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Allowing Others to View Your Calendar

Click on your Calendar View [image: ] from the options at the bottom left of your screen
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In the top right corner click on Share
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Set PEOPLE IN MY ORGANIZATION to: Can view all details
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Click the X to close the window.

In Outlook for the Desktop

Go to Calendar

Go to Calendar Permissions in the Ribbon

Select Default 

Select Full Details under READ

Select YES

Select OK
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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.

Enter an email address or contact name Share
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