
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 



Connecting to Outlook 

1. 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 

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



Connecting to Outlook 

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



Connecting to Outlook 

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



Connecting to Outlook 

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

2. The calendar can be dismissed from view by un-checking the box 
beside the calendar name 



Removing the Connection to Outlook 

1. Open Tools and select “Account Settings” 
2. On the settings tab, select “SharePoint Lists” 
3. Select the list you want to remove and the click “Remove” 
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