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16. MANAGING ANOTHER USER’S 
CALENDAR 

Microsoft Exchange calendar is a powerful scheduling tool that has links 
to other systems such as SharePoint and Project Server.  The Exchange 
calendar is also compatible with many types of mobile devices such as 
PDA’s, Mobile Phones etc. 
 
In this session you will: 
 

·  Learn how to configure delegation 

·  Learn how to forward  your meeting requests to a delegate 

·  Learn how to configure calendar sharing 

·  Learn how to open  a shared calendar 

·  Learn how to send meeting requests from  another calendar 

·  Learn how to create  calendar-based rules 

 

Much of the content in the following chapter displays 
information specific for use within QUT.  Operations shown 
here may differ from the setup in other organisations. 

 
Delegating and sharing are similar but there are very important differences 
that will allow you to choose the most appropriate access to grant.  
 
Sharing will allow you to give access to one or more sections of your mailbox 
to another person and you can set their access level to these areas. 
 
 

CAUTION: 
 
Granting delegate access to any part of your mailbox will allow the person to 
send mail on your behalf. This setting is automatic when you grant delegate 
access and cannot be disabled. For another person to respond to meeting 
requests on your behalf, you must make them a delegate. If you do not wish 
anyone to send messages or responses on your behalf, simply share your 
calendar instead. 
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16.1 Configuring Calendar Delegation 

If you require another user to modify entries in your calendar (a PA or 
work colleague), you will need to firstly grant them the rights to do this. 

Delegate Calendar rights 

 Before starting this exercise ensure that Outlook 2003 has 
started and configured by a CSO or “Configure my Email!”... 

1. Go to the Tools  menu and select Options  

2. Select the Delegates tab.  From here you can view and modify 
anyone currently who has delegate access to your Calendar.  

  

3. Click  
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4. The Add Users window will appear.  Enter the name of the 

person into the search field and click  

      

  

 

5. From this screen you can configure permissions for the default 

folders of your mailbox. Once you are finished click  
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6. The new delegate will now be listed.  Click  to finish. 
 

 

 
 
Your delegates will need to close and re-open Outlook for the 
change to take effect.  
 
If you have any difficulties, please contact the IT Helpdesk. 
 

 

16.2 Forwarding meeting requests to a delegate 

Some people prefer for another person to manage the day to day 
operations of their calendar.  

 

Forwarding meeting requests to a delegate  

 Before starting this exercise ensure that Outlook 2003 been 
configured and you have completed step 16.1 Configuring 
Calendar Delegation ... 
 

1. Go to the Tools  menu and select Options  
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2. On the Delegates tab.  Select your delegate and click 

 
 

 
 

3. Check the box Delegate receives copies of meeting-related 

messages sent to me. Click  to return to the main 
delegates screen. 
 

 

Note:  To view private items someone must be your delegate and 
you must check the box Delegate can see my private items . 
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4. If you no longer wish to view any meeting requests yourself 
you also need to check the box Send meeting requests and 
responses only to my delegates, not to me .  

Click  to finish. 
 

 
 

 

16.3 Calendar Sharing 

Using the Out of Office Assistant 

 Before starting this exercise ensure that Outlook 2003 has 
been configured by a CSO or by “Configure My Email!”... 

1. Go to the Calendar and on the Navigation Pane select Share 
my Calendar  
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2. The Calendar Permissions  screen will appear. From here you 
can grant, change or revoke other user’s permissions to your 
calendar. 
 

 
 
 
Permission Levels: 

 
 

3. We  recommend to set the Default  permission to Reviewer.  

4. Click  

5. Click  to finish 

 
If you do not set Reviewer  as the Default  permission, the following 
error message will display when another attempts to view your 
calendar: 

 
 

 View Add Delete Edit 

Reviewer Yes No No No 

Contributor Yes Yes No No 

Author Yes Yes Own Own 

Editor Yes Yes All All 
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16.4 Open a Shared Calendar 

Once another staff member has shared their calendar with you, you can 
view their Calendar directly. 

 

Opening a Shared Calendar 

 Before starting this exercise ensure that Outlook 2003 has 
been configured by a CSO or by “Configure My Email!”... 

1. Go to the Calendar and on the Navigation Pane select Open a 
Shared Calendar  
 
 

 

2. Outlook will open a dialogue box asking for the calendar to 
open.   
 

 
 
This field will accept the following: 
 - Username 
 - First Name / Last Name (whole or partial) 
 - Full Email Address 
 

If you aren’t certain you can click  to do a search. 
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3. Once you have successfully opened the calendar, Outlook will 
display it beside your own. 
 

 
 
It will also add a link to the calendar in your Navigation Pane. 
Where you can tick it off or on again as required. 
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16.5 Scheduling a meeting request from another user  

This step accompanies 16.1 Configuring Calendar Delegation  

Sometimes it is necessary to arrange a meeting on behalf of another 
user. 

 

Sending Email to other QUT Staff 

 Before starting this exercise ensure that you have delegate 
rights over the shared calendar as detailed in 16.1 Configuring 
Calendar Delegation... 

1. In the shared calendar, highlight the desired time you wish to 
have the meeting for. 
 

 
 

2. Right click and select  

3. In the Scheduling Tab , you will see that the owner of the 
shared calendar is listed as the Meeting Organiser. 
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16.6 Create a Calendar Inbox using Rules 

Some people find it useful to manage all meeting related messages by 
having them go automatically into a particular folder. 

Creating a Calendar Inbox 

Within Mail , go to Tools and select Rules and Alerts 
 

          

Rule #1 - Meeting Requests  

1. Select   
Select  

Click    

2. Scroll right to the bottom of the conditions window and check 

which is a meeting invitation or update . Click  
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3. Check move to the specified folder .  
 

 
 
Click the blue “specified ” word in the bottom half of the 
window and select the folder where you wish to put the 
meeting invitations.   

       
 

If you have a folder in already, select it and click  
 

Otherwise, create a new folder by pressing  
 
We suggest a new folder called “Meeting Requests” 
 
Note:  The folder type must be Mail and Post Items 
 

4. Click  
 

Rule #1 – Meeting Requests is Complete. 
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Rule #2 - Meeting Responses  

1. Select   and select Start creating a rule from a 
template  

2. Select  

3. Click the blue “specified words ” text in the bottom half of the 
window… 
 

 
 
Enter the following three entries (without the “”) 
 “Accepted:”   
 “Tentative:”  
 “Declined:” 
 

 
 

Click   

 

 



	
��

���������
������������ ������	
��

����������������

� ������&&�

4. Click the blue “specified ” text in the bottom half of the 
window… 

       
 

If you have a folder in already, select it and click  
 

Otherwise, create a new folder by pressing  
 
We suggest a new folder called “Meeting Responses” 
 
Note:  The folder type must be Mail and Post Items  
 

5. Click  

6. Click  to return to Outlook 

Rule #2 – Meeting Responses is Complete. 
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Rule #3 – Declined Meeting Notifications  

1. Select   

Select  
Select  

Click    

2. 3. Click the blue "specified words " text in the bottom half of 
the window….  
 

 
 
Enter the following entry (without the “”) 
 “Declined:” 
 

 
 

Click  
 

Click  
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3. Check move to the specified folder .  
 

 
 
Click the blue “specified ” word in the bottom half of the 
window and select the folder where you wish to put the 
meeting invitations.   

       
 

If you have a folder in already, select it and click  
 

Otherwise, create a new folder by pressing  
 
We suggest a new folder called “Declined Meetings” 
 
Note:  The folder type must be Mail and Post Items 
 

4. Click  
 

Rule #3 – Declined Meeting Notifications is Complet e. 
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Notes: 

 


