Programme informatique de la FBM
How can | have access to a shared calendar ("shared mailbox")?

How can | have access to a shared calendar ("shared mailbox")?
Products

Name Version
System Windows/OSX
Application Outlook (Windows, OSX and Web)

Description
On request, a shared mailbox can be made available to groups and work units that are looking for a shared
calendar that is not linked to an individual UNIL account. The shared calendars can then be displayed in Outlook

(Windows, Mac and Web) and managed using already existing authorisation groups.

Solution

How to get a shared calendar (“shared mailbox")

If you are interested in a shared calendar (“shared mailbox"), please contact the FBM IT support. Please note
that the shared calendar will be linked to an inbox on which an automatic reply indicating that it has not been
picked up will be set up.

How to access a shared calendar

Outlook

¢ Open Outlook and go to to the “calendar” tab.
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¢ Choose the option Open a shared calendar.
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¢ In the new window, search for the calendar by its name and click on Open.
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Quvrir le calendrier...
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¢ The shared calendar is displayed in the list of your calendars.
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Outlook Web

¢ Log on outlook.office.com, open the options in the left corner and click on “calendar”.
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Ajouter un calendrier

@

Mes calendriers

* Choose Add a calendar, then Add a calendar from directory.
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¢ In the nwe window, search for the calendar by its completed name and click on Open.
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¢ The shared calendar is displayed in the list of your calendars.
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Qutlook
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Calendar on Mac (iCal)

¢ In Calendar, open the Preferences menu.

ﬁ Calendrier Fichier Edition Présentation Fenétre

A propos de Calendrier

Préférences...

Comptes...
Ajouter un compte...
Services

Masquer Calendrier
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Tout afficher

Quitter Calendrier

Aide

¢ Choose your account, go to Delegation, and then search the shared mailbox of your shared calendar.
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J E:heck the display box in order that the calendar is displaying in your delegeted calendars.

Eﬂ informatigue....
Exchange
Comples qui me sont accessibles :
— —
£
Exchange Affichar  Urilisateurs Calandriers  Tiches
Cloud (/| test-med-inf Lecture et écrit Lecture et_
CalDAaY
+
Vous pouvez madifier I'eccés des parsonnes
vatre compte en cliquant sur le bouton Modifier.  Modilier...
+ -

*.7 e
00 0O & +

Sur mon Mac
@unil.ch 3
@unil.ch
Délégués
v @ test-med-inf

Reference
Documentation : Ci's blog
calendrier, partage, exchange
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