
ICVB Calendar Links User Guide 
 
What you will see in the meeting schedule  
Under many meeting entries in the schedule, you will see a row of six blue links labeled:  
Apple • Google • Office 365 • Outlook • Outlook.com • Yahoo  
 
Example from the 2026 schedule:  

  



General steps (all calendars)  
1. Find the meeting you want in the schedule.  
  
2. Click the link that matches your calendar platform.  
  
3. A new browser tab or app window will open with the event details pre-filled.  
  
4. Review the details (date, time, location) and click Save/Add/Import.  
  
Platform-specific instructions  
Apple Calendar  

• Click the Apple link for the meeting.  
• If prompted, allow the download of an .ics calendar file.  
• Open the .ics file. Your device will open Calendar with the event ready to add.  
• Tap or click Add, then confirm which calendar you want to save it to.  

Google Calendar  
• Click the Google link for the meeting.  
• Sign in to your Google account if prompted.  
• A Google Calendar page will open with the event details.  
• Click Save to add it to your calendar.  

Microsoft 365  
• Click the Office 365 link for the meeting.  
• Sign in with your work Microsoft account if prompted.  
• The event will open in Outlook on the web (Microsoft 365 calendar).  
• Click Save.  

Outlook  
• Click the Outlook link for the meeting.  
• Your browser may download an .ics file or ask to open Outlook.  
• If you receive an .ics file, open it and select which of your calendars you want the event saved 

to (if prompted)   
• Click Save & Close/Import in Outlook.  
• Verify the event appears on your calendar.  

Outlook.com  
• Click the Outlook.com link for the meeting.  
• Sign in to your personal Microsoft account if prompted.  
• The event page will open in Outlook.com calendar.  
• Click Save.  

Yahoo Calendar  
• Click the Yahoo link for the meeting.  
• Sign in to your Yahoo account if prompted.  
• Review the event details on the Yahoo Calendar page.  
• Click Save.  

Tips & troubleshooting  
• If clicking a link does nothing, try a different browser (Chrome, Edge, Safari).  
• If you are on a phone and the link downloads a file, look for it in your Downloads folder and tap 

to open.  
• If the meeting time or location changes, use the updated schedule link again to add the 

revised event.  
• If a meeting shows 'TBD' in the schedule, the calendar event may be updated later once 

details are confirmed.  


