1. Open Outlook
2. Go to calendar and double click.[image: C:\Users\Mark.Foreman1\Desktop\Zen Desk articles\Annotation 2019-08-14 162900.png] 






3. Scroll down to Shared Calendar.

4. Right click on Shared Calendars.
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5. Select Add Calendar then Open Shared Calendar
6. Type in last name
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7. Select ok.
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8. Select user and click ok.
9. [bookmark: _GoBack]User has now been added.
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