[bookmark: _GoBack]Exporting from your Outlook Calendar into  your Website Calendar

Open your Calendar
Click the File tab
Select Open > Import
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[image: ]Select Export file
Click Next

[image: ]Select Comma Separated Values
Click Next



[image: ]Select the Calendar you want to export
Click Next


[image: ]Browse to where you want to save the file and name it.
Click Next

[image: ]Click Finish



[image: ]Type in the date range you want to export
Click OK


See how to import on next page.


















Go to: Website editor (schoolwires)
Open you website calendar

[image: ] Click Import Events tab

Click Import Events button


[image: ]Click Next
Click Browse and find the file csv file you exported


[image: ]Map the Schoolwire calendar fields to the Outlook  fields.

Minimum:
Schoolwires	

Start Date
Start time
End Date
End Time
Event Title
Event Description
All Day Event
Outlook

Start Date
Start time
End Date
End Time
Subject
Description
All day event

			


[image: ]Save mapping as common
Select Make this the default mapping

This saves you from having to map every time you import.

IF needed you can change the mapping when you import


Click Next at bottom of the window










The events will show to everyone unless you assign specific viewers.  Click Import
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Events will now show in your website calendar
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Export to a File

The folowing actons willbe performed:

Export "Appointments" from folder; Calendar

This may take a few minutes and cannot be canceled.
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Set Date Range

The file format that you are exporting to does not drectly
support recuring Outlock appaintments or tasks.

Only appointments or tasks that Fal within the Folwing date
range wilbe exported. In addion, indvidual accurrences wil
be created for recurring appointments and tasks that Fallwihin
the date range.

‘Appointments and Tasks (including individual occurrences of
recurring appointments or task) that occur autside o the date
range wil nat be exported,

Export and create Individual occurences of appaintments or
tasks that accur between:
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Everett Public Schools Site Manager - Internet Explorer, optimized for Bing and MSN
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Everett Public Schools Site Manager - Internet Explorer, optimized for Bing and MSN

Step 2: Match field mappings

Choose an import mapping and match the Calendar fieds tothe fieks from your CSV fie using the dropdown boxes. {MORE Y
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(2 Everett Public Schools Site Manager - Internet Explorer, optimized for Bing and MSN

Step 4: Assign viewing rights

Checkihe box for each user or group who should see these evens

By defaut, alwebste vistors can view these calendar events. To fmt who can view these calendar events, add specific users or groups.
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the website can view your events
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Everett Public Schools Site Manager - Internet Explorer, optimized for Bing and MSN
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Export to a File

Save exported file as:
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