
How-to Use SharePoint Calendars 

Purpose:  

The SharePoint Calendar can be a very effective communication and collaboration tool when used to 

keep co-workers informed about upcoming meetings, deadlines and other important events.   
 

Features: 

There are three different ways that SharePoint Calendars can be used: 

 The Calendar List - Click the Calendar link to view and edit the list named “Calendar”.   

 The Calendar Web Part – Can display items as a list or in the calendar view. If you click the 

“Calendar” link, it will take you to the Calendar’s List where you can view and edit items.   

 The Outlook Web Access Calendar – Displays events and contacts through OWA.  

 

Creating a New Calendar for a Site:   

1. From Internet Explorer, open the home page to the site you will be adding a calendar. 

2. Select the Site Actions > Create > Tracking (column) > Calendar option.  

3. On the “New” page, enter a name, description, and select a Quick Launch option. 

 

4. To add an appointment, click the Calendar link on the Quick Launch to go to the list view. 

5. Select New > Item and then add a title, times and other details, then click OK. 

6. You can double click any appointment title to see the details for editing or deleting. 

   


