SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS

SHARING A CALENDAR WITH A GROUP

To know how to set up a shared calendar.

Procedures
Startup MS Outlook 2010 on your PC.

Click on the Calendar icon under Mail
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Calendar E-mail Share  Publish  Calendar
Groups *|| Calendar Calendar Online = Permissions
: Create New Calendar Group

%{ate a new calendar group in the

Mavrigation Pane.

Save as Mew Calendar Group

Saves the currently displayed calendars as a
new calendar group in the Mavigation Pane.

Create New Calendar Group d |

Type a name for the new calendar group

Itestl

K I Cancel |

Enter the names of people you want in the group (double click or press enter on the selected
person to add to the group)
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Once you have all the people you want listed in the group, press OK

&9 = Calendar - nrava@sayresd.org - Microsoft Outloak =1
m Send / Receive Folder  View o @
n RGBS EESAEE b 30 S oo
5 % EI % mAddrm Book
Day

Hew

Today Hext? WkaM onth Schedule _ Open C\d E-mail  Shar th Calendal
Aup tmetMtg Items ~ Days

View | Calenda Calendar Caler d Onlin anssmn

Find ‘

New GoTo Arrange = Manage[l a Share
«  oOdeberzote  p ¢
SuMo TuWe Th Fr Sa 4 » Qctober 21,2010 [Search Calendr (ciri-6) Al
2627282930 1 2
34567839
101112 13 14 15 16
17 18 19 20[21]22 23
24 25 26 27 28 29 30
31123456
gam
4[F My Calenda
PG | . b i i it Do, Nt e | 1 W i Ecoion Do, thn .|
4 test Sle =
wel W
Web Class - 4th Period EVERY DA 1 | [ web ciass - 4th Period EvERY DAY | | Y Tentative
Tech Office; Rick Rava (Staff - e & 1| [irech office; Rick Rava (staft - Director of Infomation > |
1100
12pm
100
200
300 E-Ep?y'a}'c}am"_f& “Endofpay . E-Ep?y'a'-‘cfmﬁnn"“f&'{.ﬁ&f‘nﬁy ________ I
HS Data Center o | | s pata Center
50
500
700
[~ Mail n
b | B = 1
Tth -§e6, etc. YB
Contacts g SOP Resetting Passwords - use with students.. ¥
- =
Tasks
(MR ]
-

Notice that the calendar for each person (Nick Rava and Eric Rava) is visible as well as the
shared calendar (in blue).

To add an event in the shared calendar, simply go to a free spot in the calendar, move your
cursor over the area and see

Click to add appointment

Click this to add an appointment
October 21, 2010 |search Calendar (Ctri+E] J

Empty Air Conditioning ¢+ | | Check Security Camera:
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Notice that this adds an appointment under the creator of the appointment (Nick Rava) as well as
the shared calendar (blue) but it does not add the event to the other group member (Eric Rava).

Now if you go back to your Mail
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And then if you go back to the Calendar
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You will continue to have the shared calendar.

If you would like to share this calendar with other people who do not belong to this calendar
group, click on
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If you would like to delete a calendar group, right click on the name of the group (in this case,
the name is test)
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