
How to give another access to items on your Calendar as well as Mail, Tasks, Contacts 

To give a delegate sufficient permissions to accept meeting requests for the manager, the manager must do the following: 

1. Click File > Account Settings > Delegate Access. 

2. Click Add,  

3. Type or select, the delegate’s name, click Add, click OK 

 In the Delegate Permissions dialog box, give the delegate permission to view Calendar and/or Inbox and level of access.  

Ie:  Calendar - select Editor (can read, create, and change items) permissions in the manager's Calendar folder. 

 Check box for Automatically send a message to delegate. 

 Click OK to close the Delegate Permissions dialog box. 

  Check My delegates only, but send a copy of meeting requests and responses to me or My delegates only. 

 Click OK to close the Delegates dialog box 

Delegate will receive the following email: 

From: Drue 

To: Covina  

Subject:  You have been designated as a delegate for Drue 
 This message was sent automatically by Microsoft Outlook to inform you that you have been designated 

as a delegate. You can now send messages on my behalf.  

You have been given the following permissions on my folders:  

 Calendar:    Editor (can read, create, and modify items)  

 Tasks:       Editor (can read, create, and modify items)  

 Inbox:       None  

 Contacts:    None  

 Notes:       None  

 To open folders for which you have permissions, click the File Tab, and on the Open tab, click Other User's 

Folder. You will also be receiving copies of meeting requests sent to me and will be able to respond to them on 

my behalf.  

 You will be able to create and modify Meeting Workspaces on my behalf.  

*****************  

To activate the permission, Delegate must: 

From Mail, Click File Tab > Click Open & Export > Click Other User's Folder 

Type the delegator's name and select Folder type (Calendar), Click OK 

When you go to Calendar, you will now see Shared Calendars on the left menu bar 

NOTE: You will have to do this for each folder type and each delegator.  

 

For more detailed instructions, go to Outlook Help and search for "How to give another person access to calendar and mail 

items" 


