Sharing Outlook Calendar

Select a calendar from the View pane

Click on Share Calendar
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In the drop down select which calendar you would like to share

The calendar properties window opens
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General Permissions Synchronization

Currently sharing with:

Name Permission Level

My Organization Can view when I'm busy

Add... Remove

Permissions

Changes you make to these permissions will apply to all users in
your organization.

() None

© Can view when I'm busy
O Can view titles and locations
(O Can view all details

() Can edit
OK Cancel Apply
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Click Add

Search for the user you would like to grant access to



Add Users

Search: © All columns () Name only Address Book:

IT

| = J| X |Search Results - Offline Global Address Lis vl Advanced Find

I Name Title Business Phone Local

A

IT
QIT Accounts
QIT Alerts
QIT Bridges
QIT Copier
QT HelpDesk
IT Networking & Systems
QIT_Bridges
E]1TRoom
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Add the user and click OK

Grant the appropriate permissions as needed



Fala lar D - ac
Calendar Properties

General Permissions Synchronization

Currently sharing with:

Name Permission Level

My Organization Can view when I'm busy

IT HelpDesk Can view all details

Add... Remoyve
Permissions
(O Can view when I'm busy
O Can view titles and locations
© Can view all details
(O Can edit
(O Delegate
OK Cancel Apply

Click Apply and OK

The user you granted access to will receive an email.

They will need to click Accept to see the calendar



File  Share

E M ~ X [= Meeting ; D 21 Rules ~ F] S MarkUnread | O Find

Accept | Delete | Reply Reply "M~

A O QR B
Read Immersive | Zoom Switch
[ FollowUp~ | [ Select~ Aloud  Reader Background|

N et = =
Quick (e | Assign B8 Categorize = Related
Al ) More Steps ~  [B Actions~ Policy ¥
Open Delete Respond Quick Steps & Move

Tags & Editing Immersive Zoom | DarkMode | Protection

You're invited to share this calendar
To @ IT HelpDesk

IT (IT@aic.edu) has invited you to view their Calendar. Click the Accept button above.




