How to import your calendar

¢ Download the file called ‘College Calendar (2011 Term4)’ or ‘Prep Calendar (2011 Term 4)’ — save
it to your Documents folder

Microsoft Outlook

e Open Microsoft Outlook
¢ Click File, Open — the following window is displayed:
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¢ Click Import — the following window is displayed:
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¢ Select ‘Import an iCalendar (.ics) or vCalendar file (.vcs)’ — the following window is displayed:
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¢ Double-click the file you want to import — the following window is displayed:
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Do you want to open this calendar as a new calendar
\ or import its items into your calendar?
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¢ Click ‘Import’ — the calendar will now appear in your Outlook Calendar




