
How to Add School Calendar to Microsoft Outlook 

Outlook.com / Microsoft 365 web 
For additional support and information, visit Outlook.com 

 
 

1.​ Go to Outlook.com. and sign in.​ ​  

2.​ In the left sidebar, click the “Calendar” icon. 

3.​ Click “Add calendar” (usually left pane or top toolbar)

. 

 

4.​ Select “Subscribe from web”. 

5.​ Paste the copied URL.  Name your calendar and choose a color/icon. 

6.​ Click “Import” or “Save”. 

 

https://support.microsoft.com/en-us/office/calendar-in-outlook-com-7c4bacbd-4415-4250-ac84-a83ef4f63741
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