How to share calendars in Outlook 2010
Follow this steps to give others permission to see your calendar, request permission to view theirs, and to open shared calendars.
1. Click “Calendar” on the bottom left corner of Outlook.
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2. Click “Folder” and then “Share Calendar” on the top ribbon bar.
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3. A new message will open. In the “To…” field enter the people whom you would share calendars with. Be sure to check the box for “Request permission to view recipient’s Calendar”. Then click “Send”.
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4. A new window will appear. Click OK
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5. The recipient(s) will receive your request. When they approve it you will receive an email notifying you.  From this email you can add their calendar to your Outlook by clicking “Open this Calendar”
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[bookmark: _GoBack]If you receive and invite to share your calendar, do the following to share with them.
1. Open the email requesting access to your calendar.
2. Click the “Allow” button.
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3. A new window will appear. Click “Send”
4. A new window will appear. Click OK
[image: C:\Users\SROSEN~1\AppData\Local\Temp\SNAGHTML4a255037.PNG]
5. A message will appear telling you that you have successfully shared your calendar.
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6. Go back to the original email requesting access to your calendar. From this email you can add their calendar to your Outlook by clicking “Open this Calendar”.
[image: ]


image5.png
HH90+ 95 Allowed: Sharing request: Calendar - Share.

[T [ e | porachange iz
m x = @ smm"‘g gu.mmmwn ?:,:nayu m £ Rutes - @ [l Y

Team E-mail

(open s |Detete | Reply  Reply || Move [ adions~ | Mark Categorize Follow
O = G Reply &Delete 77 Create New <[ Mo B s B
open [ oetete | Respond I Quicesteps Al Moe | Tags Al

© Christian Gresalfi (CGresalfi@steriingrisk.com) has allowed you to view his or her Calendar. Click the Open button above.
From:  Christin Gresalf

To:  StephenRosenberg
Subject: Allowed: Sharing request: Calendar

Microsoft Exchange Calendar
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© Stephen Rosenberg (SRosenberg @sterlingrisk.com) has requested permission to view your Calendar. Allow o deny permissions by clicking the buttons above, This person has also invited you to view his or her Calendar.

From:

Tor
Subject

2

Stephen Roserberg
Chrstan Gresalf

Sharing request: Calendar

Stephen Rosenberg - Calendar
Microsoft Exchange Calendar

Sent: Wed 5/27/20151227 PM





image7.png
e ____________________________________________-l_

@ Your Calendar has been shared with Stephen Rosenberg <SRosenberg @steringrisk.com>. Stephen Rosenberg has lso granted you access to their Calendar. Cick the Open this Calendar button n the invitation message to add it to

the Navigation Pane in your Calendar.
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© Stephen Rosenberg (SRosenberg @sterlingrisk.com) has requested permission to view your Calendar. Allow o deny permissions by clicking the buttons above, This person has also invited you to view his or her Calendar.
From:  Stephen Rosenberg Sent: Wed 5/27/20151227 PM
To:  Christan Gresalf

Subject: Sharing request: Calendar
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