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Add holidays to your calendar

When you first use Outlook, there aren't any holidays on the Calendar. But you can add holidays for one or more
countries.
Add Holidays

1. Click File > Options > Calendar.

2. Under Calendar options, click Add Holidays.

 Add Holidays...

3. Check the box for each country whose holidays you want to add to your calendar, and then click OK.

Select the locations whose holidays you
would like copied to your Outlook Calendar:

Tunisia ~
Turkey

Ukraine

United Arab Emirates

United Kingdom

United States

Uruguay

Venezuela

Vietnam

Yemen
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If a country's or region's holidays are already added to your calendar, the box for the country is checked in the Add
Holidays to Calendar dialog box. If you click OK, the holidays are added and duplicates are created.
Notes:
= The holiday information provided in Outlook for Microsoft 365, Outlook 2019, and Outlook 2016 includes
Gregorian calendar years 2016-2026. If you're using a hon-Gregorian calendar, holidays that occur during the

same time period are included.
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= If you have installed one of these Outlook versions but aren't seeing holiday dates through the year 2026, you
may need to delete any existing holiday information from your calendar using the steps below, then ensure you've
installed the latest updates for Outlook and re-add the holidays to your calendar.

Delete holidays

= From your Calendar, choose View > Change View > List.

= Inthe Arrangement group, choose Categories. This will sort all of your events by category.

= Scroll through the list of events until you see the Holidays category.

= Select one or more holidays. Holidays are sorted by location, which arranges all holidays by country. Once you've
selected the holidays you want to delete, choose Home > Delete.

= To return to your normal Calendar view, choose View > Change View > Calendar.

Export an Outlook calendar to Google Calendar

When you export your Outlook calendar to Google Calendar, you’re exporting a snapshot of the calendar. Any changes

you make to your Outlook calendar won’t automatically be reflected in Google Calendar.

Export your calendar from Outlook
1. In Outlook, open the Calendar, and select the calendar you want to export.
2. Click File > Save Calendar.

©

Account

Open & Export
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gk Add Account
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Account d
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3. Use the default name or type a name for the iCalendar file in the File name box.
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You'll see a summary showing the calendar name, date range, and detail level next to More Options. If you're satisfied
with the summary, jump to step 7, otherwise continue with step 4.
4. Click More Options.
5. Click the Date Range arrow, and choose the amount of calendar data you want to include in the iCalendar file or
click Specify dates to enter a custom date range.
Tip: If you choose a large date range or select Whole calendar, you might create a large iCalendar file, which

can take a while to generate.

Specify the calendar inf onmation you want to indude.

Date Bange:  specity dates. ~

Start: | Wed Bi2072M3 [w] End: |Thu 302014 [w
Detaik E | Limited details

I Ingludes the sailabity and subjects of

g calapdar items cnly v

Achvanced: e

o [ one

6. Click the Detail arrow and, choose the amount of detail you want to show.

7. Click OK, and then click Save.
If your calendar is empty, you'll see a message giving you the option to cancel saving the iCalendar file.
Import the calendar into Google Calendar

1. Log onto your Google Calendar account.

2. Atthe top of the page, click the Settings wheel > Settings.

. anneweiler@gmail.com »
pnth 4 Dayzs  Agenda More = u - |

Display Density:

Comfortable
Cozy
Compact

Settings

Help

Updated 01.22.2021 ISD Service Desk 714.509.4457




. Microsoft Resources
(’ CHOC Outlook d
Outlook - Calendar: Customize Calendar

Along the left side of the screen, select Import & export.
Click Select file from your computer.
Pick the file that you created when you exported your calendar from Outlook, and then click Open.

o g &~ w

If you have multiple Google calendars, use the Add to calendar drop-down box to pick the calendar you want to
receive your imported items, and then click Import.

7. Click the back arrow at the top, left corner of the screen to return to your calendar.

View multiple calendars at the same time

You can see multiple calendars at the same time side-by-side or combined into a stacked overlay view to help you see
availability across calendars.
Open a calendar in a new window

1. In Calendar, in the Navigation Pane, right-click the name of the calendar that you want to view.

2. Click Open in New Window.
18 19 20 21 22 23 24

= ; :
25 26 27 28 29 31013 Open in New Window N 1
FZl New Calendar... >
April 2018 Hide This Calendar
SU MO TU WE TH FR SA[ER 0 eray
1 3 4 5 6 74
% Color ’

I Rename Calendar

22 23 24 25 26 27 28 Copy Calendar

22 30 1 2 3 4 3§ Move Calendar

8 7 8 9 10 11 12 g Delete Calendar ]
4  Move Up

4[] My Calendars
Calendar
School calendar
Soccer practice

¥  Move Down
w:  Sharing Permissions

Properties...
L]

Open a calendar in side-by-side view
= In Calendar, in the Navigation Pane, select the check box of another calendar that you want to view.

The calendar that you selected opens next to the calendar that already appears.
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1. In Calendar, in the Navigation Pane, select the check box of another calendar that you want to view.
The calendar that you selected opens next to calendar that is already displayed. Each successive calendar opens
next to the one most recently opened.

2. Onthe calendar tab, click View in Overlay Mode.

" School calendar ¥

S view in Overlay ModeF WED

25 26 27 28

That calendar is now in overlay mode with the one you opened first — usually your default calendar.
3. To add another calendar to the overlay, repeat step 2.
Remove a calendar from the overlay stack
1. In Calendar, on the tab of the calendar that you want to remove from the overlay stack, click View in Side-by-
Side Mode.

B Calendar X ﬁ School calendar
SUN MON |View in Side-By-Side Mode ED
25 26 27 28

The tab moves back to the right. The calendar that you selected no longer appears in overlay mode.

2. Toremove a calendar from view, clear its check box in the Navigation Pane or click Close on the calendar tab.

For more information, please refer to the Microsoft training resource page HERE
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