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How to add a Public Calendar to the Calendars List in Outlook 2010

1. Click the little folder on the bottom left of the Outlook home screen, right under the main Mail and
Calendar controls. Clicking CTRL + 6 also shows this screen.

2. Navigate to the folder which contains the calendar you want to add.
3. Right-click the calendar and select ‘add to favorites’.

4 Public Folders - pradettos@easternct.edu

W Favorites
« W Al Public Folders
» B Academic Departments
4 W Administrative Departments
» W Academic Advisement Ctr
» B admissions
» W Career Services
» . Child and Family Center
» B Continuing Education
» B Data Center
» W8 Fiscal Affairs
» W Food services
W Human Resources 20 21
i Library
8- Library Vendors
[ Staff Leave Caleng
» B Police -3
» B Professional Studig g8] New Calendar...
» B8 student affairs
» University Relation ﬂ Querlay
[ CECE Control Room 8 Color r
W Common University A E‘_lj Rer a Calenda 3
5 Television Studio -- G

14

Nov 13 - 19

Previous Appointment ~

Open in New Window

| U

Copy Calendar

2 &
N
-]

Add to Favorites...

& mai
§i5 Calendar
E Contacts
ﬁ Tasks

Share 4

#F Properties...



How to add Public Calendars to My Calendars list in Outlook 2010
Created 11/1/11 by Silas Pradetto for ECSU Information Technology Services Page 2 of 3

4. In the box that pops up, just click ‘Add’.
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5. Back at the top of the Public Folders list, there is a ‘Favorites’ item that can now be expanded. Click

the arrow on the left to expand it, and wait for the favorite calendar to refresh. It may take 10 seconds
or so.
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6. Now, if you click the ‘Calendars’ tab under the ‘Mail’ tab at the bottom, you should see the newly
added calendar. By default, it appears under the ‘Other Calendars’ category, but you can click and drag it
wherever you want.
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Any questions, feel free to contact the ITS Help Desk (x54346) or Silas Pradetto (x50140,
pradettos@easternct.edu) directly.




