Pupils sharing their calendars

1. Visit this webpage using a browser on iPad or a PC
https://outlook.office.com/mail/options/calendar/SharedCalendars

2. Under publish a calendar, select your calendar:

Settings Vs Shared calendars

Share a calendar

Vit (s SRITS S Fublizh a calendar

3. Set the permissions to Can view all details

Calendar ‘ | Select permissions

Can view when I'm busy
Can view titles and locations

Can view all details

4. Click on publish

Publish a calendar

recipients to view the calendar in a browser or an IC5S link if you want them to subscribe.

Calendar ‘ | Can view all details N | m

5. Copy the link next to HTML - this link can be shared with anyone you wish to see your calendar
events

Publish a calendar

You can publish a calendar and share a link with other people to let them view the calendar online. Use an HTML link if you want
recipients to view the calendar in a browser or an ICS link if you want them to subscribe.

Select a calendar

® Calendar

Can view all details Unpublish

HTML: https://outlook.office365.comfowa/calendar/659e8d596360451faad 7de346fe508f1 @glo
w.ea.glasgow.sch.uk/88c4c77abB8e841cb8d88c138dac2bea17866617646888479526/calen
dar.html

ICS:  httpsy/foutloo k.ofﬁce_%65.comfowafcalendar,’55958d595360451faad?d5346f9508f1 @glo
w.ea.glasgow.sch.uk/88c4cT7abBe841cb8dB8c138dac2bea17866617646888479526/calen
dar.ics

6. Parents and Guardians simply need to visit this webpage from any browser to view the calendar, it
can also be added to favourites for easy access



https://outlook.office.com/mail/options/calendar/SharedCalendars

