
Calendar Sharing (Delegate) 

1. Open the Outlook app and click on File Tab.  

 

2. Select the “Account Setting” and choose the “Delegate Access”. 

 
 

 

 

 

 



3.When the “Delegates” pop-up is appear, click on “Add” button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4.You can search and select who you want give access to and click “OK”. 

 

5.Delegate Permissions pop-up will appear, check and select which you want give access to and click 

“OK”. 

 

 

 


