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To add a shared calendar, access the calendar in Outlook. 

1. Right-click on Shared Calendars (or right-click on Rooms for reservations). 

2. Place cursor over Add 

Calendar. 

3. Select From Address Book… 

or From Room List…. 

 
4. Scroll through the list to locate 

a calendar.  

5. Select the name and click OK. 

 

 

Shared calendars will appear on the 

left side of the calendar window. 

  
The newly added calendar will appear beside your personal calendar. You may choose to overlay calendars 

by clicking on the  icon. 
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You may also open a shared calendar by 1) clicking on Open 

Calendar on the top of the page and 2) selecting Open Shared 

Calendar…. 

 

3) Type the name of the shared calendar. 

4) Click OK. 

 
 

 

On Office 365, you may also add shared calendars using similar steps as above. 

 

 

1. Right-click on the calendar type. 

2. Select open calendar. 

 

 
 

 

3. Type the name of the calendar or key 

words and search for the calendar you wish 

to add. 
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