
Add Your Event Registrations to your Outlook Calendar 
 

 

The online registration process allows members to save event information to their 

Outlook Calendar.   

 

Here are the steps to take if you would like to take advantage of this option: 

 

From the Omaha OD Network home page, select the event for which you wish to 

register. 

 

 
 

Once you click on the Register button from the main Events page, you will see an option 

to add the event to your calendar 

 

 



 

Individual internet browsers vary, but you may receive a pop-up message asking if you 

want to Open or Save the file.  If you receive this pop-up, click on ‘Open’. 

 

 
 

 

This will bring up an Outlook meeting invitation.  When you select the ‘Save and Close 

button, this will save the meeting invite to your Outlook calendar.   

 

 

 
 

You have the option to update the Reminder field to send yourself a reminder (as far back 

as two weeks prior to the event and as close to the event as 15 minutes prior to the start).  

 


