How to see a Google calendar in Outlook

2129 Laurie Sherrod May 24, 2023 Calendar

These instructions would be helpful for anyone who would like to see a Google calendar in Outlook. This
might include students or people who have Android phones with calendars on their phone that they
would like to see in Outlook. They may also see the Google calendar and their Microsoft Exchange
calendar joined in Outlook. These steps are written for Microsoft 365 version 2008 but would be similar
for other versions of Outlook.

Open your Google calendar in a browser. Under My calendars on the left side of the screen, hover your
mouse over the calendar you want to display in Outlook. Click on the three dots beside it.
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Click on Settings and sharing.
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Click on Integrate calendar on the left side of the screen. Scroll to the Secret address in iCal format.
Click on the toggle visibility icon so you can see the address.
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You may get a security warning. Once the visibility is on, you will see a full address.

Secret address in iCal format

hitps./Ycalendar. google comy/calendar/ical £

Right click on the address and select Copy.



Secret address in iCal format

https:/'calendar google.com/calend

eD

Copy
Select all

You can reset this address and make the cu Primt

Reset Read aloud

Use this address 1o access this calendar fro 18 withoul making it public

Warning: You should not give the secret add e, Learm mone

Now open your Outlook Calendar.

Click on File.
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Click on Account Settings, and Account Settings.
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Click on Internet Calendars, New. Paste in the secret address of the Google Calendar in the New
Internet Calendar Subscription box. Then click Add and Close.



Internet Calendars
You can add or remove an Internet Calendar. You can select a calendar and change its settings.

Email  DataFiles RSS Feeds SharePoint Lists Internet Calendars published Calendars Address Books

o New... r Inge ¥ Remove
Internet Calendar Size Last Updated on
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Enter the location of the Internet Calendar you want to add to Outlook:
Jgmail.com/private-df9cf9c6dbddd918c82a2edacdb14592/basic.
Example: webcal://www.example.com/calendars/Calendar.ics

Add Cancel

Subscribed Internet Calendars are checked once during each download interval. This prevents your list from
possibly being suspended by the publisher of an Internet Calendar.

Close

Under Folder name, type in a name for the Google calendar (you will see this name on your Outlook
calendar). Click OK and Close.
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If you open your Outlook calendar now and look under Other Calendars on the left side of the screen,
you should see your new calendar. If you click on it to select it (putting a checkmark beside it), you will
see it beside your primary Outlook calendar. If you then click on the arrow beside its name, you will see
the two calendars at the same time.
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Here is what it looks like with the two calendars joined.
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For more questions on this, email ITHELP @clemson.edu or call 864-656-3494.

Online URL.: https://hdkb.clemson.edu/phpkb/article.php?id=2129
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