How To Grant Access To Your Calendar

This article will help you grant access to your calendar in Outlook 365

1) Open Microsoft Outlook and go to your calendar.

2) Select Calendar Permissions
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3) Search for the person you'd like to give access to your calendar. Then select Add then OK.
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Search: @Nameonly OMorecqumns Address Book
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| MName Title Business Phone Location

@iAris Hofland/MCR/AWenG/MLASS. ..

@iArisaiIi Rodriguez/ARC/USS/SAr,.. Store Clerk [214)630-5611
@Aristide Samba/IHQ/SArmy
@Ariyan Hines/KTN/USS/SArmy [901)729-8007

@Arja Laukkanen/FIN/SArmy

@_aﬁrja van der Sluijs/CWZW-G/W...
@_‘aﬁrjan Accountant/MCR/WeniG/...
@_‘aﬁrjan Dam/CWZW-MN/AWenG/ML..,
@iﬁrjan de Vries/COWIZW-ZWHN/We...
@iArjan Hoolsema/COWZW-0/Wen...
@Arjan Neels/OWZW-LB/WenG/N...
@Arjan CObdam/GWCAWenG/ML...
@Arjan Sakko/MCR/ WenG/MLASS..,

s Arjan van der List/CWZW-ZWHN/...
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4) You can now select What permissions within the calendar to give.
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kalendar Properties
General AutoArchive Permissions  Synchronization
MName Fermission Level
Default Free/Busy time
Hayley Shapiro Editor
Arios Paul Free/Busy time
£ >
Add Remove Properties...
Fermissions
Permission Level: | Free/Busy time R
Read Write
MNone [ creata items
@Free!Busytime DCreate subfolders
OFreefBusytime, |:|Edit own
subject, location CEditall
() Full Details
Other Free/Busy...
Delete items Cther
@None DFoIder oWner
() own [JFolder contact
Can [IFolder visible
QK Cancel Apply
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5) You now have granted access to your calendar.
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