Sharing Outlook and myCuesta Calendars with Others

Both Outlook and myCuesta have easy-to-use calendars to track tasks and events. And
selectively sharing that information with others is just as easy.

Outlook - Sharing your calendar
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Calendar will display in the Outlook Navigation pane on the left side of the

screen.
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2. In the Navigation pane, click "Share My Open a Shared Calendar. .
Calendar... " Share My Calendar...

The Calendar Properties dialog will appear.
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3. In the Calendar Properties dialog, click the Add button.
The Add Users dialog will appear.
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4. Locate the person with whom you wish to share your calendar, click the "Add "
button, then click the "OK" button.
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5. In the Calendar Properties dialog, set the permissions level for the person, then
click "OK™.

Outlook - Opening a shared calendar

NOTE: In order to view another’s calendar, thatsparmust first share
their calendar with you.
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Calendar will display in the Outlook Navigation pane on the left side of the
screen.
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In the Navigation pane, click "Open a
Shared Calendar... "

Open a Shared Calendar. ..
Share My Calendar...
The Open a Shared Calendar dialog will appear.
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Type the name of the person whose calendar you wish to open, and then click
the "OK" button.

The calendar will open side-by-side with the currently open calendar.
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The coworker’s calendar can be turned on and off by checking/unchecking their
name on the Navigation pane.
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myCuesta - Sharing your calendar

1. In myCuesta, click on the Calendar icon. ecalendar

The myCuesta calendar window will open.
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2. Click on the Calendars tab.

A list of all calendars to which you have access will be displayed.
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3. Click Edit to the right of your personal calendar.
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A new window will open.
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4. Click the Permissions tab.

5. In the “User Name: " field type the user name of the coworker to whom you wish
to share your calendar.

NOTE: Type the user name, not the person’s name. For example: jdoe or
jane_doe

6. Click the Add User button. _AddUser |

The person’s name will added to the list.

7. Assign permissions by clicking in the appropriate check boxes to the right of the
person’s user name.

8. Click the OK button.
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myCuesta — Subscribing to coworkers’s calendar

1. In myCuesta, click on the Calendar icon. =calendar
The myCuesta calendar window will open.
2. Click on the Calendars tab.

A list of all calendars to which you have access will be displayed.
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3. Click the Subscribe icon. subseibe

The Calendars Search window will appear.
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4. Type part or all of the person’s name or user name in the third field and then click
the Search button, _5#rch |

A list of any names matching will be displayed.

5. Select the desired person by clicking the check box to the left of their name, and
then click the OK button.

The person’s name will appear in the list of available calendars.
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The coworker’s calendar can be viewed via the Calendars tab by clicking the
coworker’s name...

...or via the View tab by selecting the coworker’'s name from the Current
Calendar drop-down list.

NOTE: Your level of accessibility to another’s aadar in myCuesta
depends upon the permissions granted by that c@mork
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