
 
 

Composition Bands M365 Migration Guidance 

Office 365 Web – Adding a calendar 
 

Login to Outlook https://outlook.office.com/mail/ 

 

Within Office 365 Outlook Web click on the Calendar icon. 

 
 

Click on the ‘Add calendar’ option. 

 
From the pop up box select Add from directory and start to type the calendar name you want, 
select the correct name from the options. Then select Add to – My Calendars and press ‘Add’. 



 
 

 
The calendar will then be added to your view and be accessible if you have the relevant 
permission. 

 


