How to View Calendar Resources in Qutlook
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1. Select File then Open.
2. Click Other User's Folder.

A window will pop up asking for the name of the user whose folder you wish to open.

3. Under Folder type: verify that Calendar is selected.

4. Click Name.
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The Select Name window will allow you to search for the user or resource you wish to view.
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5. Select the Global Address List from the drop-down menu labeled Show Names from the:.
6. Under the Type Name or Select from List, type the following: MS NBA Confocal Facility Calendar.




7. Select the resource and click OK.

i

Select Mame H—
Type Mame ar Select From Lisk: Shiawe Marmes Fram the:
|MS MBS COMFOCAL FACILITY Global Address List tl
I Marne Business Phone Office Title

M3 MEA Confocal Facility Calendar

M3 MNBA Departriental Laptop & Dat. ..
|#5|M5S NBA Dept Laptop and Data ...
M3 NBA Leave Calendar
M3 Meurology Faculky Calendar
M3 Meuralogy Staff Calendar
M3 Meurresidents
|#5|MS Neurresidents Calendar Acc...
M3 Pathology Faculky Timesheet
M3 Pathalogy Paul's Lab Calendar
M3 Pathology Fesidents
M3 Pathology Teleconferences
M3- Programmets Rokation Schedul...
M3 Raising a Reader
M3 Safi Correspond

PIS Tawe ac Drirnaru Dasdina Truankars

‘il 1111

v
B

[ K ][ Cancel ]

A new window will open with the resource calendar, you can choose to view the calendar anyway you wish using the
buttons located along the top of the windows.
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To open this calendar at any time, select it from the list under Other Calendars. (Note: once a calendar is added it will

always be listed unless removed.)



