
How to Add Event to your Calendar? 

Open the event detail page, click on the Export button and select iCal, then save the

ical.ics file to your desktop.

1. Using Outlook Web's Built-In ICS Import (RECOMMENDED):

a. Open https://outlook.office365.com/

b. Go to the left navigation and click Calendar.

c. At the top, click "Add calendar".

d. Select "Upload from file".

e. Choose your .ics file.

f. Select which calendar to add the events to.

g. Open the event, set the reminder and close.

2. Opening ICS Files in Outlook (a-d are one-time setup):
a. Open Windows Settings → Apps → Default Apps.

b. Scroll down to "Choose defaults by file type".

c. Find .ics in the list.

d. Change the default app to: Classic Outlook (recommended)

e. Double click on your .ics file, set the reminder, then save 
and close.

https://outlook.office365.com/



