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How do | Connect a PEPFAR SharePoint Calendar to Outlook?

Step 1

Navigate to the homepage of the site in PEPFAR SharePoint that is home to the calendar you wish to connect
to Microsoft Outlook. Click somewhere in the whitespace of your calendar to activate the Calendar Tools
ribbon at the top of the page.
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Step 2

On the Calendar tab, click the button to “Connect to Outlook”.
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Step 3

A pop-up appears to ask if you want to allow the website to open a program on your computer. Click “Allow”.
If you get an Internet Explorer Security pop-up after that, click “Allow” again.
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o—J Do you want to allow this website to open a program on
i your computer?
From: www _pepfarii.net
Program: Microsoft Outlook

Address: stssync//sts/? -
ver=1.1&type=calendar&cmd=add- -

[¥] Always ask before opening this type of address

[ Aow | [ Concel ]

i "‘~] Allowing web content to open a program can be useful, but it can
\g/ potentially ham your computer. Do not allow it unless you trust
the source of the content. What's the risk?

Step 4

A new pop-up appears to ask if you want to connect the SharePoint calendar to Outlook. The pop-up will give
you the website address of the calendar you are trying to connect (double check that this matches the web
address of your PEPFAR SharePoint site. Click “Yes”.

Microsoft Outlook .
- Connect this SharePoint Calendar to Outlook?
You should only connect lists from sources you know and trust.

Program Results and Impact Monitoring for Epidemic Control -
Calendar

https: //www.pepfarii.net/OGAC-HQ/OGAC fsi/Lists/Calendar/
To configure this Calendar, dick Advanced.

Step 5

You will now see your calendar connected to your Outlook e-mail. It will display under “Other Calendars”.
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How do | disconnect a PEPFAR SharePoint calendar from Outlook if | no
longer need it?

Step 1

Open your Calendar pane in Outlook. Right click on the name of the SharePoint calendar you wish to
disconnect. Click “Delete Calendar”.
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Step 2

An Outlook pop-up will appear asking if you want to delete the calendar from your Outlook profile. Deleting
the calendar from your Outlook profile will not delete the contents of the calendar from PEPFAR SharePoint; it
will only disconnect the SharePoint calendar from your Outlook. Click “Yes”.

Microsoft Outlock [=E3)

Do you want to delete the "Program Results and Impact Monitoring for Epidemic...” folder and its contents? Deleting this folder removes the related SharePoint list from all computers that you use.

Any changes you made since the |ast Send/Receive will be lost. The contents of this SharePoint list will remain on the server.

e ) (o)




