Instructions for updating your personal calendar:
1. Go to Calendar

2. Go to Import and Export

Send f Receive

' B e @S
Mew

MNews File in
Appointment Meeting ltems = Project

MNew N
1 October 2017 » N
SU MO TU WE TH FR SA

Open

Open Calendar
E Open a calendar file in Outlook (.ics, .ves).

Open Outlook Data File
Bl D Open an Outlook data file (pst).

Print Import/Export

2 Import or export files and settings.
Office Account

Other User's Folder
- Open a folder shared by another user,

Options

Exit




3. Select “import from another program or file”, click on next

Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file

Export to a file

Import a VCARD file [wef)

Import an iCalendar (.ics) or vCalendar file [vcs

Impaort from another program or file
Import RSS Feeds from an OPML file
Import RSS Feeds from the Common Feed List

Description

Import data from other files, such as Outlook
data files [\P5T) and text files,
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4. Select “Comma Separated Values (Windows)”, click on next
Import a File

Select file type to import from:

Comma Separated Values
Outlook Data File [ pst)
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At “File to Import” browse to the location of the file “2018HOLIDAYSCHEDULE.csv”, click
on next.
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Import a File

File to import:
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Options

O Replace duplicates with items imported
@Allnw duplicates to be created

O Do not import duplicate items

< Back | ext > | | Cancel
EN




Import a File

Select destination folder:
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Impert a File

Import "2018HOLID

The following actions will be performed:

Lt NN R G | Map Custom Fields ...

Change Destination ...

This may take a few minutes and cannot be canceled.
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6. Done!




