Outlook 2007 How to Share your Calendar
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To allow others access to your Outlook calendar, you send them an e-mail notifying them that they now have access to your calendar.  Also in that message you can request that they grant you access to their calendar.

Make sure that you are in the Calendar view. 
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Howto Share Calendars

Open a Shared Calendar...
Search Calendars Online.

Share My Calendar...
Send a Calendar via E-mail
Publish My Calendar..

Add New Group.

‘Show tasks on: Due Date

Reminder Time

In Folder

start] & (3 (< [0 Colendar-Microsoft —. | (2] Teskrtf -viordead

| &1 vehoo! mai - ibornzse.. |

CeL SRR NE@ s2¢am





Click on ‘Share My Calendar’





Enter the e-mail addresses of the people you want to grant access to your calendar





Check here if you are requesting access to their calendars as well.








