Moving a Calendar from Mozilla Thunderbird
to Office 365

1. Open Mozilla Thunderbird
2. Ifyoudo not have a File menu above your Get Mail button
a. Right-click an empty spot on the ribbon
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b. Choose the Menu Bar menu item

3. Click the Events and Tasks menu
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4. Select the Export menu item
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5. Choose the calendar you want to export
6. Click the OK button
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8. Opendesktop Outlook
9. Click the Calendar link at the bottom of the window
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Page 2 of 5



Moving a Calendar from Mozilla Thunderbird to Office 365

10. Click the File tab

11. Choose Open & Export

Open & Export

12. Click the Import/Export option

Import/Expornt

&« import or export files and settings
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13. The Import and Export Wizard will open, select Import an iCalendar (.ics) or vCalendar files
(.vcs)
14. Click the Next button

e
Import and Export Wizard

Choose an action to perform:
-lipon RSS Feeds to an OPML file
Export to a file

Import an iCalendar [ics) of vCalendar file Lves

Import ASS Feeds from an OPML file
' Import RSS Feeds from the Common Feed List

Description
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15. Find and open the file you exported in step 7
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16. If you want the imported file to be a part of your default calendar, click the Import button. (If you want
it to be a separate calendar, click the Open as New button.)
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17. The Outlook Send/Receive Progress window will appear and may have several errors in it, that is okay.

g C
7} Outiook Send/Receive Progress SN [ S
D of 1 Tasks have completed successfully | Cancel AN
-—— [ << Details |

__|Don’t show this dialog box during Send/Receive

Tasks | Errors »

(] Task ‘Internet Calendars reported emor 0x00040014) : The VEVENT, 'D2L -
Conference Call”, defined near line 6, has an ATTENDEE wath an e-mail agdrass
that Outlook cannol process, That e.mad address is being ignored. Double.dick
1o opéen this item,

(#] Task ‘Internet Calendars’ reported eror 0x00040014) : The VEVENT, “Meet with
Bard Quaney’, defined near line 35, has an ATTENDEE with an e.mail address |
that Outiook cannot process. That e-mad address is being ignored. Double-chick
to open this tem. ‘
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18. When the Send/Receive Progress window closes on its own, the import is done and the calendar should
appear. There probably will be items that need to be cleaned up, specifically check on repeating events.
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