Calendar Sharing in Outlook 2003

To enable another Exchange user to access your calendar, you must assign them
permissions to your calendar. Permissions must be assigned from within the Microsoft

Outlook desktop application, as opposed to OWA (Outlook Web Access). The steps to
assign permissions are as follows:

1. Switch to the Folder List view. You can do so by clicking the Folder List icon circled
in red below.

Folder List

&l Folders
j Calendar ~
8| Contacts
{a] Deleted Items
_.2] Drafts [2]

4 L) Inbox (19)
S Journal
L@ Junk E-mail
My WorkFolders
] Morton AntiSpam Folder
L | Motes
L Outbos
L= Sent Items
= [ Sync Issues
L3 Conflicts

4| Contacts /
/| Tasks /

Oltems  rsareup ko date, &] Connt Falder Listl




2. From the Folder List, right-click the Calendar icon and choose Properties.

Folder List
All Folders
",
(& De Open in Mew Yindow
L2 Dr
= In Close Other Calendars
Jun Send Link ta This Folder
@00 W arced Find
£3 My dvanced Find. ..
3 Nef 2 mMove "Calendar”...
o] o 5 0 o
E o Copy "Calendar". ..
E Sen Tl Delete "Calendar”
= s
= 3 5y
B a@l Rename "Calendar"...
— [y Mew Folder...
Remowe from My Calend}r(
....... Mark, Al as Read
sharing... /
g
Properties > |
/]
. a2 2




3. Click the Permis
you wish to allow

jons tab, and then click the Add button to select the user for whom

ccess to your calendar.
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4. From the Global Address List, scroll through the list of names and highlight the name
of the person for whox you wish to assign calendar permissions. Click the Add
button, and then click
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5. With the user’s n
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me selected at the top of the Permissions tab, choose the Permission
Level you wish fo grant the user. Note: Each Permission Level selects a different
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6. Click the Apply button, and then click OK.




