How to Share Multiple Calendars in
Outlook 2003

Often a user will keep multiple calendars that need to be shared with colleagues.
For example, they'll have their personal calendar and then a calendar for staff
schedules. This guide will walk you through the steps to share multiple calendars
with others.

Open Microsoft Office Outlook 2003. By default only your personal calendar can
be shared but if you want fo share multiple calendars you have to give ‘Folder
Visible' rights to your Mailbox. This doesn't allow anyone to look at your mail but it
allows them to get to your Mailbox in order o get to the multiple calendars there.
Right-click on your 'Mailbox' and then select 'Properties’. Click on the 'Permissions’
tab. Click the 'Add’ button and select the user that you want to be able to see your
multiple calendars. With the name of the user highlighted click the checkbox next
to 'Folder Visible'. Click Apply and Ok to save the changes. You have now made your
Mailbox visible to that user.
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Permissions
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Now you can create multiple calendars under your Mailbox to share. Click on
‘Calendar’ on the left side of the window, towards the bottom. You will be in the
Calendar window of Outlook:
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Under the 'File’ menu select '‘New' and 'Folder’. Note that under 'Folder contains' it
should say 'Calendar Items'. Also note that if you want to share the calendar it
needs to be under your Mailbox tree.
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Create New Folder @

lI'Lllamx’:: ]

Folder contains:

ICaIendar Items v ‘

Select where to place the folder:
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Give a hame to the new calendar and click 'ok'.

Back at the main Calendar screen look for the new calendar in the left column and
right click the calendar and select 'Sharing’ to get to the permissions window:
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staff schedule Properties @

General Home Page Autodrchive
Administration Forms ‘ Permissions ’ Synchronization
MName: Permission Level:
Default Mone A
Setareh Sarrafan Qwner 3
admin msgstoretst3 msqgstoretst3 Reviewer
John Sepolen Reviewer —
Sonny Mamaril Reviewer
Samuel Wong Reviewer A
[ Add... ] [ Remove ]
Permissions
Permission Level: ’ None > }
[(Jcreate items []Folder owner
[Jread items older contact
[Jcreate subfolders Folder visible
Edit items Delete items
(® None (®) MNone
O Own O Own
Oal Oal
[ QK ] [ Cancel ]

Note that at the top of the window it indicates the name of the calendar you want
to select permissions for, in this case the calendar is called 'staff schedule’. By
default the permissions on your personal calendar will be carried over o the new
calendar. You can see that those that have ‘Reviewer’ permissions on the personal
calendar also have them on this new calendar. If you want fo adjust the
permissions for this calendar do that and click "ok’

Those that now have permissions on this new calendar can access it by following

these steps:

In Outlook go to 'Tools' and select 'Email Accounts'.
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E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

O add a new e-mail account

Directory

O add a new directory or address book
(O View or change existing directories or address books

< Back [ Mext = ] [ Close ]

Select the option to 'View or change existing e-mail accounts’ and click ‘next’.
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E-mail Accounts @

E-mail Accounts
‘You can select an account and change its settings or remove it,

Qutlook processes e-mail for these accounts in the following order:

Mame Type | Change... I
Microsoft Exchange Server Exchange {Default)

Remove
Set as Default
Move Up

Move Down

Deliver new e-mail to the following location:
Mailbox - Sonny Mamaril v ‘ [ MNew Outlook Data File... ]

[ < Back ]I Finish ][ Cancel ]

With the Microsoft Exchange Server highlighted click ‘change’ and then select
'more settings’. In the Microsoft Exchange Server window go to the ‘Advanced’ tab
and click 'Add’ to add the name of the account you're trying to access. Click 'ok'.
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Microsoft Exchange Server

General | Advanced I Security | Connection | Remote Mail |

Mailboxes
Open these additional mailboxes:

Setareh Sarrafan

Remove

Cached Exchange Mode Settings
Use Cached Exchange Mode
[[] pownload Public Folder Favorites

Mailbox Mode

Qutlook is running in Unicode mode against the
Microsoft Exchange server.

| Offiine Folder File Settings... |

[ QK ][ Cancel ][ Apply ]

Click 'next’ and click ‘finish’. Back in the main Outlook calendar screen you should
see the additional calendars listed.
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For more information about sharing calendars and using Outlook see the Exchange
website at:

http://www.csueastbay.edu/ics/atsc/exchange
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