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Under “My Calendars” right Click on the calendar you are trying to hide
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Click “Sharing Permissions...”
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Under Permissions select one of the following

“Canview when I’m busy” people will see the event but only shows busy without details of
the event.

“None” people will not see any event on your calendar
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General Permissions Synchronization

Currently sharing with:

Name Permission Level

My Organization Can view when I'm busy

Add... Remove

Permissions

Changes you make to these permissions will apply to all users in
your organization.

(O None

© Can view when I'm busy

O Can view titles and locations
(O Can view all details

O Can edit




