
WINDOWS 
Importing a Calendar into Outlook from a .csv file  

1. Open your Outlook Calendar. 

2. Click File > Open & Export > Import/Export. 

3. Select Import from another program or file > Next. 

4. Select Comma Separated Values > Next. 

5. Select Browse 

6. Select the desired calendar file using the file explorer window that opens. 

7. Click Open. 

8. After selecting duplicate handling options, click Next. 

9. Select Calendar.  

10. Click Next. 

11. Make sure you have Import… selected.  

12. Click Finish. 

 

MAC 
1. In Outlook for Mac, at the bottom of the navigation pane, find Calendar  . 

2. In the Finder, locate the .ics file, and drag the .ics file to the Outlook Calendar grid or list. 

3. Click on Import in the Add Event menu. 

Note: If you have multiple accounts configured in Outlook for Mac. you'll need to select the proper 
calendar when importing events. 
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