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Making exceptional 
service the standard 

 

Share Outlook Calendar with External Users 
It is possible to share an Outlook Calendar with external users across different 
organisations. 

Quick Reference Guide 

Share Calendar 

▪ Open a Web Browser → navigate to 
outlook.office365.com → sign in. 

 

For the best results, use either 
Microsoft Edge or Google Chrome. 

▪ Navigate to the Calendar screen in 
Outlook on the web. 

 

▪ Click Share from top-right → select the 
desired Calendar. 

 

The Sharing and permissions pop-up will 
display. 

▪ Enter the full email address of the user 
who requires access → select them 
from the list.  

  

▪ Click the drop-down arrow and set 
the desired permissions. 

 
 
  

Permission options can include: 

➢ Can view when I'm busy - lets them 
see when you're busy but doesn't 
include details like the event location. 

➢ Can view titles and locations - lets 
them see when you're busy, as well 
as the title and location of events. 

➢ Can view all details - lets them see 
all the details of your events. 

➢ Can edit - lets them edit your 
calendar. 

➢ Delegate - lets them edit your 
calendar and share it with others. 

Some of the above options may not 
be available for people from outside 
organisations. 

▪ Once the desired permissions have 
been set → click Share. 

 

The user will receive an invite via email 
which they can accept to access the shared 
calendar. 

Add Another User’s Calendar 

When a user has someone else’s calendar 
shared with them, they will receive an invite 
via email. 

It is recommended to open the 
email within Outlook on the web. 

▪ Locate the invitation email → click 
Accept → sign in if prompted. 

 

They will now be able to view the other 
person’s calendar. 
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Change and Remove Calendar Sharing 
Permissions 

It is possible to change calendar sharing 
permissions or stop sharing a calendar 
completely.  

▪ Navigate to the Calendar screen in 
Outlook on the web. 

 

▪ Click Share from top-right → select the 
desired Calendar. 

 

The Sharing and permissions pop-up will 
display.  

Users are categorised as either 
Inside or Outside your organisation.  

 

▪ Click the drop-down arrow 
next to a user’s name to 
change any permissions as 
required.  

▪ Click the Bin icon next to a 
user’s name to stop sharing 
the calendar with them.  

Publish and Unpublish a Calendar 

It is possible to publish a calendar for 
anyone to view, this is a practical solution 
for sharing a calendar with a large number 
of people. 

▪ From within Outlook on the web → 
select Settings from the top-right. 

 

▪ Select View all Outlook settings from 
the bottom of the Settings pane. 

 

▪ Click Calendar from the left-hand side 
→ select Shared calendars. 

 

Under Publish a calendar. 
▪ Use the drop-down arrows to set the 

desired Calendar and Permissions. 
▪ Click Publish. 

 

HTML and ICS links will be generated. 

➢ HTML - recipients can copy and 
paste the URL in a browser to view 
your calendar in a new browser 
window. 

➢ ICS - recipients can download the 
ICS file and import it into Outlook. 

▪ Copy and Paste to share these links. 
▪ Click Unpublish to remove access. 

 
To book training or speak to a trainer, please get in touch via: 

training@imerseyside.nhs.uk 
 

file:///C:/Users/mealeyj/Documents/Templates/training@imerseyside.nhs.uk

