
 

 

 

 
Overview 
 

 
The following document discusses how a user using Outlook 2010 can share a calendar with a user using 
Outlook 2007. 
 
 
 
On the machine running Outlook 2010 click on: 
 

• File tab -> Account Settings -> Delegate Access  
 

 
  

 
Outlook 2010 Sharing a Calendar with Outlook 2007 



• On the Options dialog box, the Delegates tab should already be selected. 
 

• Click on the Add button. 
 

 

 
 
 

• The Add Users dialog box opens 
 

• Search for the person you want to add and highlight the name 
 

• Click the Add button in the lower left corner 
 

• Click OK 



 
 

 
• The Delegate Permissions dialog box opens 

 
• Set up permissions for the delegate that you selected 

 
• By default Editor is selected for Calendar, who has full read, write and modify permissions for the 

account 
 
 
 

 
 



• On the machine using Outlook 2007, go to the Calendar view and select Open a Shared Calendar 
 

• Type the name in the Name box, or click Name to select a name from the Address Book 
 
 

 
 
 


