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How to Create a Shared Calendar in Outlook

1.Select your calendar
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2. Select ‘add calendar'
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3. Select ‘create blank calendar'
4. Create a name
5. Add to 'People’s calendars'
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6. Your new calendar is now in your calendar list -
Click on the 3 dots next to it.

7. Select 'sharing and permissions’.
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8. Add the email address of one person you
want to share your calendar with.
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®hation in email. You can choose how much access to allow and change access

Enter an email address or corjtact name

9. Use the drop down menu next to each contact and select
the appropriate permissions. Then click 'Share.’

10. Repeat step 8 and 9 until everyone is added.

Sharing and permissions
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Send a sharing invitation in email. You can choose how much access t
settings any time.
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