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How to shareyour calendar in Outlook

Share your calendar in Outlook so everyone knows and stays up to date on important work and events.

Share your calendar in Outlook so everyone knows and grasps important work and event information. Currently,
there are two different versions of Outlook on the computer, including Microsoft 365 or Office 2024. Each
version has adightly different operation for sharing a calendar in Outlook. Below are instructions for sharing
your calendar in Outlook.

Outlook 365 Calendar Sharing Guide

Step 1.

In the Outlook interface, click on the Calendar icon on theleft toolbar . Next, click on Share Calendar >
Calendar.
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Step 2

In the new interface, users click on the Permissionstab and then click Add below to add alist of visitorsto
the calendar .
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Calendar Properties

General AutoArchive Permissions Synchronization

Currently sharing with:
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Add... Remove
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Step 3:

Displays the interface for you to choose who can access the shared calendar on Outlook. After adding, we can
choose theright to edit the contact's calendar, for example, only view, authorize, view details or edit. Finally,
click OK to save.

General AutoArchive Permissions Synchronization

Currently sharing with:

Mame Permission Level

Can view

Permissions
(@) Can view

() Can edit

People you share with can view, edit,
and delete meetings or appointments. SR




To stop sharing, tap the person and select Remove to do so.

Calendar Properties

General AutoArchive Permissions Synchronization

Currently sharing with:
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How to Share a Calendar in Outlook Windows

Step 1.

First you also need to click on the calendar icon in the Outlook interface, then we click on the Shareicon as
shown to share.

Outlook

yer 2024

\‘ 9 AM Church

12 PM Arizona Carc

Step 2

Enter and select the users you want to share your calendar with. Then, we also select editing per missions for
the selected object.



Sharing and permissions

Calendar

Can view all details
Can view all details

Can edit

Y ou finished reading the article "How to share your calendar in Outlook" edited by the TipsM ake team. We
hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on
tips and guides. Thank you for reading and for following us regularly.
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