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How to Share a Calendar from your Mac



Step 1 - Open the Calendar app.



Step 2 - If you don’t see the list in the Sidebar click Show Calendar List.



Step 3a - Position your curser over the calendar you want to share. 
Step 3b - Click on the symbol that appears to the right.
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Step 4 - Click Share with: and add the person or group email.

In order for the 
person you are 
sharing with to 
be able to edit 
the calendar 
they will need 
to have an 
iCloud 
Account.  

This is not to 
be confused 
with an iCloud 
email address 
which they DO 
NOT need.
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Step 5 - By clicking the question mark to the left of the name you can change privileges granted.
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If the person you are sharing with does not have an iCloud account you can still share the calendar 
by clicking Public Calendar and sharing the link. In this case the other person will not be able to edit it.
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The invitee will receive an email like this. You can ignore it.  
It’s just letting you know you have an invitation.

If you click on this 
you’ll be disappointed 
as it does nothing.

Join Kay Smith’s “Home” calendar?



Instead, the person receiving the invitation should check their Calendar Inbox.



Clicking on the inbox will allow them to Join the Calendar.

Kay Smith 

invited you to a

shared calendar.



If it doesn’t work the first time you can always try to Invite Again.

Calendar User Manual
https://support.apple.com/guide/calendar/welcome/mac/
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The process is 
similar on iOS 
and iPadOS. 

In that case, the 
receiver’s inbox is 
located in the 
lower right 
corner.

https://support.apple.com/guide/calendar/welcome/mac/
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How to Share a Calendar from your iPad or iPhone



Step 1 - Open the Calendar app.
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Step 2 - If you don’t see the Calendar list on the iPad  
click the Calendar icon.

On the iPhone click  
Calendars
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Step 3 - Click on the information symbol that appears  
to the right of the calendar you want to share.
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Step 4 - Click Add Person
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After you’ve added a person you can 
turn off the ability for them to make 
changes to the Calendar. This is the 
same on both the iPhone and iPad. 

In order for the person you are 
sharing with to be able to edit the 
calendar they will need to have an 
iCloud Account.  

This is not to be confused with an 
iCloud email address which they DO 
NOT need.
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If the person you are 
sharing with does not 
have an iCloud account, 
you can still share the 
calendar by scrolling to 
the bottom and clicking 
Public Calendar and 
then sharing the link.  

In this case the other 
person will not be able 
to edit it.



The invitee will receive an email like this. You can ignore it.  
It’s just letting you know you have an invitation.

If you click on this 
you’ll be disappointed 
as it does nothing.

Join Kay Smith’s “Home” calendar?



Instead, the person receiving the invitation should check their Calendar Inbox.
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Clicking on the inbox will allow them to Join the Calendar.

John Smith invited you to a

shared calendar.

John Smith invited you to a

shared calendar.


