Add Calendars

To Add a Calendar to your Outlook:

Click on Calendar. Then click on Open Calendar, then Open Shared Calendar

- HOME | SEND/RECEVE  FOLDER  VIEW

pre— W (&) po— p— — p— —_— —_— — —_— J— .. Sesrch P
s ‘G S &« L w| s eeen ~ .I A Pl ] a
o - ' = Lo Ll o o “0 - [ Addr
New New New  NewSkype | Today Net? Day Work Week Month Schewwe™ Open Calend E-mail  Share Publsh  Calendar
sointment Meeting Reemc ~ Meeting Days Week View Calendar » Groupc ~ | Calendar Calendar Online ~ Parmictions
New Skype Meeting GoTo . Anange % From Address Book Shate Fi

August 2015 »
MO TU WE TH IR SA

7

3

” :
U v g jnt t

%0 3 %N 1 TUESDAY Create New flank Calendar..

2 4+ $ & 2 = 18 Tt Qeen Shaced Calender. \//’:O’J(
9

10 11 12 13 M 15

/ ay  Tomorrow
1n's BI'F/71%F

3
<
g .
From Ro
2

¢ * August17 - 21, 2015

Next to Nome, Type 606 and you should see all of Ocee’s calendar’s show up
(we are school 606) or click on the one you want. [If you want to add the iPad

calendar you will need to type Ocee_iPad, click OK
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That will bring the calendar into your mailbox and when you click on Calendar it

will show below your calendar under Shared Calendars
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Please remember, when reserving alab or |opTop cart, to puT a sfart and

end time. All day events do not show up on all views and this will avoid double

booking. ©



