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STEP ONE:  EXPORTING Meeting Maker Calendar:
To export a calendar that you have proxy privileges to:
1.  Open Meeting Maker
>Proxy
>Open the calendar you want to export (you will only be exporting the calendar that you select).  If you are importing your own calendar, skip this step.
2.  You are now ready to export Meeting Maker Calendar
>File
>Export as iCalendar by date – input the date range you want to export.  It is best to export one year at a time.
Export as Single File
OK>
Save the file to your DESKTOP (the file will be named MMCalendar.ics)
If you need additional information the following link describes the above steps with images: http://helpdesk.sdsu.edu/pdf/Archiving%20Meeting%20Maker%20Calendar%20PC.pdf
STEP 2:  IMPORTING Meeting Maker Calendar into Google Calendar:
1.  Log into your Gmail account
>Calendar
Click Gear in upper right corner>Calendar Settings>
Calendar Tab on upper left corner>
Import calendar>
File: (browse to locate MMcalendar.ics)>
Select which calendar (person) to import to>
Click Import

If you are separately importing years, after completing import of one year, be sure to delete the MMCalendar.ics file that you saved to your desktop, so that when you do the next year, you aren’t confused about which calendar year to work with. 
