
Easy to follow steps to Add OCLS Event Listings to Your Outlook 
Calendar! 

 
From the Programs page: 
 

1. Click on the link “Add this program to your personal calendar” 

 
 

 
 
2. Click on Open in the File Download pop-up window. This will open an Outlook 

Appointment window on your screen. 
 
3. The title of the event should be listed as the Subject.  The Start Time, End 

Time and Location field should all be populated with the Event information. 
The Notes field should display the Event description. Review the information 
and click on Save and Close to add the event to your calendar.   

 
Please note that saving the Event to your calendar does not mean that you have 
registered for the event. 

 
 
From the Calendar of Events page: 
 

4. Go to the Calendar of Events page 
 
5. Find the listing for the program or event you want to add to your Outlook 

calendar 
 
6. Click on Download to calendar (If you are in Calendar View, you will need to 

click on the event first and then click on Download to calendar). 
 

http://www.ocls.info/exit.asp?url=http://calendar.ocls.info/evanced/lib/eventcalendar.asp?Lib=ALL


 
 
7. Click on Open in the File Download pop-up window. This will open an Outlook 

Appointment window on your screen. 
 
8. The title of the event should be listed as the Subject.  The Start Time, End 

Time and Location field should all be populated with the Event information. 
The Notes field should display the Event description. Review the information 
and click on Save and Close to add the event to your calendar.   

 
Please note that saving the Event to your calendar does not mean that you have 
registered for the event. 


