SOUTHERN METHODIST UNIVERSITY UNIVERSITY REGISTRAR
Calendar Import for Outlook - Instructions

e Go to the Registrar's Office Academic Calendars webpage.

e Select the hyperlink to the .csv version of the desired calendar and open the file.
e Choose ‘Save As’

o Save the file to your computer or a network folder. Saving to the desktop would
work well for this purpose. You will need to remember the name of the file and the
location where it was saved in the next step.

e Close the .csv file
e Open Outlook

e Click on Calendar
e Click onFile

Info.

Open & Export
Open Calendar
= Open a calendar file in Outlook (ics, ves).
Open
Calendar

Open Outlook Data File

0 Open an Outlook data file (pst).
Open Outiook
Save Calendar Data File

Print

Import/Export
2

Import ar export files and settings.

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

e An Import and Export Wizard window will open. Select ‘Import from another program or

file’ and click ‘Next’.


https://smu365.sharepoint.com/sites/OrgHome/DES/ro/SitePages/SR%20Forms%20List.aspx
https://www.smu.edu/EnrollmentServices/registrar/AcademicCalendarsCourseCatalogs/AcademicCalendars
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Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file
Export to a file
Import a VCARD file [vf]

Import an iCalendar [.ics) or vCalendar file [wes
Import R55 Feeds from an OPML file
Import R55 Feeds from the Commaon Feed List

Description
Import data from other files, such as Qutlook

data files [P5T) and text files.

<Back | Next>

I | Cancel

e Select ‘Comma Separated Values’ and click Next

e e i 8 0

Import a File

Select file type to import from:

Comma Separated Values
QOutlook Data File [.pst)

| <Back || Next>

|| Cancel |

e Click ‘Browse’ and locate the previously saved .csv version of the calendar and select the

file. For the Options, it will default to allow duplicates. If this is the first time uploading

the file, this selection is fine. However, if changes occur and a newer version of the

calendar is being uploaded, select ‘Replace duplicates with items imported’. Click Next.



SOUTHERN METHODIST UNIVERSITY Calendar Import for Outlook - Instructions
UNIVERSITY REGISTRAR Page 3 of 4
Version 9.2 2/7/2022

Click on the Calendar option and click Next

Import a File

Select destination folden

EIEl Calendar -

Spring.ics

-5 Contacts

- Conversation Action Settings
- Conversation History

-5 Deleted ltems

- Drafts
{82 ExternalContacts
-7 Files
MBS lbnar v
< >
| < Back || Next > | | Cancel |

Check the box next to ‘Import (file name will appear) and click Finish.

Import a File

The following actions will be performed:

Import “2021-2022 N5C Submission Schedule.... |Map Custom Fields |

|Change Destination |

This may take a few minutes and cannot be canceled.

. <Back || Finish | | cancel |

A progress window will appear. When the upload is complete, it will disappear and the
items will now be saved as all-day items on your Outlook calendar.

Click on the appointment to view a more detailed description.
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e The items saved to the calendar can be edited by the user. Edits can include adding more

detailed text to the Subject or Description, adding or removing reminders, etc.

Wednesday, November 10, 2021
MSC - 1217 Submission All day

Review Doctoral C...  10/25/2021-11,/15/2021
TACRAD 11/72021-11,10/2021
UG Honors Candi...  11/10/2021-11/17/2021

11:00 Ak Weekly SR Meeting
https:/fsmu.zoom.us/jf97T488...

1:00 P Training/lssues
https://smu.zoom.us/j/989309...

2:00 P FW: RO Project Review
https:/fsmu.zoom.us/ /9741 50...

e Click on the appointment to get a more detailed description and make any edits.

= UG Honors.. Ea) = O

Insert Format Text Review Help Q Tell me

x| Bl & & e ||o| |||
] & e i
Actions Show = Skype Teams  Meeting Invite Options  Tags (a4
- - Meeting = Meeting ~ Motes~  Attendees - - Ac
Attendees A A
Subject UG Honors Candidate List Review 11/10-1117
Location || -
Start time Wed 11,/10/2021 E 12:00 AM - All day event
End time Wed 11/17/2021 E 12:00 AM -

Undergraduate Academic Schools review Fall 2021 approved candidate
lists (CANDs) to confirm honors candidates for brochure. DUE COB
11/17.






