Calendar Sharing (Delegate)

1. Open the Outlook app and click on File Tab.
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2. Select the “Account Setting” and choose the “Delegate Access”.
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3.When the “Delegates” pop-up is appear, click on “Add” button.

Delegates X

g Delegates can send items on your behalf, including creating and responding
to meeting requests. If you want to grant folder permissions without giving
send-on-behalf-of permissions, close this dialog box, right-click the folder,
click Change Sharing Permissions, and then change the options on the
Permissions tab.
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4.You can search and select who you want give access to and click “OK”.
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5.Delegate Permissions pop-up will appear, check and select which you want give access to and click
IIOK”.
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This delegate has the following permissions
-] Calendar | Editor (can read, create, and modify items)

Delegate receives copies of meeting-related messages sent to me
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