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How to share your office 365 calendar

To share a calendar in Outlook, follow these steps.

« [m] My Calendars
Calendar - sari __

and select Share > Sharing [ United Kingdo

1. Right click on your calendar

Open in Mew Window 5

[

Bl dh

Mew Calendar...

[1 Birthdays 1
Hide This Calendar

[] Calendar - sup

[] Calendar - Inte

[] Calendar - pur

Permissions.
Owverlay

¢ @l

Color 3

Previous Appaintment

- [] Other Calenda Copy Calendar
- [m] Shared Calend

=[] All Group Cale .,

Mowe Down
&%  Sharing Permissions... )

Properties...
20

Calendar Properties

2. From here you can share General Autodchive Permissions  synchwonization

. . Currently sharing with:
your calendar with multiple ,
Hame Permission Level

users, request access to theirs My Crganization \Can view when ['m Busy
and also change what details
you want them to see.

Permizsians

Changes you make to these permissions will apply to all users in
your grganization,

CiNone

(®) Can view when I'm busy

() Can view titles and lacations

Z Can view all details

) Can edit

oK Cancel Apply

T:01672 552340 E:support@jpitsolutions.co.uk
Support hours: Mon- Fri 8:30am —5pm



mailto:support@jpitsolutions.co.uk

