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".

|

Lo— ’ | |:Search People
=

@ Address Book
Work | Week Month Schedule Add Share
View Calendarli Calendar ~

Arrange N @ From Address Book...
D_ From Room List...

@ From Internet...

lay Wedne Create New Blank Calendar... i}
19 £ Open Shared Calendar...

S

Show Manager's Team Calendars

~" Show Team Calendars



https://wiki.safetynet-it.com/uploads/images/gallery/2025-03/pEI7AHnQxjcdsSiN-2025-03-18-09-12-33-calendar-danny-at-safetynet-it-com-outlook.png
https://wiki.safetynet-it.com/uploads/images/gallery/2025-03/GcV3Tp2hDKArrQDY-2025-03-18-09-14-50-calendar-danny-at-safetynet-it-com-outlook.png

3. Find the mailbox you need access to, double-click on it, and press
IIOKII.
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4. The calendar should now appear in your list. Ensure it is ticked so it
shows in your Active Calendars.
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Adding a Shared Mailbox (New Outlook on
Mac OS)

1. On the File menu, point to Open, and select Other User's Folder...

2. In the Folder Type list, choose Inbox, Calendar, or Address Book.

e Note: In the new Outlook for Mac, you can only choose calendar.

3. In the Search box, type the name of the person who granted you
access, select the person's name in the search results, and choose
Open.

e The shared Mail folder appears under folders.
e The shared Calendar appears in the Folder pane under the Shared Calendars heading.
e The shared Address Book appears in the Folder pane under the Shared Contacts heading.

Revision #4

Created 18 March 2025 09:04:30 by Daniel
Updated 28 April 2025 12:48:21 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

