Importing Loyola Athletics’ Schedules to Microsoft Outlook

Note: Schedules are subject to change. Please check loyolagreyhounds.com for
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the most up-to-date schedule information.

Right-click on link above website schedule (eg. 2009 Loyola Men’s and
Women’s Soccer Schedules) and choose ‘Save Link As.’

Save link to convenient location as “.CSV” file.

Open your Outlook Calendar.

Click ‘File’ and choose ‘Import and Export’

When box opens (see below), make sure ‘Import from another program or
file’ is selected, and then click ‘Next.’

Import and Export Wizard

}’ Choose an action to perform:

Export RSS Feeds to an OPML file

Export to a file

Import a YCARD File {,vcf)

Import an iCalendar (.ics) or vCalendar file {.vcs
Import From another program or file
Import Internet Mail Account Settings
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, including
ACT!, Lotus Organizer, Personal Folders (.PST),
database files, text files, and others.
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6. Select ‘Comma Separated Values (Windows)’ and click ‘Next.’

Import a File

Select file type to import from:

ACT! 3.x, 4.x, 2000 Contact Manager for Windows A
Comma Separated Yalues (DOS
Comma Separated Yalues (Windows)
Lotus Organizer 4.x
Lotus Organizer 5.x

Nl

Microsoft Access 97-2003

Microsoft Excel 97-2003

Qutlook Express 4.x, 5.x, 6.x or Windows Mail M|
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7. Click ‘Browse’ and find the file that you saved.



8. Select the option ‘Replace duplicates with items imported’ and click ‘Next.’

Import a File

File to import:

7 | [Browse o
w/ Options

(%) Replace duplicates with items imported
() allow duplicates to be created

() Do not import duplicate items

< Back Next = Cancel




9. Select your personal calendar as the destination folder and click ‘Next.’

Import a File

Select destination folder:

Rt} Calendar |
= | Checkhst

8- Contacts

(5] Deleted Items

{j Documents

{f‘j Drafts

- 18| Frequent Contacts |
L7 Inbox =
@ Journal }
{4 Junk E-mail B
{23 Junk E-Mail1
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10. Click ‘Finish’.

Import a File

The following actions will be performed:

' Import "2009LoyolaSoccer. CSY" into folder: Cal...

Map Custom Fields ...

Change Destination ...

This may take a few minutes and cannot be canceled.
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The events from the sports’ schedules have now been successfully
entered to your Outlook calendar.



