User can’t see free/busy information after mailbox is migrated to Office 365

Who:

Email account owners

Why:

Email account has recently been migrated to Office 365, now your availability can’t be viewed by
others

Follow these steps to verify Default Calendar Permissions are set to Free/Busy time or Free/Busy time,
subject, location.

1. Open Outlook and click Calendar icon(normally located at bottom of window)
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2. Click Calendar Permissions
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3. The Calendar Properties window will open. Now verify Default Permission level “Free/Busy
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If Permission Level is set to “None” as in the picture above



5. Click Permission Level drop down menu to change it from “None”
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6. Select one of the “Free/Busy time” options
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7. Click the “Yes” button on the Microsoft Outlook Alert window that opens
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8. Click “OK”
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9. Have another user verify they can see your availability

If users still can’t see your availability after perform steps above. Follow the steps below to remove the

user and add them back.



Remove the individual from your calendar permissions.

1. Click to highlight user to be removed from permissions list
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2. Click “Remove” button
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Now add the user again

1.

Click “Add” button
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2. Enter name of the user to be added
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Title Business Phone Location

| Mame

ﬂ Warren, Jake [MU-5tudent) [(573) 230-2489
a Warren, Jake [UMSL-Student] (219) 840-2323
a Warren, Jamie (Student) (281) 463-8819
a Warren, Janelle (UMSL-5tudent} (314) 939-7214

a Warren, Jazmyn [UMKC-5tudent] Alumnus

a Warren, Jeffrey (e01) 201-9320
a Warren, Jena [MU-5tudent] Junior (660) 654-1424
a Warren, Jeremy A. (UMKC-5tude... Freshman (314) 757-8013
& Warren, Jessica [650) 631-7122
& Warren, Jessica B. [UMKC-5tude... -

a Warren, Jessica May (MU-5tude... Alumnus

a Warren, Jimmy [S&T-5tudent) Freshman (314) 209-2836
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3. Verify the correct user to be added is highlighted
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ﬁ Warren, Jena (MU-5tudent) Junior (660) 654-1424
ﬁ Warren, Jeremy A, (UMKC-5tude... Freshman (314} 757-8013
& Warren, Jessica [650) 631-7122
& Warren, Jessica B, [UMKC-Stude... -
ﬁ Warren, Jessica May (MU-5tude... Alumnus
; Warren, Jimmy [S&T-Student) Freshman (314) 809-2326
& Warren, Jo-Anna INSTRUCTOR, ADJUNCT (816) 235-2245
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4. Click “Add ->” button
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3. Click Add




5. Click “OK” button
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a Warren, Jake [MU-Student [573) 230-2489
- - . -
.: Warren, Jakg [UMSL-5tudent) 2. Verify Correct User (219) 840-2323
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a Warren, Jeremy A, (UMKC-5tude... Freshman (314} 757-8013
& Warren, Jessica [650) 631-7122
& Warren, Jessica B, [UMKC-Stude... -
ﬁ Warren, Jessica May (MU-5tude... Alumnus
a Warren, Jimmy [S&T-Student) Freshman (314) 809-2326
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6. Adjust Permission Level
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