Add a Shared Calendar
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Add a Shared Calendar

1. When logged into your E-Mail, go to your calendars
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2. Click on 'Add calendar®

(l Search

Inbox W O L = 1

Yesterday

South State Tech LLC
Proofpoint Essentials -...  Tue 4:01 PM
Manage Digest Quarantine Digest 5i...
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3. Choose 'Add from directory"
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4. Select your E-Mail from the drop down
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5. Enter the name of the calendar you are attempting to add
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. Choose where to add this calendar
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8. The calendar will now populate on your list of calendars
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