BUILDING A MANAGED LEARNING ENVIRONMENT

Using the calendar

Importing your calendar appointments

1. Open Microsoft Outlook, click on ‘File’ and select ‘Import and export’
from the drop down menu.

2. Select ‘Export to a file’ and click ‘Next’

Import and Export Wizard

Choose an action ko perform:

Export ko a file

|»

Export ko The Timesx Data Link watch
Import & YCARD File (wef)

Impart aniCalendar or wCalendar file {wves)
Import cc:Mail Archive

Import From another program or File b
Import Inkernet Mail Account Settings Ll
—Description

Export Outlook, information to a file For use in other
programs.

@ < Back I Mesit » I Cancel

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

Export to a File

Create & file of bype:
Personal Folder File (.pst) ;I
Ell < Back I Mext > I Cancel
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BUILDING A MANAGED LEARNING ENVIRONMENT

Using the calendar

4. Select ‘Calendar’ as the folder you want to export from and click
‘Next’

Export to a File

Select Folder to export From:

@3 Digitalbrain

Q@ Custormer Suppork

o Sent

25 Site release J
£ Sent

(3 Deleted Ttems

$E Drafts

E Inbox

; Q@ Account Management

N Blaanan Cwank LI

@I < Back I Mest > I Cancel |

5. Browse to the location you want to store the CSV file and click next

Export Lo a File

Save exported file as:

d Settingsitichardy

Desktopievents,csy

Browse ... |

@l < Back. I Mest » I Cancel |

6. Place a tick next to ‘Export “appointments” from the “Calendar”
folder’ and Click ‘Next’

Export to a File

The Following actions will be perfarmed:

Expart “Appaintments” from the "Calendar” falder Map Custom Fields ... |

This may take a Few minutes and cannaot be canceled.

@l < Back I Finish I Cancel
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BUILDING A MANAGED LEARNING ENVIRONMENT

Using the calendar

7. You will be prompted to select a date range for your appointments.
Enter your required dates and click OK.

Set Date Range ﬂ

The file format that wou are exporting to does not directly
suppart recurring Outlook appointrients o kasks,

Cnly appointments or tasks that Fall within the Following date
range will be exported, In addition, individual occurrences will
be created For recurring appointments and tasks that Fall within

the date range.

Appointrments and Tasks (ncluding individual occurrences of
recurting appointrnents or task) that occur outside of the date
range will not be exported,

Export and create individual accurrences of appointments or

tasks that occur between:
512006 and | 1/12{2006 /

K I Cancel |

8. Your appointments will then be exported to a CSV file

9. To import calendar appointments. Click ‘Import’.

Irmpart

Export H Show Tazk List

10. Click ‘browse’ to look for the location of the CSV file on your

computer.

Data File: |C:\Documents and Sett EBrowse..l

11.Click ‘Next’.

kg
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BUILDING A MANAGED LEARNING ENVIRONMENT

Using the calendar

12. Check the mapping of columns in the CSV file match the fields in
your calendar then click on Import.

Map the columns in the CSY file to the fields

Target Field Source Column
Title* [11) Subject |
Start Day (ddmmdyryy [hhemm:ss]y® | (2) Start Date j
Start Time (hh:mm:ss) |(3) Start Time j
End Dray (ddimmisyy [hhimrn:ss])* | (4) End Date j
End Tire thhirmm:ss) |(5) End Time j
All Day (true or false)? I (B) All day event j
Categary | (15) Categaries j
Description | (16) Description j
Priority | (19 Priority j

Include First Row: /

13. You will be prompted to ensure you want to export new entries.
Click yes to proceed or no to go back.

Are you sure you want to import new entries?

e

14.You will be advised that your calendar events have successfully been
imported.

Import Successful

24 Events successfully imported
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BUILDING A MANAGED LEARNING ENVIRONMENT

Using the calendar

15.Click ‘Back’ to return to your Calendar. Your imported entries will be

displayed.
Calendar |
| Done || Mew Tagk ” Mew Appointment | | Shared | | Import ” Export || Reverze Layout || Show Task List |
Month Week 5Day Day O&
@E Cictober 2006 |I||E
25 26 27 28 29 20
CHE00 AW-S00 AW | €030 AM-11:00 A
School mesetings Weekly Team 1
Meeting
2 3 4 5 [ 7
HE00 Ab-300 S HE00 AM-200 S0 H0:30 AM-11:00 b
Meeting with Meeting with Paul, Wieekly Team o
Howwvardd Howvard and Alex heeting
k] 10 11 12 13 14
Eheeting CHEI0 AM-11:00 Abt:
Wieekly Team 15
heeting
16 17 12 19 20 21
@S:SD Ahd-11:00 Aht:
Wieekly Team )
heeting
23 24 25 26 27 28
@B:SD Ahd-11:00 Aht:
Wieekly Team 29
Meeting
20 31 1 2 2 4
@B:SD Ahd-11:00 Aht:
Wieekly Team 5
Meeting
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