STARFISH
Calendar Sharing with Outlook

Instructions for Calendar Sharing in:

e Microsoft 365 Webmail
e Outlook 2019

In order for your appointments (busy time) to be imported into Starfish from your Outlook calendar, you
must share your calendar with starfishcalendar@cortland.onmicrosoft.com. To do this, complete the
appropriate steps below depending on what calendar application you are using.

Calendar Sharing using Microsoft 365 Webmail

1. Open your webmail calendar
2. Select the Share > Calendar option

% Work week v [ 1& Share@ Iﬂl Print

® (Calendar

® DPersonal

3. Inthe Sharing and Permissions box in the Calendar field enter the following email address for
Starfish:

starfishcalendar@cortland.onmicrosoft.com

Sharing and permissions X
Calendar
Send a sharing invitation in email. You can choose how much access to allow and change access

settings any time.

T
| starfishcalendar@cortland.onmicrosoft.com |

Inside your organization

e People in my organization Can view when I'm busy N |

1| Page
Last Update: 8/17/2021
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4. Be sure that the ‘Can view all details” option is selected from the dropdown list
5. Select Share

Sharing and permissions X

Calendar

Send a sharing invitation in email. You can choose how much access to allow and change access
settings any time.

starfishcalendar C i Il detail ﬁj[
starfishcalendar@cortland.onmicros... an view all details

Can view when I'm busy

Inside your organization

e People in my organizatio

Can view all details

Can edit

Delegate

6. Verify that the Starfish calendar is listed under the Inside Organization list
7. Select the X in the top right corner of the Sharing and Permissions box to close

Sharing and permissions d X

Calendar

Send a sharing invitation in email. You can choose how much access to allow and change access
settings any time.

i
| knter an email address or contact name |

Inside your organization

| Can view when I'm busy W ‘

starfishcalendar | ‘
o starfishcalendar@ cortland.onmicrosoft.com Can view all details IE

8. Complete the integration in Starfish
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Outlook 2019

1. Open your Outlook calendar
2. On the Home tab choose Calendar Permissions

Send / Receive

E-mail

Share

STARFISH — Calendar Sharing with Outlook

Publish  Calendar
Calendar Calendar Online = Permissions

—d

Share

3. Select Add

in the Calendar Properties dialog box

Calendar Properties *®
General AutoArchive Permissions Synmmmzatw
Mame Permission Level
Default Custom
Reviewer
Anonymous None
Add.. Remaove Properties...

Permissions
Permission Level: | Ci e

Read Write

(O None Create items

(®) Free/Busy time Create subfolders

O Free/Busy time, D Edit own

subject, location DEditaH
O Full Details
Other Free/Busy...

Delete items Other

@None DFoIder owner

O own Folder contact

Can [ Folder visible

4. Select Starfish Calendar from the list in the Add Users box
5. Select the Add button at the bottom of the dialog box, then OK

Add Users

Search: @ Mame only O More columns

Address Book

X
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starfish Go |0Ff|ine Global Address List - julia.morog@ - Advanced Find

[ name Title Business Phone Location |

& starfish by ~
starfish Calendar
Starfish Pilot Faculty

& starfish Webex

& starla Dagley starla.dagley@cor... Student

& STAR-NY

& Starsheema Bernard starsheem... Student
Start Smart Facilitators

& startup MY

& Stavros Vigliotti stavros.wvigliotti... Student

& stavroula Ragusa stavroula.rag.. Student

& stefan Brown stefan.brown@c... Student

& stefan Horbanczuk stefan.horb... Alumni

& Stefan Reddick stefan.reddick.. Alumni

® ctafani Inaanitn ctefani innanit  Shidant v

>
Add
J  Cancel
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6. Inthe Calendar Properties dialog box, in the Read group, select the Full Details radio button

Calendar Properties *

General AutoArchive Permissions  Synchronization

Mame Permission Level 2
Default Custom
Julia Morog Reviewer
Anonymous Maone
Lol S [, &
< >
Add... Remove Properties...

Permissions
Permission Level: | Reviewer ~

Read Write

MNone [ create items
O Free/Busy time D Create subfolders
O Free/Busy time, [ edit own
subjedt, location I:‘Edit all
(®) Full Details
Other Free/Busy...

Delete items Other

@None DFoIder owner

OOwn DFoIder contact

OAII Folder\rlsmle

7. Select OK
8. Complete the integration in Starfish

Starfish Calendar Integration

1. Open Starfish
2. Select the Menu button in the top left corner of the screen

8%, Appoinmment || # Group Session || #aEvent || # Scheduling Wizard || @yReserve Time

Announcement:

Welcome to Scafilih! Review your Institutional Profile (select the main menu, top left of screen, then select your name).
When updsting yoUllerofile, keep the Title Section under your name blank. [f you want students © know your titls, place that infermatien |

Progress Survey Admilletration Dates: First Quarter: Sept 10 to Sept 15; Full Semester: Sept 24 to Oct 8; Second Quarter: Nov 5 to Nov 10.
Starfish Resources.

Starfish Feedback Form

Use the Form if you have questions or need assistance with Starfish.

Appaointments a

7 Batch Sent It

No items to display

0 lemsin the last 30 days

4 Copyright © 2008-2021, Starfish Retention Solutions, Inc. U.S. Patent No. 8,472,862, Additional Patents Pending.

3. Select your name from the dropdown
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4. Choose Appointment Preferences from the menu

Julia Mo

rog
]

Edit Profile

Appointment Preferences

Notifications

Logout

5. Scroll down to the Calendar Sync section
6. Under External Calendar Sync, check the box to allow Starfish to read busy times
7. Choose Save Changes

= Starfish

EDIT PROFILE APPOINTMENT PREFERENCES NOTIFICATIONS

Calendar Sync

Starfish Calendar Sync

Select options to sync from your Starfish Calendar to your External Calendar
Email me calendar attachments for every:

Appoaintment change

Change to my Office Hours and Group Sessions

External Calendar Sync

Sync busy times from your External Calendar to your Starfish Calendar

Outlook Calendar SynEI

A Imporignt: You must share your calendar with starfishcalendar@cortland. onmicrosoft.com
Click by  further Instructions.
Allow Starfish to read busy times from my Qutlook Calendar
CLEAR CHANGES SAVE CHANGES

8. You will receive a pop up saying that your notification preferences have been updated

If you have questions or need additional assistance, please call Advisement and Transition at
607-753-4726 or email advisement@cortland.edu. Thank you.

5 | Page
Last Update: 8/17/2021


mailto:advisement@cortland.edu

	Calendar Sharing using Microsoft 365 Webmail
	Outlook 2019
	Starfish Calendar Integration

