How to Share an Outlook Calendar on Windows
Sharing a calendar is fairly easy if you use Microsoft Outlook for Windows. Here are the steps.
1. Open and log in to Microsoft Outlook in your browser.
2. Click the calendar icon in the far-left pane.
[image: Share an Outlook Calendar on Desktop]
3. Click Share in the upper right corner of your screen.
[image: Click the share button to share your outlook calendar on desktop]
4. Enter the person’s name or email address in the text field.
[image: Enter the persons name or email address in the test field]
5. Select Share once your preferences are selected or click the trash can icon if you’ve changed your mind.
Recommended reading: How to Create a Shared Calendar in Outlook?
How to Share an Outlook Calendar in Outlook Web
You can also Share an Outlook Calendar in Outlook Web. Here’s how.
1. In Calendar, right-click on the calendar you want to share beneath ‘My calendars’ (e.g. Calendar). Select Sharing and Permissions.
[image: Share an outlook calendar in outlook web]
2. A Sharing and permissions window will appear. Enter the name or email address of the individual within the provided search field.
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3. Select the level of permission you would like set from the provided drop-down list.
[image: Select the level of permission to share an outlook calendar in outlook web]
4. Select Share. An email notification will be sent to the individual confirming these changes have been applied.
Recommended reading: How to Open a Shared Calendar in Outlook Web?
How to Share an Outlook Calendar on Mac
Whether you need to coordinate meetings, plan events, or simply keep others informed about your availability, Outlook’s Mac app provides a simple way to share your calendar. 
Below are the steps:
1. Launch the Microsoft Outlook application on your Mac.
2. Click on the “Calendar” icon in the bottom-left corner of the Outlook window to switch to the Calendar view.
3. In the left sidebar, locate and click on the calendar you wish to share.
4. Right-click on the selected calendar and choose “Sharing Permissions” from the context menu.
5. Click the + button and enter the name or email address(es) of the people that you want to share your calendar with (separated by commas for multiple people). You can set permission levels for recipients (e.g., “Can view all details,” “Can edit,” etc.).
6. 6. Click “Add” to send the calendar sharing invitation.
Share Your Outlook Calendar on Android
Through the Outlook mobile app on your iPhone or Android smartphone, you may also share your Outlook calendar. Here are the steps outlined by Microsoft’s support blog:
1. Tap the calendar menu in the upper left.
2. Tap the Calendar gear icon.
[image: Tap the calendar gear icon]
3. Tap Add People and select the people you want to add.
[image: Tap add people and select the people you want to add]
4. Select a person to modify their calendar permissions.
[image: Select a person to modify their calendar permissions.]
5. Tap the checkmark.
Recommended reading: How to Create an Outlook Calendar Group?
Share Your Outlook Calendar on iPhone
The steps below will show you how to share an Outlook calendar on an iPhone.
1. Open the Outlook app on your phone.
2. Tap the calendar menu.
3. Tap the gear icon.
[image: Tap the calendar gear icon]
4. Choose Add People and select who you want to add.
[image: Tap add people and select the people you want to add]
5. Edit permissions by tapping the person you want to share the calendar with.
[image: Select a person to modify their calendar permissions.]
6. Tap the check mark.
 
Why Can’t I Share My Outlook Calendar With Someone?
You may not be able to share your Outlook calendar with someone because the email address you provided is invalid. That’s why you see the “This calendar can’t be shared with one or more of the people…” error.
However, if the email address is correct, the error might be with the duplicate entry in the Permissions list for your calendar.  
To check for duplicate entries in Outlook:
1. Click the calendar icon for the user and click Properties.
2. Select the Tab for Permissions.
3. Look over the user list to see if any entries are duplicates.
Delete the duplicate entry if you find one. Restart Outlook afterward, and then try sharing your calendar to see whether it works.
Outlook Calendar Sharing Permissions
You can choose how much access a user has to your Calendar or Folder when setting up permissions. Microsoft has predetermined permissions, however, they may be changed.  
1. Click Calendar Icon in the lower left corner
[image: check permissions to share your outlook calendar]
2. In the left sidebar, right-click the calendar you want to share, then click Properties.

[image: right - click the calendar you want to share and click properties]
3. Click the Permissions tab
4. Click Add to add permissions for a new user, or click the name of the existing user in the list to change their current permissions.
[image: share an outlook calendar]
5. Either select a predefined set of permissions from the Permissions Level pull-down or specify the permission in the checkboxes below.

[image: outlook calendar sharing permissions]
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