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Appendix A: Sharing your 0365 Calendar

This is one option for sharing your calendar; there may be others.

1. Inyour Outlook inbox, open your calendar and select the ‘Home’ tab.
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3. Asharing invitation will populate and you can enter the person you want to share with in the ‘To’ box.
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4. Under the ‘Details’ tab, select whether you want the viewer to be able to see ‘availability only, limited details or full

details’.
Tou.
Subject Sharing invitation: Jennifer Kathleen Sinclair - Calendar

Request permission to view recipient’s Calendar

| Allow recipient to view your Calendar

Details | ayailability only -
Availability only
Limited details

Full detailsl wn as “Free,” "Busy,” Tentative,” "Working Elsewhere,” or "Out of Office”

Making Appointments Private in Calendar

1. Inyour Outlook inbox, open your calendar and select the ‘Home’ tab.

Send / Receive Folder View Q Tell me what you want to do...
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2. Right click on the appointment you want to make private and select private from the drop down menu.
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