Creating and Sharing a Calendar

Right Click on “Calendar”
in your folders list, then
select “New Calendar”
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HS Calendar Properties

General Display| Sharing |

Select “Shared With”, and then
type the name of the
individual(s) you wish to share

() Not shared
(%) Shared with
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Share list: —
MName Status Access

Additional access
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By default, shared users
are given “Read” and Add
access. This means that
they can read any
appointments on the
calendar, and also can add
appointments to the
calendar. To change
access of shared users,
simply check or uncheck
the appropriate boxes for
“Add”, “Edit” and “Delete”.
When you are finished,
click “Ok”.

/ the calendar with in the dialogue

box, or select the name(s) from
the Groupwise address book by
clicking on the address book
icon. Once you have selected a
name, click the “Add User”
button.
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Shared Calendar Notification

Use the “Shared
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These participants will each receive a notification that you have shared
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