
    
 

Sharing calendars and 
calendar permissions 

Sharing your calendar and setting 
permissions 

Allowing  access to  your calendar 
You  can share your  calendar  with  other users  to allow  them to view  when you are  available  and  
to  help with scheduling  meetings.  You can also  set  permission levels  depending  on how much 
information from your calendar you want  other  users to  be  able  to  view 

To allow  another  user  in the  Directory to access your  calendar:  

1 Click  Calendar  in the  navigation  bar  at the  top  right of  the  screen 

2 Click   Share at the top  right  of  the  screen 

3 Enter the name  of the  person  you  want  to share your  calendar  with  into the  Share with 
search bar and click on the  contact  name 

You  may  have to search  the  Directory by  clicking  on Search  Contacts &  Directory if  the contact  
details do not  appear  automatically  

Once  the  contact is identified,  choose  the  sharing permission level  you  would  like to 
4 assign  to the  contact from  the  five  options in the  drop down list.  Permission levels are  

explained on the  next page 

The  person  you share your  calendar  with  will  receive  a  notification  email.  They can choose to add  
your  calendar  to their list  of other calendars  and  also share their calendar back with  you 
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Sharing your calendar and setting 
permissions 

Select  Availability  only  if  you  want  someone  to  only see  the  times on  your  calendar when  you  are  
available or  busy 

Select  Limited details  if you  want someone  to see  the  name  of  your  meeting or  appointment.   They  
will not  be  able to open  the  calendar entry  to see  more  details about  it  

Select  Full details  if  you  want  someone  to be able  to open calendar  entries and  see  the name  of the  
appointment and list  of  attendees,  as well as  any other  information you  have  entered  into your  
calendar. Be  aware  of  any sensitive  information,  as  this setting  will include all calendar attachments 

Select  Editor if  you  want  someone  to be able  to change  meetings and  appointments  in  your  
calendar.   When they update  meetings it  will  not be on your  behalf  as  they will  still  be  listed as  the  
sender.   You will  receive  a  notification  email  when meetings have  been changed 

Select  Delegate to enable  someone   to  send out and respond to meeting  invites  on your  behalf.   
You  can also decide  whether  you  want them to view private  appointments  or  not.   You  will  not be  
notified when meetings changes  have  been made 
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Changing permission levels and 
removing calendar access 

Changing permission  levels for  your calendar 

To  change someone’s  permission level  for  your calendar: 

1 Click  Calendar  in the  navigation  bar  at the  top  right of  the  screen 

2 Right click  on  Calendar on the left  side  of the  screen  located  under  my  calendars
 

3 Select  Permissions from the drop down list  

4 Find  the person  whose  permission levels you would like  to change,  select the  desired  
permission level  from the  drop down list  and click  Save  when finished 

Removing access to your  calendar 

To  remove s omeone’s  access to  your  calendar:  

1 From  the same screen  used above  to change  permission levels, find  who you  would  like  to 
remove and  click the cross          to the  right of their  permission  level 

2 When you  have  removed  the person,  click  Save at  the  top  of  the page 

This  person  will  no longer  be  able  to access your  calendar
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A shared calendar  can be  one shared by  a user  with several  people  or  a  shared  mailbox  calendar 

To  access shared  calendars:  

1 Click  Calendar  in the  navigation  bar  at the  top  right of  the  screen 

2 Right click  on  Other  Calendars  on  the  left  of the  screen  and  then  select  Open calendar
 

3 In the  From  Directory search box,  type in  the  name  of the  shared  calendar you  are  looking  
for,  select it and  click  open 

As long as  the owner has given you  access, the  shared  calendar  will  then display  in your  Calendar  
folder  list  

If you have not been given access  then a message  will  appear informing  you that  you cannot  
access  this shared calendar.  Contact  the person  whose calendar you are  trying to  open if this is  
the  case.  For a  shared mailbox  calendar, contact  your  Local Organisation  Administrator 

Once  you have successfully  added a  shared calendar,  the name  of  the  calendar  will  appear  under  
Other  Calendars 
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Viewing a shared  calendar 

To view appointments  and  meetings from  a  shared  calendar  in the  same  calendar  as  yours: 

1 Click  Calendar  in the  navigation  bar  at the  top  right of  the  screen 

2 Click the  name  of the calendar  under  Other  Calendars
 

Once  the  other  calendar has been selected,  you  will  be a ble t o  see  meetings  and  appointments  
from the shared calendar  appearing  in a different  colour to  your calendar 

If someone has not given you full  access  to  the  details  of his  or her  calendar  then appointments  
and meetings  will  only  show  up as  busy rather than displaying  full  details 

If  you  would  like  to stop displaying  the calendar,  click  on  the  name again and  the tick will  no 
longer appear  to  the left  of the  name under  Other  Calendars  

Changing the colour of  a shared  calendar 

To  change  the  colour  of  a shared calendar: 

1 Right click  on  the name of the  calendar, select  Color and choose  a  
colour  from the drop down list 

Viewing calendars in merged  and split views 

If  you  would  like  to view your  calendar  and  a shared  calendar  side  by  side,  known  as  split view:  

1 Click  day at  the top of the  screen and then click  Split located just below 

Split  screen can only be viewed in day view  and you can undo  split  calendar by  clicking  on Merge
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