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Assigning delegate access

N MONASH University

Monash Messaging — Lotus Notes
GEO06

You can provide people delegate access your Calendar, To Do, Contacts, and/or Mail. Two options are

available:

1. Access to Mail, Calendar, To Do and Contacts
2. Access to Calendar, To Do and Contacts

First you need to decide what you'd like to provide access to and the level of access required. The

following table shows your choices:

Option 1: Access to Mail, Calendar, To Do and Contacts

Type of access ‘ Description

Read any document

Delegate can read your messages, To Do items, and calendar
and contact entries.

Read and create any document,
send mail on your behalf

As above, plus delegate can create and send messages, create
To Do items, and create calendar and contact entries for you.

Read, edit, and create any
document, send mail, enable Out-of-
Office

As above, plus delegate can edit To Do items and calendar or
contact entries for you, as well as flag messages for follow-up
and enable out-of-office notification.

Read, edit, create, and delete any
document, send mail, enable Out-of-
Office

As above, plus delegate has the ability to delete any document
including messages, To Do items, and calendar and contacts
entries.

Read/create any document, delete
documents they created, send mail
on your behalf

Delegate can read/create any document, but only delete
documents they created for you, and cannot delete documents
created by you or others.

Note: Access to Mail, Calendar, To Do and Contacts will also show details of calendar entries marked

private to the delegate.

Option 2: Access to Calendar, To Do and Contacts

Type of access ‘ Description

Read any document

Delegate can open your Calendar, To Do and Contacts and read
all items.

Read, create, edit, and delete any
Calendar Entry, To Do, and Contact

Delegate can open your Calendar, To Do and Contacts and
read, create, edit and delete all items.

With this access a delegate can open your Mail and accept
items on your behalf. Note: they will only be able to view
calendar & To Do items, not mail messages.

Assigning delegate access

1. Click File > Preferences

2. Click Access and Delegation under Calendar and To Do or Mail. (Both options take you to the

same menu).
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| type Filker kext | Access and Delegation

=
- Accounts
- Calendar and To Do Mail | Calendar & To Do | Access & Delegation
Access and Delegation : :
Pz : J Access to Your Mail & Calendar ] Acoess to Your Schedule | Shortouts to Others' hail

Remiorrat-Sebtimy
-Contacts TOW Can Qive ONE of more PEORIE oF groups access to vour contacts and to all or part of vour mail file
Feeds {tail, Calendar and To Do), and you can control the actions that each delegate is allowed to
Home Porkal Account petformm.
Locations To delegate access to vour Contacts, vou must also enable the Contacts preference labeled "Enable
Log Settings 'Sunchronize Contacts' on the Replicator”

- Mail
Motes Parts Mail, Calendar. To Do, and Contacts
Reqional Settings Delegate access to these people ar groups:

- Replication —

G- Smetine Mo ane has access ta your mail file Add |
Search |
Spell Check Rermove

- Toolbar
Windows and Themes

web Browser

Mo other people or groups have been delegated access to yvour mail file

Change Accezs..

3. Select the tab Access to Your Mail & Calendar.

4. Click the Add button.

Add People/Groups

Person or Group

To whom do wou want to give access to vour mail file?
" Everyone

% Justthis person

Components

‘which components of your mail file do you want to give access to?
" hail. Calendar, To Do and Contacts

* Calendar, To Do and Cantacts

" MNane

Access

How much accezs do you want to give?

Fead any Calendar Entry. To Do or Contact v

Automatic Forwarding

Enabling autormatic forwarding makes it easzier for someone to manage vour calendarwhen it iz not
open and on dizplay. These settings apply even if no components are delegated, and they apply to all
autoforwarded meszages.

Forward calendar notices | receive for meetings where:

™ | am the chair

[~ | am a participant

For notices aszociated with calendar entries | have marked as private:

|D0 not forward V|

Cancel

5. In Person or Group, you can choose to give access to everyone or just a particular person or group.
To give access to a person or group, click =1 to select the person or group from the Monash Directory.

6. In Components, select what you'd like to provide access to.

Assigning Delegate Access (GE06)
vi.l



L]

Qq MONASH University
t%f

Tip: You cannot provide access to just your Calendar, you have to provide access to Calendar, To Do
and Contacts.

Monash Messaging — Lotus Notes

7. In Access select the level of access you'd like to apply.

8. In Automatic Forwarding, you can enable automatic forwarding of calendar items to a delegate to
manage from their Inbox.

You can also choose whether to forward entries marked private. Options are:
o Do not forward: cancels forwarding of entries where Mark Private is selected.
o Forward without private details: forwards entries without including details of the

meeting (i.e. the chair and subject of the meeting).
o Forward with full details: forwards private entries including full details.

9. Click OK.

10. The name of the person that you have given delegate access to will appear in the section Delegate
access to these people or groups.

11. To view the level of access, click on the name and the access level will be displayed below.

Mail, Calendar, To Do, and Contacts

Delegate access to these people or groups:

Deziree Joubed| TSI StatfiMonashTrain Add.. J

S

Remaove

Deziree JoubertITSIStaffibdanazhTrain iz allowed ta dao the fallowing:

Read. create, edit and delete aryw Calendar Entry, To Do or Contact Change Access..

12. To change the level of access, select the name and click the Change Access button.

13. Click OK.

See also Accessing other accounts (user or shared) (GEO04).

Tip: These preferences are also available within the Mail, Calendar, and To Do windows via the More >
Preferences > Access & Delegation path.

Assigning Delegate Access (GE06)
v1l.l 3



