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Outlook- Sharing Calendars (Exchange)

Information Technology Directorate — UNE Microsoft Exchange Project

Opening a Shared Calendar

Open the ‘Calendars’ menu. Click on ‘Open a
Shared Calendar’ to open up the Calendar
selection box. Click ‘Name’ to select from the
Calendars available. Select ‘OK’ when done.
This calendar will now be open for viewing

Sharing my Calendar Invitation

Open the ‘Calendars’ menu. Click on ‘Share My
Calendar’. A new email box will open. Select
‘To...” to add Exchange users who you want to
see your calendar. Press ‘Send’ when finished.

Calendar Sharing Properties

If you wish to edit the permissions of a user on
your calendar you can access this through ‘My
Calendars’ = ‘Calendar Name’ = ‘Right Click’
—> ‘Properties’ - ’Permissions TAB’.

Last Revised: 31/3/09 T.Carter

/)
e

UNE

UNIVERSITY OF
NEW ENGLAND

0q) d g invitation: [ - 2! n S
i)
= Share Insert Options Format Text ()]
A BIRESE AR IE N~ 2
= = 92
B 7 ul® \ = Address Check Follow | § | Spelling
= = Book Names Up~ -
Clipboard Basic Text Names Include Options = | Proofing
I To.. | [l
S;dli Subject [shaning invitation: IR - C2'ndar
en
[V Allow recipient to view your Calendar
[ Calendar
L7 Microsoft Exchange Calendar
| ™ Request permission to view recipient's Calendar |
&
x
-
Calendar Propetties - 2| x|
General I Home Page Autodrchive I
Administration | Forms Permissions Synchronization |
| Name Permissionlevel |

FreefBusy time
Reviewer

Reviewer
Reviewer
Anonymous MNone
Add... | Remave | Properkies.. . |
~Permissions
Permission Level: IFree.fBusy time l]l
Read T Write
" None | T Create items
% FreefBusy time ™ Create subfolders
- Free}_’Busy time, subject, [~ Edit own
i I Edit al
" Full Details
Other Free/Busy... I
~Delete items [~ Other
% None I Folder owner
" Own ™ Folder contact
C al I Folder visible

o]

Cancel

Aoply.




