Linking a Calendar or List
to Your Outlook

SharePoint 2010



Introduction

» SharePoint calendars or lists can be linked to you
personal MS Outlook accounts

> View SharePoint events without opening SharePoint

- Drag and drop events from your personal calendar to the
SharePoint calendar

» You will be asked for your SharePoint login credential
every time you open Outlook
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Connecting to Outlook
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Open the calendar or list you want to connect. You can either click
on the title of the calendar or the link



Connecting to Outlook
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1. Select Calendar from the Calendar Tool menu
2. Select “Connect to Outlook from the ribbon menu



Do you want to allow this website to open a program on
your computer?

From: ecta_energy.gov
Program: Microsoft Office Qutlook

Address: stssync//sts/?
ver=1.1&type=calendar&cmd=add-

Mlways ask before opening this type of address

Mlow | [ Camcel |

Allowing web contert to open a program can be useful, but it can
potertially ham your computer. Do not allow it unless you trust
the source of the content. What's the risk?

A website wants to open web content using this
program on your computer

This program will open outside of Protected mode. Internet Explorer's
Protected mode helps protect your computer. If you do not trust this
website, do not open this program.

Mame: Microsoft Office Outlook
Publisher:  Microsoft Corporation

[ Do not show me the warning for this program again

1. Allow eota.energy.gov to open Outlook
2. Allow Outlook to open SharePoint calendar



Connecting to Outlook
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1. Outlook will open on your computer and you will need to verify the
connection



Connecting to Outlook
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All folders are up to date.  £3 Cennected te Microsoft Exchange ™

The SharePoint calendar will open as another calendar side-by-side
with your personal calendar

The calendar can be dismissed from view by un-checking the box
beside the calendar name
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Removing the Connection to Outlook

SharePoint Lists
2 ‘You can remove a list, You can select a list and change its settings.
\
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Removing a list from Qutlook only removes your offline copy of that data.
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Open Tools and select “Account Settings”
On the settings tab, select “SharePoint Lists”
Select the list you want to remove and the click “Remove”
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