
Add a Shared Mailbox Calendar in Outlook on the Web 

1. Open Outlook on the web and sign in with your Microsoft 365 account.  

2. Click the Calendar icon on the left side.  

3. In the calendar pane, click Add calendar.  

1.  

4. Select Add from directory.  

5. In Select a person, group, or resource, start typing the name of the shared 
mailbox. 

1.  

For your example, search for: 
financialaidoperationscalendar@point.edu 

6. The address may not show up, but click on “Use this address” anyway. 

7. Under Add to, choose where you want it displayed. My calendars is usually a good 
choice.  

8. Click Add.  

The shared mailbox calendar should now appear in the left-hand calendar list. Check the 
box next to it to display its events alongside your own calendar. 


