
To Add Education Calendar using Outlook 2013/2016 

 

Open Outlook, click the calendar icon in the lower left. 

 

 

In the Manage Calendars group, click Open Calendar, and then click Open Shared Calendar. 

 

 

Type “CBV Education”  ** no quotations** in the Name box.  Click Open. 

 

 



The shared Calendar appears next to any calendar that is already in the view. 

 

To Add Education Calendar using Outlook Web Portal 

 

Log in to your Outlook Web Portal (the same way you access your CBV Email).  Click the calendar icon in 

the lower left. 

 

 

 

Click Add Calendar and then click From Directory 

 

 

Type “CBV Education”  ** no quotations** in the Name box.  Click on CBV Education.  Then click Open. 



 

 

The shared Calendar appears next to any calendar that is already in the view. 

 

 

 

 


