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How to give access to a shared task list in Notes
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you going to

do?

Where is it?

Give others
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task list in
Notes

Choose File > Preferences.

Choose Calendar and To Do in the left side.

Choose Access & Delegation i the right side
—and then Access to Your Mail.
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Click on Add to choose who you will give
access.

Mail | Calendar & To Do | Access & Delegation

{Access to Your Mai & Calendar]| Access to Your Schedule | Shortcuts to Others' Mail

You can give one or more people or groups access to your contacts and to all or part of your mail file
(Mail. Calendar and To Do), and you can control the actions that each delegate is allowed to perform.
To delegate access to your Contacts. you must also enable the Contacts preference labeled "Enable
“Synchronize Contacts' on the Replicator.”

Mail. Calendar. To Do. and Contacts

Delegate access to these people or groups:

No one has acclss to your mail file

|Add| |
\

person or group already has. To change
this level of access, click Change Access.

. Add People/Groups [21[x]
The dialog Add People/Groups opens.
T: v;::rr;\o::wu want to give access to your mail file? —
@ Yustthis person or group; | =1
Select under Person or Group who should
have access. e L
& Calendar, To Do and Contacts
 None
Select under Components which [——————"—r—
Read v
components the person or group can P —
a ccess . E::{\:j:::z:::::«:dmg makes \leas\evh}v snmeanewmanxgi y‘ourca’\‘evr;d"adv“::ye:p\g;::(a”
Forward calendar notices | receive for meetings where:
I 1am the chair
I~ 1am a participant
Select under Access how much they can R e T D ST
Do not forward v
access.
Click the OK button to close the dialog box.
Select File > Preferences.
Mail. Calendar. To Do. and Contacts
Cha nge, add Delegate access to these people or groups:
or delete Choose Calendar and To Do from the left e dd |
access you side. Remoe |
have already
glven to a Choose Access & Delegatlon from the rlght Anyone who accesses your mailfile will be allowed to do the following:
person or side - then Access to Your Mail. Read ary Calendar Eny, To Do or Contac ——
group.
The first list shows who has access.
lail. Calendar. To Do. and Contacts
Delegate access to these people or groups:
To delete an individual or group on the list, e Add..
click Remove. Remove
To add a person or group, click Add.
Anyone who accesses your mailfile will be allowed to do the following:
The second list shows what access the ead any Galendar Entry. To Do or Contact Change Access
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