BUILDING A MANAGED LEARNING ENVIRONMENT

Using the calendar

Exporting your calendar appointments

1. To export your calendar appointments, click ‘Export’.

| Irport H Export | Show Tazk List

2. From the ‘Export Events’ screen, select the date range of

appointments you want to export.

EventsFrom: |1 ~|FAngust #2006 . |[09 =[{30 ~]
Events To: [13 =] January 2006 . |[17 =l{30 =]

February
o

by

June

Jul
September

NB you can use the drop down menus or select a calendar

Events From: |1 =|lAugust  ~|[2006 | _KT9 ~|f30 -

eventsTo: [13 v|[October  ~Jlzooe .. |[17 =[{30 7]
B [ = [August i [2006 5 x|

Wk Sun Mon Tue Wed Thu Fri Sat

31 1 2 3 4 =&
32 6 7 8 9 10 11 12

33 13 14 15 16 17 18 19

3. When you have selected the required dates, click on ‘Export’

Events From: [1 [ September ~]fzo0s .. [[03 =]{o0 7]
EventsTo: [8 =||October  =]feons .. |[17 =]400 =]
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BUILDING A MANAGED LEARNING ENVIRONMENT

Using the calendar

4. You will be prompted to save a file called ‘events.csv’. Save this file
in a convenient location.

5. The CSV file contains the details of all exported appointments.

F4 Microsoft Excel - events.csy
J File Edit Yiew Insert Format Tools Data Window Help

D2ES(8RY smRaT o o

&> £ Aa

J aria -0 - BrUSEEEF %, W9
G12 | =|

A [ E [ C [ [u] [ E |

| 1 |Title Start Start Time End End Time
| 2 | School meetings 26M 2005 050000 26M 2005 090000
| 3 | Team meeting 102006 050000 102005 090000
| 4 |Meeting 130342006 05:00:00 102006 03:00:00
5 | Holiday 15032006 05:00:00 15032006 03:00:00

NB Please note that CSV files (Comma Separated Values) use a comma to
separate the columns. If there is a comma within the subject of

description field of your appointment, this will need to be “quoted”

6. Open Microsoft Outlook and click on ‘File’ and select ‘Import Export’

from the drop down menu.

7. Select ‘Import from another program of file’ and click ‘Next’

Import and Export Wizard

Choose an action to perform:

Expart ko & file

Export ta The Timex Data Link watch
Import a VCARD File {.vcf)

Import an iCalendar or wCalendar File {Lwes)
Irnpork coiMail &rchive

Imnpork Fram another program or file
Import Internet Mail Account Settings

| »

=

— Description

Import data from other programs or files, including
ACT!, ECCO, Lotus Organizer, Personal Folders
(.PST), Schedule+, Sidekick, database files, text
files, and others.

@ ¢ Back I Mext > I Cancel
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BUILDING A MANAGED LEARNING ENVIRONMENT

Using the calendar

8. Select ‘comma separated values’ (Windows) as the file type and click

‘Next’.

Import a File

Select File tyvpe to import Fron:

ACT! 2.0 Contact Manager For Windows
ACT! 3., 4.0 Contact Manager For wWindows
Comnma Separated Yalues (D
‘Camma Separated Yalues (Wine
dBase

ECCO 2.0, 3.0, 4.0

Lokus Grganizer 1.0, 1.1

Lakus Organizer 2.1 ;I

@l < Back I Mest » I Cancel

9. Browse to the location of your ‘events.csv’ file and select it, then

click ‘Next’.

Import a File
Eile: o imports

d SettingsirichardiDes events, cov TR |

Opkions

" Replace duplicates with items imported
% Allow duplicates ko be created
" Do not import duplicate items

@l < Back I Mest » I Cancel

NB Select the radio button corresponding to your required duplication

option.
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10.Select your Calendar within Microsoft Outlook as the destination

folder and click ‘Next’.

Select destination folder:

eI .:n'
L——_I-@ Conkacks
4% Brighton
-@ Digitalbrain
-4 Customer Support
@ Sent
=15 Site release J
B @ Sent

----- {3 Deleted Trems
----- SE3 Drafts
EI@ Inbiox
@ Account Management LI

£ Flaanan Cuant

@ < Back I Mesit » I Cancel |

11. Place a tick in the box next to ‘Import “events.csv” into the

*“Calendar” folder’ and click ‘Finish’

Import a File
The Following actions will be performed:
Import "events.csv” into the "Calendar” Folder Map Custom Fields ... |
Change Destination ... |

This may take a Few minukes and cannot be canceled.

@l < Back I Finish I Cancel

NB Make sure that the fields in your CSV file are correctly mapped to the
fields in your Outlook Calendar. You can check this by selecting the ‘Map
Custom Fields’ button (See above) This will prompt you to ‘drag and drop’
fields from the CSV file into Microsoft Outlook fields.
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12.Your appointments will be displayed in your Microsoft Outlook

Maonday | Tuesday | Wednesday | Thursday | Friday |
25 September 26 27 28 29
08:0009:00 School meetings | 09:30 11:00 Sales Team Meel
z 3 4 5 &
03100 09:00 Meeting with Har 09:30 11:00 Sales Team Meel
a 10 11 1z 13
09:30 11:00 Sales Team Meel
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