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Sending E-mail as Another User
If you have been granted access to send e-mail as another user or on behalf of another user, you will need to turn on some settings in your Outlook account if sending new messages from that account. (Replies will automatically come from that account.)
1. Open a New Mail message.
2. If the From button is NOT displayed, click the OPTIONS tab and click From.
3. Click the From button and choose the account to send from. If it’s NOT listed, click Other E-mail Address and enter the address of the account you are sending from.
4. Compose and send the message as normal.
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Whenever you send an e-mail, it will go into the Sent Items folder of the account you are logged into.
If you receive an error when you try to send (or it bounces back saying you don’t have permission to send), then the permissions have not yet replicated.  This can take up to a full week.
[bookmark: _GoBack]You can also switch to another user’s account in Outlook Web Access, which takes effect faster AND places the sent item in the folder of the account you send from.
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