SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS

SHARING YOUR CALENDAR

To know how to share your own calendar with someone else. Please note that this process
must be done in the full client version of Outlook; it will not work in the web version.

If you are using Outlook 2007, please follow this Tech Tip from the Microsoft website:
http://office.microsoft.com/en-us/outlook-help/share-your-calendar-information-
HA001230249.aspx

SHARE YOUR DEFAULT CALENDAR FOLDER WITH SPECIFIC PEOPLE

The default Calendar folder in Qutlook is created in each Qutlook profile. This
folder cannot be renamed or deleted.

1. In Calendar, in the I"a ane, click Share My Calendar.

MOTE If you are using the Navigation Pane in Minimized view, in the

Mavigation Pane, click
Share My Calendar.

[ To... ]|BarbaraZi hetti | ]

Subject: Access to my calendar | 2

Allow redipient to wiew your Calendar

3 /J Swven Freitag - Calendar
L/ Microsoft Exchange Calendar

& | []Request permission to view recpient’s Calendar :

Procedure
Startup MS Outlook 2010 on your PC.

Click on the Calendar icon under Mail

] Mail

ﬁ Calendar

8=| contacts

o] Tasks
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To... |Ni|:k Rava (IT College Intern);

o=
:A Subject: |5haring invitation: Mick Rava (IT College Intern) - Calendar

|:| Request permission to view recipient’s Calendar
[% Allow recipient to view your Calendar

l@ Nick Rawva (IT College Intern) - Calendar
Microsoft Exchange Calendar

Microsoft Dutlook x|

Share this Calendar with Nick Rava (IT College
l@ Intern) <nravam@sayresd.org=?

Permissions:  Reviewer (read-onky)

Yes “J Mo
I.u

Select Yes unless you do not want the recipient to have a read-only view. Selecting No will
cause the message to not be sent.

If you select Yes, the recipient will see something similar to the following:
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Home Send / Receive Folder WView
£ .] @ 4 lgnore x a EJ ; Bk Meeting ™3 Move to:*
%= Clean Up ,3__:] Team E-mi
Mew  Mew Delete | Reply Reply Forward B prore =
E-mail Items~ | & Junk~ All = i Reply &D
MNeaw Delete Respond
4 Favorites *
Search Inbox (Ctrl=E) L
[ -] Inbox (34156)
-

[ sent Items

Arrange By: Date

| Mewest on top

[y w

{a] Deleted ems 345)

4 prava@sayresd.org

[} Inbox 34156

4 Today

] Mick Rava (IT College Intern) 11:02 AM
Sharing invitation: MNick Rava (IT Colle...

Open the email message to full screen

See the Open this Calendar icon

HEd9 0« ¥ |=

— S

Share

Sharing invitation: Mick Rava (IT College

2 : 3 Rules =
E x .a .;J ahﬂeeting LEJ Move to: 7 @To Manager -H @ ules
éa Team E-mail J Done |;|:.| OneMote
Openthis | |Delete | Reply Reply 5 piore - IMove
Calenda% All 2 More Q Reply & Delete F Create Mew = - 23 actions -
Open Delete Respond Quick Steps P Move

@ Nick Rava (IT College Intern) [nrava@sayresd.org) has invited you to view his or her Calendar. Click the Open button above,

From; Mick Rava (IT College Intern)
To: Mick Rava (IT College Intern)
Subject: Sharing invitation: Mick Rava (IT College Intern) - Calendar

Mick Rava (IT College Intern) - Calendar
Microsoft Exchange Calendar

i

The recipient is now able to view your calendar.
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4 My Calendars

4 [ Shared Calendars

Web Class - 4th Period EVERY DAY 1

1 Web Class - 4th Period EVERY DAY
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