How Access Your Department’s Calendar

California Maritime Academy
Department of Information Technology

Note: You must share your calendar before another person can view it. Here’s how.

1. Open Microsoft Outlook (not through web mail)
| Catercar |

2. Click on Calendar .
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8. Under Permissions
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in the Permission
Level drop down.
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box.




10.Under Edit Items
select “None”

11.Under Delete
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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.

Calendar - Microsoft Outlook

o tobra y

= SearchIn = Calendar

Find Now Clear Options

2; 2’2 3; av: I% Calendar A&F, CMA
4567890 Mon | Tue | Wed | Thu | Fi | SabjSin Mon | Tue | Wed | Thu | Fi | Safon
1112 1314 1516 17 Ortober 291 i il fov 1 & 3 October 29
181920212223 24 LT, Staff E’iHaHoween (Un\té Fj Podcastin
526 27282930 1 1TRP2RS | CMS: Ter | Dacument
4
niars
, Calendar
[ Calendar in Haibox - Peoplesoft Tickets 5 g ! _E 5 i
[ Calendar i Maibo - Help Desk unications (| | ITRP2RS' | PD Mestir | Document
I A— T, 5taff | |Election Dy PO Telecc
Other Calerdars. 1
D Axsam, Margo QOracke Op
L] Calndar 15 E=
[ b, Weler SR N NS S
AGF, CMA Orack Open World || Document
LT, ataff ITRPZ RS
Op ared Calendar,., I
Share My
19 a0 2 2 23 il
LT, Staff ITRP2 RS' (| Thanksgiv| Document
5
il 7 28 il 30 Dec1
LT, Staff ITRP2 RS’ Document
2

Onlin
—

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




