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Sharing Your Outlook 2007 Calendar

In Outlook 2007, you have the ability to allow other Outlook users view your calendar.

1. Inthe side navigation menu, right click the Calendar icon and select "~/ wy catendars %
“ H H H ” :ﬁc' — :
Change Sharing Permissions”. DTS open
0 5 ca Open in New Window
. . People's
2. Inthe Calendar Properties dialog box, select Add Omed e
and then OK... P e
44 Copy "Calendar”...
General | HomePage | Autodrchive | Search ale Rename "Calenda
Administration | Farms Permissions | Synchrarization |
Share h 4 MNew Folder...
Narme Permission Level Senda
efar Free/Busy time 1
2 Publish N
& Move Down in List
Add Me
Mark All as Read
add. .. remove | properties . | Share “Calendar"...
Permissian Level: [FreefBusy time =l \ ATEVEE IV MRS
Read ~tite Send via E-mail...
£ Mone I~ Create items .
 FreefBusy time I™ create subfalders Bublish to Internet 4
~ ‘Fnr:;‘f::sy time, subiect, 'l:E::E :rn fr Properties
" Full Details
Other Free/Busy. ..
[ Delete items [ Other
% None I™ Folder owner
© omn I™ Falder contact
Coal I Folder visitls

Apply. |

| I

concel |

=

Address Book

3. Inthe Add Users dialog box, type the name of the
user you want to add in the search bar, verify that the
correct user is highlighted in the display box. Select

“Add” and then “OK”.
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Lastly, you can define the permissions that the user
should have in the Calendar Properties dialog box.

Calendar Properties ﬂ@
izeneral | Haome Page | Autodrchive |
Administration | Forms Permissions | Synchronization
Marme: | Permission Level ‘
Default Free/Busy time -
Kristen Weidner Free/Busy time ‘I s I b
add-= |

—1

Cancel I

Add... Remove | Prnparties.‘.l ﬂ

[~ Permissions

[

Permission Lewvel: IFree,iBusy time:

Read [~ Wirike:
€ Hone I Create items
& FresfBusy time ™ Create subfolders
FreefBusy time, subject, I Edit own
locatien I Edtal
 Full Detalls
Other Free/Busy. .. |
[ Delete items [~ Other
{* None ™ Folder owner
 Own ™ Folder contact
Al ™ Folder visible

OF

I Cancel Apply

© 2010, BSM Consulting



