Importing an Excel file into your Outlook Calendar

In Outlook 2010:
1. Go to File and choose Open
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2. Select Import, Select Import from another program or file and click 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 (. vcf)

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

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import R55 Feeds from an QPML file

Import R55 Feeds from the Common Feed List

Description

Import data from ather programs or files, induding
ACT!, Lotus Organizer, Qutlook data files (PST),
database files, text files, and others.
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3. Select Microsoft Excel 97-2003, and click Next

Select file type to import from;

ACT! 3.x, 4.3, 2000 Contact Manager for Windows
Comma Separated Values (DOS)

Comma Separated Values (Windows)

Lotus Organizer 4.x

Lotus Organizer 5.%

Microsoft Access 97-2003

Microsoft Excel 97-2003
Cutook Data File (pst) i
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Options

(71 Replace duplicates with items imported
Allow duplicates to be created

(7 Do not impert duplicate items




5. Select the calendar you want to add to, then click Next

Select destination folder:
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6. Click Finish

The following actions will be performed:

Import "M_Calendar” into folder: Calendar

This may take a few minutes and cannot be canceled.




