
Instructions to Add Holidays to an Outlook Calendar 

 

New Outlook Calendar Add Holidays Instructions 

1. Inside your Outlook calendar, click the arrow under “Arrange” on the top menu (circled 
below). 

 

 

 

 

 

 

2. Under Calendar options, click Add Holidays. 

 

 

Click Add 
Holidays 



3. Check the box for each country whose holidays you want to add to your calendar, and 
then select OK. 

 

If a country's or region's holidays are already added to your calendar, the box for the country is 
checked in the Add Holidays to Calendar dialog box. If you select OK, the holidays are added, 
and duplicates are created. 

 

 

Link to instructions: Microsoft’s Instructions to add holidays to your calendar in Outlook 

 

Other Resources: 

List of Federal Holidays 

List of Maryland State Employee Holidays 

https://support.microsoft.com/en-us/office/add-holidays-to-your-calendar-in-outlook-f16d872f-8dad-4750-bb7c-166e72c26977
https://www.opm.gov/policy-data-oversight/pay-leave/federal-holidays/#url=2024
https://msa.maryland.gov/msa/mdmanual/01glance/html/holidaye.html

