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Import a Google Calendar 
 

Many Gmail users who have migrated to Office 365 may also want to import their Google 

Calendar appointments to Office 365. In this step we'll show you how your users can 

export a Google Calendar to a file, and then import it to the Office 365 Calendar 

app or Office 365 Calendar. 

NOTE: Users do not need to import their calendars to both the Office 365 Calendar app 

and Outlook calendar. When they import their Google Calendar to the Office 365 Calendar 

app, it automatically syncs to their Outlook calendar and other devices that connect to 

their Office 365 account. Likewise, if they import their Google Calendar to their Outlook 

Calendar, it will sync to their Office 365 Calendar app. 

 

To export a Google Calendar 

Before you can import a Google Calendar to Office 365, you need to export it to a file.  

1. Sign in to your Google Gmail account, and then select Calendar. 

2. Select the drop-down arrow for the calendar you want to import to Office 365 and then 

select Calendar settings. 
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3. On the details page for the calendar, select Export this calendar. 

 

 
 

4. The exported file will download to your Downloads folder or other location on your computer. Go 

the location, right-click the file, and then select Extract All. 

The extracted file will be an iCalendar (ICS) file and will look something like the following: 

 

 
 

If you have multiple Google calendars, you'll see an ICS file for each one that you export. You need 

to export each Google Calendar that you want to import. 

 

Now you're ready to import the Google Calendar to your Office 365 calendar or Outlook 

calendar. 

 

To import a Google Calendar to your Office 365 calendar 

1. Sign in to the Office 365 portal. 

2. In the Office 365 app launcher, select Calendar. 

 

 
 

3. Select the Add calendar tab, and then select From file. 
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4. In the Import a calendar window, select Browse. 

5. Navigate to the Google Calendar file that you exported, and then select Open. 

6. Select Save to add the Google Calendar to your Office 365 calendar. 

 

 
 

Check to confirm that the Google Calendar items now appear in your Office 365 calendar. 

 

  



To import a Google Calendar to your Outlook calendar 

1. In Outlook, go to your calendar. 

2. Select File > Open & Export > Import/Export. 

3. In the Import and Export Wizard, select Import an iCalendar (.ics) or vCalendar file (.vcs), and 

then select Next. 

 

 
 

4. Navigate to the location where you copied your Google Calendar file. Select the file you want to 

import and select OK. 

5. Select Import to add your Google Calendar items to your Outlook calendar. 

 

 
 

6. Check your Outlook calendar to verify the Google Calendar items were added. 

After you're done, you can edit and manage your imported calendar items the same way 

as other items in your Outlook calendar. 

 


