HOW TO SHARE A CALENDAR IN OUTLOOK
Updated 9/30/08

Step 1

The person who wants to SHARE their calendar
does this part.

Open Outlook on your computer.

Right click on your name under Mail Folders.
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Step 2

Select Properties from the menu that pops up

[t~ Inbox - Microsoft Outlook
EEiIe Edit View PGP Go Tools Acions He

iEdNew - |5 3 X | SaReply (SiReply to Al

Mail <« ||[2 Inbox
Favorite Folders Es B‘ YO8 Fron
7 Inbox (5}
O Unread Mail ] D Categorit
= Sent Items
Mail Folders 2 || B @ categoric
L] Al Mail Items " |@ @ categori
= ¥4} Debbi Smite -
(5 Delete 5 Open
L.#| Drafts Cpen in New Windaow
= [ Inbox
Ca Ca JIG Rename "Debbi Smith"...
3 5a =y Mew Folder...
L@ Junk g
qu Quth Add to Favaorite Folders
[d Quarag Process All Marked Headers
Lﬁl RSSF P Marked Head
@ [ sent I rocess Marked Headers
[ StaffDy Cpen Other Folder 3
3 LA searc '.""\ LClose "Debbi Smith
a Cal ™
LA La Change Sharing Permissions...
e [ '_2?' Properties for "Debbi Smith"... I
a g




Step 3

Click on the Permissions tab.

Click the Add button and select the person you
want to see your calendar.

Leave the person’s permissions as NONE. Click
OK.
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Step 4

Go to your Calendars. Right click on your calendar

name.
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Step 5

Select Properties from the menu that pops up
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Step 6
Click on the Permissions tab. Click the Add button
and again select the person you want to see your
calendar.
This time, change the person’s permissions to the
level you want.
For viewing only —

set Permissions to Reviewer
For adding, deleting, modifying items —

set Permissions to Publishing Editor
Click OK.
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Step 7

Now the other person can open their Outlook and
go to Calendars.

Select Open a Shared Calendar and type in the
name of the person who is sharing their calendar.
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Step 8

If you have a problem opening the calendar, try
closing both people’s outlooks and re-open
Outlook. Then select Open a Shared Calendar again.




