Enterprise Email
Pre-Migration Step 2B
Record and Save Delegations

1. Open Outlook and select Tools and then select Options.
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2. In the Options window select the Delegates tab to see the delegates. If NO
delegates exist return to the Pre-Migration checklist. If delegates DO exist
continue following this guide to save a record of the permissions.

Options [ =]
| Preferences I Mail Setup | Mail Format I Speling I Other | Delegates | <(mu——
Delegates

O Delegates can send items on your behalf, induding creating and

& responding to meeting requests. If you want to grant folder
permissions without giving send-on-behalf-of permissions, dose this
dialog box, right-didk the folder, dick Change Sharing Permissions, and
then change the options on the Permissions tab.

spindler, Todd K Mr CIV USA

Remove
Permissions. ..

Properties...
Deliver meeting requests addressed to me and responges to meeting
requests where I am the organizer to:
(@ My delegates only, but send a copy of meeting requests and
responzes to me (recommended)
() My delegates only
() My delegates and me

Ok ] [ Cancel ] I Apply ]
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3. In the Options window click the name of the first delegate and click
Permissions.

Options =]

| Preferences | Mail Setup I Mail Format I speling I Other | Delegates |

Delegates

o Delegates can send items on your behalf, induding creating and

& responding to meeting requests. If you want to grant folder
permissions without giving send-on-behalf-of permissions, dose this
dialog box, right-dick the folder, dick Change Sharing Permissions, and
then change the options on the Permissions tab.

Spindler, Todd K Mr CIV USA -
—

Deliver meeting requests addressed to me and responses to meeting
requests where [ am the organizer to:

(@) My delegates only, but send a copy of meeting requests and
responses to me (recommended)

() My delegates only

() My delegates and me

OK ] [ Cancel ] [ Apply ]

4. A delegate permissions window will open and display the permissions of the
selected delegate. On the keyboard press “Ctrl-Alt-Print Screen” all at the same
time. This will capture a screen shot and place it on the clip board. Nothing will
change on the screen.

Delegate Permissions: Spindler, Tedd K Mr CIV USA

Ed

This delegate has the following permissions

_;::Ii Calendar [Editor (can read, create, and modify items) vl

Delegate receives copies of meetingrelated messages sent to me

2 Tasks |Editor (can read, create, and modify items)  ~ |
Ezl Inbox |Nane )
8=/ contacts none ]
;J Notes

[] Automatically send & message to delegate summarizing these permissions

I:‘ Delegate can see my private items

oK ] [ Cancel
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Open a new Word document. Click the Start eicon in the lower left corner of

frz

the screen. Select Microsoft Office Word 2007. If this selection is not

available navigate to Start e All Programs -> Microsoft Office ->

ws=
= Microsoft Office Word 2007

Right click on the blank page and from the menu that appears, select Paste.

‘Eé's d9-0& )+

Home | Inset  Pagelsyout  References  Mailings

B £ | fimesNewRoman  <[12 - |[A° NE
“—
Pate B £ W -abe x, X Aar|@ A | RS

'l | AaBE

Clipboard = Font & Paragraph

Page:lofl | Words:0 | 5
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The captured image will appear in the document (multiple images if required):

Ca)H9-06& ) -
B9 e

Insert  Pagelayout  References Mailings

View  Approvelt

B % || [fimes NewRoman - |12 ~|[A" N
B . -
ste o B I U e x* An |- A~

13419 ] | aaBbCa
|[$=-][&x- == | nomal
ph i

Clipboard = Fant graj

Delegate Permissions: Spindler, Todd K Mr CIV USA ==
This delegate has the following permissions

5] calendar [Ecitor (can read, reate, and modify ftems)

(7] Delegate receives copies of meeting-related messages sent to me
-

ﬂ' Tasks  [Editor (can read, ereate, and modify items) v
EEI Inbox  [Nane -
8= contacts [Nene -

MNotes

[ Automatically send a message to delegate summarizing these permissions
|| Delegate can see my private items

Page:lofl | Words:i0 | <5

7. Capture each delegate’s permission. Repeating steps 3, 4 and 6 for each

delegate that is listed, cut and paste the delegate’s permission in the same Word
document.

Page 4 of 6



Enterprise Email
Pre-Migration Step 2B
Record and Save Delegations

8. Save the document to the Legacy Email folder (located on your Desktop). Select
the Office Button. Click Save As.

e

@E 9-8 )3 Document! - Microsoft Word o8 x
)y 4 eview  View Approvelt @

D New % Find ~
{1 Word Document ‘A P

~ Save the file as

./ Qpen
=
E &mgs| > ‘
o

Other Formats

@ Send b
Open the Save As dialog bax to select from (i D R S S e
;Q Publish all possible file types.

Save a copy of the document

EriECE 511 | asbocene| Asebccde AaBbCi AzBbCe AabB aesice
ford Document. g TMormal | 7No Spaci.. Headingl —Heading 2 Title Subtitie

Paragraph o Styles

an [ | -

l¢ seledt
Editing

e document as a template that can

used ta format future documents.

. Word 97-2003 Document

Save a copy of the document that is fully

compatible with Word 97-2003.

OpenDocument Text

Save the document in the Open Document
Format,

PDF or XPS

Publish a copy of the document as a PDF ar
XPS file.

the following permissions

[Editor (can read, areate, and modify items) _ +

[Edtor {ean read, create, and modty it=ms) v
[:T Close [Hone -]

@ Word Optjons | X Exit Ward (Hone -]
H Notes [Name -
el pne 7

Automatically send a message to delegate summarizing these permissions
Delegate can see my private items.

o ) [ oo |

Page:1ofl | Words:0 | o |

EEE
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9. Select Desktop. Double click the Legacy Email folder. In the File name field
type “Delegates.docx”. Click Save.

] Save As =]
@uv| ..+ Legacy Email v|#,||segyrh o]
By Organize ~ 288 Views ~ [ New Folder 2)
Favorite Links Name’ Date medified Type Size Tags
L)
| Templates ¥ Delegates.docx
E Documents
— B Desktop
5 Recent Places
1% Computer
E Pictures
Mare »
Folders -~
——————p> File name: Delegates.docc -
Save as type: [Word Decument (*.docx) -
Authers: james.aw.harris Tags: Add a tag
[ Save Thumbnail

“ Hide Folders Tools ~

10.Close all open windows.

11.You have now completed Step 2B.
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