Exporting from your Outlook Calendar into your Website Calendar

Open your Calendar
Click the File tab
Select Open > Import
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Import a File
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Export to a File

Select Folder ko export From:

Select the Calendar you want to export
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Export to a File

Save exparted file as:
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Export to a File

The Following actions will be performed:

Export "Appointments" from folder: Calendar

Map Cuskaom Fields ...

This may take a few minutes and cannot be canceled.
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See how to import on next page.
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Go to: Website editor (schoolwires)
Open you website calendar
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Create a C5V import file and includsfields for Event Start Date and Event Title. If you want, you can include all other fields.
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Step 1: Selectyourfile.

Browise for your CSV import file. Click here to dowinioad a sample CSV mport fie, (7
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Step 2: Match field mappings

Choose an import mapping and match the Calendar fiekds to the fiekds from your CSV file using the dropdown boxes

Import Mappings
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Choose an existing mapping or create your own by selecting New Custom Mapping.
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Map the Schoolwire calendar fields to the Outlook fields.
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Step 3: Preview your events

The events from your CSV file appear bel
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“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 /mport
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Step 4: Assign viewing rights

Check the box for each user or group who should see these events.

By default, all v isitora can view these calendar events. To limit who can v s these calendar events, add specific users or groups.

Assign Group Assign User

All visitors to the website can view your events.
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