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Note:  You must share your calendar before another person can view it.  Here’s how. 
 
1. Open Microsoft Outlook (not through web mail) 
2. Click on Calendar 

 
  
3. Click on Open a 

Shared 
Calendar…  
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4. The Permissions 

tab will appear.  
Click on the Add 
button 

 
  
5. Type the Name 

you would like to 
add to view your 
calendar 

 
6. Click the Add-> 

button 
 
7. Then click OK 

 
8. Under Permissions 

select “Reviewer” 
in the Permission 
Level drop down. 

 
 
 
9. Click the “Read 

Items” and 
“Folder visible” 
box. 
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10. Under Edit Items 

select “None” 
 
11. Under Delete 

Items select 
“None” 

 
  
12. Click on Open a 

Shared 
Calendar… 

 
 
 

13. Enter the name or 
the email address 
of the person you 
would like to have 
access to view 
their calendar 

 
14. Click OK 
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You will notice the 
person’s calendar 
appears under Other 
Calendars.   
 
To view calendar(s) 
check the box next to 
the calendar you want 
displayed. 
 
To clear the calendar, 
uncheck the box and 
the calendar(s) will not 
be displayed. 

 
 
 
If you have questions regarding this process, please contact the Help Desk at 707-654-1048 or 
send email to helpdesk@csum.edu.  
 


