Instructions to add ‘Diversity Days’
Follow the steps below to add the calendar to your account (also: see the images below):

a. Navigate to the calendar tab in the top left corner of Outlook (Step 1).

b. Click on'Add calendars’ in the menu bar (Step 2).

c. Click on 'From address list' and use the search term 'Diversity Days' (Step 3).
d. Add the calendar.

To see the calendar in a nice, low-key overlay mode, do the following:

a. Click on the horizontal arrow to the right of the ‘Diversity Days’ title (Step 4).

b. The calendars now overlap. Check whether you have set your own calendar as
‘primary’ (Step 5).

e Thisis the case when your personal calendar is ‘on top' in overlay mode (as
seen by the bold title of your personal calendar and the minimal presence of
the Diversity Days calendar; the latter only appears as day + title at the top of
the calendar ).’

c. If thisis not the case and the Diversity Days calendar appears to be dominant (as
indicated by the colour of the days in your calendar changing to the colour of
Diversity Days), click on the title of your personal calendar again. This ensures that
your personal calendar is primary in overlay mode.

Note: The images below are anonymized; hence the slightly different look than the normal
Outlook calendars.

If you have any questions and/or suggestions, you can reach us at diversityesl@law.eur.nl.
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