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1 Outlook Web App (OWA)

1.0 Share your Calendar from Outlook Web App (OWA)

¢ In your Outlook Web App, click the Menu button at the top left and click Calendar.

05 Mail - test.

ail.sabah.gov.my,/ov

Calendar

You're all caught up.

e Click Share

® New|v Add calendar v = Print

< > September 2022 ¥ Day Work week Week Month | Today

8 M T W T FE & Sunday Monday Tuesday Wednesday Thursday Friday Saturday «

Sep 1 2 3

2 3 4 5 6 7
A Your calendars
Calendar
8 20 21 22 2 24
A Other calendars
People’s calendars
25 26 27 28 29 30

£a Project Meeting
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o Enter the recipient’s email that you want to share your calendar with, and click the

recipient’'s email address.

03 Calendar - test.sabah@sabah.g X +

@ O [5 O hit| ebmail.sabah.gev.my/owa/#patl

i Calendar

g X Discard

Share with:

test.sabah@sabah.gov.my

testsabah
test.sabah@sabah.gov.my

Use this address: test.sabah@sabah.gov.my

p Search Directory

e Select the access level you want to give to that person. Click Send when all is ready.

0% Calendar - test.sabah@sab

bmail sabah.gov.my/owa/#patl

i Calendar

3 send X Discard

Share with:

@sabah.gov.my

Subject:

I'd like to share my calendar with you

Calendar:

endar -

Limited details - x
Availability only

+ Limited details
Full details
Editor

Delegate
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1.1 Open Share Calendar from Outlook Web App (OWA)

e When others share their calendar to you, you will receive an email (refer diagram from
below). Click Accept

08 Mail - test.sabah@sabah.gov

Search Mail and People O ® New|v [ Delete = Archive Junk|v¥ Sweep Moveto ¥  Categories ¥  wee
~
~ Favorites Inbox Filter v I'd like to share my calendar with you
Inbox .
noex Testing Mr Gusin
Sent ltems I'd like to share my calendar with you 327 PM1 S Replyall | v
o ety Testing Mr Gusin (panglima gusin@ssbah.gow my) has i...
Inbox Testing Mr Gusin
B I'd like to share my calendar with you | 253 FM
Sent ltems
Deleted ltems Testing Mr Gusin (panglima.gusin@sabah.gov.my) has invited you to view his or her
Microsoft Exchange Calendar,
Archive
Conversation History For instructions on how to view shared folders on Exchange, see the following article:
Junk Email http://go.microsoft.com/fwlink/?Linkld=57561
Junk E-Mail 1
Nates How open shared
RES Feeds calendar from
I sharing - Outlook |
=L Microsoft Learn
Trash go.microsoft.com v

¢ Now you are able to view their calendar.

@ O 8 o n
}3 Search Calendar "‘E' New | v Add calendar v ) Share ® Print
«
< September2022 > < > September 2022 ¥ Day Work week Week Month = Today
S M T W T E 3§ Calendar Testing Mr Gusin
1 2 3
Sunday Monday Tuesday Wednesday Thursday Friday Saturday «
4 5 6 7T 8 9 1 ) )
1 12 13 14 15 16 17 <
18 19 20 21 22 23 24
25 26 27 28 ZD A ; \ 7 5 ‘; ‘
A Your calendars - _
2 3 4 5 5
Calendar
~ Other calendars a ' 24
Testing Mr Gusin
People's calendars 25 27 28 2C 30
3a Project Meeting  8a Test
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You can also check the person you are sharing with and edit the permission by right
click Calendar, click Permissions...

04 Calendar - testsabah@sabah.o X +
C @ O 8 o abah.gov.my;/o
Calendar
}3 Search Calendar '.:'E.' New | v Add calendar v ) Share = Print
«
< September2022 > < > September 2022 v Day Work week Week Month | Today
S M T W T F 5 Calendar Testing Mr Gusin
1 2 3
Sunday Monday Tuesday ‘Wednesday Thursday Friday Saturday «
4 5 6 7 8 9 10 R R .
Sep 2 3
M 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 ZD A [ a 7 a
A Your calendars ) -
2 3 4
Calendar
’ Sharing permissions
ol Color >
Charm >
People's calendars 25 26 27 28 29 30

8a Project Meeting 8a Test

Here you can edit the permission of the person that you share your calendar with.

Don’t forget to click the Save button after you edited the permission.

0% Calendar - test.sabah@sabah.g %

@

# Calendar

X Discard

Calendar

People inside yaur arganization

test.sabah
testsabah@sabah.gov.my

x

Limited details -

Availability only

+ Limited details
Full details
Editor

Delegate
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2 Calendaring For Outlook 2019 and Above
2.0 Create and Send New Calendar Invitation (Appointment)

¢ When scheduling a meeting, you can invite others to the meeting. If they are an Exchange
user, they can accept calendar invitations and have them automatically entered into their
calendars. You can also send invitations to others via e-mail. Also, note that in order to
schedule resources, you simply have to invite them like any other user. You will receive
an automated response based on the resources availability.

e Open Outlook. Click the Calendar button on the navigation pane.

Inbox - test.sabah@sabah.gov.my - Outlook

Send / Receive Folder View Help Q Tell me what you want to do

S ENE= B | £ |[m]|[m]]Eeerere T o) | B

= [B] Address Book
Mew  Mew ) Quick Move | Tags Read Get

Email ltems ~ Steps ~ 8 Filter Email - Aloud | Add-ins
Mew Delete Respond Quick 5. T Find Speech Add-ins
£

a - .
Favorites Search Current Mailbox /2 | Current Mailbox -

Inbax

All  Unread By Date v T

Unread Mail

Sent ltems ‘We didn't find anything to show here,

4testsabah@sabahg... ||
Inbox
Drafts
Sent ltermns
Deleted ltems
Archive
Conversation History
Junk Email
Junk E-Mail [11]
Outbox
RS5 Feeds

Sent

Trash l =

5

tems: O All folders are up to date, Connected to: Microsoft Exchange [|:| E
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o Click the New Appointment button in the upper-left hand corner of Outlook.

September 2022
MO TU WE TH FR
29 30 11 1 2

5 6 7 &8 9

13 14 13 1@
20 21 2 23
27 sl 29 30

October 2022
MO TU WE TH FR

3 4 5 6
11 12 13

18 19 20
25 26 27

1 2 3

Today MNext

4 My Calendars

Calendar - test.sabah@sabah.gov.r

Folder Help Q Tell me what you want to

5 Hi=l B+

Day Work Week |Month|Schedule Open  Calendar E-mail
Calendar ~ Groups © | Calendar (&l Calendar Permissions

Search People

[B] Address Book

ﬁ E‘ ﬂshare Calendar

‘" Publish Online ~

7 Days Week View
GoTo [} Arrange = Manage Calendars Share

Today
69°F/52°F

| Search Calendar

Washington, D.C. -

4 *» September 2022

SUNDAY MONDAY TUESDAY WEDNESDAY SATURDAY [+]

Aug 28 29 30 31 Sep 1 2 3

THURSDAY FRIDAY

Previous Appaintment
Mesxt Appointment

All folders are up to date.  Connected to: Microsoft Exchange

O &

e In the Subject: text field, enter the title for your event. In the Location: field, enter a
location if needed.

Appointment

Eteemnen] g | QO

I &

Delete 5 .

Actions

Project Meeting - Appointment P

Format Text Review Help

o [r] 8| O O

Options Tags Dictate Office Immersive
Attendees ¥ v Add-ins Reader

Attendees Voice Add-ins

Send to Invite
OneMote

Show OneMote Immersive

Subject Project Meeting

Location

meeting room

Start time

Wed 9/21/2022

E| |3:00 AM v| |Kua|a Lumpur, Singapore v| [1 An day event

End time

Wed 9/21/2022

E| |E-:30AM v| |Kua|a Lumpur, Singapore v|

Greetings everyone,|
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e Set the Start time and End time. Note that you can click the drop-down arrow for a more
user-friendly view of both the date and time functions

E Appointment

Delete = =

Actions Show

Project Meeting - Appointment

Review

o

Invite
Attendees

Attendees

Format Text

Send to
OneMote

OneNote

Help

Options

& O M

Tags | Dictate | Office
- Add-ins
Add-ins

Immersive
Reader

Voice Immersive

Subject |Projed: Meeting

Location meeting room

Wed 9/21/2022

=

|8:00 AM -

Kuala Lumpur, Singapore

v| D All day event

September 2022

MO TU WE TH FR
30 31 1 2

6 7 8 9

13 14 15 16

20 21 22 23

27 gy 29 30

4 5 & 7

| [z30aM -

Kuala Lumpur, Singapore v|

e You can set a reminder for the event if you wish. The default reminder is set at 15
minutes. Click the drop-down menu to select a different reminder.

Appointment

0o o

Delete =

Send to
OneNote
OneMote

Actions Show

Format Text

Tender Meeting - Appointment

Review

2

Invite
Attendees
Attendees

Help

Nene
0 minutes

Subject |TenderMeetmg

5 minutes

Location |Meetmg Room

10 minutes

Starttime | Wed 9/21/2022 Bl [00am

v| uala 15 minutes

30 minutes

Endtime | Wed 9/21/2022 B [a30am

~| [xualz © hour

2 hours
3 hours
4 hours
5 hours
6 hours
7 hours
&hours
% hours
10 hours
11 hours
0.5 days

In Shared Folder ﬁ Calendar

18 hours
1 day

2 days

3 days

4 days

1 week
2 weeks

Q Sound...

Sl [V
[ ]

Tags

&J | g
Office
Add-ins
Add-ins

)

Dictate

2 Recurrence ;
Immersive

Reader

Voice Immersive

AN

:| [1 & day event
[ ~]
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You can type a note about the event in the large text field.

L]
Project Meeting - Appointment
Insert Format Text Review Help
o | A =
+ \[-.J-’ O <)
Delete - . Send to Invite Options Tags Dictate Office Immersive
OneMote | Attendees - v Add-ins Reader
Adtions Show OneNote Attendees Voice Add-ins Immersive
Subject | Project Meeting
ation |meeting room
time |Wed 9/21/2022 E| |3:00AM v| |Kua|a Lumpur, Singapore v| [ Al day event
E ime |Wed 9/21/2022 E| |3:310AM v| |Kua|a Lumpur, Singapore
Greetings everyone,
Please take note that the project meeting is scheduled on 21 September 2022,
e To invite others to your event, click the Invite Attendees button.

Appointment
i
Delete 5 .

Actions Show

E Appointment

Project Meeting - Appointment

Format Text Review Help

o] |[*]

Options Tags

Send to
OneMNate

OneNote

& |

Office Immersive
Add-ins Reader
Add-ins Immersive

subject | Project Meeting

Location | meeting room

Starttime | Wed 9/21/2022

1| [e00 Am

v| |Kua|a Lumpur, Singapare

Endtime | Wed9/21/2022

1| |a30aM

v| |Kua|a Lumpur, Singapore

v| [ an day event

Greetings everyone,

Please take note that the project meeting is scheduled on 21 September 2022.|
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¢ Inthe To.. field, enter the names of those you wish to send invitations to.
To schedule a resource or location, enter its name in the Location field (Example:
Meeting Room).

TIP: You can also enter the e-mail addresses of non-Exchange users (non Sabah
Government staff ) to send them an e-mail invitation too. Example
john@penang.gov.my

v Project Meeting - Meeting

Meeting Insert Format Text Review Help

e O @ 8 R[] 8OO

Delete = = Send to Cancel J Options Tags Dictate Office Imnimersive
OneMote | Invitation <—’j - - N Add-ins Reader

Actions Show OneMote Attendees Voice Add-ins Immersive

@‘r’ou haven't sent this meeting invitation yet.

To,. Constantine-ﬁsabah.gov.mr| |
E% Subject | Project Mesting |

Location |meeting room v| | Rooms... |

Start time |Wed /21,2022 E| |B:00 AM v| |Kua|a Lumpur, Singapore V| |:| All day event

Endtime | Wed 9/21/2022 ] | [kuala Lumpur, Singapore |

Greetings everyone,

Please take note that the project meeting is scheduled on 21 September 2022,

e You can also set a Recurrence if you want the event to repeat.

Untitled - Appointment

Appointment Format Text Review Help

e O g O @weB- YO[B 0 O 0

| |
Delete _» Send to Invite Q Reminder |15 minutes « 4 Recurrence | Categorize \l, Dictate Office Immersive

OneMote | Attendees = Add-ins Reader
Actions OneMote Attendees Options Tags Vaice Add-ins Immersive

Subject |

Location | v|

Start time |Tue‘3}20f2022 E| |B:OOAM v| |Kua|a Lumpur, Singapaore v| |:| All day event

End time |TU99;’20!2022 E| |B:3/0AM v| |Kua|a Lumpur, Singapore v|

In Shared Folder @ Calendar
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=

Project Meeting - Meeting

Tags

Meeting Insert Farmat Text Review

[~] Appointment m

Send to
OneNote
OneNote

Help

=E
Cancel Options

Invitation (’—j - -
Attendees

(i

Delete = =

Actions

o You haven't sent this meeting invitation yet.

When you are ready to send your invitation, click the Send button

)

Dictate Office
Add-ins

Add-ins

Immersive
Reader

Voice Immersive

To,. Constantine@sabah.gov.my; |

Subject Project Meeting

Location meeting room

Starttime | Wed 9/21/2022 1| |&00 am -

End time Wed 9/21/2022 E 2:30 AM -

Greetings everyone,

Kuala Lumpur, Singapore

Kuala Lumpur, Singapore

*| | Rooms..

w | [] All day event

-

Please take note that the project meeting is scheduled on 21 September 2022.

invitation in their mailbox

0 B
New New Mew

Appointment Meeting Iterns ~

New

Your meeting is scheduled and now appears on your calendar. Invitees will receive an

Calendar - test.sabah@sabah.gov.my - Outlook

Send / Receive Folder

Today MNext
7 Days
GoTo F]

Q Tell me what you want to do

+

Open

Arrange =

September 2022

MO TU WE TH FR

29 30

5

&

T & 9
12 13 14 15 16

19 20 21

Today

o TO°F /54°F

September 2022 3

1 2
SUMDAY

Aug 28

MONDAY
29

TUESDAY

30 31

22 23

26 27 23 gkl 30

October 2022

MO TU WE TH FR

3
10
17
24
3

4
11l

5
12

6 7
13 14

18 19 20 21
25 26 27 28

1

2

3 4

4 [/ My Calendars
Calendar

§

=

This folder is up to date.

5

Calendar
Calendar ~ Groups

Manage Calendars

WEDNESDAY

Search People

[B] Address Baok

1
E-rnail /]\ )

Calendar E@
Share

Search Calendar

THURSDAY FRIDAY SATURDAY

Sep 1 2 3

8:00am Project
Meeting; Mee...

Connected to: Microsoft Exchange
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2.1 Share your Calendar from Outlook 2019 and above

e You can allow your calendar to be seen by others with Exchange. They have to open
your calendar on their computers, however to see this

e On your Outlook calendar, click Share Calendar.

Calendar - test.sabah@sabah.gov.my - Outlook

Home Send / Receive Folder View Help 7 Tell me what you want to do

ﬁ 5 = F— = Search People
H Ris 15 = + B D3| A | e
MNew MNew  New Today Mext Day Work Week nth|Schedule Open  Calendar E-mail | Share §Publish Calendar
Appointment Meeting ltems ~ 7 Days Week View Calendar ~ Groups ~ | CalendarfCalendarfOnline ~ Permissions
MNew Go To ] Arrange ] Manage Calendars Share Find ~
1 September 2022 y < Tod T
. oday omorrow
SU MO TU WE TH FR SA 4 » September 2022 Washington, DC. ~ <3 o lhee W grpssgep | Sorch Calendar R
28 29 30 31 1 2 3
4 5 6 7 8 3 10 SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY B |
HBEEE bW Aug 28 29 30 31 Sep 1 2 3
18 19 20 21 22 23 24
2 25 77 2]
October 2022 4 5 6 7 8 9 10
SU MO TU WE TH FR SA
1
p2es 8T e 11 12 13 14 15 16 17
9 10 11 12 13 14 15 DI
16 17 18 19 20 21 22
23 24 25 26 27 28 29
A2 E s 18 19 20 21 22 23 24
4[] My Calendars
[] Calendar
25 26 27 28 29 Oct 1
B8:00am Project
Meeting; Meeting...

Items: 1 This folder is up to date, Connected to: Microsoft Exchange |]:| @

In the To.. fileld, enter the email address of those you wish to share your calendar to.
¢ Inthe Details: drop down menu, there is several viewing options for the recipient

e Availability only: only your availability is visible to the person you share with

o Limited details: your availability and subjects of calendar items is visible

e Full details: your availability and full details is visible for the recipient

o Click send when all is ready.
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Sharing invitation: test.sabah - Calendar - Share

Insert Options Format Text Review

A
Ha

B
i

Editor Immersive
@ Signature ~

Reader
Basic Text Include

Clipboard

Editar Immersive

Zoom

Zoom

E} I| To... | John@sabah.gov.my I

Subject

sharing invitation: test.sabah - Calendar

I:‘ Request

permission to view recipient's Calendar

Allow recipient to view your Calendar
I Details

Limited details v||

Includes the availability and subjects of calendar items only

F test.sabah - Calendar
&3 Microsoft Exchange Calendar

Have a look
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2.2 Open Shared Calendar from Outlook 2019 and above

e The person you have shared your calendar will receive an email and have to open
the calendar in order to view your calendar

¢ On your Outlook inbox, select the email from the person that shares their calendar
and click Open this Calendar

test.sabah@sabah.gov.my -

Send / Recaive Folder View Help Q Tell me what you want to do

m E <D Reply @ M Moveto: 7 T Move ~ A}:] E

% Reply All — To Manager [ Rules ~ [B] Address Book

New  New Delete Archive ) . Tags . X Read Get
Email Items ~ v = Forward U B Team Ermai ] ~ | NFiterEmail | agug | Addeins

Mew Delete Respond Quick Steps [Pl Move Find Speech Add-ins

. < !
4 Favorites Search Current Mailbox ~ JO | Current Mailbox  ~ [ Open this Calendar

Inbox 1 Fri 9/30/2022 6:56 AM
Unread Mail Al Unread ByDate v 1 test.sabah

Sent Items 4 Today Sharing invitation: test.sabah - Calendar

test.sabah 1] To testsabah
Sharing invitation: test.sab... 6:56 AM @test‘sabah (test.sabah@sabah.gov.my) has invitad you to view their Calendar. Click the
4

teSt'Sabah@Sabah‘g"' test.sabah Open button above,

ez = test.sabah - Calendar
Drafts &3 Microsoft Exchange Calendar

Sent ltems
Deleted ltems
Archive

Have a look

Conversation History

ltems: 1 Unread: 1 This folder is up to date. Connected to: Microsoft Exchange [|:| @ -——f—+ 100%
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¢ Now you are able to view your calendar and the other’s side by side

Tips: you can have multiple calendars added into your shared calendars. The
shared calendar will appear at the bottom left and is able to view the shared
calendar by tick or untick the shared calendar.

Calendar - test.sabah@sabah.gov.my - Outlook

Send / Receive Folder View Help Q Tell me what you want to do

. . E -Week ﬁ I‘z’l £ Share Calendar Search People
- Month ‘T Publish Online ~ [B] Address Boak
New Today Mext Day Waork Open  Calendar E-rnail
Appomtment Meetlng Items ~ 7 Days Week [E] schedule View Calendar ~ Groups » | Calendar (5] Calendar Permissions
Mew GoTo = Arrange = Manage Calendars Share Find ~
1+  September20zz  » ° Today
SU MO TU WE TH FR SA 4 » September 2022  Washington, DC. - 50 o | Search Calendar £
28 29 30 31 1 2 3
4 5 § 7 8 9 10 Calendar ¢ 4 testsabah X
1112 13 14 15 16 17 SUN MON  TUE WED  THU FRI SAT SUN MON  TUE WED  THU FRI sat [+]
R 28 29 30 31 1 2 3 28 29 30 31 1 2 3
25 26 27 2 2 [
October 2022
SUMOTUWETH R SA | g 5 6 7 8 9 10 4 5 6 7 8 9 10
1
2 3 4 5 6 7 &
g 10 11 12 13 14 15
16 17 18 19 20 21 22
11 12 13 14 15 16 17 11 12 13 14 15 16 17
23 24 25 26 27 23 29 D
30 31 1 2 3 4 5
4[] My Calendars ]
LA 18 19 20 21 22 23 24 18 19 20 21 22 23 24
[] Other Calendars
e S G 5 26 27 22 29 30 Ol 25 26 27 28 29 30  Octd
; - 8:00a 8008
a m m
— Praj... Praj...
= om s e =l
Items: 1 This folder is up to date. Connected to: Microsoft Exchange |]] E -+ 100%

-end -
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