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SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS 

 

SHARING YOUR CALENDAR 
 

Purpose 
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  

 
 

Procedure 
Startup MS Outlook 2010 on your PC.   

 

Click on the Calendar icon under Mail 

 
 

 

 

http://office.microsoft.com/en-us/outlook-help/share-your-calendar-information-HA001230249.aspx
http://office.microsoft.com/en-us/outlook-help/share-your-calendar-information-HA001230249.aspx
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Enter the email addresses and send 

 

 
 

 
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: 



Document Author: Nick Rava Page 3 Revised:  10/21/2010 
\\sasdweb2\sasd\2009Tech\TechTips\MSOutlook\Sharing Your Calendar.docx 

 
 

 

Open the email message to full screen  

 

See the Open this Calendar icon 

 

 
 

The recipient is now able to view your calendar.  
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