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1. Delegating email account

Steps Screens
1. In the email account, please
T 14 L
click onthe = “Settings” @ e Q= o
icon on the top right-hand
side.
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ses)' Click here AL Augia
2. Click on “See all settings”.
Guick settings X

Seeall settings
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3a.

In the Settings, please click
“Accounts” tab.

3b.

Scroll down until you see
“Sender information”,
choose “Show this address
only”

(this will show the primary
email address instead of
the actual sender)

3c.

In “Grant aceess to your
account:”, click “Add
another account”.

Settings

General Labels Inbox || Accounts) Filters and Blocked Addresses Forwar

Add-ons Chat Advanced Offline The

Change account Google Account settings
settings: Change your password and security options, and access ot
Send mail as: ITSC Training Suppart<itse-training@hsu.edu.hk-

{Use The Hang Seng
University of Hong Kang

Add ansther email address

Mail to send fram your
other email addresses)
Learn more

Grant access to your acd

account: ; ) o
Add anether account
(Allow others to read and “ C

send mail on your behalf) Mark as read

Leam more @ Mark conversaticn asread when spened by others

) Leaveconversation unread when opened by sthers

Senderinfermation
b () Show this address and the persen whe sentit ("sentby ..7)
@ Show this address only (itse-training@hsu.edu.hk)

After you click on “Add
another account” in the
previous step, a window
will pop up, please input an
email address that you
want to grant access to this
email.

* Please take note, you
cannot grant access to an
account that is not within the
organization.

Click “Next Step” when you
finish

M4 The Hang Seng University of Hong Kong Mail - Grant access to your account - Googl.,  — O X
& mailgoogle.com/mailfu/37ui=28&ik=0d1393cd 14&jsver=hi-_-zOFT5A.en. UNKNOWMNELChI...
Grant access to your account

Specify a Google Account holder to access your account.
This person will be able te sign in to your account te read, delete, and send mail, and edit Gmail settings on your bahalf.
They will not be able to modify your Google Account settings nor change your pasauard

Email address:| |

e ey

You will redirect to a
confirmation page, please
click “Send email to grant
access”.

Are you sure?

You are about to grant carlong@hsu.edu.hk access to your mail. You will be able to revoke this
later.

In order to complete this process, we need to send carlong@hsu.edu.hk a confirmation email to
accept access. After accepting access to your account, they will be able to open your account.

A carlong@hsu.edu.hk can access your mail using HTTPS only.

| cancel \ Send email to grant access:\

Granted

b A confirmation request has been sent to carlong@hsu.edu.hk. Once they accept the request, they
will have access to your mail. You can always revoke this later.
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You will see the account
you just added shows up
with pending status.

A confirmation email will be
sent to the recipient to
confirm the access.

Grant access to your . .

account:
[carlong@hsu.edu.hk

(Allow others to read anl

send mail on your behalf) Add another account

Learn more

pending delete ]

Mark as read
@® Mark conversation as read when opened by others
(O Leave conversation unread when opened by others

2. Using a delegated account

Steps

Screens

After receiving the
confirmation email created
by above steps, click the
link to accept the request.

ITSC has granted you access to their The Hang & &
Seng University of Hong Kong account -- accept
ordeny? D inboxx

The Hang Seng University of Hong Kong.. 10012 AM (31 minutes z200)  §% € H
tome =

Hi Carlo,
ITSC Training Support <itsc-training@@hsu.edu bk has granted you

=carlongifhsu. edu. hk> access to read, delete and send mail on their
behalf.

To accept this request, please click the link below:

https:fmail-settings. google. com/rmailim da- %EEANGjd)_z9nEvDdn
sPeBT1f#oYMatBhIsDW.IZeaMEGLTRAY7 EfvBEAZsycGhPA gui_aHWELU Y k30imcOMTFhxB%S50-
nignT2gFBLChMER Y 2T sic

To reject this request, please click the link below:

https:fmail-settings. google. com/rmailim dd-%EEAN Gjd)-E_XYKcYR
0cBROMMyUBdY W 38P0MAIZY _7LUbo MHHKPOW P hwk dzL P G0 2vu-hkyl S5Woz fwh %S D-
nignT2gFIELChMEr Y BT sic

Once you click on the
accept request link, you will
redirect to the confirmation

page.

Please click “Confirm”.

M (Gmail Confirmation

Please confirm viewing and sending messages on behalf of itse-training@hsu.edu.hk.

Click here to return to your The Hang Seng University of Hong Kong account: hitps:dmail google.com

E2021 Google - The Hang Seng University of Hong Kong Home - Privacy Policy - Program Policies - Terms of Use - Google
Haome

M Gmail cenfirmation Success!

It may take up to 30 minutes for the verification to complate. Then you can view and send messages on
behalf of itsc-training@hsu.edu.hk.

Click here to return to your The Hang Seng University of Hong Kong account: hitps:imail. google.com

©2021 Google - The Hang Seng University of Hong Kong Home - Privacy Palicy - Program Policies - Terms of Use - Google:
Home
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You will see an account is
added to your list with
“Delegated”.

You can click on the area to
switch to the shared
account.

*Please take note, you can
only access to the delegated
account’s email only. All
other Google services are
unavailable (e.g., Google

o

Active =

This account is managed by hsu.adu.hk Learn more

O

Carlo NG (ITSC)
carlong@hsu edu_hk

Manage your Google Account

drive, Calendar...) I !TSCTrgin ing Support Delegatad
w  itsctraining@hsu.edu hk
2t Add ancther account
You can send/read emails @ & o

using the delegated
account after switching.

¥ou have rights to this account as a delegate. Learn more

the user sending an email using the delegated ac

or

cument "IT workshop for new academic staff 202 itse-training@hsu.edu.hk

Delegated

&+ Add another account

tor app
New Message

Sign out
217776
To
Subject Frivacy Poliey + Terms of Service
21322
Best Regards,
Dhsu et

ITSC Training and Support Team
The Hang Seng University of Hong Kong

etails o
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5. Users receiving the email - ® Active ~ ® © B OuuE e
from the delegated account
will NOT see the actual 5 o -
. . : -500f16; = - 3
identity of the sender, B
instead, only the delegated
email address is shown. Sent from delegate account
Inbox =
In case you want to show ITSC Training Support | 259 PM (0 minutes ago)
the actual identity of the to me ~
sender, change the setting Sent fram delegate account
as shown in step 3b under B
section 1. Best Regards,
ITSC Training and Suppart Team
The Hang Seng University of Hong Kong
+
& Reply ~ Forward




