
Adding Google Team
Calendar

Outlook (pg 2) and iPhone (pg 12) Instructions

(gmail account required)



Go to the PCMS Volleyball calendar page, and click on the link at lower right.
This will ask you to log into your google account (required) if you have not already. 



Click the “Add” link



Click the 3 dots to display “Options…”



Click Settings



Scroll down to integrate calendar.  Highlight and copy the “public address in iCal format.”  



Open Outlook and go to Account Settings  Account Settings



Go to the “Internet Calendars” tab and select “New”



Paste the link in the window and click “Add”



You will need to name your new calendar and click the box to show it
Default is side-by-side view



You can click the arrow to the left of your new calendar name to overlap it with 
your existing calendar

Outlook will automatically sync when you open, and periodically while it remains open



Before you begin iPhone setup, go to this link
https://calendar.google.com/calendar/syncselect

Select the box for the vball calendar on the left, and click save on the right
(If you skip this step, the vball calendar will not link to your google account on iPhone)



On your iPhone, go into settings and select “Accounts & Passwords”, then “Add Account”



Select Google and then Sign in
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Deactivate Mail, Contacts, and Notes if you do not want those to sync from Google

Save and close Settings.  Open your calendar, and you should be in business!
(Might require closing and re-opening calendar and/or a moment or two to sync)


