
Subscribing to a Calendar 
These directions are intended to be followed on a computer.  After you get it set up, you can add the same capability to 

your phone. 
 

One of the great features of the calendar that is built into the school website is the ability 
for parents to subscribe to a calendar so that all of the events show on their personal 
calendar as well.  This is a great tool for parents to keep up to date on what is going on at 
the school or in the classroom.   
 
How you subscribe to a calendar depends on what you are subscribing with (computer, 
phone, tablet, etc.).  The first step in all cases is to go to the school website and find the 
calendar with which you wish to subscribe.  If the calendar is displayed on the sidebar of a 
page, you will need to click on the full page view button seen here. 

 
Now you should see the “Subscribe” button.    When you click on this “Subscribe” button, 
you will be taken to a new page.  This new page gives you additional information at the 
bottom as well as a link to the video you are now watching. 

 
In order to subscribe, you will need to right click on the right click button seen here and then 
click COPY LINK ADDRESS if you are using CHROME.  If you are using INTERNET EXPLORER, it 
will say COPY SHORTCUT.  In FIREFOX, it will say COPY LINK LOCATION.  And in SAFARI, it will 
say COPY LINK.   
 
The next step is to open your calendar program and add the calendar.  If you are using 
Outlook, you will need to go to your calendar area, and click the Open Calendar button.  This 
will give you the option of selection FROM INTERNET.  This is where you will PASTE the link 
you just copied, then click OK. 
 



 
 

The Outlook calendar will now be subscribed to the school calendar that you selected.    
 
Macintosh Users:  If you are using a Mac and want to use iCal, you will need to first open iCal 
on your computer, click FILE, then click NEW CALENDAR SUBSCRIPTION.  You will need to 
paste the subscription link you copied into the Calendar URL box, then click the SUBSCRIBE 
button.  You, now have the option as to what to name the Calendar, the color it will be, 
where the Calendar will be stored, if you want to remove the alerts or attachments and how 
often you want to refresh the Calendar to get the latest Calendar information.    It will be up 
to you to decide as to what options you want to set.  Just be sure to leave the Subscribe To 
box alone.  After you have it all set up the way you want, you will need to click the OK 
button to finalize the subscription.   You are now subscribed to the school Calendar you 
selected.   
 
Subscribing to a calendar from your iPhone or iPad works very much like subscribing using 
iCal.  Find the calendar you want to subscribe to on your device (iPhone or iPad), touch the  
Subscribe button, then hold down your finger on the right click button until you see the 
additional options.   Touch the Copy button to copy the subscription link, now go to the 
Settings area on your idevice, and touch Mail, Contacts, Calendars.  At the top of the 
Accounts area, touch Add Account, and then touch Other.   Under the Calendar area, touch 
Add Subscription Calendar.  Hold down your figure in the Server textbox, until you see the 
options to PASTE the subscription link, now touch PASTE, and then touch Next.  Keep the 
default options, and then touch the Save button.  The Calendar APP on your idevice has now 
been subscribed to the school calendar you selected.   
 
If you are a Google calendar user, then you will start by opening your Google calendar, and 
on the left hand side, you will need to click on the down arrow next to Other Calendars seen 
here, and click on Add by URL.   Now paste the Copy Subscription link into the URL text box 
and click the Add Calendar button.    You are now subscribed Google calendar to the school 
calendar you selected.   
 


