How to Share and View Calendars in Outlook

How to Share your Personal Calendar

Options
Preferences | Mail Setup || Mail Format | Spelling | Security | Other | Delegates L
Delegates
o Delegates can send items on your behalf. To grant permission to
others ko access vour folders without also giving them
send-on-behalf-of privileges, go ko the Properties dialog box For each
folder and change the options on the Permissions tab.
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Click on the Delegates tab.
Click on Add button.
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Delegate Permissions: Student, Test

This delegate has the following permissions

1 (can read items)

Click OK. The Delegate Permissions ] s [none |
dialog box appears. Give access to one ] mbox [nore v]
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Automatically send a message to delegate summarizing these permissions

|:| Delegate can see my private items
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None — User will not be able to access folder
Reviewer — User will only be able to read the contents of the

folder

Author — User will be able to read and write to the folder but not

edit or delete contents.

Editor — User will be able to read, write, and modify contents of

folder.

There are also three optional checkboxes:

e Allow user to receive copies of meeting related messages.

e Select if you want to send an email notifying the user of what permission
they have been granted and to which folders.

e Allow the user to view your private items.

Once you are done, click OK to finish and click OK again on the Options dialog box to

close.

How to Open a Shared Calendar

File | Edit Wiew Go  Tools Acktions  Help

| Qpen

k

Selected Ikems Chrl+

4y Save as Web Page...

Qther User's Folder. .,

Impart and Expart, ..

[,
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Click on File menu and select Open. A sub menu will appear.
Click on Open Other User’s Folder... from the sub menu.

!

Open Other User's Folder

Folder type: | Calendar W
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In the Open Other User’s Folder dialog box
click on the Name button to find the name
of the person whose calendar you would
like to view.

Make sure that Calendar is selected in the
Folder Type field and then click OK.
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Test Calendar - Microsoft Outlook
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Depending on the version of Outlook you use, the other user’s calendar will either
appear within the same outlook window or in a separate window.

To simply close out of the other user’s calendar either close the window if it’s
separate, or click the checkbox next to the other user’s name in the navigation pane
on the left.

Updated On: 11/12/2004

Help Desk Documentation

Van Meter 162 x6322

3




