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How to sync Google Calendar with Outlook Calendar 

These instructions will allow you to display a Google Calendar alongside your other Outlook Calendars. 

To sync your Google calendar with Outlook, there are a few steps you need to do: 

 Make sure that your Google Calendar is shared as public  

 Get the URL of the Google Calendar 

 Create a new calendar in Outlook using the Google Calendar URL 

NOTE: events on your Outlook Calendar will not display on your Google Calendar. 

To get the URL of a Google Calendar 

1.  In Google Calendar, click on the arrow next to your calendar name, and 
choose Calendar settings. 

 

2.  In the window that appears, scroll down to Calendar 
Address. Click on the green button that says ICAL in 
this row.  

3.  A new window will pop up.  Copy the link in this window. This is 
the URL of the Google Calendar. 

Once you have the URL of the calendar, you can now put it into 
Outlook. 

 NOTE: be sure you have made your Google Calendar public. 

Placing the Google Calendar URL in Outlook 2007 

4.  If using Outlook 2007, click on Tools from the menu bar and select Account Settings. 

5.  In the Account Settings window you will see several tabs.  Click on the one that is labeled Internet Calendars. 

6.  From the Internet Calendars tab, click the button that is labeled New.  A window will display asking for the 
location.  This is where you will paste in the URL of the Google Calendar you copied earlier. After you paste in the 
URL, click on the Add button. 

7.  Another window will appear with several options for your calendar.  You will want to change the folder name field to 
the name of your calendar.  When you are finished, click OK and then Close. 

The Google Calendar will appear as a separate calendar in Outlook, in the All Calendars section.  

Placing the Google Calendar URL in Outlook 2010 

8.  If using Outlook 2010, go to your Calendar and on the Home tab, click on Open Calendar > From Internet 
option. In the window that appears, paste in the URL of the Google Calendar and click on the OK button. 

The Google Calendar will appear as a separate calendar in Outlook, in the Other Calendars section. 

 

 


