Using the Law Calendar in Outlook (Fall 2019)

Law-Calendar makes the academic calendar and certain deadlines available in the reminder and all-day

event section of your Office365 calendar. There are two ways to access the calendar: A) view Law-

Calendar with your own, or B) add Law-Calendar events to your own. Viewing is easier and will reflect

changes made later on if they become necessary.

Option A) You can open the Law Calendar in Outlook and Outlook Web App

Windows Outlook 2016
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Now the calendar is available whenever you put a checkmark beside the name in your calendar list:

+| LAW-Calendar

You can view the calendar separately or overlaid on your own calendar by clicking on the horizontal
arrow in the calendar tab:
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Mac Outlook 2016

While viewing the calendar, click on Open
Shared Calendar, search on and select
“Law-Calendar”:

If asked to confirm settings source,

click “Always” and “Okay”:
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Outlook was redirected to the server
autodiscover-s.outlook.com to get new
settings for your account calendar-
law@prodduke.mail.onmicrosoft.com. Do
you want to allow this server to configure
your settings?
https://autodiscover-s.outlook.com/autodiscover/
autodiscover.xml

Click Allow only if you fully trust the source, or if your
Exchange administrator instructs you to.

Always use my response for this server

Now the calendar is available whenever you put a checkmark beside the name in your calendar list:

v/ LAW-Calendar

You can view the calendar separately or overlaid on your own calendar by clicking on the horizontal
arrow in the calendar tab:




Outlook Web App
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Now the calendar is viewable whenever you highlight the name in your calendar list:

o LAW-Calendar



Option B) You can add the Law Calendar events directly to your Outlook
Note that any subsequent changes made on the Law-Calendar calendar will not be reflected in your
calendar. You cannot add the calendar directly through Outlook Web App.

Windows Outlook 2016

Download the Law-Calendar ICS file from the webserver:

https://law.duke.edu/actech/download/downloadlist/#LAW-Calendar

Save the file to your computer in a location you will be able to find.

In Outlook, click on the File tab. Then select as below:
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Find the file on your computer and click Okay. When asked, select Import:
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https://law.duke.edu/actech/download/downloadlist/#LAW-Calendar

Mac Outlook 2016

Download the Law-Calendar ICS file from the webserver:

https://law.duke.edu/actech/download/downloadlist/#LAW-Calendar

Save the file to your computer in a location you will be able to find.

While viewing your calendar, open the Finder window with the LAW-Calendar file and drag it onto your
calendar in the calendar list:

@ LAW-Calendar.ics



https://law.duke.edu/actech/download/downloadlist/#LAW-Calendar
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