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Please Note: The steps provided in this document are for Microsoft Outlook version 2016. For other
versions, please refer to Microsoft Support at https://support.microsoft.com/en-us/outlook.

Modify Personal Calendar Permissions in Outlook

NOTE: The default setting for all new mailboxes should be Free/Busy. This setting allows you
to restrict, or limit access, for others to view your personal calendar while still being able to
view your availability.

1. Confirm or Modify the Free/Busy Permission to your Calendar

a. Click Calendar Icon in the lower left corner.
Home Send / Recerve Folder View Add-ins 0 t

% x " L Move + £ Unread/ Read .
= N ! R S L b - Rules - 1 Categorize - Address Book |
N ar Delete  Reply p‘n Forward B [ Cretean app 2 Blonehote ir‘/n P rotowto- | W FruwEmat- |
Resp . Move Tag Addins A
« Favorites ent
All  Unrea D:
Today

This folder s up to date.  Connected tox Microsolt Exchange [] B ~——F———+ 100%

Calendar - Wayne Petersen@eHealthsask.ca - Outlook

Send / Receive Falder View Q Tell me what you want to do...

E Rl EEREEEE B T E R S|

New New New  Schedule Today MNext  Day Work Week Month Schedule  Open Calendar E-mail ~ Share Publish| Calendar

Appointment Meeting ltems = Meeting - 7 Days Week View  Calendar~ Groups~ | Calendar Calendar Online ~|P
New Webex GoTo ] Arrange ' Manage Calendars Share Find

c. Select the Permissions tab.

Calendar Properties

General |Permissions) Synchronization

d. NOTE: If the following screen appears, the standard outlook permission is set to
Free/Busy. If this permission level is appropriate, no further action is required.

Calendar Properties X

General Permissions  Synchronization

Name Permission Level LA
Default Free/Busy time I

intex Prod Custom
Anonymous Mone o
3 . o 5

Remove Properties...
If “Default” does not appear, proceed to the next step.
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e. Click Free/Busy time to change the setting.

General Synchronization

Name Permission Level

Default Reviewer
Nintex Prod Custom
Add... Remove Properties..

Permissions

Permission Level: |Reviewer pt
Read Write
O None :] Create items
() Free/Busy time sf— ] Create subfolders
Free/Busy time, subject, []Edit own
= location [ Edit an
(®) Full Details
[ Other Free/Busy...
Delete items Other
(® None [CIFolder owner
O own Folder contact
Oan I Folder visible

f. Select Yes to modify the default setting.

Microsoft Outlook

Changes you make to Default or Anonymous permissions will
! apply to all users.
Are you sure you want to change these permissions?

g. Inthe Permission Level tab, click the drop-down arrow and select Free/Busy time.

Calendar Properties X

General Permissions  Synchronization

Name Permission Level
Default Custom
Nintex Prod Custom
Add... Remove Praperties
Permissions
Permission Level: v
Read Owner
o~ Publishing Editor
O None Editor
(®) Free/Busy tim{Publishing Author
. Author
() Free/Busy im{nonediting Author
- location Reviewer
(O Full Details |Contributor

Free/Busy time, subject. location
Other Free/Bus|
None

Delete items Other

(® None [CIFolder owner

O own Folder contact
Oan M Folder visible

canit | [ oy
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h. Click Yes on the “Are you sure you want to change these permissions?” message.

Microsoft Outlock

apply to all users,

Changes you make to Default or Anonymous permissions will

Areé you sure you want to change these permissions?

| v [ n |

i. Confirm that Permission Level is set to Free/Busy time. Click Apply.

General Permissions Synchronization

Name Permission Level
Default Free/Busy time
Nintex Prod Custom
Add.., Remove Properties
Permissions
Permission Level: | Free/Busy time |
Read Write
C’ None D Create items
(®) Free/Busy time [ICreate subtolders
() Free/Busy time, subject, [JEdit own
< location [Jedit an
() Full Details
Other Free/Busy...
Delete items Other
(®) None [IFolder owner
QO own Folder contact
Qan [CIFoider visivle
oK Cancel Apoly

j.  The ‘Default’ setting should now be set to Free/Busy time. Click OK.

Calendar Properties
General Permissions  Synchronization

Name Permission Level

Nintex Prod Custom

Permissions

Permission Level: | Free/Busy time

Default Free/Busy time

Add... Remove Froperties

Read Write
() None [[] Create items
(®) Free/Busy time I Create subfolders
Free/Busy time, subject, [CJEeait own

~lagm Ceditan
() Full Details

Other Free/Busy...
Delete items Other
(®) None [CFolder owner
QO own Folder contact
Qan [CIFolder visible

X

Apply

Return to the first page
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Share your Calendar with Other People

NOTE: Sharing your calendar allows others to view your calendar or schedule.

1. Share Calendar

a. Select the Calendar view.

“ [E] = o

b. Click the Share Calendar option.

Folder

Q Tell me what you want to do...

Send / Receive View

5 =
=
EE R
New New New Schedule  Today Mext

Appaintment Meeting - ltems = Meeting = 7 Days
Webex

Day Work Week Month Schedule
Week View
Anange

New GoTo &

A EEERE B B

& _Manage Calendars

T @

Open  Calendar  E-mail | Share
Calendar - Groups -

T &

Publish  Calendar

[E5 Address Book

Calendar] Calendar|Online = Permissions

share Find

¢. The Sharing Invitation window will be displayed. Insert the email address of the

person for

Sharing invitation:

Share Insert Options Format Text Review

Cut Eﬂ .3'.@

Copy

U&= %

whom you wish to share your calendar. Click Send.

+ eHS - Calendar - Share

|> Follow Up~

! High Importance

/] Allow recipient to view your Calendar

Details | pvailability only

Time will be shown as “Free,” “Busy,” Tentative, "Waorking Elsewhere,” or “Out of Office

F‘ eHs - Calendar
€3  Microsoft Exchange Calendar

Paste B I uls Address Check  Attach Attach Signature Zoom
- Format Painter Book MNames Filew Item~ ¥ Low Importance
Clipboard ] Basic Text Names Include Tags & Zoom
= L]
Subject Sharing invitation: eHS - Calendar
Send
Request permission to view recipient's Calendar

d. Click Yes.

Microsoft Qutlook *
Share this Calendar with eHs
‘:‘(_) « @eHealthsask.ca=?

Permissions: Availability only

I es I | Mo I

e. The person you have shared your calendar with will receive a ‘sharing invitation’
email. Once the recipient clicks Accept, they will see your calendar when they
select their Calendar Properties Permissions option.

alendar Properties

General Permissions Synchronization

Name Permission Level ~
Default Custom
eHs Custom
Nintex Prod Custom v
< >
Add... Remove Properties...
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NOTE: If you receive the message “This calendar can't be shared”, check for one of the
following:

e The email address is invalid
e The email address is for a Microsoft 365 Group

« The email is for a person outside of your organization, including vendors and
organizations that are external, or outside of, the Health System.

IMPORTANT: Sharing of calendars is only possible within the same forest (e.g.
Saskatoon Health Region to Saskatoon Health Region / Regina Qu’Appelle Health Region
to Regina Qu’Appelle Health Region / Cypress Health Region to Five Hills Health Region).

SKHealth HEALTH SktnHR RQHR

Saskatchewan Athabasca Health  |Saskatoon Health  |Regina Qu'Appelle
Health Authority  |Authority Region Health Region
Cypress Health
Region

Five Hills Health
Region
Heartland Health
Region
Keewatin Yathé

Health Region
Kelsey Trail Health
Region
Mamawetan
Churchill River
Health Region
Prairie Morth Health
Region

Prince Albert
Parkland Health
Region
Saskatchewan

Cancer Agency
Sun Country Health
Region

Sunrise Health

Region
3SHealth

External organizations are not displayed in the Global Address List (GAL) unless they
are affiliated with the government of Saskatchewan.

Internal organizations within the GAL: SHA, SCA, 3sHEALTH, eHealth, Ministry of
Health, CPSS.

Return to the first page
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1.

Stop Sharing Calendar

a. Click Calendar view.

as

&

b. Under My Calendars, right-click on your Calendar. Select Properties.

4 [m] My Calendars
/| Calendar -
Calendar
Calendar
Calendar

Calendar

Open in New Window

=]
(B New Calendar...

% Color 3

Copy Calendar

+ Move Down

Share 3

| Properties... |

c. Select the Permissions tab and select the person you want to stop sharing your
calendar with. Click Remove and OK.

Calendar Properties

i T

Permission Level: | None
Read
Hone
(O Free/Busy time

() Free/Busy time, subject,
location

) Full Details
Other Free/Busy...

Delete items
@ None
) own
Oan

Name / Permission Lev,’ Q
Custom
Ananymous None A
Reviewer
v
« >
ada.. Propertes-
Permissions

fwm

[ Create items

[ Create subfalders
[ Edit own

[JEdit anl

Other

[JFolder owner
Folder contact

1 [JFolder visible

Cancel

Apply

x

Return to the first page
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Grant Delegate Access

NOTE: Delegate Access goes beyond sharing access to your folders. Delegates are granted
additional permissions including the ability to create email messages and respond to meeting
requests on your behalf.

e Asthe person granting permission, you determine the delegate’s access level to your
folders. You can grant a delegate permission to read items in your folders or to read,
create, change, and delete items.

e By default, when you add a delegate, the delegate has full access to your Calendar
and Tasks folders. The delegate can also respond to meeting requests on your behalf.
Designate a Delegate

a. Click the File tab.
File Send/Receive  Folder  View  © Tell mewhat you want to do..

b. Click Account Settings, and select Delegate Access.

©

Account Information

Open & Export

A @eHealthsask.ca
U) Microsoft Exchange

Save As

# Add Account
Save Attachments

F‘ Account Settings

(AT add Change settings for this account orset up m
Account connections.
Settings - Access this account on the web,

Office Account X
) Account Settings...
[l-{} Add and remove accounts or

change existing connection settings,

Optians

.' Delegate Access
BB %% Give others permission to receive
items and respond on your behalf,

Exit

R Manage Mobile Notifications
Set up SMS and Mobile
Notifications.

c. Click Add.

Delegates >

o Delegates can send items on your behalf, including creating and

-d responding to meeting requests. If you want to grant folder
permissions without giving send-on-behalf-of permissions, close this
dialog box, right-click the folder, click Change Sharing Permissions,
and then change the options on the Permissions tab.

Add...

Remove
Permissions...

Properties...

Celiver meeting requests addressed to me and responses to meeting
requests where | am the organizer to!
My delegates only, but send a copy of meeting requests and
responses to me ([recommended)
My delegates only

My delegates and me
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d. Type the last name of the person for whom you want to designate as your delegate to
search and click the name in the search results list.

NOTE: Only people within the Global Address List (GAL) will be displayed. Only
people in your organization can be selected. They will be displayed without a
red circle beside their name.

e. Select the person and click OK.

Delegate Permissions: eHs x
This delegate has the following permissians
I:l Calendar | Editor (can read, create, and modify items)  ~
Delegate receives copies of meeting-related messages sent to me

-
W/ Tasks Editor (can read, create, and modify items)
[ 1
4] nbox None v
IZI Contacts | None v

Motes Hone v

[] Automatically send a message to delegate summarizing these permissions
[] Delegate can see my private items

f. Inthe Delegate Permissions dialog box, accept the default permission settings or select
custom access levels for each item listed.

Delegate permission levels:

e Reviewer: The delegate can read items in your folders.

e Author: The delegate can read, create, change, and delete items that he or she creates.
For example, a delegate can create task and meeting requests directly in
your Task or Calendar folders as well as send the item on your behalf.

o Editor: The delegate is able to do anything that an Author has permission to do as well as
the ability to change and delete items that you have created.

Tip: If a delegate only needs permission to work with meeting requests and responses, the
default permission setting, Delegate receives copies of meeting-related messages sent
to me, is sufficient.

If the Inbox permission is set to None, meeting requests and responses will go directly to the
delegate's Inbox.

NOTE: By default, the delegate is granted Editor permission to your Calendar folder
with the ability to read, create, and modify items.

When the delegate responds to a meeting on your behalf, it is automatically added to
your Calendar folder.

8 | Page Update/Review Calendar Permissions & Privacy Settings | Outlook
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g. Select the Automatically send a message to delegate summarizing these
permissions check box to notify the delegate of permission changes.

Tip: If you want your delegate to view private details, select the Delegate can see my
private items check box. Click OK.

NOTE: Granting access to specific or individual private items, rather than all private
items, is not available. Access is to all private items or none.

Delegates X

Delegates can send items on your behalf, including creating and

“ respanding to meeting requests. If you want to grant folder
permissions without giving send-on-behalf-of permissions, close this
dialog box, right-click the folder, click Change Sharing Permissions,
and then change the options on the Permissions tab.

Add...
Remove
Permissions...

Properties...

Deliver meeting requests addressed to me and responses to meeting

requests where | am the organizer to:

@ My delegates only, but send a copy of meeting requests and
responses to me (recommended)

(C) My delegates only
() My delegates and me

QK Cancel

h. Select the appropriate meeting request selections and Click OK.

Tip:
P ¢ Send on Behalf: Messages sent will include your name as well as the delegate's

name.

e Send As: Messages will only display your name.

e If you do not want to set Send-on-Behalf permissions, follow the screen
instructions.

e Once the person is added as a delegate, they need to add your mailbox to their
own Outlook profile. Outlook will show their personal mailbox as well as your
mailbox.

Return to the first page
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1. Change Permissions for a Delegate / Remove Delegate

Click the File tab.

b. Click Account Settings. Select Delegate Access.

¢. Click the name of the delegate for s
Search: (®) Name on ly O More co lumns  Address Book

whom you want to change

A ®gogeeSEe Lo o) ,.5.5“.5.5.5.‘ z
H

permissions. Select Permissions.

NOTE: If you want to remove all delegate
permissions, click Remove and skip the
following steps.

d. Change the permissions for any
Outlook folder that the delegate has

Title Business Phone Location Departme;

>
&
=

access to. '

e. Select Automatically send a message to delegate summarizing these
permissions check box to notify the delegate of permission changes.

NOTE: Select the Delegate receives copies of meeting-related messages sent to
me (recommended) option if meeting requests and responses should be sent to the
delegate as well.

Ensure that the delegate is assigned Editor permission to your Calendar folder (ability
to read, create, and modify items).

Return to the first page
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Modify Permissions for a Shared/Team Calendar
* These steps are similar to modifying your personal calendar permissions.

NOTE: Permissions for a shared mailbox/calendar can be modified to allow others visibility.
The Free/Busy option allows people to view the shared team calendar for meeting availability.

1. Change Permissions on a Shared Calendar

NOTE: Team members with full access and/or mailbox owners are able to modify
permissions for a shared mailbox/calendar.

a. Click Calendar Icon in the lower left corner.

8. X R .‘Z .- —ta B

Calendar - Wayne.Petersen@eHealthsask.ca - Outlook

Home Send / Receive Folder View Q Tl me what you want to do...

E Re D FRIEESEE BB BE R &[0

New MNew MNew  Schedule Today Next Day Work Week Month Schedule  Open Calendar  E-mail  Share Publish| Calendar

Appaintment Meeting [tems~  Meeting ~ T Days Week View  Calendar~ Groups~ Calendar Calendar Online v|Permission
New Webex GoTo [ Arrange I Manage Calendars Share Find

c. Select the Permissions tab.

Calendar Properties

General Synchronization

d. Select the Permission Level drop-down box.

Calendar Properties X

General Permissions  Synchronization

Name Permission Level

Nintex Prod Custom

Anonymous None

[ [ b

< >
Add... Remove Properties...

Permissions

Permission Level: | Free/Busy time V|

Read Write
(O Mane [ create items
(®) Free/Busy time [[] Create subfolders

OFree;Busytime, subject, []Edit own
location et ai
() Full Details

Other Free/Busy...

Delete items Other
(® Mane [ Folder owner
O own Folder contact
Oan [ Falder visible
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e. Select Free/Busy time or Full Details (whichever is appropriate).

Calendar Properties X
General Permissions  synchronization
Mame Permission Level a
Default Reviewer
Mintex Prod Custom
Anonymaous None
[ PO A
< >
Add Remove Properties...
Permissions
Permission Level: |Reviewer ~
Read Owner
Publishing Editor
O None Editor
() Free/Busy tim{ Publishing Author
. |author
() Free/Busy timi Nonediting Author
location Revi
@ Full Details |Contributor
Free/Busy time_subject, location
Other Free/Bus
Mane
Delete items Other
(® MNone [ Falder awner
O own Folder contact
[@F Folder visible

f. Click Yes.

Microsoft Qutlook

Changes you make to Default or Anonymous permissions will

apply to all users.
Are you sure you want to change these permissions?

I Yes No I

NOTE: The default permission should show the permission you granted.

General Permissions  Synchronization
Name Permission Level K
|Default Free/Busy time |
Mintex Prod Custom
Anonymous None "
< il >
Add. Remove Properties...
Permissions
Permission Level: |Free/Busy time v
Read Write
) Maone [ create items
(@) Free/Busy time [ Create subfolders
o :’Ursae_t«'i?]l.ll"sy' time, subject, |:| Edit own
[CIEdit an
O Full Details
Other Free/Busy...
Delete items Other
@ Mone [IFolder owner
) own Folder contact
O an [CIFolder visible

oK Cancel Apply

g. Select Apply and OK.

Return to the first page
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