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Sharing the Calendar 

 
The new feature allows you to Share your calendar.  To enable this feature, select the 

Calendar icon on the lower left side of your screen also known as the Navigation Pane. 

 

 
 

Then Click on Share My Calendar 

 

 
 

The permissions box will display where you will be able to specify the people who can 

access your calendar. 
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There are a variety of Permissions that you can assign to individuals that you share your 

calendar with.   

 

With this 
permission level 

(or role) 

You can 

Owner 

Create, read, modify, and delete all items and files, and create subfolders. 

As the folder owner, you can change the permission levels others have for 

the folder. (Does not apply to delegates.)  

Publishing Editor 
Create, read, modify, and delete all items and files, and create subfolders. 

(Does not apply to delegates.) 

Editor Create, read, modify, and delete all items and files.  

Publishing Author 
Create and read items and files, create subfolders, and modify and delete 

items and files you create. (Does not apply to delegates.)  

Author 
Create and read items and files, and modify and delete items and files you 

create. 

Contributor 
Create items and files only. The contents of the folder do not appear. 

(Does not apply to delegates.) 

Reviewer Read items and files only. 

Custom 
Perform activities defined by the folder owner. (Does not apply to 

delegates.) 

None You have no permission. You can't open the folder.  

At the College, if an Administrator wants their Admin reporting to th em to be able to delete 
appointments that the Director or Administrator created, then they would have to make them a 
Publishing Editor or Editor.  If you do not want your Admin to be able to delete appointments 

that you create, then you will have to delete  them and you should make the Admin a Publishing 

Author. 

Note With author or editor permissions, a delegate has send-on-behalf-of permission. Sent 
messages contain both the manager's and delegate's names. Message recipients see the 

manager's name in the Sent On Behalf Of box and the delegate's name in the From box 

We will describe the role of delegates at a later time.  Delegates essentially are granted 

permissions to open another persons shared private folder, create items and respond on Behalf 
of an Administrator.  

So Lets assume you are giving your Administrative Assistant permission to update and delete 
items on your calendar.  First you must add them.  Note: Currently only those individuals 

converted to Outlook Exchange will be located in the Global Address Book. 

If you select the Private check box on a Calendar item in Microsoft Office Outlook 2003, do not 

grant Read permission to your Calendar folder to anyone whom you do not want to see private 
items 
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Click Apply when complete.  If you would like oth ers to be able to view your calendar and not be 

able to edit modify etc, then you would select Default and set the permission level to Reviewer 
which allows reading only. 

You must make some settings on your calendar so that it refreshes at a particular rat e.  For 
Instance if your Admin removes an appointment on your calendar, it will refresh at a rate that 

you specify.  To do this, go to:  Tools, Options and Click on the Calendar Button. 
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Notice in this frame, you have a few options.  You can modify th e background color of you 
calendar, Add Holidays and set the refresh rate with Free/Busy Options. 

 

Select the Color you want and then add holidays.  Once completed, click on Free/Busy Options. 

Determine the number of months you would like to publish on the Server your Free/Busy 
information.  Set the update for every 1 minute.  It will take 1 minute for changes made to be 

reflected on other calendars. 
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Ok, Now that we have set up features and shared the calendar, we can begin making 

appointments. 

 

To open your shared calendar that you have added, all you have to do is have it checked.  

 

 

You will then be able to view your own calendar and the calendar that has been shared.  

 

 

Now we can begin adding items to the calendar.  In Outlook, you can book an app ointment, 

meeting, or event.  
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Three different ways to create an appointment: 

 

 Use the New Appointment button on the Standard toolbar. 
 
 
 

 
 
 
 

 Use the New Appointment command on the Actions menu. 
 
 

 
 

 Click in the main Calendar grid to select the time for your appointment, right-click, and then 
click New Appointment on the shortcut menu. 
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Appointment    An appointment is an activity that involves only you.  

Use an appointment when you want to show that you're busy but no one else in your 

organization is involved. You might enter an appointment to block out time in your 

calendar when you need to meet with a client, visit the dentist, or research a project 

you're working on. 

Meeting    A meeting is similar to an appointment. The difference is that you invite other 

people to it.  

You can tell the difference between a meeting and an appointment by the meeting icon. 

Meetings appear in your calendar and in the calendars of the other people who are 

involved. A meeting in Outlook is set up with the help of a meeting request, which is 

delivered to the meeting participants via e-mail. 

 

All day event    This event is an activity that lasts all day long but doe sn't block out time in 
your Calendar. With an event, you can still have other items appear in your schedule for that 

day. 

 

The Valentine's Day holiday is entered in this calendar as an all day event. If you double-click the 
entry in the calendar to see its details, you'll notice that the all day event check box is selected. 
Also notice that the Start time and End time values are dates only, not times. 

An all day event lets you note important events that last all day. An all day event does not occupy 
blocks of time in your calendar; instead, it appears in a banner at the top of the date you specify 
in the Calendar. 
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The is one other way you can Add items to a Calendar.  If you receive an email informing you that 
there will be a meet up after work for instance, go into your email, and drag the envelope icon up 
to the calendar in the Navigation Page.   

Ex: Left click onto the yellow envelope in your inbox and drag to the calendar icon in the 
navigation page. 

 

When you mouse over the calendar, all of your calendars will appear.   

 

Release the mouse and an appointment screen will appear with the email message.  You can 
now modify it to add to the calendar. 

 

 

 

Setting Reminders 

You can set reminders for an individual calendar entry.  To do this, when you add an entry there 
will automatically be a check for Reminder.  Uncheck if you do not want to be reminded. 
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A reminder will display on the calendar with a Bell notation. 

 

 

Setting up Recurring Entries 

 

To specify that an appointment, meeting, or all day event occurs over, and over, and over, you 
can use the Recurrence feature in Outlook. The details of a recurring item are called its 
recurrence pattern. When you go to schedule a meeting, select the recurrence icon on the 
window. 

 

You can then select how often you would like the meeting to occur and decide the number of 
occurrences. 
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A reoccurring entry is noted on the calendar with the recurrence symbol. 

 

 

 

When you double click on a recurring item, the box below will be displayed when you attempt to 
edit it. 

 

 

 

You must determine if you would like to open one occurrence or open the entire series. 

 Tips: 

Don't delete a recurring item. Instead, change the "End by" time and update the item. 

This leaves you with a record of past occurrences.  

You may need to schedule several different recurring calendar items to achieve the desired 

pattern for the "same" recurring entry. For example, if you want to set up a payday event that 

occurs on the 15th and the last day of the month, you would need to set up two recurring events 

for that.  
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Showing Time in the Calendar 

 

When you make a calendar entry, there will be a color displayed on the left margin of the entry.  

This is a code for Free, Busy, Tentative, and Out of Office.  The default is busy. 

 

 

 

 

 

To set this manually, right click and select Show time as whatever you wish. 
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Organize Meetings with Outlook 

 

To set up a meeting, you need an organizer, location and to invite participants.   

 

 

 

 

 

 

In Outlook, each "player" in the meeting is represented by an icon that you can see on the 
Scheduling tab of a meeting request. 

Meeting organizer   Whoever sets up a meeting becomes the meeting organizer. The organizer 
is the only person who can change the meeting details once it has been set up. Also, keep in 
mind that you can never assign a new organizer to an existing meeting. Once you're the 
organizer, you're always the organizer. 

Attendee   Anyone who is invited to the meeting is considered an attendee. There are two 
categories of attendee: required and optional. Once an attendee is added to the attendee list, that 
person will always be considered an attendee for the meeting. Even if an attendee declines a 
meeting, he or she is still considered an attendee. 

Location/Resource   The place the meeting will occur is the location, sometimes referred to as 
resource. 

The meeting organizer schedules the meeting and sends all of the participants a special type 
of message called a meeting request. This request is delivered to the Inboxes of all of the 
meeting participants.  

Once the request is in the attendee's Inbox, Outlook recognizes it as something that belongs in 
the Calendar and puts it there as a "tentative" entry until the attendee has a chance to respond.  

Attendees read the request and respond. A meeting response, which is similar to a meeting 
request, is sent back to the Inbox of the meeting organizer ð and just as it did with the 
requests; Outlook recognizes each response as something special. The meeting entry is 
updated in the organizer's calendar with information about who is coming.  
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When you receive a meeting request, outlook automatically enters that request as a tentative item 
in your calendar to help reduce your chances of getting double-booked. 
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Quick Reference 
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The steps of this Quick Reference are outlined below: 

Go To Actions and select New Meeting Request 

 

 

You can select the ñToò Button and add attendees from your Outlook Address book.  
Alternatively, you Plan a meeting instead and it will bring you to the Scheduling TAB 

 

Go to Actions, Plan a meeting. Then add Attendees 
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Notice that by clicking on the Little Icon, you can change the status of the Attendee 

 

 

When you have added everyone, click on Make Meeting. 

 

 

The Attendees will all be added and you can click on the send button to deliver the invitation. 
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Creating Group Schedules 

 

Sometimes and Administrative Assistant may have various groups that meet through out the 
year.  Instead of setting up a meeting and adding attendees each time, you can create a group. 

To create a group, Go to Actions View Group schedules 

 

 

Select the new button, and Give the group a Name, for instance Enrollment Management 

Add the Group memberôs names by clicking on Add Others and selecting from the 

District Directory or other Contact group.  When you have completed this, select Save 

and Close. 
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The next time you select Actions, View Group Schedules, you can then select Open. 

Click on Make meeting and select New Meeting with ALL.  All of the members of the 

group will be invited once you tweak the meeting and click on send. 

 

Adding Delegates 

Delegates essentially are granted permissions to open another personôs shared private folder, 

create items and respond on Behalf of an Administrator. 

 

To assign Delegates, go to Tools, Options and select the Delegate tab. 

 

 
 

 

 

Delegates to send mail on your behalf and gain access to your shared public folders 

Select the Add Button and choose your delegate 
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Set the privileges as you desire. 

 

 

 
 

 

 

 

Contacts and Distribution Lists 

 

This section is only applicable if you were converted to Exchange.  It would not be 

necessary for a new employee. 

 

On the toolbar, select Go, to folder Options 
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Once you do this, you should be able to view your contacts folder. 

 

 

 
 

 

 

 

 

 
 

 

Select the Outlook Address Book Tab, put a check in Show this folder as an email 

address book, and change the name to contacts new. 

 

 

 

Note: this is so that you wonôt confuse the list with the old contacts from personal folders 
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Once you have completed that, select Tools Address Book 

 

 

 
 

Then go to Tools Options 
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If you were converted, Keep personal addresses in Contacts New.  You can set the order 

of how the addresses appear.  If you have a new email account then keep personal 

addresses in the Contacts folder. 

 

 

 
 

 

 

Note that the Global Address Book only has employees who have been converted to 

Exchange.  

 

 

 

ITC has created training video for additional procedures 

 

mms://www.saddleback.edu/Setting_up_Exchange_Mail.wmv 

 

mms://www.saddleback.edu/Settings_Outlook_Reminders.wmv 

 

mms://www.saddleback.edu/Calendar_Sharing.wmv 

 

http://office.microsoft.com/training/Training.aspx?AssetID=RC011719291033&CTT=6&Origin=RC
011719291033 

A lot of this information was taken from the Microsoft Outlook online training site at the above link 

Which you can review yourself 

mms://www.saddleback.edu/Setting_up_Exchange_Mail.wmv
mms://www.saddleback.edu/Settings_Outlook_Reminders.wmv
mms://www.saddleback.edu/Calendar_Sharing.wmv
http://office.microsoft.com/training/Training.aspx?AssetID=RC011719291033&CTT=6&Origin=RC011719291033
http://office.microsoft.com/training/Training.aspx?AssetID=RC011719291033&CTT=6&Origin=RC011719291033

