How to let all people see your "Normal" calendar entries (so you don't have to manually set your calendar entries to Public): 

1) From the Tools menu, choose Access Rights... 

2) Click on the Viewing tab 

3) In the Normal Entries row, click the View Entries check box 

4) Click OK 

Now when you add any meeting, day event, or note with the default Normal access level, everyone will be able to see it. All personal or confidential items will still remain "View times only."

