
No

 
 

 

 

 

 

orthland Tech

1. Locat
panel
wish 
 

2. Select

 
Do o

a.

b.

hnology Depa
E-mail: he

Revoke or 

te Calendar 
l. Then right-
to change pe

t > Share > C

one of the fo

. Revoke or
 

i. Se
is 

ii. Ch
Se
th

iii. Se

 
. Revoke or

 
i. O

na
to

ii. Fr
pe
pe

iii. Re
yo

iv. Sepr
 

artment • Nort
lpdesk@ni.ed

change oth

which reside
-click on the 
ermissions. 

Calendar Per

llowing: 

r change acce

elect the perm
highlighted. 
hoose a selec
elect None to 
e other optio

elect Apply an

r change perm

n the permis
ame of the p

change. 
rom the perm
ermissions or
ermissions. 
epeat step 2 f
ou want to melect Apply arocess. 

Pa
thland Interna
du • Phone: 7

er people’s 

es within the 
calendar fold

rmissions. 

ess permissio

missions tab a

ction from th
revoke perm

ons to change
nd then Ok t

missions for 

ssions tab, in 
person whose

mission level 
r any of the o

for each pers
modify.  and then Ok

age 1 of 1
 

ational Univer
715.324.6999

access to yo

left navigatio
der for which

ons for every

and ensure th

he permission
missions or ch

e permission
to complete 

one person

the Name bo
e permissions

list, click No
other options

son whose pek to complet
rsity • W10085
, ext. 5200 • F

our Outlook

onal 
h you 

yone 

hat default 

n level list. 
hoose any of
ns. 
the process.

ox, click the 
s you want 

one to revoke 
s to change 

ermissions te the 
LA

5 Pike Plains
Fax: 715.324

k’s calendar 

f 

AST UPDATE

 Rd • Dunbar
. 4219 

T

folders 

D: 9/21/2011

r, WI 54119 

Technology  


