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Outlook Calendar Delegate Permissions and their Meanings  

Delegate Level  Sees Free busy time  Sees Subject 

and location 

Sees Full Details  Create Items  Edit Own 

Items  

Edit All Items  Create Sub-

folders  

Delete Own 

Items  

Delete All 

Items  

Free Busy Time          

Reviewer           

Author           

Editor           

Free Busy Time  

This is the default option for outlook 

it will display as a  colored box repre-

senting that the person has some-

thing going on, during that time slot  

 

Reviewer  

Can see full details, but cannot create 

events nor edit them.  

**If you wish to have your calendar 

viewed by macs use this setting ** 

Author 

Can see full details create, edit, and 

delete the items they created. They 

cannot edit events that you have 

made.  

Editor  

Can see full details create, edit, and 

delete all items. They can change the 

events that you have created.   

 

 


