Sharing Calendars

Giving permission for others to view and/or edit your Outlook
Calendar

It is often helpful to let others view and edit your calendar (or other Outlook folders).
You can do this by giving other users permission to view and/or edit your calendar. To
create these settings, follow this set of instructions.

1. Open Outlook. Open the calendar you want to share
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When you are finished, click the Apply button. (Once you are familiar with these
settings, you can simply select a role from the Roles menu.)

When you are done choosing permissions for all users that will have access to your
calendar, click OK.

Accessing a calendar for which you have permissions
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I Open a Shared CalEn':lar"'l 1. Click the link “Open a Shared Calendar”

2. Click on the Name button and find the name of the owner of the calendar that you are
accessing or simply type in the name (it needs to be exactly as listed in the address book).
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Click OK then OK

Outlook 2003 Page 2



Sharing Calendars

L March 2005 2
SMTWTF S
1
23465678
910 11 12 13 14 15
16 17 18 19[20]21 22
23 24 25 26 27 28 29

30 31 . . .
It will now appear in “my calendars”. If
Lot s you check it, it will be visible. All
Lab A16n Publc Folcer) calendars that are checked will be visible

[ Lab &30 in Public Falder ide bv sid

] Lab B13 in Public Folder Slde by side

[ Lab Library Media in Pul

[] THS Use of Building in P

Martin, Thomas
Today jDaz EWD[k Week, jﬂeek ﬂm:::nth "‘_‘:'pFi_nd [CEh ;
suklook: Calendar - 2 gt | (@ Back 5 4 | DayfweekiMo

Laak Far: ~ Search In= Calendar Find Mo

Calendar Martin, Thomas

Monday, March 17 E March 20 Monday, March 17 Thu

i+ Update Ch 17

You can see 1 Day, 5 days, Week or Month — click on the view.

Creating additional Calendars

In the “Folder List” (GO — Folder Create New Folder
List)
Right Click on your mailbox Marne:
Select — “New Folder” Iew Calendar
From the DROP DOWN MENU
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Click OK - You now have a new
Calendar!

Name Your Calendar

Select where ko place the folder:
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