
AMiON – Syncing to Outlook Calendar 

 

Step 1:  From a MNGI computer, log into AMiON from the web address or using the icon on 

your computer desktop. 

 

www.amion.com  

 

Step 2: Select the arrow to display the dropdown menu and select “--staff--”. 

 

 
 

Step 3:  Scroll down and find your name listed.  Please note that staff are listed in alphabetical 

order by job title, so “Admin” is at the top, etc.  

 

 
 

 

http://www.amion.com/


Step 4: Hover your mouse over your name to highlight it and click once to bring up your 

calendar. 

 

 
 

Step 5: Once your calendar is displayed, click on the grey icon next to iPhone. 

 

 
 

Step 5: Copy the URL found in the pop-up box. 

 

 



Step 6: Navigate to the “Employee Resources” section of the MNGI website and launch 

“Outlook Web Client (Office 365 Users)”. 

 

 
 

Step 7: Once logged into Office 365, look at the bottom left corner of the screen and click on the 

calendar icon. 

 



Step 8: Click on “Add calendar” near the top of the screen. 

 

 
 

Step 9: Highlight and click on “From Internet” to launch a pop-up window. 

 

 
 

Step 10: In the pop-up window on the right side of the screen, first paste the AMiON link into 

the “Link to the calendar” field.  Second, name the calendar in the “Calendar name” field.  

Finally click on “Save” to add the calendar.   

 

 
  



Step 11: You will now see your AMiON calendar populated on your Office 365 calendar. 

 

 
 

Step 12: Please note that the full calendar may take time to sync and display on your iPhone.  

 

 
 


