Below are instructions on how to share your Outlook calendar with everyone in the
organization via Outlook Online (AKA the Outlook Web App).

Begin by accessing your Outlook Web App at https://outlook.office365.com. Login to
your account.

Select the calendar icon at the bottom left of the screen to view your calendars. Next,
right click on your calendar and select “Sharing and Permissions”.

9 10 11 12 13 14 15 ia
16 17 18 19 20 21 22

B@ES 26 27 28 29 12p

Tp
éharing and permissions ?

Color b 2p
Charm >
3p
o Calendar ®
4p

=~ QOther calendars

Conf Room Cal

(W]
=

Old Community Trans...

bp

8p

9p

10p

11p


https://outlook.office365.com/

On the sharing and permissions page, select “Can view all details” from the drop down
menu next to People in my organization”. Once selected, you can X out of this screen.

Your Calendar including details is now shared with everyone in the organization.
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