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Quick guide 
 
Downloading meeting dates into an Outlook Calendar 
 

1. On the SharePoint West Suffolk Intranet homepage, - click on ‘Councillors’, which 
can be found on the purple row, second from left. 

 

 
 
Then click on ‘Calendar’ 
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2. Click on ‘Download meeting dates or papers’ 
 

 
 
3. Click on ‘Download meeting dates’ 

 

 

4. Set the date range and tick the relevant committees you want to download 
meeting dates for. 

 

 
 

…and click on ‘Download’ at the bottom of the page 
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5. Select the option to download as a vCalendar of meetings (iCalendar is no 
longer supported on Outlook). 

 

 
 

At the bottom of the page, select ‘Save As’ and save the file as a vCalendar in a 

folder that suits you. Please do not select the option to open the file straight 
away, as the meeting dates will automatically download into a separate Outlook 

calendar. 
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6. Open up Outlook, go to ‘File’ – ‘Open and Export’ and select ‘Import/Export’ 
 

 
 
7. Choose ‘Import an iCalendar or vCalendar file’ and click on ‘Next’ 

 

 
 

8. Navigate to the folder where the calendar was saved, select ‘MeetingCalendar’ 
and click ‘Open’ then ‘Import’. You will need to ensure that you have selected the 
file type ‘vCalendar Format’ to be able to navigate the file. 

 

 
 
9. The meeting dates will now be imported into your Outlook Calendar. 


