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View Google Calendar with Outlook on a Mac 

 
a) Click here for the calendar links.  
 
b) Right-click to download the calendar(s) which you wish to import. 
 

      
 
c) Name your file and choose the destination folder. Click “Save”.   

 

 
 

 
 

 

https://www.duke-nus.edu.sg/calendar-links-mac-users
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a) Launch the Outlook application. Click on the “Calendar” tab to view existing calendar(s). 
 

 

 
b) Right-click on the main calendar to create new folder.  

Enter the folder name.  
This step helps to minimize the risk of messing up your existing calendars with the new calendars. 
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c) Select and check the new calendar folder created.  
Under the “Organize” tab, click on “Categories”. The dialogue box below will appear.   
 

 

 
d) Press the “+” symbol to add new calendar accounts.                                                                                           

Create one account for every calendar that you wish to import.  
Check the new accounts created and close the dialogue box. 
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e) Drag and drop the calendar file (.ics), which you have saved on your Mac, into the desired account.   
 

 

 
You will see the calendar events populate within the Outlook calendar window. 
 

        
 
 

      NOTE:  
 

      The imported calendar is a static snapshot.  
      You need to repeat this procedure when an updated version is released on the website. 

 


