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How to sync your Outlook and Student Hub Calendars (recommended)

Step 1: On the upper right-hand side, click your profile icon (could be your picture or could

be the UNM Logo depending on your customization and click Settings:
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Step 2: A menu of options will appear on the left-hand side, select Connected Accounts

and then select Email and Calendar Accounts.
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Step 3: Email and Calendar Accounts
In the section marked Connected Accounts, click New Account: ‘

ﬂ Email and Calendar Accounts

n Connected Accounts

You have no connected accounts




Step 4: Connect Account

Welcome to
Smarter Email and Calendar

Einstein Activity Capture boosts your productivity when working with emails and calendars.
+ Capture emails automatically in the activity timeline.
+ Sync contacts and events between your connected account and Salesforce.
* Collaborate with your colleagues by sharing activities.

To get started, connect your Google™ or Microsoft® account to Salesforce. Tell Me More

Step 5: Terms for Sharing Emails and Events
Check the acknowledge box and click Next.

Terms for Sharing Emails and Events

To continue, please review and accept this agreement.

By connecting your email and calendar account to Salesforce, you allow your emails and events to be
added to Salesforce to provide and improve the service. By default, your emails and events are shared with
everyone in Salesforce. At any time, you can update how your emails and events are shared. You can also
disconnect your account at any time. If you do so, previously-added emails and events remain in
Salesforce

For your privacy and convenience, your organization is set up so that:

For emails added to Salesforce, the sender, recipients, participants, date, and insights
based on the emails may be shared with all Salesforce users in your organization

7] I've read and understand these terms,

Step 6: Connect Your Email and Calendar to Salesforce

This is sharing access with the system to your emails — this DOES NOT mean that anyone in
the system can read your emails or you are making them public. As meeting invitations are
sent via email, this allows the system to pull that information. Select Connect My
Office365 Account as that is the appropriate one for LoboMail.

Connect Your Email and Calendar to Salesforce

O Review our terms and services

[ Connect My Google™ Account \

| [ Connect My Office365™ Acco@l ‘

| Connect My MS Exchange™ Account \

Step 7: You will be directed a new menu to select which account to link and select your
UNM account. It will follow general login confirmations.

BS Microsoft

Pick an account

Lobo Louie
Izl fakeacct@Qunm.edu

Signed in




Step 8: When you are synced, it should look like this:

a Email and Calendar Accounts
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Office365  Your Connection
fakeacct@unm.edu

How to share your calendar

Step 1: Go to your calendar by clicking the main drop down menu on the upper left.
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Step 2: On the right-hand side, go to the area marked My Calendars and click the drop-
down caret next to My Events:

. My Events E] . My Events * E]

Other Calendars Other Calendars
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Step 3: From the drop down menu, click Share Calendar

My Calendars
My Events E]

Show Only This Calendar

Other Calenda
Share Calendar
Danielle Iz

Step 4: Share Calendar

Share With —type in the person you wish to share with and please make sure that you have
the correct name AND professional title. This is especially critical because if someone is
both a staff member and a student, selecting the wrong one will determine their ability to
view your calendar via Student Hub.




Share Calendar

Share with *Access

Jennifer Lucero Q l Select an Option

B R Access Descriptions
Q,  "Jennifer Lucerc" in Pecple

Jennifer Lucero
Strategic Support Manager

Jennifer Lucero

B Jennifer Lucero

The system will allow you to select multiple people at one time.
[X ]

Share Calendar

Share with *Access

Search People... Q Select an Option

E Jim Williams > B Rachel Perovich Access Descriptions

B Sarah E. Dominguez *

> Whao Has Access

Cancel Share

Access — Because anyone can add someone else’s calendar, event descriptions are hidden
unless you grant access to view your details. They can add an Event to invite you, but they
cannot edit your actual calendar.

Share Calendar

Share with *Access

Selert an Ointinn

B Jim Williams < B Stephanie Hands <

| Show Details and Add Events

» Who Has Access

Cancel Share

An alert will appear at the top to confirm it has been shared.

0 Calendar shared with 2 user(s).

How to add the calendar of another user




Step 1: Go to your calendar.
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Step 2: On the right-hand side, go to the area marked Other Calendars, click the gear
symbol and a drop-down will appear to Add Calendars:

My Calendars

. My Events \B

Other Calendars

Rachel Perovich

Sarah E. Dominguez
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Step 3: Select the person whose calendar you want to view - please make sure that the you
have the correct name AND professional title. This is especially critical because if someone
is both a staff member and a student, selecting the wrong one will determine if you can

view the calendar. Selectthe person and hit Add.

Add Calendars

Select Calendar Type

[B v daniellei

Q, “danielle is" in People

Danielle Isabelle-Berrien
Academic Advisement Coord

Add Calendars

Select Calendar Type

B Danielle 1sabelle-Berrien

() To remove the selected record, press Backspace or Del.

Cancel

NOTE: If the other user did not grant you viewing permissions, you will have a limited view,

identifiable information may not appear.
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am
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pm by
2-330pm
busy
230-3:30pm

Viewing Options

All calendars you have added will appear in this menu. To select whether to view or not,
click the box next to their name.

My Calendars

. My Events

My Calendars

. My Events

Other Calzn Other Calen

Danielle Isabelle-Berrien Danielle Isabelle-Berrien

Rachel Perovich Rachel Peravich

- Sarah E. Dominguez Sarah E. Dominguez

Shannon Saavedra

i Stephanie Handq

Shannon Saavedra
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Stephanie Hands
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When you click the drop down caret next to the person’s name will apear that gives a few
custom options: Show Only This Calendar, Add Event, Remove Calendar, and Choose
Custom Color.

Other Calendars

Caniellz Isabelle-Berrien E]

Rachel Per  Show Only This Calendar
Sarah E. D Add Event

Shannon € Remove Calendar

Stephanie

Choose Custom Color




As you add people, it will add them to your current view. As most keep their calendars on
the weekly view, it can be a bit overwhelming so here are the steps to look at the calendars

from different views.
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On the upper right of your page, there is a calendar symbol. When you click it, you get
different view options: Availability, Day, Week, Month, Table.
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12am leave for Cali 8 9 Table 13
1 2 3 4 5 B 7 15 16 17 1@ 19 20

Availability — this is recommended for multiple calendar view. It’s only for a single day but it
puts each user into their own column for ease of viewing.
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Day - Slngle day view dlsplays all calendars.
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Month - limit of 500 events for the month but you can click on the +More hyperlink for a pop

out view.

a search.
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Table —this will list everyone or selected calendars events for the entirety of the calendar in
a table list view that can be searched for details and customizable margins for view.
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. Recently Viewed v E]
50+ ftems + Sorted by Start Date & Time » Updated a minute ago.

StartDate &Ti.. T\  End Date&Time | Subject

1 12/4/2025, 8:00 AM 12/4/2025, 10:00 AM Snow Delay

2 12/8/2025, 12:00 PM 12/8/2025, 1:00 PM Block
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