
Outlook Web App: Calendar

To get started, login to Office 365.  Refer to Office 365-Login Quick 
Reference Guide for assistance.  Select Calendar in the upper right 
corner.

Note that you can  view your calendar four different ways: Day, 
Work week, Week, and Month.

What You Will See
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Your Outlook calendar lets you create and track appointments and 
meetings. You can create multiple calendars, link to other people’s 
calendars, and even share your calendar with other people in the 
District.

Quick Reference Guide

An event can be an appointment, a meeting, or an all-day event.

1. Create a new event by clicking                          to open the new 
calendar item form.

2. Enter a short description of the event.
3. Add a location.
4. Select the starting date and time.
5. Select the duration. Note: if you select all day event it will 

appear at the top of the calendar.
6. Use Show to choose how you want the time to appear on your 

calendar.
7. Edit the reminder time.
8. If you have more than one calendar, choose which calendar to 

save it to.
9. Set a repeating pattern if you want this event to repeat.
10. Mark it as Private if you don’t want anyone you’ve shared your 

calendar with to see the details.

Create an Event

11.  Use the Notes area to add any other information   
you want.
12.  Click Save to save your changes or Discard to    
cancel.
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1. Enter the name of the person you want to share your calendar 
with in the Share with box. Outlook Web App will automatically 
search for them in the address book.  You can add as many 
people as you want. 
 
 
 
 
 

2. Choose how much information you want to share. Full  
details lets that person see all the information about events on 
your calendar, except events that you’ve marked as  
Private. Limited details will show the subject and  
location. Availability only shows only that you have an event 
at a particular time, but no other details. Private events will 
always show only as busy. 
 
 

3. You can give people permission to edit your calendar by  
selecting Editor. To give someone permission to send and 
respond to meeting requests on your behalf, select Delegate.

4. Subjects can be edited.
5. If you have more than one calendar, select the one you want 

to share. Most people share their default calendar (called 
Calendar), but you can share any calendar that is a part of your 
mailbox.

6. After you have added everyone you want to share with and 
what level of access you want them to have, click        Send to 
send the sharing invitation to the people you’ve added, or 
  Discard to cancel.

Share a Calendar
With a few clicks, you can share your calendar with other people 
in your organization.  Start by clicking  Share at the top of the 
calendar window.

To learn more, click here: Calendar in Outlook Web App.

Learn More

A meeting is a calendar event that you send to other people. You 
create a meeting the same way you do an appointment, but you 
invite attendees and may add a resource such as a conference 
room.

After you’ve selected                          follow most of the same steps 
previously mentioned. To turn a calendar item into an invitation, 
start by entering the names of people you want to invite in the 
Attendees field.

1. You can type names directly in the Attendees field to add 
them.

2. Enter a location.
3. To see the availability of attendees select Scheduling 

Assistant. 
4. When you’re done, Click    to save your changes or  

 to cancel. Either will take you back to the event 
form where you can make any other changes you want before 
sending. 

5. By default, the Request responses is turned on, but you can 
turn it off if you don’t want to know who has accepted or 
declined the invitation. If you leave Request responses on, 
you’ll receive a message as each attendee accepts or declines 
your invitation.

6. Click    to save your changes and send the invitation 
to the attendees or  discard            to cancel.

Create a Meeting

By default, you read and create events on an overlay on the main 
calendar page, but that isn’t always what you need. Sometimes 
you need to be able to view an event in a separate window. You 
can pop any event out into a new window by clicking the pop-out 
icon  in the upper corner of the message.

Open an Event in a Separate Window

https://support.office.com/en-us/article/Calendar-overview-5219c457-d1fe-4c2f-9032-1a816b88e936

