Instruction guide for adding a chapter event to the PMI-LA ‘Mycalendar’ & to
your own personal Outlook calendar.

Login to https://www.pmi-la.org/

Select Mycalendar from the dropdown as it is shown below.
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Locate the desired event on the calendar. i.e.: Pasadena Virtual | Peak Performance for PMs.
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Click on the iCal icon on the top right corner of the popped-up window as shown below:

Pasadena Virtual | Peak Performance for PMs

Type of category: Public Events (Programs, PDUSs; 1\t
Career Dev and Membership Public Events)

Type of activity: Leadership

Date: July 15th, 2021

Hour: 7:30AM to 9:00AM

Peak Performance for PMs

Special info:

(PMI-LA) is inviting you to a scheduled Zoom meeting.

Topic: Pasadena Morning Meeting-07/15
Time: Jul 15,2021 07:30 AM Pacific Time (US and Canada)

Join Zoom Meeting
https://us02web.zoom.us/j/82999901682?
pwd=ZE9KRWFVUXA5ZXh3TOEVTGhal3gvZz09

Meeting ID: 829 9990 1682

Passcode: PasMM0715

One tap mobile
+16699009128,82999901682# US (San Jose)
g +12532158782,829999016824# US (Tacoma)

Dial by your location

+1 669 900 9128 US (San Jose)

+1 2532158782 US (Tacoma)

+1 346 248 7799 US (Houston)

+1 301 715 8592 US (Washington DC)
6 +1 312 626 6799 US (Chicago)

+1 646 558 8656 US (New York) v




It causes the file explorer <Save As> window to pop up. Save the ‘pmi-event’ file name as an ‘iCalendar File’ in
the desired location within your filesystem as shown below:

B calendar 2/19/2021 4:29 PM Calendar 1KB
4 Documents . X
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Open up the ‘pmi-event’ file name from where it was saved. You will get what is shown below:

Once you save it — it will show up on your Outlook. Set a reminder as you wish.
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(PMI-LA) is inviting you to a scheduled Zoom meeting. Topic: Pasadena Morning
Meeting-07/15 Time: Jul 15, 2021 07:30 AM Pacific Time (US and Canada) Join Zoom
Meeting https://us02web.zoom.us/j/829999016827
pwd=ZE9KRWFVUXA5ZXh3TOEVTGhal3gvZz09 Meeting ID: 829 9990 1682 Passcode:
PasMMO0715 One tap mobile +16699009128,,82999901682# US (San Jose) +
12532158782,,82999901682# US (Tacoma) Dial by your location +1 669 900 9128 US (San
Jose) +1253 215 8782 US (Tacoma) +1 346 248 7799 US (Houston) +1 301715 8592 US
(Washington DC) +1 312 626 6799 US (Chicago) +1 646 558 8656 US (New York) Meeting
ID: 829 9990 1682 Find your local number: https://us02web.zoom.us/u/kcKXSVyP92 Join
by Skype for Business https://us02web.zoom.us/skype/82999901682 IMPORTANT: After
you register you will immediately receive an email that contains in the Subject, &#
8220;Invoice for Your Purchase on PMI-LA&#8221;. Do Not Delete! This information has
been stored in My Calendar on the website, so after you log in, the information can be
found here and you can add it to your personal calendar using the calendar icon at the
upper right.



