Sharing Calendars

You can’t use Outlook to share our calendar.
Log in to www.eiu.edu/panthermail

Click on the Calendar Tab

Right click on the calendar you would like to share
and click Share Calendar
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Share With: Internal users or groups P—

Name: Calendar

Put in the email address of the person you would e Ca'e”;’ag"":e'
. . * (@ Internal users or groups
like to share your calendar with. e

™ Public (view only, no password required)

Choose the Role

Message — Send Standard Message

() None None

@ Viewer View

preSS OK () Manager View, Edit, Add, Remove, Accept, Dedine

() Admin  View, Edit, Add, Remove, Accept, Dedine, Administer

[ Allow user(s) to see my private appointments,

Send standard message ~

Mote: The standard message displays your name, the name of the
shared item, permissions you have granted to the recipients, and
login information, if necessary.

~URL
To allow others to access this item, direct them to this URL:
https: ffsaffron.serv15.eiu.edu: 443 /home fabalison @eiu. edu/Calendar

Now an email will be send from you allowing them to Accept the calendar share.

You can revoke the share at any time.

You can revoke the share by Right ) Panthermail: 8/10 - 8/14 - Mozilla Firefox

clickingon the Calendar and pressing File Edit View History Bookmarks Tools Helg
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Click Revoke on besides the person’s

name and press OK Folder Properties

Now the person will get an email -~ Properties
telling them that they calendar has

been revoked.

Mame: Calendar
Type: Calendar Folder

Colar: Blue *

|| Exclude this calendar when reporting free/busy times

- Sharing for this folder

jsigler @eiu.edu Manager Edit Revoke Resend
dkimball@eiu.edu  Manager Edit Revoke Resend

Add share...




