How to Open a Shared Calendar

To access a calendar that was shared with you (ex: your boss’s calendar or a co-worker’s
calendar), follow the instructions provided below.

1. Atthe bottom of the

page in Outlook, select to go to Calendar.

2. In the navigation pane, select Add calendar

AP 5 T Hawal'| State

&8 Judiciary

w April 2020 T

i
=
Lo |

W I -Ef s
23- 30 31 1 2 3 4
5 H “F @ mn
12: 13314 15016 AT 3B
19 20021 22 23 24 2C
26 Z7 28 P 30 -1 2

3 4 F 5 T B B

Irfl Add calendar I

3. If adding another State of Hawaii Judiciary calendar, under Add calendar, select Add from
directory and enter the name or email address of the calendar you want to add. Outlook on
the web will automatically find matching entries from the organization's directory.
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Add from directory

Select a person, group, or resource from your organization's directory to view the associated
calengar.
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Note: If you do not see the calendar you want to add click Search Directory, which will
provide more search options.
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4. Select which of your calendar folder views you want to add this calendar. Options include
People’s calendars, My calendars or Other calendars.
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Add from directory

Select a person, group, or resource from your organization’s directory to view the associated
calendar.
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5. After you make your selection, click Add.
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Add from directory

Select a person, group, or resource from your organization’s directory to view the assodated
calendar,
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6. You should see a message that the calendar was added at the bottom of the dialogue box.
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7. The calendar folder will now appear in your calendar folder view.
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8. When both the shared calendar’s radio button and your personal calendar’s radio button is
checked, the shared calendar will overlay in your calendar view with a different color. The
colors of the shared calendar is selected by the system.
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Note: The overlay of calendars will occur when more than one calendar radio button is
checked at the same time.
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9. To remove your calendar from view, uncheck the radio button for your personal calendar.
This will remove your calendar from view and only show the shared calendar.
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10. When finished viewing the shared calendar, you can uncheck its radio button to hide it from
view. To show your personal calendar, check the radio button to bring it back into view.
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11. You can also change the color of any calendar by right-clicking the calendar and selecting
Color:
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