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Step 1: Adding (* .csv) Calendar to Outlook
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e Open MS Outlook and make sure you are open to the “Calendar” section

Note: If you have multiple calendars in outlook, whichever calendar is selected will be the
one the events are added to.



Home Send / Receive Folder View Developer
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e Go to the “File” menu and then select “Open”
e Inthe “Open” menu select “Import”

Alternatively if you have Office 2007 you would find it under “File” and then “Import and
Export”



Import and Export Wizard

Choose an action to perform:

Export RS5 Feeds to an OPML file

Export to a file

Import a VCARD file {vcf)

Import an iCalendar (.ics) or vCalendar file { wes
Import from another program or file

Import Internet Mail Account Settings 1
Import Internet Mail and Addresses

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

Description
Import data from other programs or files, induding

ACT!, Lotus Organizer, Outlook data files (PST), ;
database files, text files, and others.

e Select the “Import from another program or file” option and then select “Next”

Select file type to import from;

ACT! 3., 4., 2000 Contact Manager for Windows .
Comma Separated Values (DOS

Comma Separated Values (Windows)

Lotus Organizer 4.x

Lotus Organizer 5.x

Microsoft Access 97-2003

Microsoft Excel 97-2003

Cutlook Data File (.pst) 57

e o) [

¢ In the file type to import, select “Comma Separated Values (Windows)” and then
select “Next”



Impaort a File

File to impart:
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o Select “Browse” to find your (*.csv) file on your computer
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¢ Find your (*.csv) file on your computer, select it and then hit “OK”
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Select destination folder:

Import a File

-] RS55 Feeds -
-] Sent Items

-5 Contacts

-] Conversation Action Settings
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e Select the calendar that you would like to add your (*.csv) calendar events to then
select “Next”
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Impaort a File

The following actions will be performed:
Import "draft election calendar 2012.csv” into f... [ Map Custom Fields ... ]

| Change Destination ... |

This may take a few minutes and cannot be canceled.

| <Back || Fnsh | [ concel |

o Make sure Outlook is importing the correct file, if everything looks OK select
“Finish”



Step 2: Checking that everything imported correctly

e To make sure everything was added correctly go to one of the dates of a calendar entry and
check to see if everything imported correctly. It should look something like the two screen
shots below. (First, what the day should look like and Second, how the calendar detail
should look)
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municipal primary. These deadlines do not apply to a nursing home or rest home, etc., with 20 or more electors because supervised voting is mandated at
such institutions. (Secs. 3-159q and 3-159r)
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Step 1: Adding (* .csv) Calendar to Outlook

e Open MS Outlook and make sure you are open to the “Calendar” section

Note: If you have multiple calendars in outlook, whichever calendar is selected will be the
one the events are added to.

e Go to the “File” menu and then select “Open”
¢ In the “Open” menu select “Import”

Alternatively if you have Office 2007 you would find it under “File” and then “Import and
Export”

e Select the “Import from another program or file” option and then select “Next”

¢ In the file type to import, select “Comma Separated Values (Windows)” and then
select “Next”

e Select “Browse” to find your (*.csv) file on your computer

¢ Find your (*.csv) file on your computer, select it and then hit “OK”

e Select the calendar that you would like to add your (*.csv) calendar events to then
select “Next”

e Make sure Outlook is importing the correct file, if everything looks OK select “Finish”

Step 2: Checking that everything imported correctly

e To make sure everything was added correctly go to one of the dates of a calendar
entry and check to see if everything imported correctly. It should look something like
the two screen shots listed. (First, what the day should look like and Second, how the
calendar detail should look)



