Follow these steps to allow others to view your Lotus Notes calendar or make changes to your
calendar.

1. Open Lotus Notes

2. From the menu, choose File — Preferences

3. Click the Calendar and To Do option on the left column

3. Click the "Access & Delegation" tab

4. Click the "Access to Your Schedule” tab

You need to have "Everyone may see your schedule information" selected.

This will allow others to view the contents of your calendar. If this is all you needed to do. Click
OK when finished. If you wish to give someone access to make changes to your calendar
please follow the rest of the directions.

type filter text Calendar and To Do M v

Accounts
Basic Notes Client Configurz
Calendar and To Do

-

Mail | Calendar & To Do ] Mccess & Delegation l

Contacts Agccess to Your Mail & Calendar l Access to Your Schedule | Shortcuts to Others' Mail ]
Feeds You may control how much infermation about your schedule (when you are busy and available) others
Fonts may see when scheduling a meeting. For people who are not allowed to see your schedule, the
Home Portal Account Scheduler will display "Info Restricted.”
Install/Update Schedule Access
Live Text
L . Wha is allowed to see your schedule information?
ocations
Log Settings * Everyone
Mail " Moone
Notes Parts " Onlythese people and groups:
Regional Settings |
Replication . .
. What schedule information are they allowed to see?
Sametime ) -
(* Details about my calendar entries
Search Y
Spell Check " Only my availability
Team Places " Only my availability, except show details to the following people:
Toolbar | |
Web Browser

¥ Do netinclude the subject of calendar entries in details

Widgets The level of detail is set by your system administrator, but it usually includes when you are available.
Windows and Themes

Mote: Granting access to your schedule information is different from granting access to your calendar. Go
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To allow others to make changes to your calendar

5. Click the “Access to Your Mail & Calendar” tab
@_; Click Add
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To delegate access to your Contacts, you must also enable the Contacts preference labeled "Enable
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7. Click the drop down arrow next to “Just this person or group”

Be sure to choose the NTC Address book and not your personal address book

Type in the last name of the user you want to add

8. Click OK
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9. Choose Read, create, edit, and delete in the “How much access do you want to give for
Calendar, To Do and Contacts”?

In this instance | blacked out the user chosen.
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Enabling automatic forwarding makes it easier for someone to manage your calendar when it is not
open and on display. These settings apply even if no components are delegated. and they apply to all

auto-forwarded messages.
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10. Click OK
11. Click OK again

If you need assistance, please contact the NTC Help Desk at extension 1160, or 715-803-1160, or via
email at help_desk@ntc.edu.

Thank you!




