
Office 365 

You will need your personalised timetable URL to subscribe to your timetable in 
Office 365. To find or create your personalised timetable URL follow the steps 
below. 

 
  

 
Select the My mobile option from the Administration drop down menu 

  

  
 
If you have not already created your personalised timetable URL/Link you will see 
the dialog above. Click the Create link button to create your personalised timetable 
link. 
  

  
 
When you have created your personalised timetable URL/Link it will show as above

  
 

 

 



Highlight your personalised timetable URL and copy it to the clipboard (highlight it 
with your mouse and then press Ctrl+C). Make sure you copy the entire URL 
starting from http: and ending .ics 

  
 

In Office 365 go to Calendar. 

 



  
Right click on MY CALENDARS and then select open calendar. 

  

  
 
Paste your personalised calendar URL into the Internet calendar: text box and 
then click the Open button. 
  
  



  
There will be short delay while Office 365 retrieves the timetable information and 
displays it on the screen. 
  
  

  
 
If you wish you can rename the calendar. Right click on calendar and then 
select rename. 
  
  



  
 
Type in the name you want to use, for example My timetable and then press 
return. 

  
  

  
You can see details of events by clicking on them as shown above. 
  



Notes 
  

 
 Your personalised timetable URL also includes any room bookings you have 

made as well as your timetable. 
  

 

 You can share your timetable with someone else by giving them your 
personalised timetable URL so that can then also subscribe to it in another 
application. 

  

  

 

 You can change your personalised timetable URL using the Change 
link button (shown above) at any time. This will invalidate any subscriptions 
you or others have made to your timetable and these will need to be set up 
again if you want to reinstate them. 

  
  

 


