How to Delegate (share) the Inbox of an App State Email
Account.

This guide will show you how to grant someone access to your App State account. Account
delegation enables others to view and send mail without sharing the password to the account.

@ This grants access to the inbox only. This does not grant access to the drive, calendars, or other apps.

To Delegate an Account to Another User

1. Log into the account whose inbox you want to share with another App State account.

2. Go to Settings (click the gear on the upper right side above the inbox, click Settings).

3. Go tothe Accounts and Imports tab.

4. Scroll down to the Grant access to your account section and click on Add another account.

5. Add the email address of the user you want to add and click Next Step.

6. Verify the email address and click Send email to grant access. Once approved, the (delegated) account will show up in their list of accounts.
After the delegate confirms this request (it may take up to 30 minutes for the verification process to be completed), you can see if the delegate has
confirmed access to your account by navigating to your Gmail settings, clicking on the "Accounts and Import" tab, and scrolling down to the “Grant access

to your account” section where you will see either pending or accepted next to the delegate's name and email address.

If someone has granted you access to their account, you can access it by clicking on your profile picture or email address in the upper-right corner of your
Gmail window and choosing your delegate's email address.

Note: When you send mail from your delegate’s account, it will appear as sent by delegated_account_name@appstate.edu (sent by person_with_delegate
d_access@appstate.edu). If you do not want the “sent by” to appear in sent mail, you will need to set up the ability to send from another account. You can
do this by following the guide here: Sending Mail from a Different Address in Gmail.

How to Revoke Mail Delegation Access
If you no longer want to grant somebody else access to your account, follow these instructions:

. Sign in to your Gmail account and click the gear icon in the top-right corner of your browser.

. Click See all settings.

. Click on the Accounts and Import tab.

. In the Grant access to your account section, click delete on any account you want to remove.

A WNPE

If you have any questions, feel free to submit a request at support.appstate.edu/help, or call the Help Desk at 828-262-6266.

Related Articles

Allowing Less Secure Apps in Google Workspace

E-Mail Attachment Limits

E-Mail Disappears from Inbox After Sending a Reply

Gmail

Gmail Sending Limits

How to Delegate (share) the Inbox of an App State Email Account.
How to Obtain Headers from Email

How to request a Generic Appstate Email Account

| am being redirected when | try to log into my gmail account.
Migrate Outlook Local Contacts into Gmail

Retirees

Security and Google Apps

Sender Policy Framework Record

Sending Mail from a Different Address in Gmail

Setting Gmail to be the Default Email Handler

Setting up Gmail & Calendar on Android

Setting up Google Apps in Apple Mail, Contacts & Calendars on Mac OS 10.11
Setting up Mail Delegation in Gmail


mailto:delegated_account_name@appstate.edu
mailto:person_with_delegated_access@appstate.edu
mailto:person_with_delegated_access@appstate.edu
https://confluence.appstate.edu/x/NAK5
http://support.appstate.edu/help
https://confluence.appstate.edu/display/ATKB/Allowing+Less+Secure+Apps+in+Google+Workspace
https://confluence.appstate.edu/display/ATKB/E-Mail+Attachment+Limits
https://confluence.appstate.edu/display/ATKB/E-Mail+Disappears+from+Inbox+After+Sending+a+Reply
https://confluence.appstate.edu/display/ATKB/Gmail
https://confluence.appstate.edu/display/ATKB/Gmail+Sending+Limits
https://confluence.appstate.edu/display/ATKB/How+to+Obtain+Headers+from+Email
https://confluence.appstate.edu/display/ATKB/How+to+request+a+Generic+Appstate+Email+Account
https://confluence.appstate.edu/pages/viewpage.action?pageId=26576985
https://confluence.appstate.edu/display/ATKB/Migrate+Outlook+Local+Contacts+into+Gmail
https://confluence.appstate.edu/display/ATKB/Retirees
https://confluence.appstate.edu/display/ATKB/Security+and+Google+Apps
https://confluence.appstate.edu/display/ATKB/Sender+Policy+Framework+Record
https://confluence.appstate.edu/display/ATKB/Sending+Mail+from+a+Different+Address+in+Gmail
https://confluence.appstate.edu/display/ATKB/Setting+Gmail+to+be+the+Default+Email+Handler
https://confluence.appstate.edu/pages/viewpage.action?pageId=11600139
https://confluence.appstate.edu/pages/viewpage.action?pageId=12124651
https://confluence.appstate.edu/display/ATKB/Setting+up+Mail+Delegation+in+Gmail

® Should | Forward Email Outside Gmail
® View multiple @appstate Gmail Accounts in the Same Browser

Search Knowledge Base

Submit a Service Request


https://confluence.appstate.edu/display/ATKB/Should+I+Forward+Email+Outside+Gmail
https://confluence.appstate.edu/display/ATKB/View+multiple+@appstate+Gmail+Accounts+in+the+Same+Browser
https://confluence.appstate.edu/display/ATKB
http://tech.appstate.edu

	How to Delegate (share) the Inbox of an App State Email Account.

