MC Academic Important Dates Calendar

Setup: 
A. Microsoft Outlook
B. Outlook Web Access
C. Outlook for Mac


A. [bookmark: MicrosoftOutlook]Microsoft Outlook
[image: ]
1. In the left pane of Microsoft Outlook, click on the icon labeled Folder List. 
2. Scroll down and expand the section “Public Folders”.
3. Expand the Section “All Public Folders”
4. Select the Calendar labeled “MC Academic Important Dates”
5. Right-click on the Calendar and select “Add to Favorites”.  Click Add on the dialog box that pops up.
6. You can now view this calendar alongside your normal mailbox calendar in the Calendar section of Outlook.
MC Academic Important Dates Calendar alongside personal calendar
[image: ]


B. [bookmark: OWA]Outlook for Web Access
[image: ]
1. In the left pane of OWA, select the Public Folders section at the bottom.
2. Locate and select the “MC Academic Important Dates” calendar.

NOTE: This Public Folder calendar can only be accessed using the Premium version of Outlook Web Access.  To use Outlook Web Access Premium, you must use Internet Explorer version 6+. Other browsers will be forced to use Outlook Web Access Light and will not be able to see Public Folders.


C. [bookmark: OutlookMac]Outlook for Mac 2011
[image: ]

[bookmark: _GoBack][image: ]
1. From the Tools drop down menu select Public Folders to open the Folder browser.
2. In the Folder Browser select MC Academic Important Dates and then select Subscribe.
3. You can now see this calendar on the left side of the Outlook Calendar window under Subscribed Calendars.
4. Select this calendar by checking the box and you will see it displayed on your calendar.
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