Outlook 2010 - Opening a Delegated Calendar

When another employee gives you delegate permissions to a calendar in Outlook, you will want to open
that calendar in your Shared Calendars list.

1. When in Outlook, your Calendar is located below the Navigation Pane (Folder List), and to the
left of the Reading Pane (Email List). Click on Calendar
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2. Inthe home Ribbon under the “Share” category, click Open Calendar and select
From Address Book...

‘{Eﬁ? | Home Send / Receive Folder View

556 &

New New New Today MNext7 Day Work Week |[Month|Schedule Open |Calendar E-mail Share Publish Calendar
Appointment Meeting Items ~ Days Week e | View |Calendar » A gndar Calendar Online ~ Permissions
New Go To p Arrange ,(‘ E From Address Boak... yShare
‘7“-“__——'_,_._——"’1—
4 September20i0 ¢ ¥3 From Room List.. | T T ——
3 4 » - Add Calendar from Address Book
SuMo TuWe Th Fr Sa September 2010 #3 From intemet..

2293031 1 2 3 4 R
5 6 7 8 91011 ____WONCEs:

Thursday
12 13 14 15 16 17 18 Aug 29 30 {31'

Create MNew Blank Calendar...

| % Open Shared Calendar...

[3

|
}
1a 20 21 23 22l3alas I ‘




3. Use the search function to find the person or calendar that you have been given access to and
click Calendar to put it the bottom field. After you have finished selecting addresses, click Ok
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4. You will now be able to view that calendar in your calendar list, and create/edit appointments if
you have the correct permissions
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**Note**
The "Open Shared Calendar” option from the "Open Calendar” drop-down box does *NOT*

serve the same function as "From Address Book..."



