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permission to do so. The directions follow.

E YOUR CALENDAR

OK 2007

in the EXCHANGE ENVIRONMENT

If you want to allow someone to view details on your calendar or post appointments to your calendar you must grant them

If you want someone to be able to schedule meetings on your behalf, you will need to assign delegate access.

. . ] Mail
1. Open Outlook and from the left-hand navigator, click on the Calendar
module. % Calendar
2. Under My Calendars, right-click on your default calendar (or the calendar
you would like to share) and choose Properties. 8=| Contacts
3. Click on the Permissions tab and click the Add button. E Tl
Calendar Properties L& [ 28 |
General | Home Page I AutoArchive
Administration | Forms | Permissions | Synchronization
Mame Permission Level
Default Free/Busy time
Add... ] [ Remove Properties...

4. Use the search box to enter the name of the Exchange user that you would like to grant access permission to. Once located,
highlight the person’s name and click: Add and then: OK

5. Use the pull-down menu to select the desired Permission Level. Editor allows users to view details and post meetings.

Permissions

Permission Level; [Editor

Read Write
Mone Create items

() Free/Busy time []create subfolders
= Free/Busy time, subject, Edit own

: location Edit al
(@) Full Details

Other Free/Busy...
Delete items Other
() Mone []Folder owner
) Own []Folder contact
i@ All Folder visible
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