
How to Access Assessment Calendar in Outlook (Application)

Step 1 –
Navigate to 
Calendar in 
Outlook



Step 2 – Click Add Calendar Step 3 – Click Open Shared Calendar…



Step 4 – Search CUSD Assessment 
Team and press Enter

Step 6 – Select CUSD Assessment Team



Step 6 –Locate CUSD Assessment 
Team in your list of calendars



Step 7 – click View

Step 8 – click Overlay



The CUSD Assessment Calendar will overlay on top of your personal calendar and is set to VIEW only.



How to Access Assessment Calendar in Outlook (Web-Based)

Step 1 –
Navigate to 
Calendar in 
Outlook



Step 2 –
Select Add 
calendar



Step 3 –
Select Add 
from 
directory

Step 4 – Type CUSD Assessment 
Team in the search field

Step 5 – Select where you want 
the calendar added

Step 6 – Click Add

Step 7 – Locate the CUSD Assessment Calendar from your list of calendars to toggle on and off


