Adding a Course to your Outlook Calendar:

1.

2
3.
4

Register for the course in eduphoria! Workshop

i i i ; My Partfal
After registering, go into MY PORTFOLIO in left column. e

Double click on the course that you just registered for (in middle column)
Under the Heading “Time(s) & Locations(s)” icon “Add to Calendar”

Overview Instructor Notes My Motes Discussian

Course Meetings & Locations:
3-"- Dates;/Times: January 5, 2009 &
Location: To be determined

.7_T| Add to Calendar

M0 AM Eo January 5, 2009 ak 11:00 &M

Room

425

Activity Code
11111-11

Once you have clicked [ Add to Calendar
You will see the dialogue box below.

File Download

X]

Do you want to open or save this file?

Mame: ical.ics
H

Type: iCalendar File, 401 bytes
From: edupharia

Open ] l Save ] [ Cancel

‘while files frop the Internet can be useful, zome files can potentially
harm your
zave thiz e What's the risk?

mputer. [f you do not trust the source, do not open or

Click Open and you will see the dialogue box below:



Test - Appointment n EHE”E
i Fle Edit ‘Wew Insert Format  Tools  Ackions  Help

} S Snaglt |2 | Window < !

i |l Save and Close | =4 ([ | A% Recurrence... |%Invite attendees | 9 B | XK [ o - o < ﬂ-‘é | @!

Appairsent Scheduling |

This appaintment occurs in khe past,

Subject: | Test |

Lacation: |T0 b determined A | Label: ||:| Mane V|
Starttime; \ |Mon 1/5{2009 v | [mooam v | Clalday event
End tirne: [Mon 152000 v| [1rooam v

[reminder: k iz Show time as: |. Busy v

Be sure to visit Ritpiipisdepwebll pasadenaisd. orgéwshop to check your Warkshop portfalio for any
updates to the caurse information.

Click “Save and Close” and the session will be added to your Outlook Calendar.

IMPORTANT NOTE:
This only works if a teacher has Full Outlook open at the time (this will not work with
web-based Outlook).



