York Region MULTIFAITH

Adding e.MFC recognized C()Ogle‘
observances and holidays to e

your Google Calendar... §

Step by step instructions...

Step 1:

Go to the Export area and select the time period and .ics format.

Export Events
Export: |December [

I”] Include Corporate Events

Format: @ *.ics (Outlook, iCal, Google Calendar, Sunbird, Elackberry)
) Excel (Tab delimited file)
F CSY (Commea delimited file)



Step 2:

After you select “Export”, the file will be created. The next step is to open
Google and go to the Calendar after you sign in. The Calendar can be
opened by clicking on the 9 dots beside the blue “Sign in” in Google.
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Step 3:

On the left side, there is the “Other Calendars”. Click on the plus sign select
“Import”.
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Step 4:

Now find the file you created earlier and Import it.

< Settings
General Import
Hitie ealeacar i 4 Select file from your computer
Import & export -~
Add to calendar =
Bruce Lewis
Import
You can import event information in iCal or CSV (MS Outlook) format.
Export

mport

Now to the Important part! You should see that the events where
processed which shows that you have successfully imported the data into
your calendar.

Imported 35 out of 35 events.




Your Google Calendar will now show you the events. Here is the month
view. In other views the Events are at the top.
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That’s it. Job done.
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