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Google Calendar to Outlook Migration Guide
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Please enter your Hong Kong Baptist University SSOid and Password to

Google
Signin

access G Suite.University Privacy Policy Statement
Use your Google Account y_rrivacy Folic

Email or phone SS0id (please exclude @hkbu.edu.hk/@life.hkbu.edu.hk)
R Forgot Password
st et i 3 Password
=
Log on the Google Calendar. For security reasons you will be prompted
(https://calendar.google.com) and log in to confirm your identity via 2FA. Follow the
with your Google account email address. on-screen instructions to proceed.

Then click ‘Next',
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'‘Option’ (3 dots icon) at the end of the
calendar you want to export.
(Calendar "Work" as an example)

3 After logging in Google Calendar, click the 1 Select 'Settings and sharing'.

€ Settings

Calendar settings

Import B export

Settings for my calendars
® Default

® Birthdays

® work

| colendss setiings

Ato-ar

All-day

5 Select ‘Export calendar’, then a file named 6 Right-click the file in "Download” folder and

as "your_emai|_addreSS.ica|'Zip" will be Se|eCt ‘Extract a”’. You will get an iCa|endar
downloaded. file.
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Sign in Outlook (https://outlook.com) and Select ‘Add calendar’.
click ‘Calendar icon'.
Add calendar Upload from file
Add calendar Create blank calendar
2 Reccrmmseied Imert svents from an ics file by dragging it here ar by brawsing this computar,
& Add p Brawse
| New Calendar| I h
] =]
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9 Select ‘Create blank calendar’, then create a 1 O Choose ‘Upload from file" and '‘Browse'.

name for this calendar Select the iCalendar file then '‘Open’.
(Use “New Calendar” as an example). Then
add to 'My calendars’, click ‘Save'’.

Add calendar Upload from file Add calendar Upload from file
Q Recommended Import events from an ics e by dragging it here or by browsing this compute
Q@ Recommen: ded Import events from an ics file by dragging it here or by browsing this computer.
Browse
@ Add personal calendars 1 Browse O by calendars
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Select your new calendar name ' Calendar import completed if showing
("New Calendar” as this case), then click “Imported”.
‘Import’.
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Cross check if the calendar imported
successfully.

14

Delete the zip file and the iCalendar file if

import is completed.
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