How to give someone access to your Calendar:

Giving Access to your Calendar:

The owner of the calendar must first give access:


The owner should have their calendar open

Right click on the word Calendar in the Navigation pane (far left side of the screen)

Click on Properties and the Permissions (or Sharing)

Click on Add

Locate the name of the person to whom you are giving access

Choose the permissions level and any other access you wish them to have

Click OK

Once access has been granted:


Open your Calendar


Click on Open a Shared Calendar

Type the name of the person that has given you calendar access or click on the Name button to choose them from the Global Address Book (GAL)

Click OK, their Name will appear in the Navigation Pane on the left from now on.

