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Exporting Google calendars to Outlook 

 
1. In your Google calendar list on the left side of the page, highlight the calendar      to export.  

 
 
 

 
2. Click the drop-down arrow      next to the calendar name and select Calendar settings.  
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3. In the Private Address      section at the bottom of the page, click the ICAL button. 

 

 
 

 
4. Click the displayed URL. 

 

 
 

 
5. To save file, hit OK. 
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6. From your Start menu      , go to Documents     and open Downloads. 
Double click on the iCalendar file.       The calendar will open in Outlook. 

 


