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Are you Missing a Public Calendar that was there Before?

**** There are times that a calendar that is found in the public folders goes missing even
after you have been using it for a while. This document will help you resolve that

situation.
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Follow these steps to make the connection to that calendar again...
These directions are from a document Ken Crilly from Tech Services created on Opening a

School Calendar.

e |n Outlook, Click Go on the Menu Bar and Choose
Folder List

(@ Inbox - Microsoft Outlook

File Edit View | Go i Tools Actions Qutlog
=d New - = Mail Ctrl+1
. 28 calendar Ctrl+2
Mail 84 Contacts Ctrl+3
Favorite Folders @ Tasks Ctrl+4
o llnboy =] Notes Ctrl+5
- Unread Ma — |
a a
(=3 sent Items Folder List  Ytrl+6
Ctrl+7
Mail Folders i - o
M Journal Ctrl+8
,91}-\" Mail Items
— Folder... Ctrl+Y
=) B Mailbox - Crmyeer —

e Scroll to bottom on the Navigation Pane and expand
Public Folders by clicking the Plus (+) sign next to it.

o Expand the folder for your school by click the Plus (+)
sign next to it. Select the calendar that you would like to
view. (In this Example WHS_Facilities.)
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For easy reference, you may add the calendar to =
your Favorites by right click the calendar’s name
in the Navigation Pane and choosing ‘Add to
Favorites.’
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Send Link to This Folder
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Delete "WHS5_Facilities”
Bename "WH5_Facilities"...

Add to Favorites..,

Mark All as Read

| Change Sharing Permissions...
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“f Properties
e Once the calendar is made a favorite, it will be available in the Calendar View of
Outlook.
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How to Share Calendars

Cipen a Shared Calendar..,
Search Calendars Online

Share My Calendar...
5end a Calendar via E-mail...
Publish My Calendar...
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