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Open a shared calendar

1) Sign into Outlook and go to the calendar. Right click on “Shared Calendars” select “Add
Calendar” and select “Open Shared Calendar”
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2) A pop-up will appear, enter the email address of the account you have been granted access to
and select “OK”
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3) The calendar will be added to the list and access will be based upon the level you were granted
by the owner.

TS o -
FILE HOME SEND / RECEIVE FOLDER VIEW

T Be B EFEE

New New New  Newlync Today Mext7 = Day
Appointment Meeting Items ~  Meeting Days
MNew Lync Meeting GoTo 1

] October 2013 » N
4« » Qctobr
50 MO TU WE TH FR SA

20030 1 2 3 4 5 SUNDAY
6 7 8 9 10 11 12 20

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28 29 30 3 75 -

November 2013 8
50 MO TU WE TH FR SA

9
3 4 5 6 7 8 9
10 11 1214 15 16
17 18 19 20 21 22 23 10
24 25 26 27 28 29 30
12 3 4 5 6 7 11
PM
I [m] My Calendars 12 e
5
4[ | Shared Calendars 1 E
c
Calendar 2
o
-

NOTE: In order for entries to be viewable by the owner, the shared calendar must be listed under
“Shared Calendars”. If listed under “My Calendars” the entries made will only be viewable by the person
entering them, they will not be shared.
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