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Export a GroupWise Calendar

From within GroupWise, navigate to the
Calendar by clicking the Calendar tab on
the Nav Bar.

Right-click the Calendar link to the upper
left corner of the Calendar pane.

Select Export from the pop-up menu.

In the Export Calendar window that ap-
pears, specify a name and location to save
the Exported Calendar file.

Click Save.

The calendar will be saved with an .ics exten-

sion to the filename.
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Import a Calendar into GroupWise

From within GroupWise, navigate to the
Calendar by clicking the Calendar tab on
the Nav Bar.

Right-click the Calendar link to the upper
left corner of the Calendar pane.

Select Import Calendar from the pop-up
menu.

In the Retrieve window that appears, spec-
ify a name and location of Calendar (.ics)
file you wish to import.

Click Open.

The imported calendar will be placed into your

GroupWise account as a sub-folder of your

Calendar.

Calendar Export-Import
(rev. July 24, 2007)

|

oy

ggﬁ.ﬂ.ddress Boak, ]

Eile Edit Wiew Actions Tool igdow  Help
Home  Mailbc ‘ Calendar ’ ent Items  Contacts
— —

m ™ Hew Mail  ~ @New.ﬁ.ppt - |E| Mew Task

Froperties

Import Calendar

Expork

Instructional & Learning Services



