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4) The account will open under a new tab, select the “gear” icon in the upper right corner and
select “calendar”




5) Select “resource scheduling and review all of the settings and set to meet your individual needs.
Under the heading “Scheduling Permissions”, under the phrase “select users and groups”, select
the name that is listed, if any, or the phrase “select one or more...”, for the appropriate access
level, this will open the directory from which you may select additional names of individuals
who may schedule on this calendar.
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6) Once the directory is opened, select a name from the personal directory, or enter the email
address, or full name. of the individual to add. Select “Search Directory”, this will search the
public directory for the individual. When located, select the individual address, this will add the
account to the list. Repeat if adding additional names. When complete, select “Save”
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7) You will return to the screen in step 5, select “Save” after verifying no additional changes are
required. Once it is saved, closed the tab on the browser for this account to exit the account.



