Sharing, and then accessing, calendars and other Exchange objects.
Often a person, here on called “Boss”, will want someone to be able to access their calendar (or, inbox, etc.) in their Exchange account.  Normally this would be to allow someone, here on called AA (admin assistant), to manage their calendar for them.  People are used to doing this with other applications such as Oracle calendar and will expect the same capability in Outlook/Exchange.

There are 2 ways to normally allow the AA to access and manage the Boss’s calendar.

1. Quick and simple, but limited in capability – This will allow the AA to access/manage the default calendar of the Boss.  The method can also be used to access their default “inbox”, “contacts”, “journal”, “notes”, and “tasks” Exchange objects.  Note the word “default”.  This method is limited to only allowing access to certain default Exchange objects.  So, if the Boss creates a folder in their mailbox, you will not be able to provide access to that folder using this method (if you create a sub-folder under one of the “default” objects, I think that means you may be able to access it, but need to check).

2. More steps involved, but full capability – This includes more steps, but provides access to everything in a person’s Exchange account.  In addition, it “looks” different when set up by the AA.
Quick and simple, but limited method

On the Boss’s Outlook client – The calendar is used in this example, but can be used for any of the default folders listed above.

1. Highlight and right click on the calendar.  Select the “sharing” option (the properties option will also have “sharing” on a tab).
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On the permissions screen, select the “Add” button.
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On the next screen (shows the GAL), locate and “add” the user(s) (the AA) that needs access to the Boss’s calendar.  Once you are done selecting, click “OK”.  
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Back in the permissions window, make sure the person you added is highlighted (do NOT change the permissions for the “default” and “anonymous” users) and select the level of permissions you want the AA to have (ed
