Allowing Others to EDIT your calendar (OUTLOOK)

Go To Calendar

Calendar Permissions
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Add

Find their name 

Hit Add ->
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Hit OK

Click on the person’s name
Under Write: Set Edit All
Under Delete Items: Set All
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Hit OK


Allowing Others to EDIT your calendar (OFFICE.COM)

Go To Calendar

Click Share in the top right corner
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Type in the Person’s Name you want to be able to manage your calendar
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Select Can Edit and then Select Share
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[bookmark: _GoBack]Click the X in the top corner to close the box. 
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Sharing and permissions

Calendar

Send a sharing invitation in email. You can choose how much access to allow and change access
settings any time.

[EMa Tompki

Paula Tompkins
ptompkins@jfscinti.org

paulatompkins13@gmail.com

paulatompkins13@gmail.com
o Can view all details

Search People

Share





image6.png
Can edit





