How To Share Your Calendar With Others

Calendar - Microsoft Outlook
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In the Calendar window, click
on “Share My Calendar”
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In the Calendar Properties box, click on Add.

Type in the user’s name (or scroll
through the Global Address List) and
click OK.
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8 Dinner with Janet - Appointment
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When you first add a user, you MUST select a
“Permission Level” from the drop down menu.
The default level is set to “None”.

Click OK when you are finished.

' ﬁ _' EeSnagIt _'

Appaintment I Scheduling |

Adjacent to another appointment on your Calendar,

Subjeck: |Dinner with Jangt |
Location: |m5’ house b | Label: ||:| Mone v|
Starttime;  |Wed 7/18/2007 w| [so0pm | [Jalday svent

End time: [ Thu 771972007 v| [1zooam |
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[ Conkacts. .. ] | | [Categories... ] | | Erivatel

If you share your calendar, you
may want to prevent others from
seeing the details of an item. To
do this, click on the “Private”
checkbox in the appointment
details screen.




