Microsoft Outlook Calendars

Outlook Version Check Instructions
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Microsoft Outlook 2004
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3. Click on “Office Account”
4. Your version year will display on the right under “About
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Microsoft Outlook Calendars

Outlook Shared Calendar Permissions Instructions

Microsoft Outlook 2004 (Version 1)

Microsoft Outlook 2004 (Version 2)
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Open your Outlook Calendar
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Select the “Share Calendar” function in the top menu.
The “Calendar Properties” menu box will populate.
Select the “Permissions” tab.

Next, the following Calendar Properties menu boxes will
display.

Calendar Properties x

Select “Can View”
Click “Apply”
Select “Ok” to save and finalize your changes.

1. Open your Outlook Calendar

Select the “Share Calendar” function in the top menu.

The “Calendar Properties” menu box will populate.

Select the “Permissions” tab.

Next, the following Calendar Properties menu boxes will display.
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Currently sharing with:

Mame Permission Level

My Organization Can view when I'm busy
Janay Franklin Can edit

Tosheta Webb Custom

Tramaine Martin Custom

Sarah Vielot-Pierre Custom

Sharon Simms Custom v

Permissions
() Can view when F'm busy _
() Can view titles and locations
() Can view all details

(®) Can edit

() Delegate

oK Cancel

6. Select “Can Edit”
7. Click “Apply”
8. Select “Ok” to save and finalize your changes.
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Microsoft Outlook 2016

‘ O Can view titles and locations

1. Open your Outlook Calendar
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Select the “Share Calendar” function in the top menu.

The “Calendar Properties” menu box will populate.

Select the “Permissions” tab.

Next, the following Calendar Properties menu boxes will display.
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General

Currently sharing with:

Name Permission Level o)

My Organization Can view when I'm busy

Janay Frankiin Custom

Toshets Webb Custom

Tramaine Martin Custom

Sarah Vielot-Pierre Custom

Sharon Simms Custom v
Add. Remove

Permissions

(O Can view when I'm busy

O Can view all details
(O can edit

@ Custom

(D Delegate

oK Cancel Apply

6. Select “Custom”
7. Click “Apply”
8. Select “Ok” to save and finalize your changes.




