MINNESOTA STATE UNIVERSITY

MOORHEAD. Calendar Sharing In Outlook for Mac

Opening a shared calendar that you have access to

1. Open Outlook
2. At the bottom of the left-hand navigation pane, select the Calendar icon
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ltems: O

3. Onthe Organize tab, choose Open Shared Calendar
® l&? Calendar
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New Categories Day Work Week Month Color  Overlay Time Grid List Open Shared | Calendar Folder Syne
Week

Calendar Scale Calendar JPermissions Properties Folder

4. Inthe Open Calendar search box, enter MHD-<Name of Calendar>. Select the calendar

from the search results, then click open.
i Open Calendar...

' MHD-HR 0'

@ MHD-Human Resources

hr@mnstate.edu

5. The opened calendar will now be available in the left-hand navigation pane of outlook.

Sharing your MSUM calendar

1. Open Outlook
2. At the bottom of the left-hand navigation pane, select the Calendar icon
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3. Onthe Organize tab, choose Calendar Permissions
[ ] @e Calendar

HomeTooIs _
D kR EEEE 00 -EE E|D|IE K

New Categories Day Work Week Month Color Overlay Time Grid List Open Shared| Calendar Folder Sync
Calendar Week Scale Calendar | Permissions |Properties Folder

4. In the Calendar Properties box, choose Add User.

Calendar Properties

General  Storage BlElnlEHELH

5

User Role

Default Free/Busy time
Anonymous None

Beseler, Aaron Free/Busy time
Kraft, Chad Free/Busy time

Stegmaier, Ama... Free/Busy time
Brewer, Adam M  Free/Busy time

Cnnlk larns W Fraal/Ruecyv tima
Remove Add User...
Permission Level: Free/Busy Only
Read Write
None items
Time, subject, location gate subfolders
° Free/Busy time
~ Full details
Delete
© None Folder visible
 Own ~ Folder contact
All Folder owner

5. Inthe search box, enter the name of the person you would like to share your calendar with.
6. Once you see their name, select it and then choose Add.

Dragon, Joe (%]

Dragon, Joe
joe.dragon@minnstate.edu

Dragon, Joe C
Student

Dragon, Joe C
dragonjoe@mnstate.edu

Cancel Add

7. Inthe Calendar Properties box, select the user you added in the previous step.
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8. Select the Permission Level dropdown, then choose the permission level you want to grant
the user. You can see that the Read, Write, Delete, and Other options change based on the

permission level you choose.
i Calendar Properties

General  Storage

User Role

Kratt, Chad Free/Busy time
Stegmaier, Ama... Free/Busy time
Brewer, Adam M  Free/Busy time
Cook, Jerry W Free/Busy time
Peterson, Ryan Free/Busy time
Peterson, Terry D Free/Busy time

Dragon, Joe Free/Busy time

Remove Add User...
Permission Level: I Free/Busy Only I
Read Write
None Create items
Time, subject, location Create subfolders
© Free/Busy time Ej!t onvn
Full details Edit a
Delete Other
o None Folder visible
G Folder contact
All Folder owner

NOTE: For a more detailed explanation of the permission levels, refer to the table at the end
of this document.

9. You can customize permissions further by checking the boxes in the Read, Write, Delete,
and Other sections. Once you are satisfied with the settings, click OK

Sharing a Shared Mailbox Calendar

1. Open Outlook
2. At the bottom of the left-hand navigation pane, select the Calendar icon
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3. Inthe navigation pane, ctrl + click the shared mailbox calendar that you would like to share.
Select Sharing Permissions

o
S Birthdays Open in New Window

b United State  Color >

v Shared Calel
( MHD-Nint

M B

Delete

ltems: O

Synchronize Now

rope

Remove From

4. In the Calendar Properties box, choose Add User.
i Calendar Properties

General Storage RENNIESELS

— 1

] User Role
‘I Default Free/Busy time
I Anonymous None

Beseler, Aaron Free/Busy time
| Kraft, Chad Free/Busy time

Stegmaier, Ama... Free/Busy time
‘ Brewer, Adam M  Free/Busy time

.Coal__lorry W Eroa/Ricy timo J
Remove Add User...
Permission Level: Free/Busy Only
Read Write
None Creghe items
Time, subject, location Cgate subfolders
© Free/Busy time !t o;«'n
. i
Full details b2
Delete Other
© None Folder visible
own Folder contact
All Folder owner

Information Technology Page 4 Last Modified 4/4/2019



5. Inthe search box, enter the name of the person you would like to share your calendar with.
6. Once you see their name, select it and then choose Add.

Dragon, Joe Q

Dragon, Joe
joe.dragon@minnstate.edu

Dragon, Joe C
Student

Dragon, Joe C
dragonjoe@mnstate.edu

Cancel Add

7. Inthe Calendar Properties box, select the user you added in the previous step.

8. Select the Permission Level dropdown, then choose the permission level you want to grant the
user. You can see that the Read, Write, Delete, and Other options change based on the
permission level you choose.

Calendar Properties

General ~ Storage [NRCluEel i

User Role

Kraft, Chad Free/Busy time
Stegmaier, Ama... Free/Busy time
Brewer, Adam M  Free/Busy time
Cook, Jerry W Free/Busy time
Peterson, Ryan Free/Busy time
Peterson, Terry D  Free/Busy time

Dragon, Joe Free/Busy time

Remove Add User...
Permission Level: I Free/Busy Only |
Read Write
None Create items
Time, subject, location Create subfolders
© Free/Busy time Ed?f own
Full details Edit all
Delete other
© None Folder visible
o Folder contact
Al Folder owner

Cancel

NOTE: For a more detailed explanation of the permission levels, refer to the table at the end
of this document.
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9. You can customize permissions further by checking the boxes in the Read, Write, Delete, and

Other sections. Once you are satisfied with the settings, click OK

Permission Level definitions

Action
Read

Write

Delete

Other

Privilege

None

Time, subject,
location

Free/Busy
time
Full details

Create items

Create
subfolders

Edit own

Edit all

None

Own

All

Folder visible

Information Technology

Recipient of shared calendar...

Is blocked from reading anything on the shared
calendar

Can see the time, subject, and location of
meetings and appointments on the shared
calendar

Can see when you are free and busy but no other
details

Can read everything on your calendar

Can create meetings and appointments on your
calendar

Can create a folder under the shared calendar.
This is a place where you can schedule
appointments but not meetings.

Edit meetings and appointments they created but
not those created by the person sharing the
calendar

Edit all meetings, appointments, and folder
contents regardless of who created them

Is blocked from deleting anything on the shared
calendar

Can delete meetings and appointments they
created but not those created by the person
sharing the calendar

Delete all meetings, appointments, and folder
contents regardless of who created them

View the folder (or sub-calendar).
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Folder contact Receive messages about a public folder and
resolve duplication or overwrite issues.

Folder owner  Add, edit, and remove appointments.

For More Information

Please contact Information Technology Services at support@mnstate.edu or 218.477.2603
if you have questions about this material.
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