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Tabs on the PC version
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Creating a Appointment/Meeting on an PC
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5. Click Save and close 5. Then send the meeting to your attendees
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Creating a Appointment/Meeting on an Mac
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event 4. Then create a start and end time or an all day event
5. Click Save and close 5. Then send the meeting to your attendees
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Open someone else's calendar on a mac

8 0e - Calendar
Pee st e
| @@ Home | Organize | Tools |
AE S DS O =
Meeting Appointment  New Today View Date Day Month  JOpen Calendarf Permissions | Contacts Search
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Open someone else's calendar on a PC
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H 05 UH ITU SPMO R2711 UH2711 .
o Projector229 5. Then click OK to add the person to your
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Delegates on a Mac
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Select User E
mar | Find !I
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1. Click the Permissions button on the
home tab
2. Click Add user
3. Typein the persons name then click find
4. Then OK to add them as a delegate
5. Click permission level drop down
[ Gancel ] 0K 6. Only use:
Editor
Author
" Folder Properties: Calendar Review
- 7. Click OK
(General _ Storage ZTETETITS
Name 4| Label
Default Contributor
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',“"?" Wolf Owner
Marlys Shoup l Publishing Editor
Publishing Author
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Nonediting Author b ]
| ™
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Delegates on a PC

1 1
! To allow a PC outlook calendar to !
= 1 be viewed on a Mac you must use !
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3 - =

Ej save Calendar [ 3| Microsoft Exchange — e e e e o e = = - — )

Info < g Add Account
Open
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|z] Options r =) h } —
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E Exit existing connection settings.

R Delegates can send items on your behalf, including creating and responding

33 Give'oth isstant to meeting requests, If you want to grant folder permissions without giving
SIS OUIY IETISS IS0 Aeceah ¢ Offkee) send-on-behalf-of permissions, close this dialog box, right-click the Folder,
items and respond on your behalf. o €. dlick ch hari Sl and th h Yo i

= BT that you are out of office, on Pll: C ange tZhal'lng Permissions, then change the options on i

T oo s e Sy .
Address Book. i Add...
Manage Mobile Notifications Remove
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e S WSS s
Praperties. |

Deliver meeting requests addressed to me and responses ta meeting
requests where Lam the oraanizer tor

& My delegates only, but send a copy.of meeting requests and
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£ My delegates and me
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Click the File tab

Click Info then Account Settings

Click Delegate Access

Click ADD

Type in the persons name then click find
Then OK to add them as a delegate
Click permission level drop down

Use: (for task and calendar only)

] Editor
__This delegate has the following permissions Author

OK | Cancel I

PNOUAEWNE

::‘.ﬂ; Calendar |Editor (can read, create, and modify items) ;I Review
IV Delegate receives copies of meeting-related messages sent to me None

= .

\4 Tasks IEditor (can read, create, and modify items) 3 7. Click OK

2 Inbox Reviewer {can read items)

Author (can read and create items
— Editor {can read, create, and modify items)
agl Contacts |Mone i

,: / MNotes |None :]
g Journal INone :l

[~ Delegate can see my private items

oK Cancel ]
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