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Select the Calendar icon in Outlook
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From the Open Calendar drop down
menu select “Open Shared Calendar”




M M R Sumnll mry =l = 7
| oy e - | - b= EEES O 7
& & e [H ] [} Address Book
New Mew New Today Next7 |Day Work Week MonthSchedule Open Calendar E-mail a
Appointment Meeting - Items - Days Week View  Calendar = Groups - Calendar Ca "
New Go® & Arrange i Mansge Calendars Find
<
‘ June 2019 » . # Today ¥ Tomorro
<« » June 18, 2019 Washington, D.C. ~ sorwe Y Sieim

SU MO TU WE TH FR SA

26 27 28 29 30 3 1
28 4 567 8
910 11 12 13 14 15
w7l 0 2 o2
23 24 25 26 27 28 29

July 2019 g = Shared Calendar
SU MO TU WE TH FR SA
3 Name.. Neuroscience
2 3 “ 5 6
7 8 9 10 11 1213
14 15 16 17 18 19 20 4
Sl
28 29 30 31 1 2 5
4| |My Calendars 6
United States holidays
Birthdays 7
Calendar - archive
Calendar - Physiology - RH302 a8
Calendar - Physiclogy - RH3188
Calendar - Physiclogy - RHS02 9 m"ﬁm
Calendar Neurosciences - SN438
10
4(m Shared Calendars
Physiology - RH202 P
Physiology - RH2188 R
Physiology - RH302 —
Physiclogy - RH3188 £
Physiclogy - RH402 = 1M_
Physiology - RH502
Ron, Derit
Staff Schedule - Physiology 2
+ Neurosciences - SN438 --
3 ~ AGILE Team Meeti
Neurosciences - SN538 Neuroscences - SNAIS
Cheng, Britte
= N 4 Agenda
" 27
In the “Open a Shared Calendar
. H " H ”n
dialogue box type in “Neuroscience
to locate the Sandler calendars

Check Mames oo

Microsoft Outlook found more than one “Neuroscence”.
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