Instructions to add the Payroll Calendars in Outlook

1. When in Outlook in the bottom left hand corner of the screen you will see an icon that looks like
a calendar. Click on the calendar.
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2. Once in the Calendar tab, on the top part of outlook in the Ribbon you will see a “Open
Calendar” icon. Click on that icon and then a drop-down menu should appear. For people who
have Office 365 the icon will have a plus sign. Older versions like Outlook 2016 will have a
calendar icon.
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3. Inthe drop-down menu click on “From Address Book”.

4. A new window should pop up. In the new window on the top left-hand corner there is a search
box. Click in that search box and type “payrollcalendars”.
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Search: 2 anly O Mare columns  Address Book
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Payton I, Jerrit Isom Student

RPayton, Andreas Terrell Student

RPayton, Colleen Student

RPayton, Jack Rylan Student

RPa}ton, Joseph D Student

RPa}ton, Mason ) Student

R Payton, Olivia Rose Student

R Payton-Lewis, Damyah Amari Student
RPa}ton-Rice, Amario Daguan Student

RPaz, Kelsey Chantelle Student
| R Pazdan, Madelyn E Student
R Pazdziora, Sarah Anne Student
R Pazienza, Elena Elizabeth Student
R Pazik, Thomas Pete Student
RPazner, Spencer Student
O Paznokas, Olivia K Student b
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In the list below the search box you should see a Name that says “PayrollCalendars”, double
click on that name. Once you have double clicked on it, the name should appear in the bottom
text box as shown below. Once you have verified that the name is in the textbox, click the “OK”
button.

Once you have added the calendar on the left-hand side of Outlook you will see a “Shared
Calendars” Group that appears. Click the drop-down arrow right next to it and you should see a
Calendar that says “PayrollCallendars”. Select that calendar and it should show the times of all
the Payroll due dates and holidays for CMU. If you have any issues with adding this calendar
please feel free to call the Help Desk at 989-774-3662.
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