
How to Download All Economic Calendar Events to Microsoft Outlook 
 

This tutorial will instruct you on how to download all the events listed on the MMG 
Economic Calendar to your Outlook calendar program. 
 
Introduction:  The MMG Economic Calendar has an added feature which allows 
you to download all listed events at once for easy reference on your Outlook 
calendar.  You also have the option to download each event individually.  The 
process to download one event is much different from the process to download 
all events.  When you download one event, a schedule window opens and as 
soon as you click “Save and Close” the event is scheduled on your calendar.  
When you want to save multiple events, the process gets a little more 
complicated, but will save you some time in the long run. 
 

 
Image 1: Example of Economic Calendar 

 
 
 
Step 1:  Locate the Economic Calendar you wish to download all events from. 
 
 
Step 2:  Click the Download All Events button located below the calendar. 
 

 
 

Image 2: Download All Events button 
 



Step 3:  When the File Download window opens, click the “Save” button. 
 

 
 

Image 3: File Download window 
 
 
Step 4:  In the Save As window, find a location on your hard drive where you 
would like to save the calendar file.  In our example below, we have created a 
folder named “Economic Calendar” within our My Documents folder, but you are 
free to put the file anywhere you want… just remember where you put it, as you 
will need it in Step 7.  Once you have decided on a location, click the “Save” 
button. 
 

 
Image 4A: Save As window 

 
 

Image 4B: Right-click on button 
 

 



Step 5:  Open your Outlook if it is not already open.  From the main menu select 
File  Import and Export  Outlook. 
 

 
 

Image 5:  Outlook – Import and Export 
 
 
Step 6:  The Import and Export Wizard window will open and from the available 
options, select “Import an iCalendar or vCalendar file (.vcs)”.  Click the “Next” 
button at the bottom of the window. 
 

 
 

Image 6: Import and Export Wizard 
 



Step 7:  A Browse window will open and like the Save As window in Step 4, you 
see the files and folders on your computer.  This time we want to locate the file 
we saved in Step 4.  Browse to the location where you saved it, select it, and 
click “OK” to continue. 
 

 
 

Image 7A:   Browse window 
 
 
Note:  Be sure the “Files of type:” box is set to vCalendar Format.  If it is not, you 
will NOT be able to see the file in the Browse window. 
 

 
 

Image 7B: Files of Type option in Browse window 
 



 
Step 8:  Go to your Outlook calendar.  Click on the dates of the events… they 
are now all scheduled on your calendar.  At this point, you may open each event 
or specific events and set reminders and alerts so you don’t miss any important 
economic meetings or reports. 
 

 
 

Image 8A: Outlook calendar with events scheduled 
 



 
 

Image 8B:  Outlook event opened with reminder set 
 
 
 
 
 
 


