
Creating Multiple Calendars and Sharing Calendars 

Create New Calendar: 

1.  Log in to your E-Mail Service from the website 

 

 

2.  Click on the Calendar Tab 

 

 

3.  Create a New Calendar ς Click on the triangle next to NewΧ 

 



4.  Click on Calendar 

 

5. Give a Name 

6. Click on Save 

7. Click on Close 

 

8.  Done 

Sharing your Calendar 

 

 

 

 

 

 

 



Sharing Your Calendars with Others 

1.  Go to your E-Mail from our Website 

 

2. Go to your Calendar  

3. Check on the calendar that you want to share 

 

4. Right Mouse Click on the Calendar you want to share 

5. Click on Share 

 


