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Public calendars are different than a shared calendar as a shared calendar belongs to a certain person and 
would go away if that person left the business. A public calendar is centrally managed, but does require that it 
be manually added to your Outlook. Follow the steps below to do so. Instructions may vary slightly based on 
your version of Outlook. 
 

1. Open up Outlook and navigate to the folders list. 
 

 
  

Adding a Public Calendar to 

Outlook 

https://d3uz6sf15p8n03.cloudfront.net/wp-content/uploads/2013/08/View-Folders-in-Outlook.jpg
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2. Expand out your Public Folders and All Public Folders until you see the calendar public folder. Right click the 
Calendar folder and click Add to Favorites. 
 

 
 

 
  

https://d3uz6sf15p8n03.cloudfront.net/wp-content/uploads/2013/08/Add-folder-to-Favorites-in-Outlook.png
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This will allow you to view the Shared Calendar in your Calendar section. 
 

 
 

Reach out to SmartPath Technologies if you experience any issues. 

https://d3uz6sf15p8n03.cloudfront.net/wp-content/uploads/2013/08/Shared-Calendar-under-Other-Calendars.jpg

