
 

Tip #14: Delegating Access to Mail Folders 

It’s much more efficient to give someone access to a folder than it is to 

forward them every other email that they need. Here are the steps to 

give someone access to a mail folder. 

Giving Permission: 

1. Right-click the upper-most level account folder. For example, your_username@ipfw.edu. 

2. Click Folder Permissions. 

3. In the window, click Add … 

4. In the Search box, type the name of the person to give permission to. 

5. Select the name of the person from the list, click Add > OK. 

6. With the correct name selected, click the boxes to select the amount of access the person 

sharing permissions with will have. 

7. Check the box next to Folder Visible. 

8. Click Apply > OK. 

9. For each subfolder the person should have permission to: 

a. Right-click the folder. 

b. Click Properties. 

c. Click the Permissions tab. 

d. In the window, click Add… 

e. In the Search box, type the name of the person to give permission to. 

f. With the correct name selected, click the boxes to select the amount of access the person 

sharing permissions with will have. 

g. Check the box next to Folder Visible. 

h. Click Apply > OK. 

Note: Make sure Visible Folder is checked or the user will not be able to view any folders below the 

shared folder. 

Note: New settings will be applied to folder 

. 



Accepting Permissions 

1. Click File 

2. Click Account Settings > Account Settings... 

3. Highlight your mailbox in the list and click the Change button 

4. Click More Settings > Advanced tab > Add... 

5. Type the person's full name as it is listed in Outlook into this box. If it is misspelled Outlook will 

search the address book for you to select the proper name. 

6. Click OK > OK. 

7. Click Next > Finish. 
 

This solution and more can be found on our ITS knowledge base. 

https://www.ipfw.edu/training/kb/

