... ) ( Add... ) ¢ Remove
Enter the last name of the person, or Select Heer,
the user name of the account that you [
. . . . e E-Mai | Job title
have permissions for. Click Find to bring == =
up possible matches to that name' Type a user name in the box, click Find, and then click OK.
Select the desired account, and click OK.
Advanced... Cancel OK
2

Click OK and close the account configuration window.

You have successfully set up a profile to access multiple E 9 tx_’;?',
mailboxes. Close Entourage. Mail Mew
Open Entourage and look at the list of folders in the Inbox (1) Calendar To Do List

navigation pane. You should now see a primary mailbox
and an additional Mailbox for the account just added in the
Mail Folders list. Click on the arrow next to the additional
mailbox to open it.
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GIVE OTHER USERS ACCESS TO THEINBOX IF YOU ARE THE MAILBOX OWNER

- . . Ent; File Edit View Message Fi
Change permission settings for a mailbox. B cooungeiiflle JEot Ve .

e  From the Entourage Folders List, Ctrl-click or right-
click on the Inbox of the account that you want to

Share, and Se|eCt Sharing. I.nho: Calendar To Do List Sent Directly to Me
. . . ¥ Ll eMarq Inbox
e The folder properties window will open. e Felp -
e  Click Add User. & Draes
5 Sent ltems. Open...
i Deleted tem Mark All as Rea.d_ .
£ unk E-mall .ﬁpplv Junk E-mail Prmgcncn_ .b“
= ] i ,
&y Folders iy L
o Lsted New Folder...
» o Here e
- Find
=] ete Folde
g~ Synchronize Now B
L | € Remove from Favorites Bar pa
i ic
= | Apply Rule >
':_ Rules...
e
™|
. . = Folder Properties
e The Select user window will open. . e
e  Enter the name of
the user and click o
Find to search for M Rieves
the user in the ram— P i

Global Address List,
select the desired
account, and click
OK.

Type a user name in the box, click Find, and then click OK.

Folder Properties: Inbox.

[ General Storage _ Permissions |
| Nar | Label
Default Naone
User you added Reviewer
e The Folder Properties: Inbox window will
open. Select Reviewer from the pull-down
menu for Permission Level. =
. ( ) 2o
e Click OK. Remove | ( Add User
Permission Level: | Reviewer
[ Create tems 1 Folder Owner
W read nems ] Folder Contact
1 Create Subfolders ™ Folder Visible
Edit Iterms: Delete tams:
(#) None {#) Norne
() & () own
O an ) an
{ Cancel } @




OPEN THE "INBOX" (OR "CALENDAR") FOR A MAILBOX THAT YOU'VE BEEN GIVEN
ACCESS TO BY THE MAILBOX OWNER

e After you've been given security access to the Inbox (or Calendar) folder, open Entourage using
your personal credentials.

e  Click on File>Open Other User's Folder... Edit Vie Fo
Project Gallery... {+38P
MNew [ 2
Open Message F#0
Open Other User's Folder...
Close BW
56;'-."-& g:g 5
Save As...
Save as Web Page...
Revert

e Enter a username in the User: box and click OK. Select the appropriate user from the list that
appears.
. Select Inbox and click OK.

Please note: you will only have access to User: | | |

the Inbox. No additional folders will be
accessible.

Acccunt: eMarg

Type: r Inbox M

((Cancel ) ( OK
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