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1. CREATE AN OUTLOOK CALENDAR APPOINTMENT WITH THE DETAILS
OF THE EVENT. 

2. WHEN COMPLETE, CLICK ON "FILE" THEN "SAVE AS" AND INPUT A FILE
NAME AND SAVE AS TYPE: ICALENDAR FORMAT.

https://app.tango.us/app/workflow/4ad1731c-10dd-4d20-be22-6c1e39804c6a?utm_source=magicCopy&utm_medium=magicCopy&utm_campaign=workflow%20export%20links


3. LOG INTO DRUPAL AND CLICK ON CONTENT

4. CLICK ON MEDIA



5. CLICK ON DOCUMENT

6. TYPE THE TITLE OF THE CALENDAR "2024 HBA ANNUAL CONFERENCE
IN TORONTO"



7. SELECT "2024 HBA ANNUAL CONFERENCE IN TORONTO.ICS" FROM
FILE UPLOAD MENU

8. CLICK ON SAVE

9. CLICK ON THE FILE YOU JUST CREATED "2024 HBA ANNUAL
CONFERENCE IN TORONTO"



10. RIGHT CLICK ON THE FILE 2024 HBA ANNUAL CONFERENCE IN
TORONTO_2.ICS AND SELECT "COPY LINK"
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