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How to add a scheduled training to your calendar 
 

1. Review the training schedule 
document and identify which 
session(s) you want to add to 
your calendar. 

 

2. Select the calendar link that 
corresponds with your chosen 
session(s). 

 

3. When prompted, select the 
Download button. 
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4. Select the downloaded calendar 
(.ics) file to open it. 

 

5. Once you open the file, Outlook 
should launch automatically and 
open a separate window with the 
event. 

 

6. In the event window, select 
Save & Close, located to the left 
of the event title. 
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The event should now be visible in 
your Outlook calendar. 
 
When it's time to attend your 
scheduled training, you have two 
options to access the Teams Live 
session. 

 

Option 1: 
Open the event in your Outlook 
calendar and select the Teams Live 
training link. 

 

Option 2: 
Open the training schedule document 
and select your corresponding 
session from the Direct Teams Live 
Link column. 
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