
Outlook Calendar 2007 

Advanced Topics 

Sharing Multiple Calendars. 



Topics to be Reviewed:

Å



You can share your Outlook Information using 2 different methods. 

Sharing Folders �±Giving other users permission to read, modify, create or delete information in your Outlook folders.  This is 
done by setting the Sharing permission on your folders.  

By sharing your Calendar and/or other Outlook folders, you can, if you choose, give other users permission to create, modify
and delete as well as to view items.  For example: 

Å �<�R�X���D�Q�G���\�R�X�U���F�R�O�O�H�D�J�X�H�V���Z�R�X�O�G���O�L�N�H���D�F�F�H�V�V���W�R���R�Q�H���D�Q�R�W�K�H�U�¶�V���F�D�O�H�Q�G�D�U�V���V�R���W�K�D�W���\�R�X���F�D�Q���T�X�L�F�N�O�\���V�H�H���Z�K�D�W���L�V���R�Q���H�D�F�K��
�R�W�K�H�U�¶�V���V�F�K�H�G�X�O�H

ÅYou create an Outlook folder to store project correspondence and would like to be able to share this information with 
a  colleague who has been assigned to the project. 

Delegation �±Assigning a Delegate to act on your behalf and manage the information in your default Outlook folders.  As the 
person granting delegate permission, you determine which folders the delegate can access and the changes they can make.   
You should ONLY use the Delegation feature if you need to hand over your scheduling (emailing and calendaring) 
responsibilities to someone else and would like that person to send email and/or Calendar requests on your behalf.           
For example: 

ÅYou are a Section Manager or Head of a Department and would like your Personal Assistant to manage some or all of 
our scheduling, or to reply to messages on your behalf when you are out of the office. 

1. �2�Q�O�\���X�V�H���'�H�O�H�J�D�W�H�V���Z�K�H�Q���D���S�H�U�V�R�Q���Z�L�O�O���Q�H�H�G���W�R���U�H�F�H�L�Y�H���S�U�R�F�H�V�V���P�H�H�W�L�Q�J���U�H�T�X�H�V�W�V���R�Q���V�R�P�H�R�Q�H�¶�V���E�H�K�D�O�I��

2. Limit the number of editor/author delegates to 1 or 2 people.

3. A manager and delegate should not be configured as delegates for each other.

4. Both the Manager and Delegate need to be using the 2007 version of Outlook.

CAUTIONS : 


