Gmail - Grant access to your
account (Delegate and
collaborate on email)

Gmail gives you the option to allow other people to manage your email account and send and
receive emails as you. Another name for this is a Shared Inbox.

Setting up Email Delegation (this will allow someone else to
send and receive emails as you)

e In your Gmail account click on the gear icon in the upper right corner of the screen then
click on "See all settings"
o 20220920011 +A2-4%pNg
e Go to the "Accounts" tab then find the "Grand access to your account" section
e Click on the link to add and account or add another account
o 2022+09:20411+42-42p0ng
e Enter the email address of the person you want to give access to. The person will receive
an email and they will need to accept the invite.

Using Email Delegation setup on your account

e After you have received and accepted the email delegation invite, you can click on the
profile icon in the top right of your Gmail screen. You should now see an additional
account that you can switch to (note; you may have to refresh your browser if you
recently accepted the invite).

o PgFaXqIBfhpngype unknown
e Once you select the account that you are a delegate for you will be taken to their email

box and can use it as if you are that person.

More info on delegate access:

e https://support.google.com/a/users/answer/138350
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