SharePoint 2010 Calendar Creation
(Basic instructions with preferred options for MRMC Events Management Site)
The following brief instructions can be used to create a calendar in SharePoint 2010.  Note that in SharePoint, a calendar is just one type of list, and so these instructions can be used to create any list or library in SharePoint.  
In order to complete these steps, a user must have “Create List” permission within the site.   Users who have been assigned “Full Control” or “Design” permission level will possess the specific permission.

Navigate to the target site, where the calendar should be created.

Select “Site Actions – More Options” from the top ribbon menu.
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Migration Notes

Permissions Status (click here)

For all calendars, all recurring events migrated. For non-
recurring events, content migration from PST was as follows.
Note that in cases where not all events were migrated, very old
events were skipped for efficient SharePoint and SharePoint-
Outlook operations.
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This will open the “Create” dialog page.   Select the Calendar template.
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Then click more options to add some additional details about the calendar configuration …
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Enter a title and an optional description.  

For calendars within the MRMC Events Management site, it is probably best to deselect the option to display the calendar on the Quick Launch (left navigation menu).  Due to the number of calendars, it’s probably best to reserve using the left navigation area for multiple calendar overlays.

Leave the group calendar options deselected.  
Click Create.  The calendar is created and you’re presented with a view of the current month, with the top tool bar activated.  
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Note that the calendar is created with access permissions inherited from the host site.  In some cases, such as within the MRMC Events Management site, you may want to break inheritance and assign unique permissions to the calendar. Follow the below procedure to define unique permissions for the calendar.
On the top ribbon, over to the right side, select “List Permissions”.
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On the top ribbon, left side, select “Stop inheriting permissions”. This will break inheritance, and refresh the display to view unique permissions assignment.
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Note that the inherited permissions are used as the initial set of unique permissions.  
Also note that there is a check box to the left of each group or user listed AS WELL AS to the left of the header row.

Select the check box next to the header row to select all rows.
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Then deselect the individual rows for: Group Owners ; MRMC Owners ; MRMC Visitors ; MRMC Webteam  ;  and for MRMC_Event_Management_Owners.
Then, from the top menu, select “Remove User Permissions”.
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W USAMRMC_RAD4OPEN (c:0+.wls-1-5-21-420750453-732723933-745807249- 1486 16) Domain Group Limited Access
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The page refreshes to show the updated permissions.
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At this point you can assign new permissions. Select “Grant Permissions” from the top ribbon.
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This opens the “Grant Permissions” dialog.
[image: image11.png]https://mrm

Favortes s [I Howto Creste s NewSQL.. &) BMC Remedy Mid Tier7.5... [ MRMC - Home ] USAMRMC Intranet Home @) Home - MAX Federal Co... ] My DCO [ 1AVM Summary Board. [7] Home - Biz Intllignce [E) Google

Permissions: Test Calen... X -8 -=

Grant Permissions. )

i I B R B e e B e |

| Protected Mode: Off @~




Click the “open book” icon below the “Users\Groups” field to search SharePoint and Active Directory for individual or group names.
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Once you have located the correct group or person, select/highlight the name in the results set and click Add.
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Then click OK to return to the “Grant Permissions” dialog.
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Select “Grant Users Permissions Directly”, then select “Contribute”, and de-select “Send Email”.  

Note that in most cases the set of permissions called “Contribute” is adequate. This will provide permissions to view and edit events. If more advanced calendar settings such as approvals are assigned, other permissions may be needed.
Note that de-selecting “Send Email” is typically desired if you would rather the first communication to assigned users be by other means.  Sometimes, such as in cases where you have already completed communications with the users, you may allow SharePoint to send the notification.  The notification is a brief message with a link to the calendar included.

Click OK to complete the process of adding permissions and return the page focus to the View permissions page.
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At this point calendar creation and permissions assignment is complete.  You may wish to edit other site pages, to provide additional announcements and links to the new calendar.
