ORACLE CALENDAR TIPS & TECHNIQUES

Oracle Calendar - Access Rights

You need to provide access so that the people you work closely with can see the details
for certain meetings and appointments - not just the times you are busy. You may also

choose to provide some people with access to amend or add invitations on your behalf.
This can be important if you are sick or on holidays, for example.

Select: Tools, Access
Rights ..., (Viewing tab)

Anyone not specifically
named should be able to View
Times Only for normal and
confidential entries.

People you work closely with
should be able to View Entries
for normal entries and View
Times Only for confidential
entries.

Access Rights I
Designate | Yiewing | Wiewing Tasks | Scheduling |
— Meetings, Day Events, Motes
Wiew Entries vmlg;ﬁ?qﬂ
»  Momal Entries I 2
Confidential Entries I I
Personal Entries r r
[~ Full viewing rights ™ Mo viewing rights
jEa rs
[Velete |
O'Donnel, Terence
Russo, Lina
Snyder, Soatt
Malone, Robert
Ok, I Cancel | Help
Access Rights x|
Designate | Yiewing | Yiewing Tasks | Scheduling
— Meetings, Day Events, Notes
Wiew Entries VIBI;,:EWBS
Mormal Entries v u
Confidential Entries 'l ivd
Personal Entries 'l '

[ Same as default [ Eull vigwing rights [ Mo viewing rights

[ jEirsl
Delete |

Default: Any unlisted person.
Amundzen, Belinda
‘0'Donnell, Terence

Hall, Terry
Thomas, Connor

]
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Select: Tools, Access
Rights ..., (Designate tab)

Access Rights E3 I

Deszignate | Wiewing I Viewing Tasks I Scheduling |

 Meetings, Day Events, Motes

Fodify

Marmal Entries v '
Confidential Ertiies [~
r

r
Perzonal Entries r
Public Entries v

- Tasks
E:;;: VIEII';;IFES Madiy
u ™ Moamal Tazks
v [~ Confidential T azks
r ™ Perzonal Tasks
™ Public Tasks

[~ Same as default [~ Eull}xsignate rights [~ Mo designate rights

Default: Aoy unlisted person.
Amundsen, Belinda
‘O'Donnell, Terence

Consider giving Designate
access to at least one other
person so they can amend or
add meetings on your behalf
(eg record that you are sick
and decline any invitations for
that day). Do not provide
Designate access to
confidential entries.
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