You must follow these directions from the computer that is issued to you.  By “syncing” the FHS calendar with your personal calendar in Microsoft Outlook, you will not erase any items in your calendar; you will only add the school items.

To sync the FHS Calendar with your Calendar

1. Double-click on Microsoft Outlook (gold icon on your desktop).

2. Click on File on the menu bar.

3. Click on Import and Export
4. Click on Import from another program or file and click on Next.

5. Click on Comma Separated values (DOS) and click on Next.

6. Under File to Import click on Browse.
7. Click on the down arrow next to the Look in: box and click on FHS ON FPS-HS2 (P).
8. Click on FHS Calendar 09/10 and click on OK.
9. Click on Do not Import Duplicate Items and click on Next.

10. In the select destination folder, click on Calendar and click on Next.
11. Click on Finish.
12. The FHS calendar will be imported to your calendar.
13. When it is finished, click on Calendar to the left of your screen.
14. Click on a specific day to view activities for that day.
