Flinders

University QRG - Sync CNHS Calendars to Outlook

Why sync CNHS Calendars to Outlook?

You will see events scheduled for the College including academic dates, staff events, committees,
regular meetings, course review and accreditation meetings, events, seminars, and workshops. You
can also sync key student and research dates, and Public Holidays for South Australia.
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4. Navigate to your calendar.

On Outlook for Web, click 24 5 6 7 8 9 10 1

on the “Add calendar”
button, below the date
selector.

On Outlook desktop
navigate to your calendar
and click on the “Add”
symbol, and then choose
“From Internet”

5. Choose to subscribe to the
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Add calendar Subscribe from web

calendar.
@ Recommended
On Outlook for Web, once
you have clicked on “Add
Calendar”, a box will
appear with multiple
options to add a calendar,
choose subscribe from
web.

@ Add personal calendars

7 Editmy calendars

Create blank calendar

@ Subscribe from web

Then paste the iCalendar
web address you copied
previously. 1

Mew Internet Calendar Subscription

On Outlook for Desktop,
once you clicked on “Add”,
“From Internet” a dialog
box will appear where you
paste the iCalendar web
address you copied
previously. Click “Ok”.

6. Show/Hide Calendar

« [m] My Calendars
The calendar will now be

added. To show or hide the o

calendar click or hide the CNHS Executive Officer
calendar by clicking on the

coloured circle or check Australia holidays

box. Birlhdays

You can change the colour CNHS Event and Activ...

of the calendar by clicking
on the three dots that will
appear to the right of the
calendar title on the Web,
or right clicking on the
calendar title and choose
“colour” on the Desktop

app.
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Enter the location of the internet calendar you want to add to Outlook:

| Example: webcal/'waw.example.com/calendars/Calendar.ics
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o subscribe to below. Any edits that the author of the calendar makes will be updated automatically.

Cancel

My calendars
Calendar

CNHS Executive Officer
Australia holidays
Birthdays

CMHS Event and Activ...
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