How to Share Your Outlook Calendar

Right-click on your calendar

Select SHARE > SHARE CALENDAR

Search All Calendar ltems (Ctrl+E)
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In the sharing invitation window that pops up:

1. Similar to addressing an email ... enter the names of the people with whom
you wish to share your calendar (or select from the address book).

2. Select the level of detail you wish to share: either ‘Full details’ or ‘Limited
details’.

3. Click the ‘Send’ button.

nvitation: Robilyn Eggertsen - Calendar

B Request permission to view recipient’s Calendar

Allow recipient to view your Calendar

LSS Full details

% Includes the availability and full details of calendar items

Robilyn Eggertsen - Calendar
"!E‘; Micrasoft Exchange Calendar

Appointment

Subject: 7 PM West coast swing
Location: =

Recurrence: Occurs every Monday effective 9/9/ 3 from 5:00 PM to 7:00 PM
~
You will see a confirming padlock icon on the calendar item.
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