Accessing Delegate/Department/
Non-person Calendars



Accessing Department/Non-person Calen

s You must know the nhame or email address associated to the mailbox.
< It must be migrated to M365.

< You must have access to it.
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2. Click ‘Add from directory’
3. Choose under ‘Select an account’

choose your email address.
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3. Type in the name of the account.
4. Choose the account.

Example: itscommunications

5. Click ‘Add’
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Select a person, group, or resource from your organization's directory to view the associated calendar.
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Select a person, group, or resource from your organization's directory to view the associated calendar.
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You should now see the calendar
listed on the left hand side under

‘Peoples Calendars’
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We are here for you!

If there are any issues or extensive training needed.

Open a Service Desk ticket:
- Send email to:

servicedesk@csueastbay.edu

- Goto the Service Desk website to submit a ticket. BUT you may
find your answer in one of the links listed on that page:

WWW.csueastbay.edu/servicedesk



mailto:servicedesk@csueastbay.edu
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