How to Share My Calendar

1. The first step in sharing your calendar is to go into Calendars
and click on the “Share My Calendar...” link. How to Share Calendars
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2. Select who you would like to share your calendar with; either

by typing their name into the “To...” field to by clicking on Share My Calendar...
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the “To...” button.
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3. If you clicked on the “To...” button you will be G haron Blanchette
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4. When you have found the name that you would €5 haron Kaney

like to share your calendar with you can simply oS ,
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double click on their name. Once you have - SCEm S are

selected all the people you would like to share

with, click “OK”.
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5. Now that you have selected the people you wish to share your calendar with, you can click send to
send them the invitation



