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Outlook 2007:  Granting Designee Access to Calendars/Resources 

 
Granting Designee/View Access to Outlook Calendars/ Resources 
 
 
 
1. Open Outlook 
 
 
 
 
 
 
 
 
 
 
2. Click on Calendar in 

the additional Outlook 
functions (bottom left) 

 
 
3. In Peopleõs 

Calendars, click on 
Open a Shared 
Calendar 

 
4. A pop-up window appears. Click on Name 
 
 
 
5. A larger pop-up box appears, Click on the down 

arrow in Address Book.  
6. Choose Global Address List 
7. Then Choose ITC Computer Labs Combined (or 

any other resource ) 
8. Continue adding names using steps 4-7 until access 

has been given to all who require it. 
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9. The userõs calendar and the 

resource will show side by 
side. 

10. Right click on the resource 
calendar title bar 

11. In the new window, left 
click on Properties 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
12. A new window will appear 
13. Click on the Permissions tab 
14. Click on Add 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Granting Designee/View Access to Outlook Exchange Calendar/Resources          3  
August 2009 

 
 
15. The Add Users box will reappear. 
16. In the first box on the left, type the name of the 

person who will receive access 
17. When it appears, click on Add on the lower left. Then 

click on OK. 
 
 
 
 
 
 
 
18. The Permissions box will reappear. 
19. Click on Permission Level  
 
 
 
 
 
 
 
 
 
 
 
20. Give a level of permission based on the descriptions and the 
userõs needs. 

 
 

Calendar Permission Levels 
 

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 that other people 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 that you create. (Does not apply to delegates.) 

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


