Importing events from public "iCal" calendars to your personal MeetingMaker calendar

iCal is a standard for calendar data exchange. iCal allows users to send meeting requests and
tasks to other users through email. At GSE, MeetingMaker is the official calendar tool for faculty
and staff. It is possible to import an event from an iCal source (such as the GSE news and events
calendar on the GSE web site http://www.gse.harvard.edu/news_events/events/askwith.html) into
MeetingMaker. To do so, please complete the following steps:

1. On the iCal calendar, check the box next to the event that you want to import into
MeetingMaker, then click Add to My Calendar.
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2. Click the Email event information to yourself link.

Choose your calendar below, enter any additional information requested, and then click the
blue action button,
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3. Click the Download iCalendar File button

Download the event information listed above as a single Internet-standard iCalendar [LICS) file,
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4. A file download box should appear. Click Open.
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5. A pop-up box should appear in MeetingMaker. Click Create Activity.
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This lecture will feature <b=Princess Zahra Aga Khan</b> AB'94, Director of the &
Social Welfare Department at the Secretariat of the Aga Khan Development
Metwork (AKDN). The AKDON is a group of private international. non-

denominational agencies working 1o improve living conditions and opportunities

for people in specific regions of the developing world. Fields range from health

and education to architecture, rural development. and the promaotion of private
sector enterprise. She has responsibility for specific social development

institutions of the AKON, including the Aga Khan Education Services, Aga Khan
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The event should now appear in your MeetingMaker calendar.



