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Adding Multi day Events to your Outlook Calendar 
Occasionally, you may have an Event in Registration/Certificate that is a multiple day event.  The 
steps to add all instances of the events to your Outlook Calendar are provided below. 

 
• Sign In to your Account 

 
 

 
• Go to your Registration History page to view your Upcoming Sessions 

 

 
 
• Click to select the Calendar icon, next to the Event with multiple dates 
• Depending on the browser, a prompt will appear 
 

 
 

 
• If using Microsoft Outlook, select Open then click Accept. The event will be added to 

the Outlook calendar. 
 

 


