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Looking at another person’s calendar is known as “subscribing” to their
calendar in Gateway. Here’s how you can view another person’s

calendar:
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1. Log into Gateway and click on the Calendar Icon:
2. Click on the Calendars tab and then the Subscribe Icon:
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3. Drop down the list to select the type of search criteria you want
to use from those available:
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4. Sort the criteria:
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5. Enter a key word (such as University, as seen here) and click
Search:
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Spring, 2003-2004: HR 430502 (THE IDEA OF THE UNIVERSITY)

University Health Plan - GroupToals calendar for University Health Plan

Spring, 2003-2004: MUSA34201 (UNIVERSITY CHORALE)
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Spring, 2003-2004: 5W S7WU32 (WASHINGTON UNIVERSITY COURSE)

Spring, 2003-2004: MUSE34201 (UNIVERSITY CHORALE)
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Spring, 2003-2004: MUSA34401 (UNIVERSITY MASTERSINGERS)
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6. Gateway returns a list of all calendars in the system that meet
your search criteria. To now subscribe to one or more of the
calendars, click on the checkbox and then click the Subscribe
button. The calendar that you have just subscribed to now
appears in your list of Calendars on the Calendars tab:
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Calendars

Yaur subscribed calendars are shown here, To view a calendar, click its name link, To change properties for a calendar, click its Edit
Properties link, To remmove a Calendar, first check its select box, and then dick the Remove Selected button belaw,
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7. Once you have subscribed to a calendar, you can view it from
within Gateway by clicking on the View tab, and then selecting
the calendar from your list in the Current Calendar drop down
list:
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