Calendar Subscription Guide

Step 1: Go to Outlook for Web and login with your account credentials.
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Outlook on the web

Connect. Organize. Get things done.

Sign in to Outlook >

Get the Outlook app for iOS and Android

Download now >

Step 2: Once logged-in, press the calendar icon on the left corner of the

screen.
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Step 3: Now press the 'Add Calendar' option that is found below the
smaller calendar on the left.

i Outlook L B L ©)

= Home View Help

(5 Day v [E) Workweek (i) Week = [ Month = Filter ~ Share @ Print

V2023 November T & Today 2023 November - Wed, Nov 15

S M T WT F s
Tuesday Thursday
12 3 4
02

5 6 7 8 9 10N

2 1 14@16 17 18

[ Add calendar

Add calendar

My calendars

Calendar Nothing planned for the day

Enjoy

Step 4: Anew window titled 'Add Calendar' should have opened. Select
the 'Subscribe from Web' section. Paste this link (right click -> copy
link) on the blank space and customize the calendar. Once done, press
‘Import.’
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Step 5: Now, you may freely browse the calendar within your account.
Note: Changes made by the owner will be reflected on your account
within a period of 3 hours since the update and you must be connected
to an internet source for them to appear.
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