Instructions for Granting a Group Access Right to your Calendar

To grant access permissions to a large group of people all at the same time do the follow:

1) Go to the Access Rights option on the Tools menu in Oracle calendar.

2) Click on the Viewing tab.

3) Click on the Magnifying Glass icon on the lower-middle right of the window.

4) Click on the Groups tab of the Directory Search window that comes up.

5) Type the group organization prefix (such as "_OAR HQ") in the group name field and check the Public box under that field, and then click the Search icon.

6) Select a group of users that you want to add access for (note very wide distribution lists, such as the _OAR HQ 11th Floor Employees list, do not list all of their members because they are actually lists of other lists with very few actual members).

7) Once you have a list selected (like “_OAR HQ Information Management Division”) you will see the list of that groups members displayed in the lower left window.

8) Click the >> Add All button in the lower center of the window.

9) At this point to can select other groups and add their members the same way (follow steps 6-8 above).

10) Click OK and you will be returned to the Access Rights window.

11) All of the names you selected will appear in the box at the bottom of the window.

12) Select the top name on the list and then scroll to the bottom of the list and the hold the SHIFT key and click the bottom name (SHFIT+click).  This should highlight all of the names on the list.

13) With all the names highlighted set the access rights for your calendar the way that you want them in the top part of the window.

14) Clicking on each name individually will allow you to set the permissions for just that user.  You can also highlight a name and use the CTRL key and click (CLRT+click) to highlight names individually on the list.

15) Once all the access permissions are set the way you want click OK.
16) Changes to calendar access rights take about 5 minutes to go into effect.
