
 

Step 1 – Go to School 

Website and click the 

Calendar icon 

Step 2 – Click the ical icon 

Step 4 – Open Outlook.  At 

the bottom left select 

Step 5 – Outlook 2010 on the 

home tab click Open Calendar 

and click From Internet 

Step 5 – Outlook 2007 at the top 

click Open Calendar and click From 

Internet.  Then click Internet 

Calendars.  Then click New 

Step 3 – Click “Copy URL to Clipboard” 

Step 6 – Paste (Ctrl +V or right click paste) 

the ical subscription URL and hit OK 

Step 7a – Outlook 2010 only 

click Advanced do 7b then 

click yes 
Step 7b – Folder Name = your 

preference  then click OK 


