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Sharing Your Calendar
All users in our post office can access your free/busy time that is listed on your calendar in Outlook. You may, however, want to give another user permission to see exactly what is on your schedule and/or add/edit items on your calendar. You can easily share your calendar with other users in our mail system.
1. Switch to the Calendar section of Outlook
2. Right-click the calendar you want share, choose Share, Share Calendar.
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3. Click the To… button and select the people you are sharing with from the Global Address List or Offline Global Address List.
4. Select the Details you are granting read permission for (typically Full details).
5. Click Send and Yes.  If you receive an error, then you are trying to share with someone who is NOT on our e‑mail system.
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The person you are sharing with will receive an e-mail notification. When they open that notification and click the Open This Calendar button, the calendar will be added in their Calendar section as a Shared Calendar.
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When you Share your calendar, you grant Read Only permissions. To give another person permission to edit your calendar, you will need to change the permissions.
1. Right-click the calendar you have shared, and choose Share, Calendar Permissions.
2. [bookmark: _GoBack]Select the person whose permissions you are changing and choose a Permission Level or select the desired options and click OK.
To stop sharing a calendar, select the user from the list and click Remove.
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