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How to share MS Outlook calendar with Google

Within MS Outlook you have the options to share your calendar with Google calendar. This guide
with explain how to send out an invitation and how to set it up in Google.

Step 1: Sending out invitation to Google.
1. Open MS Outlook

2 Search
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“ReplyAll Lo~
> Forward ]+
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» Conversation History
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RSS Subscriptions

Search Folders
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This folder is up to date.  Connected to: Microsoft Exchange U@l Display Settings
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3. Scroll down to my Calendar and select 4. Right click on the calendar and select
the calendar you wish to share. Sharing Permissions.
S Y P S e o I G Y
% June 2023 New New  New Today Next7 Day Workit
Q Appointment Meeting Items ~ Days Weel
v MO TU WE TH FR SA SU R e o
29 30 31 1 2 3 4 & <
4 June 2023 > Today || < | >
5 6 7 a g 10 1 v MO TU WE TH FR SA SU
12 13 14 15 16 17 18 29 30 31 1 2 3| [ OpeninNewWindow
19 20 21 22 23 24 25 5 6 7 8 9 10 [ NewCalendar..
12 13 14 15 16 17
26 27 28 EEN 30
19 20 21 22 23 24 »
26 27 28 pEN 30 |:
Jl.lly 2023 ) Colour >
MO TU WE TH FR SA SU July 2023 ry
MO TU WE TH FR SA
1 2 - By Copy Calendar
3 4 5 6 7 8 9 3 4 5 6 7 8| 0
10 11 12 13 14 15 16 CERUNRCRN R
17 18 19 20 21 22
17 18 19 20 21 22
24 25 26 27 28 29 © Move Down
24 25 26 27 28 29 11 2 3 4 5 ~
o B [a] My Calendars Bl properties
[] Calendar
v [m] MY Calendars [[] United States holidays ‘
|| Calendar [ Birthdays
[T] United States holidays
[] Birthdays
5. Click on Add.
Calendar Properties >

General AutoArchive Permissions

Currently sharing with:

Synchronisation

MName

Permission Level

My Crganization Can view when I'm busy

@" Add
Permissions

Remove

Changes you make to these permissions will apply to all users in

your organisation.

(O Mon

@ Can view when I'm busy

O Can view titles and locations

14

() Can view all details

OCan

edit

OK

Cancel Apply
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6. Enterin the Gmail address that you wish to share your calendar with.

ICT Training Material

Add Users X
Search: OAII columns @Name only Address Book:

=+ | X Offline Global Address List - Karen.Hughes -~ Advanced Find
| MName Title Business Phone Mu... Location Department Emi

£ 39BoynelLodgeDrogheda

1% 48GarrybawnDundalk

£, 4FernsGroveBlackrock

22 45outhend

2 65trandhillClogherhead

22 TSNES

&5 B4WestcourtDrogheda

£ 9BeechGroveCastleBellingham
AAD Group Writeback Test
AAD-Intune-5)-Users

8 Aaron Mcshane

0 Aaron Osullivan

0 abacus winscribe

0 Abbey Harley Peters

0 Abbie Higgins

0 Abbie Smylie

8 Abdul Yusuf

8 Abhilash Appukuttan

O Abi Shittu

£

Murse
Care Assistant

Social Care Worker
Student Murse
Health Care Assistant
Health Care Assistant
Staff Murse

Health Care Assistant

01 2771400
064 6644133

01-6016623
01 2771400
MWA

01-6288161
01-6238161
01-6238161

5JOG Hospital

Kerry Services
Rathgar

Liffey Services Kildare
5JOG Hospital

MNaorth East Services
Liffey Services Kildare
Liffey Services Kildare
Liffev Services Kildare

Mursing
Group Home Tul...
Lucena
GHR 92 Castleda...
Mursing

80,81,82 Gort na...
CBR Cill seilin
CBR Cill seilin
CBR Cill seilin

Add ||_Sjogm5365@gmail.com |

7. Click OK when done.

Add Users X

Search: OAII columns @Name only Address Book:
= || X Offline Global Address List - Karen.Hughes -~ Advanced Find
| MName Title Business Phone Mu... Location Department Emi
on a 2
1% 365trandhillClogherhead 3
2 39BoyneLodgeDrogheda 3
1% 48GarybawnDundalk 4
1% 4FernsGroveBlackrock 4
£ 4Southend 4
£ 65trandhillClogherhead 6
15 TSNES 7
£ 84WestcourtDrogheda 8
1% 9BeechGroveCastleBellingham 9
AAD Group Writeback Test A
AAD-Intune-5)-Users A
8 Aaron Mcshane Murse 01 2771400 510G Hospital Mursing A
8 Aaron Osullivan Care Assistant 064 6644133 Kerry Services Group Home Tul... &
2 abacus winscribe Rathgar Lucena a
8 Abbey Harley Peters Social Care Worker 01-6016623 Liffey Services Kildare GHR 92 Castleda... &
0 Abbie Higgins Student Murse 01 2771400 SJOG Hospital Mursing A
0 Abbie Smylie Health Care Assistant M4 Marth East Services 80,81,82 Gort na... &
8 Abdul Yusuf Health Care Assistant 01-6238161 Liffey Services Kildare CBR Cill seilin A
£ Abhilash Appukuttan Staff Murse 01-6288161 Liffey Services Kildare CBR Cill seilin A
3 Abi Shittu Health Care Assistant 01-6288161 Liffev Services Kildare CER Cill seilin Av
< >
Add sjogms365@gmail.com

J. | OK | | Cancel
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8. The Gmail account is now added.

Calendar Properties X
General AutoArchive Permissions  Synchronisation

Currently sharing with:

Mame Permission Level

My Crganization Can view when I'm busy

sjogms365@gmail.com Can view when I'm busy

k|
Add.., Remaove
Permissions
(®) Can view when I'm busy
O Can view titles and locations
oK Cancel Apply
9. Click OK to finish.
*

Calendar Properties

General AutoArchive Permissions  Synchronisation

Currently sharing with:

Mame Permission Level

My Crganization Can view when I'm busy
sjogms365@gmail.com Can view when I'm busy

Permissions
(® Can view when I'm busy
O Can view titles and locations

_¥
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Step 2: Add iCal to Google Calendar

1. Go to your Gmail account.

0@

Google

Signin
ntinue to Gmail

2. Enter your Gmail account.

Google
Signin

to continue to Gmall ‘_JE

‘( sjogms365@gmail.com ’

Forgot emall?

Not your mputer? Use a private browsing window to sign

n. Learn more

Create account m

| Please note: the above Gmail account is for testing only, please do not email this
account.

‘”f:;.
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3. Enterin your Gmail password.

Google

Welcome
@ sjogms365@gmail.com v @

Enter your password

[]  show password

Try another way Next

4. Click Next.

5. When you log into your Gmail account, you will see the email containing the link we need to
setup iCal.

= M Gmail Q, search mai = ® @ o
ao- ¢
& Compose B
& Primary ©  Promotions & Social
B inbox ?
¥ Stared O + Google Security alert - A new sign-in on W o your Google Account on a Windows device. I thiswa..  RevewActvity» @ B & @ @
@  snoozed Mary Bloggs You're invited to share this calendar - BNt 1 10:03AM
B Sent B sharing_metad, :
O oDrafts @
" Gaogle Security alert - A new sign-in on Windows sjogms365@gmail.com We noticed a new sign-in to your Google Account on a Windows device. f this was you, you don't need o do anyt

v More

Google We're updating a security setting - We're updating a security setting nin with your ph e May & +
Labels +

Google Play Updates to Google Play Terms of Service - Google Play On March 15, 20 Feb 10

The Google Account . John, review your Google Account settings - Hi John, Welcom: sann

Gosgle Security alert - Recovery phone was changed siogms365@gmail.cor san

Autodesk Education Autodesk educational access: Remember to upload your document! - esk

Autodesk Verify your Autodesk account - Verify your email 1o iz

YouTube You can now choose your YouTube handle - Hi Joh channes handle. As & reminder, in most cases, if you siready have 3 personalized URL for yo w2

YouTube Introducing: YouTube Handles - Hi John God, We're writing to let you know that ever the coming weeks YouTube will be introducing handles to make it easier for members of the ¢ 10022

540G Test {no subject) Tomz

M MG-0028PNG M IMG-0029PNG I I
$J0G Test (no subject) o
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6. Open the email.

€« B 0 ® 2 0 & m D < >
You're invited to share this calendar e x (=]
Mary Bloggs <V
tome v

You'll be able to see event titles, times, and locat

c Notice: The in this e-mail is intended only for the person or entity to which it is It may contain ¢ proprietary o legally
privileged information. You must not, directly or indirectly, use, disclose, distribute, print, or copy any part of this message if you are not the intended recipient. If you have received this
email in error please notify the sender immediately and delete this e-mail from your system. Is le haghaidh an duine nd an eintitis a bhiuil sé dirithe chuige amhain até an fhaisnéis a
tharchuirtear sa r-phost seo. Féadfaidh faisnéis rinda, dhilsithe n6 phribhiéid dii a bheith inti. Nil cead agat, go direach nd go hindireach, aon chuid den teachtaireacht seo a uséid, a
nochtadh, a scaipeadh, a phriontdil, nG a choipeail murab tusa an faighteoir beartaithe. Ma t an riomhphost seo faighte agat tri dhearmad, cuir an seoltoir ar an eolas lithreach agus
scrios an riomhphost seo 6 do chéras

[Message clipped] View entire message

7. Using your mouse right click on Add this calendar.

Add this calendar *0’

8. Click on Copy link.

Add this calend

(3 Open link in new tak
] Open link in new windew

Open link in InPrivate window

Open link in Applic ndow

Confidentiality Notice: T
distribute, print, or copy Open link s
dirithe chuige amhain a
phriontall. né a choipea AL

Copy link

[Message clipped]
Adc

One attachment - §

9. Select Google Calendar.
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10. Click on Open in new tab.
CALENDAR
o € Select calendars
E | My calendars

John God

Birthdays

@ Other calendars A
Holidays in Ireland

°

e

+

11. Click on the add icon.

@ @ | ™ Youhavebeenaddedasaguest X | [E Google Calencar-Weekof June X | il Join conversation x | B Signinto yourag

- C (3 hitps://calendar.google.com/calendar/u/0/r

= l2° Calendar Today < > Jun-Jul 2023
l_ SUN MON TUE WED
Create ~
25 26 27 28
GMT+00
June 2023 < > B
s oMoTow .
® o3 s owm o1 2 3
4 5 6 7 8 9 10 9AM

104M

% 2% 27 2

8 19 20 2 2 23 24
1AM
6

12PM
&, Search for people

My calendars ~

26m
John God
Birthdays

Tasks

1PM

e

Other calendars
Holidays in Ireland

https:#/outlook live.com/r...

12. Click on from URL.

o 12PM
=n Search for peog”

Subscribe to calendar

My calendars Create new calendar
John God .
onn e Browse calendars of interest
Birthdays
From URL {
Tasks
Import ?

Other calendars @
Holidays in Ireland "J

https://outlook.live.com/?r...

Terms — Privacy
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13. Paste the URL that was copied above in the URL of calendar box.

& Settings
General From URL
Add calendar A URL of calendar
https://outlook.live.com/?rru=addsubscriptic *@)
Subscribe to calendar

Create new calendar [ Make the calendar publicly accessible

You can add a calendar using the iCal format by its address

Browse calendars of interest
Add calendar
From URL

Import & export

Settings for my calendars
@ John God

@ Birthdays

14. Click Add calendar.

From URL

URL of calendar
https://outlook.live.com/?rru=addsubscriptic

D Make the calendar publicly accessible

You can add a calendar using the iCal format by its address

-®

15. You will now see the iCal added to your Google calendar.

€ Settings

General From URL

Add calendar ~
URL of calendar

Subscribe to calendar

Create new calendar [0 Make the calendar publicly accessible

a calenda e (Cal format by its address
Browse calendars of interest .

Add calendar

Import & export

Settings for my calendars
@ John God

@ Birthdays

Settings for other calendars

@ Holidays in Ireland

@ https://outiook live.co.. @ Q—@’
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