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GJU Calendar is available to all GJUers
everyone is invited to use it!
Supported Email Apps

o Microsoft Outlook (Classic)
o Microsoft Outlook (New)
o Microsoft Outlook (Web)
o Microsoft Outlook Mobile
o Email Apps that support Microsoft 365

To add it, let’s get started with the process!



Microsoft Outlook (Classic)



Microsoft Outlook (Classic)

Step 1

1. Go to Microsoft (Classic) App:

2. Select Calendar Icon



Microsoft Outlook (Classic)

Step 2

1. Right click on My Calendars or 
Shared Calendars

2. Select (+ Add Calendar) 

3. From Address Book

2

1

3



Microsoft Outlook (Classic)

Step 3

1. Type GJU Calendar in the search field.

2. Click on the Search (      ) button.

3. Select GJU Calendar.

4. Click on Calendar button, Click OK.
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Microsoft Outlook (Classic)

All Set! 
It takes a few minutes 
for GJU events to sync 
with your email App.

To view Your Calendar 
and GJU Calendar on 
the same grid, click 
View, then select the 
Overlay button.



Microsoft Outlook (NEW & Web)



Microsoft Outlook NEW & Web

Step 1

1. Go to Microsoft Outlook (NEW 
or Web) App:

2. Select Calendar Icon



Microsoft Outlook NEW & Web

Step 2

1. Click on Add calendar
    A new window will show up!

2. Click on Add from Directory
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Microsoft Outlook NEW & Web
Step 3

1. Click on Add from directory

2. Select your GJU email.

3. In the search field, type GJU 
Calendar.

4. Select  GJU Calendar, Add to 
(your GJU email), click Add.

All set!
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Microsoft Outlook Mobile



Microsoft Outlook Mobile

Step 1

Go to Microsoft Outlook Mobile App:

1. Tap the Calendar icon

2. Tap the Add Calendar icon 
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Microsoft Outlook Mobile

Step 2

1. Tap the + Add calendar
    A new window will show up!

2. Tap the Add a shared calendar
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Microsoft Outlook Mobile

Step 3

1. Select your GJU email

2. In the search field, type GJU Calendar

3. Tap Calendar@gju.edu.jo

4. Tap the + (Add) button

All set!
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Thank You!
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