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Web Calendar Instructions 
Subscribe 
To subscribe to the calendar through via the web click on the Subscribe to Calendar button.   

 
 
A pop up may ask about choosing to pick an app, click Open Pick an app. 

 



A pop up may ask about how to open the calendar. 

 
 
Choose Outlook and click OK. 

 
 
A Contacting Web server box will open. 

 
 



Once connected click Yes on the an Add this calendar pop up. 

 
 
The calendar will be added to Outlook. 

 
 
Alerts 
This process is only for one event at a time. 
To add an alert to an event, double click on the event 

 
 
  



The event will open. 

 
 
Then choose the time for the reminder notification. 

 
 
Then click Save & Close. 

 



 
Deleting 
To delete the calendar, open the Calendar in Outlook.  

 
 
Right click on Dairy RP No Sales and then click Delete Calendar. 

 



Click Yes on the confirmation screen to finish the deletion. 

 
 
Dairy RP No Sales no longer shows in Other Calendars. 

 
 

  



Android/Google Calendar Instructions 
Subscribe 
To subscribe to the calendar through the Android app tap on the Subscribe to Calendar button. 

 
 
A pop up may ask how to open the this, tap on Chrome. 

 
 



Sign into Google Calendar if prompted. 

 
 
A pop up message will show two calendars to add, tap the Add All button. 

 
 



The two calendars will be added to Google Calendar and the events will show. 

 
 
  



Alerts 
This process is for all events on this calendar. 
To add alerts tap on the calendar name and then tap on the three vertical dots. 

 
 
Then tap on Settings. 

 



In settings tap the Add notification button under All-day event notifications. 

  
 
Then choose when the notification should happen. 

 
 



Deleting 
To add alerts tap on the calendar name and then tap on the three vertical dots. 

 
 
Then tap on Settings. 

 



In settings scroll down to Remove calendar and tap Unsubscribe. 
 

 
 
Tap Remove calendar from the confirmation pop up. 

 
 



Tap the back button. 

 
 
Dairy RP No Sales no longer is shown in Other calendars. 

 
  



iOS Calendar Instructions 
Subscribe 
To subscribe to the calendar through the iOS app tap on the Subscribe to Calendar button.   

 
 
A pop up will ask about the subscription, click Subscribe. 

 
 
A confirmation will pop up click on Done. 

 
 



Open the calendar app and the events will be added.   
 

 



Alerts 
This process is only for one event at a time. 
To add an alert to an event, tap on the event and then tap Alert from the menu. 

 
 
Then choose the time for the alert notification. 

 
 
  



Deleting 
To delete the calendar open Settings and then tap Passwords & Accounts and then tap Subscribed 
Calendars. 

 
 
Then tap Dairy RP No Sales 

 



Tap Delete Account to remove this calendar. 

 
 
Tap Delete on the confirmation screen to finish the deletion. 

 
 
Dairy RP No Sales no longer shows in Subscribed Calendars. 

 



Mobile Sync 
Use 
This process is used if adding the calendar through the Google calendar process and wanting it to sync to 
iOS devices. 
 
Address 
https://calendar.google.com/calendar/syncselect 
 
Instructions 
Use the above link to go to Google Calendar sync page. 
 
Sign in if needed. 

 
 
The calendars that are included in Google calendar will be listed. 

 
  

https://calendar.google.com/calendar/syncselect


Check mark Dairy RP No Sales and Dairy RP Holidays and then click Save. 

 
 
A confirmation that the settings have been saved will show. 
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