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Preface  

This guide is intended to direct the steps necessary for syncing your Pharmacy course calendar to your personal 
devices. This guide will discuss the option of Microsoft Outlook a program that comes with Office. If you do not 
have Microsoft Office you may get it for free with your .edu email at tinyurl.com/owrljoz. 

Your course calendar and course materials can all be found within the Ilios Calendar. The information contained 
within each calendar entry include your class time, location, learning outcomes, and direct download links for 
materials such as lecture slides, homework, pre-lecture reading materials and the course syllabus. 

Although this information can always be found within the online Ilios calendar at curriculum.ucsf.edu, most 
students find benefit syncing all of the aforementioned information directly to their computer and mobile devices. 

This guide is broken up into 4 parts: 
	 Ilios Subscription………………………………………………………………………………………,….…  2 
	 Syncing to Apple Computers……………………………………………………………………………….  3-4 
	 Syncing to Windows Computers …..…………………………………………………….………………..  5-6
	 Syncing to Mobile Devices & Google Calendar…..…………………………………………………..…….  7-8 

Ilios Subscription 
Obtain your personal subscription feed 
1. Visit curriculum.ucsf.edu and sign in with your AD (better known as SF-ID) credentials

2. In the upper right-hand corner click the 
toggle-switch to turn the Calendar On

3. Select the RSS feed symbol
4. Click the copy icon or highlight the text to 

copy the subscription URL link.

5. This URL link will be used to add your 
course calendar to applications discussed 
further in this guide. 
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Syncing to Apple Computers 
Here we will go over the two most common calendar application options for MacOS computers, the built-in 
Apple Calendar and Microsoft Outlook. There are of course many other 3rd-party options available. and 
although we will not go over them, the steps involved would be similar. 

Apple Calendar
The built-in Apple calendar is useful and easy for Apple users. It has the added ability of utilizing 
iCloud syncing to automatically share your subscribed Course Calendar to other devices such 
as an iPhone or iPad who use the same Apple ID. It is also a fully searchable calendar. 

To set it up:

1. Open the Application 

2. From the File drop-down menu, select New Calendar 
Subscription

3. Paste the Ilios URL link (obtained in the Ilios 
Subscription section) and click Subscribe. 

4. In the Calendar Info window change the following 
and select OK: 

• Name - Choose an easy to remember name 
such as “UCSF Courses” 

• Color - Select any color you wish. All courses 
will be assigned that color 

• Location - Select iCloud if you wish to sync 
between different Apple devices or On My 
Mac if you just want it on that computer. 

• Auto-refresh - Recommend Every hour to 
account for instructors doing last minute 
changes. 

5. Your UCSF course calendar has been successfully added! It is recommend to add a second calendar 
devoted to extracurriculars. You can add one by the File menu and selecting New Calendar.  
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Microsoft Outlook for Mac Calendar

The email program Microsoft Outlook has a powerful calendar component that can be synced 
across devices through your UCSF email subscription. Other benefits include the ability to 
color-categorize individual calendar entries. This calendar does require you to have your email 

setup through Outlook. For a full in-depth guide on email setup, see the Email Syncing guide. 

To set it up:

1. First visit mail.ucsf.edu and sign in with your AD (SF-ID) credentials to see your email through the online 
Outlook Web App (OWA). 

2. Select the Calendar tab found in the bottom left of the screen. 

 

3. Click the Share button and select Add Calendar. 

 

4. Choose Calendar from the Internet and paste the 
Ilios URL link (obtained in the Ilios Subscription 
section) and click OK. 

5. In the sidebar, right-click the newly formed calendar and 
select Rename and rename it something easy to remember 
like “UCSF Classes’ 

6. Next, open Microsoft Outlook on your computer 
and click the Calendar tab. 

7. Your UCSF course calendar has been successfully 
added! Confirm that the Ilios calendar has synced 
to your computer. (Remember the UCSF Exchange 
email account must be set up for this to function). 
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Syncing to Windows Computers 
Microsoft Outlook for Windows Calendar
Microsoft Outlook on Windows is both a great email and calendar client. Although you may 
just sync your calendar to it, I highly recommend syncing your email as well. 

1. Open Microsoft Outlook 

2. Switch to the Calendar tab located in the lower left. 

3. From the Home ribbon, select Open Calendar 

4. Choose From Internet… 

5. Paste the Ilios URL link (obtained in the Ilios 
Subscription section) and click OK. 

 

6. Right-click the newly formed untitled 
calendar and select Rename Calendar…                                    
Name it something easy to remember like “UCSF 
Classes” You may also drag it to the                 
My Calendars section for easy access.
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7. Your UCSF course calendar has been successfully added! It is recommended to add a second calendar 
devoted to extracurriculars. You can add one by going to the Folder ribbon and selecting New Calendar. 

8. Extra calendars can be viewed as one by clicking the View in Overlay Mode arrow button.

 

8
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Syncing to Mobile Devices & Google 
Calendar 

iPhone or iPad

Apple devices can sync your calendar either Directly, via iCloud, or via your UCSF Email (if 
using Outlook). The benefit of using iCloud or UCSF email syncing method is that you can sync 
from other calendars (i.e. an extracurricular calendar). Here we will go over all of the options. 

Directly:
1. Open the Settings app and navigate to Calendar to select it. 

2. Select Accounts then Add Account and finally tap Other. 
3. Tap Add Subscribed Calendar and paste the Ilios URL link (obtained 

in the Ilios Subscription section) and tap Next

4. In the subscription options window rename Description to 
something easy to remember like “UCSF Classes” and tap Save. 

5. Your UCSF calendar has been successfully added! Double-check the 
Calendar app to ensure classes have populated. 

iCloud: 
1. Before beginning, ensure your desktop Calendar subscription has 

been saved to iCloud Location (see pg. 3) 

2. On your iOS device go to the Settings app then tap iCloud. 

3. Login with your AppleID (if not already logged in). 

4. Turn on the Calendars option. 

5. Your UCSF calendar has been successfully added! Double-check the 
Calendar app to ensure classes have populated. 

Email: 
1. Before beginning, ensure you have set up your email on your phone 

(see the Email Sync guide). This is the preferred method if you use Microsoft Outlook (Mac or Windows). 

2. On your iOS device go to the Settings app then tap Mail 

3. Select Accounts then tap the email account associated with your UCSF email account. 

4. Turn on the Calendars option. 

5. Your UCSF calendar has been successfully added! Double-check the Calendar app to ensure classes 
have populated. 
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Google Calendar
Google Calendar and the association with Android allows for an easy setup to both your mobile device 
and the online Google service. 

To set it up: 

1. Visit calendar.google.com and sign in with your Google ID. 

2. Under Other calendars, click the options arrow 
and select Add by URL

3. In the Add by URL window, paste the Ilios URL 
link (obtained in the Ilios Subscription section) and 
click Add Calendar. 

4. Your UCSF calendar has been successfully added! 
To rename it, click the options arrow next to the newly formed calendar and click Calendar Settings. 

5. In the Calendar Name section, type an easy-to-
remember name such as “UCSF Classes” 

 

Android Mobile Devices

Your Android device can automatically sync your Google calendar using the same Google ID 
account. 

To set it up: 

1. First add your courses to your Google calendar as detailed above. 

2. On your Android device, tap Settings and scrolls down to  and select Accounts. 

3. Under Accounts, choose Add account and enter in your Google ID information. 

4. Confirm by going to your Calendar app for courses to populate in. This may take a few minutes.
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