Making the School Calendar Work for You!
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Import the school calendar into your own calendar, step-by-step
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Set up Email and/or Text calendar alerts via PC

Import the school calendar into your own calendar, step-by-step.
Please note: Importing the school calendar is in 3 month chunks. It will continue to update your calendar on a rolling 3month schedule as it continues to sync between your phone and/or PC. For example, if you import the calendar on
6/13/2017, the last event you’ll see on the imported calendar is for 9/12/2017. On 6/14/2017, events for 9/13/2017 will
appear and so on.

iPhone:
1. Navigate to the school calendar: www.stjosephsea.org/about/school-calendar
2. Click on the grey RSS icon

3. This will spawn a new browser window which looks like this:
Note: Import calendar is now named “School Calendar.” The images are out of date.

4. Touch the green iCAL button and choose the right option for you. On an iPhone, choose the last option “Add to
Default Calendar App”:

5. A pop-up asking you to subscribe to the calendar comes up – touch “Subscribe”:

6. Touch Done to the message that the Calendar has been added:

7. Navigate to your calendar on your phone, open up Friday, June 9th…you should see a Fuel Friday in a different
color on your calendar (it is in red on mine – you can change this to whatever color you want in your iPhone
Settings.)

Outlook on Your PC
This will come in as a separate calendar on your phone under something called “Subscribed” calendars. It will be listed
as “School Calendar”. Follow the same instructions as above through step 4.
5. You will be directed to Outlook and this pop-up will appear:

6. Click Advanced and ensure the box is checked under “Update Limit” and click OK. It should be checked by
default.

7. Click on “Yes” to start the import of the calendar.

Set up Email and/or Text calendar alerts
PC
1. Click the orange bell icon on the calendar element:

2. A pop-up box will appear (as follows). Choose the calendar you’d like to receive alerts for; the email you’d like to
have alerts sent to; and the amount of time prior to the event you’d like to receive the alert. Then click update
settings:
Note: Import calendar is now named “School Calendar.” The images are out of date.

3. Here you can add a text enabled phone and also edit the settings of the alerts. If a phone isn’t automatically
added, click ‘+ Add a text enabled phone.’

4. A verification screen will appear. Click ‘OK.’ You can now add a new phone or click ‘enable existing phone
number.’ This information is pulled from our school database. If you have not provided a cell phone or text
enabled phone you will not be able to receive alerts via the website.

5. Click Save Phone
6. You will then be asked to verify the phone number. Click ‘request code.’ A pop-up box will appear for
verification. Enter the code and hit ‘Verify’

7. Go into the settings and make sure to click your cell phone and/or your email depending on how you’d like to
receive alerts.

