Information Services and Technology

Share a Calendar

There are 2 methods of granting access to a calendar from the outlook client. This document will cover
each method. The first will provide more flexibility over the type access and the individual’s ability to
perform actions against the shared calendar.

Method 1

1) Sign into the account, via the Outlook 2013 client, whose calendar will be granting the access.
Open the calendar and select “Calendar Permissions” located at top

E-mail  Share Publ
“alendar Calendar Onlink - Permissions

Share

2) Select the “Add” button

IUESLIAT

P
Calendar Properties M
| General | Home Page |Au‘toArchi\re | Permissions | Synchronization

MName Permission Level
Default Free/Busy time
Anonymaous Mane

Properties...

-
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3) Under “Address Book” select “All Users”
.
Address Book
E Advanced Find

Add Users
Search: (" more columns
" Go | engage.365@csuchio.edu
engage.365@csuchio.edu
Offline Global Address List
Global Address List

Mo entries in this Address Book All Address Lists
All Contacts
All Distribution Lists
All Rooms
Offline Global Address List

)) Name only

4) Enter the name of the individual, who will be granted access, either by entering the name (full
or last) in the search bar or by selecting “Advanced Find ....
L LL
Add Users ————— * S
—Name only (@) Mare columns Address Book \
Qprince \ || Go l Search Results - All Users - Advanced Find

|W Title Business Phone Location /Efepartment

... and entering the desired information.
N — L S
princel

General
| Last name:

Display name:
First name:
Title: | Alias:
Company: Department:
Office:
City:
OK ] [ Cancel
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5) Select the correct name and double click to have is listed under “Add”. Select “Ok”

Add Users

=5

Search: () Name only (@) More columns

Address Book

| | s

| MName

Search Results - All Users

b4

Advanced Find

Title

Business Phone

Location

° -
as Amanda J Prince

Department

... Blake H Prince
Carl R Prince
% Mandy J Prince
... Michele R Princeton
:. Mrs Prince
&% Nicie M Prince

Enterprise Msg Admin

216/875-9628

James A. Rhodes .

. Infarmation S¢

< | I 3
oK l [ Cancel ]
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6) Select the name of the person just added, and set the permission and access level as needed.
Note: verify that “Folder visible” is always selected. Select “OK” when completed.

LUCSLIATY

y
Calendar Properties u
| General | Home Page | AutoArchive | Permissions | Synchronization

MName Permission Level

Default Free/Busy time

Anonymous MNane

Carl R Prince Custom

< I | »

| add. | [ Remove | [ properties.. |

Permissions
Permission Level: [Custom ']
Read Write
None [] create items
(@) Free/Busy time [ create subfolders
=, Free/Busy time, subject, |:| Edit own
: lacation [ Edit all
() Full Details
Delete items Other

@ None [ |Folder owner
Cwn
@7

o) [ ] oy

7) The individual now has access to the calendar, that individual would have to follow the
appropriate steps to access the shared calendar.
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Method 2

1) Sign into the account, via the Outlook 2013 client, whose calendar will be granting the access.
Open the calendar and select “Share Calendar” located at the top

Calendar - engage.36>@csuohio.edu - Outlook

+E| O )
\j D o EEYS

Open Calendar E-md&il  Share Puplish Calendar
.alendar ~ Groups - Calendgr Calendar Ogfline ~ Permissions

o2 Sear

Manage Calendars

Today o

New York, NY ~ 79°F/68°F ’

TUESDAY
2 3

2) Aninvitation will open, enter whom to send it to, select “allow recipients to view your calendar”
and set the details to the amount of access you wish to grant. Select “Send” when completed.

R L B I U | A i |
- ormat Fainter Book Names File I
Clipboard Ta Basic Text MNames

o CarlR Prince X : Automatic reply: "If you are contacting me concerning an issue with email, the Visi:

To. ¥ Carl R Prince;

subject Sharing invitation: Engage At CSU - Calendar
Send
Request permission to view recipient's Calendar

< —P» || Allow recipient to view your Calendar

\ Details

Limited details ™

Availability only
Limited details

Full details bility and subjects of calendar items only

F‘ Engage At CSU - Calendar
©  Microsoft Exchange Calendar
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3) A verification pop-up will appear — select “Yes” if everything is correct.

. =~

Microsoft Outlook

= Share this Calendar with Carl R Prince
&> <c.prince@csuchio.edu>?

alen

Permissions: Limited details

An email will be sent to the person listed. They need to open it and follow the directions listed

4)
within it. After that they will need to add the shared calendar to their account.
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