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1
Log in to Employee Online

Enter your Username and 
Password and click on 
‘Login’

2 
Go to the Skills, Training & HR tab 

Click on the 
My Profile tab

Then click on iCalendar
links 

3
Add New iCalendar

Click on Add New

Give your Link a 
name and click Add

4
The link will be displayed 

This is the link required to be entered into the settings on your device – see next 
section for instructions depending on  your  individual devices
Email the link to yourself using the email button
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5
Instructions for  

adding the Shared 
Calendar to your   
device
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6
iPhone/iPad

Your Roster Calendar will now be 
viewable from your Calendar Icon

NOTE:  Ensure you have the 
subscribed calendar ticked to view

Settings Calendar Add Account Other Add Subscribed 
Calendar

Paste/Type in 
the Link

Next Save
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