
How to add a shared calendar 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Right-click on My Calendars 

Go to your calendar 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Write name of the machine 

OR find it in the Global Directory 

Double-click on the machine 

You can see it here 

Confirm it 



How to create an event 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Just added calendar  

To reserve the 

machine, click on the 

Meeting Request  

Write name of the machine  

Or find it in the Global Directory 

Finally, click to send 



Outlook 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Calendar 

Right-click Other calendar -> Add calendar -> From Directory 

You may choose more machines with Ctrl key 

Select 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select your time and 

right-click 

Meeting request 

Find machine in the Global Directory 

OR write name of the machine 

Send 



 

 

  

Finally, you can see your 

event in both calendars 



Office365 – add a calendar 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Right-click 

Write the name of the machine you want 



Create an event 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Swipe the time 

Write the name of the machine 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Event of the machine 

Event in your calendar 

To cancel, right-click on the 

event in your calendar 


