How to Share Calendar in Outlook XP

Open Outlook XP
Click on Tools | Options | Delegates
options 2| x|

Preferences I IMail Setup I IMail Format I Speling I Security I Other Delegates |

Delegates

Delegates can send items on your behalf. To grant permission to
others to access your 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,

| awe | Click on Add

Remove |
Bermissions. .. |
Properkies., .. |

I~ Sendimesting requests and|responses anly. bo my. deleaates, not bo
me

QK I Cancel | Apply |

It now comes up to the Global Address List
Add who you want to have delegate access, click OK.
Set the permissions to what you want them to have. Click OK

—Thisa\egate has the following permissions These are the defaults,

o =gt T F it or (can read, -, and modify ikems)

¥ Delegate receives copies of meeting-related messages sent: ko me
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motes [wone =
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™ automatically send a message ko delegate summarizing these permissions

I~ Delegate can see my private items

How to Access Shared Calendar in Outlook XP

Open Outlook XP
Go to File | Open | Other User’s Folder

Mame. .. ||| 64 I
Falder: IInbox j Cancel |

Click on Name. It goes to the Global Address List. Choose the correct name and click on OK. Then in
the Folder section, click on the down arrow and choose whatever they have access to (by default it is the
Calendar).

Click OK
The new calendar now opens in a new window.
You have access to whatever permission are granted to you.



