Adding Conference Room Calendar to Outlook for Windows PC

· Go to your Calendar
· Select ‘Open Calendar’
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· Select ‘Open Shared Calendar’ from dropdown menu
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· In search box, type Conference Room Schedule and click OK
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· Now on the left hand pane, you will see a ‘Shared Calendar’ group with ‘Conference Room Schedule’ underneath. While you have this checked, you’re able to see the Calendar.

Attention Mac users: Please contact vgssupport@vgs-inc.com to add this for you.
[bookmark: _GoBack]
image1.png
FOLDER

VIEW

et7  Day Work Week Schedule Calendar
ays Week View Groups~

5 Arrange & Manage Calendars

T 3 B

0“)

E-mail  Share Publish Calendar
Calendar Calendar Online + Permissions
Share




image2.png
g

Email  Share
Catendar Calend

From Address Book...

<)
5 FromRoom ..
1)
-3

From ntemet...

Creste New Blank Calendar...




image3.png
4[] shared Calendars
Conference Room Schedule





