Manage Someone Else’s Calendar
To open someone else’s Calendar:

e From your Calendar click the More action and select Open Person’s
Calendar

Dpen Calendar =] (=]

Chooze the directary, then type all or part af the name.

Directory: | SUNYSE's Address Book I

Select SUNYSB's
Address Book and

Find names starting with IEDwman

2 Bowman-Brown . Mildred search for the person by
& Bowman, Charles typing their last name.
2 Bowman . David

2 Bowman , John Select them and click
2 Bowman , balealm oK.

2 Boyce-Fazzino , Patricia

2 Boyce, George

| Details... ” Add to Contacts




Create a Bookmark to Someone Else’s Calendar

If this is a Calendar that you access on a regular basis, you should create a
shortcut to it on the Bookmark Bar.

Drag and drop the window tab directly on the Bookmark Bar or into your
Favorite Bookmarks folder.
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To close the Calendar, click the X in the window tab.
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Create Shortcuts to Other People’s Calendars

If you manage more than one person’s Calendar and you don’t have room on the
Bookmark Bar to create shortcuts you can do the following:

e Click the More action and select Preferences
e Click the Access and Delegation tab
e Click the Shortcuts to Others’ Mail tab

Preferences HE

kdail | Calendar & To DolAccess & Dielegation
Access & Delegation I Cancel

Access to Your Mail & Calendar ] Access to Your Schedule | Shorcuts to Others' kMail

Shortcutz in Your Mail File

When others grantvou access to their mail files, vou can create shortcuts to open them. The
shortcuts appear in the menu that drops down from the word "Mail," "Calendar," "To Do, " ar
"Contacts” at the top-left corner of the navigation frame.

Click the drop down arrow
and select each person
from SUNYSB's
Address Book.

Create shorcuts to open the mail files of these people:
David EckenDalT
bharles BowmaniDolT

Shortcuts in an IMAP Mail Client Click OK.

‘You can alzo configure an IMAP-bazed mail client to give vou access to other peoples
mail. Each person's mail appears az a shared folder in the IMAP rmail client.

Create shared folders for mail owned by the following users:
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To access the shortcuts

lf Hame [E, Kim Rant - lnbog [‘E ki Rant - Calendar

-Calendar v II

Click the drop down
arrow in the Calendar

] Mew > Morew  Filter b

swvitch to Mail header and select
Switch to To Do Open Calendar for
Sweitch to Contacts XXX.

Dpen Group Calendar: Client Support Supervisors

T RD [ [2E o

W Wiews & Create Group Calendars
Open Calendar for David Ecker/DalT
T-] Dpen Calendar for Charles Bowrnan/DolT
Dpen &nother Person's Calendar..,
fer=ed
Client Support 632-9800 p. 4

http://clientsupport.stonybrook.edu 9/08 for Notes 8 Basic




Working in Someone Else’s Calendar

Once you are in someone else’s Calendar you can view entries and, depending
on the level of access that you’ve been given, you may even be able to create
entries, edit entries and delete entries.

When you send a meeting invitation from a Calendar other than your own, that
person will be listed as the “Chair” of the meeting and your name will be
displayed in the “Sent By” field:

ColT Training
Chair

sent by Kim RantDalT

When you’ve been given access to someone else’s Calendar you also have
access to their To Dos and you can view their Mail entries related to meetings
(i.e., responses from invitees, invitations to a meeting, etc.).
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Lo Home | [ Kim Rant - Inbox 3 Kim Rant - Calendar L
2 | L E —— While in the other
=) |[Ca|endar - ¥] New~ Marev Fiter] Person’s Calendar click
r%’l Sitch to Mail the drop down arrow in
Suitch to T D the Calendar header
i e and choose Switch to
F aweitch o Contacts To Do or Switch to
Open Group Calendar: Client Support Supersisors Mail.
s Wiewy & Create Group Calendars
Dpen Calendar for Dawvid Ecker/DolT
Tl Open Calendar for Charles Bowrnan/DolT
.=_..1| Open Another Person's Calendar..,
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