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Difficulty: Easy 

Time: about 5 minutes 

Summary: How to change and understand permissions on my Outlook calendar. This document will show how you 

can check your permissions and change if necessary. For reference, meetings and appointments are one in the same 

when it comes to permissions. This document is for Outlook only right now, webmail will be done in the future. 

 

From Outlook: 

1. Go to your calendar. 

2. Click on “Calendar Permissions”.  

 

 

 

 

 

 

3. By default. Everyone starts at this. 

 a. Default is anyone with a @kkg.org 

account. 

 b. Anonymous is the public internet. All non 

@kkg.org accounts. 

All appointments/meetings marked as private will 

be private no matter what the permissions is with 

the exception of the owner permission level. 

I highly recommend leaving it at these 

settings if you do not understand any of 

this. 

 

 

 

If you want the default settings just change the permissions back to the above example. The above example will not 

allow anyone to see details of your appointments, just the time you have blocked out. 

 

Those wishing to change permissions or want to add individual’s special permissions then keep reading further down.  

  



 

 

If you want to add a person, just click “add”, find their name and 

add them in. This will work for groups as well if you want your 

entire team for example. Once added, click and highlight their 

name and set the “Permission Level”. Below is the list of what the 

permission levels mean. No need to touch anything below 

“Permission Level”. 

 

In my example, I added Katie Kappa and set her full permissions 

to my calendar. They will be able to create and delete meetings in 

my calendar. 

 

 

 

 

 

 

Popular Permission Levels: 

Permission Level Description 

Free/Busy Time 
They will just see “Busy” and the time blocked out. This is the default on 
the Outlook email system. 

Free/Busy Time, subject, location 
Everything above + the subject and location only of the appointment. 
They do not see the details. This is the default for conference room 
calendars. 

Reviewer Everything above + they will now see the details. 

Editor 
Everything above + they can create & delete entries in the calendar 
whether they own (created themselves) it or not. Editor still cannot view 
meetings set as private. Consider this full permissions to your calendar. 

Owner 
Everything above + change permissions and view appointments marked 
private. (Not Recommended) 

 

Other Permission Levels: 

Permission Level Description 

Contributor 
Same as Free/Busy + can add appointments only. They cannot see any details on any 
other meetings. 

Nonediting Author 
Same as Reviewer + can create appointments, but can only delete appointments they 
created themselves. 

Author Same as Nonediting Author + can edit only their own meetings they created. 

Publishing Author Same as Author + can add more calendars. 

Publishing Editor Same as Editor + can add more calendars. 

 


