How to open the Moving Calendar

e Open Microsoft Outlook
e Click on the Calendar tab in the lower left corner
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o At the top, Select the Home tab
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e Now, Click on Open Calendar and select Open Shared Calendar
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o The Open a Shared Calendar box will appear
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Click on Name. You can Type the beginning of the Calendar name to get to that section of the
list (Move)Move or scroll through the list and select the desired item. Click OK
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£ Mr. Howell

£ Mt. Olive Police Cheif
g Mt. Olive Secretary
£ Mt Clive VFD

8§ Myles Potter

4 Myra Wiley

8 Nahia Soto

£ Nahunta Pork Center
£ Nahunta VFD

8 Nakesha Newkirk.

8 Nakia Gaulden

8 Nakita Mewborn

8 Mancy Ham-\Wiggins
£ Nancy Stallings
£ Mancy W. Dunn

e T TR T

4 | i

731-1040
731-1202

705-6555

731-1643

e anr

% Moving Calendar -

DS5 - COB - 253
HD - CC4C -

D55-CH- 158

OK ] ’ Cancel

When you see the following screen click OK
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You will see the selected Calendar added to your calendar list.

4 |E| My Calendars

Calendar
|:| IT WYacation and Training
Moving Calendar

You can make the calendar Visible or Hidden by clicking the check box beside the name.



