How to View Your Sharepoint Calendar in Outlook
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This is one of the simplest, coolest and most useful things that you can do in Sharepoint.
Adding a Sharepoint calendar to outlook has several advantages:

1) This feature enables you to add and remove events using both the Sharepoint web
interface and Outlook itself.

2) You can add several Sharepoint calendars and keep up with your colleagues
movements and meetings.

3) Multiple Sharepoint calendars can all be viewed “on top” of each other by using
Outlook’s “overlay” mode

Step 1:
Click on the Actions tab on the top left hand side of Sharepoint’s main tabs bar.
Step 2:

Select the “Connect to Outlook” or “Connect to Client” option (this will change depending
on what browser you are using).
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Step 3:

Grant permission for Outlook to connect to the shared calendar.

Internet Explorar X

Do you want to allow this website to open a progiam on
your computer?

Microsoft Office Outlook

Fiom: core.lucidica.net

(it ot Offim izl Connect this SharePoint Calendar to Outlook?

Addtess: stssyne:|fstsver=1, 18type=calendaremd=add- & |
foldershass-url=http?3A%2F % 2F coreh2Elucidic v *fou should only connect lists Fram sources you know and trust,

[¥] Always ask before opening this type of address Lucidica CORE - Staff Holiday

http:ffcore. lucidica,net/Lists/Staff Holiday/

To configure this Calendar, click Advanced.

> Allowing web content to open a program can be useful, but it can
potertially harm your computer. Do not allow i unless you trust
the source of the content. What's the risk?
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Step 4:

Outlook may ask for your password at this point (as it is connecting to the Sharepoint
server).

After entering this password, the Sharepoint calendar will open alongside your regular
calendar in Outlook.
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