PERMISSIONS vs. DELEGATES
What is the difference between giving someone permission to your calendar vs. making them a delegate?

What is a delegate?   When you specify an individual as a delegate to your account, you are giving them send-on-behalf-of privileges.  This means that the delegated individuals can perform such tasks as sending email messages and meeting requests.   When the delegate sends a meeting request on your behalf, the request appears to the recipients to have come from you. You can also specify that the delegate should receive copies of meeting related messages that are sent to you, such as meeting invitations.  

1. Click on Tools, then Options.

2. On the Delegates tab, click on Add, and type a person’s name.

3. On the Delegate Permissions screen, you can set each folder to one of these levels:  None, Reviewer, Author or Editor.

4. If you do not wish to have your delegate receive copies of your meeting requests, uncheck the box that says ‘Delegate receives copies of meeting-related messages sent to me’.
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What are permission levels?  You can configure permissions for your calendar or individual folders and grant various levels of access within the folders as needed.  This DOES NOT give other users send-on-behalf-of privileges but does give them access to the folder and its contents.  The tasks they can perform in the folder are subject to the permission levels you grant them.

1. Right-click on your calendar or folder.

2. Choose Change Sharing Permissions.

3. Click Add and type the name.

4. Click on the name in the list and change the permission level to one of the following:  Owner, Publishing Editor, Editor, Publishing Author, Author, Non-editing Author, Reviewer, or Contributor.  Look at the read and write permissions below to determine what each of these permission levels grant.  
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So, what is the difference and when should I use delegates or permissions?  When you give someone delegate access, you allow them to do work on your behalf.  If you give someone permissions level, you allow them to have access to certain folders or to make appointments on your calendar, but not create appointments and send them to other people on your behalf.

Office coordinators who plan meetings for an administrator should be granted delegate access so they can send meetings or appointments on your behalf.  If you need someone to add appointments to your calendar, you should grant them permission.
