Adding a shared calendar in
Outlook

Adding a Shared Mailbox (New Outlook)

1. Go to your Calendars in Outlook.

2. Click "Add calendar".

3. Choose "Add from directory".

4. Select your mail account from the dropdown menu.

5. Search for the calendar you need access to.




6. Once selected, click "Add" to confirm.

7. The selected calendar will now appear under Other Calendars.
Ensure it is ticked so it shows in your list of active calendars.

8. If you receive an error when adding a calendar stating that
you do not have permission, please raise a support request at

support@safetynet-it.com for assistance. This suggests you do not

have access permissions.

Adding a Shared Mailbox (Classic Outlook)

1. Go to your Calendars.
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2. Click "Add Calendar" in the ribbon and choose "From Address
Book".
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3. Find the mailbox you need access to, double-click on it, and press
IIOKII.

Select Name: Global Address List x -

Search: @ All columns () Name only Address Book:

‘ | -+ e Global Address List - danny@safetynet-it.c Advanced Find

[ Name Title Business Phone Location Dl
K, SN NS

[]1 Meeting Room

I T TR el

Q er=

[] P
P-—

o8

8 E e Ly—
STy
P ——

of SEEE—
T
S

A & T e

£ e

ESS R o

¥

Calendar Meeting Room

4. The calendar should now appear in your list. Ensure it is ticked so it
shows in your Active Calendars.



https://wiki.safetynet-it.com/uploads/images/gallery/2025-03/P7OHnMdEV7udz2si-2025-03-18-09-17-36-calendar-danny-at-safetynet-it-com-outlook.png

< March 2025 >
MO TU WE TH FR SA SU
24 25 26 27 28 1 2
3 4 5 6 7 g 9
0 11 12 13 14 15 16
17 m 19 20 21 22 23
24 25 26 27 28 29 30
31
April 2025
MO TU WE TH FR SA SU
1 2 3 4 5 6

7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 1 2 3 4
5 6 7 8 9 10 M

(] e -

D [

] e

[ B

O rar=—orlo=

v [v] Rooms

Revision #3

4 D

| Today | <[> 17 - 21 March 2025

08:00

10:00

11:.00

12:00

13:00

15.00

16:00

Calendar - danny@safetynet-it.com x ¢ Meeting Room
Monday Tuesday Wednesday Thursday Friday Monday Tuesday
17 18 19 20 21 17 18
®
EE R SR | | =
B [
L R
— e
I [ LA TR = =8

Created 18 March 2025 09:04:30 by Daniel
Updated 18 March 2025 09:23:56 by Daniel



https://wiki.safetynet-it.com/uploads/images/gallery/2025-03/OszKd2MnxNvkiSIS-2025-03-18-09-18-45-calendar-danny-at-safetynet-it-com-outlook.png

