Import iCalendar File into Outlook

1. Select File — Import and Export from the Outlook Main Menu

Import and Export Wizard

Choose an action to perform:

Export to a file
Import a VCARD file {wcf)
Import an iCalendar or vCalendar file (,vcs

Import Internet Mail Account Settings
Import Internet Mail and Addresses

Description

Import data from ather programs or files, incuding
ACT!, Lotus Organizer, Personal Folders [(PST),
Schedule+, database files, text files, and others,
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2. Select the Import an iCalendar or vCalendar file (.vcs) option

Import and Export Wizard

Choose an action to perform:

Export to a file
Import a VCARD file { v

vart an iCalendar or wCalendar file (.vcs)
Import from another program or file
Import Internet Mail Account Settings
Import Internet Mail and Addresses

Description

Import information from an iCalendar or vCalendar
file to the Calendar folder.

< Back L Mext = ,] [ Cancel




3. Browse to the folder where you saved the 08-09CreekHockey.ics file, select it,
and click the OK button

Browse

Look in: | I Schedule

i * Tools =

L Mame & Size | Type Date Modified
L\b' [CPics File Folder 10/20/2008 11:53 &AM

My Recent 17KE iCalendar File 10/20/2008 11:51 AM
Documents

My Documents

8

My Computer

.g File name: | b | [ QK ]

My Metwark

Flaces Files of type: |i|:a|endar Format {*.ics) ™ | I ﬂ]

Outlook will load your calendar with the 2008-2009 Creek Hockey Schedule.
To allow easy Search for Creek Hockey entries you can add a Category to the
Outlook Master Category list.

Select any Calendar entry.

7. Select Edit — Categories from the main menu
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Categories

Item(s) belong to these cateqories:

Available categories:

Business

Bwrerk Retail Merchants
Competition

Customer

Favorites

Friend

Gifts

Goals/Objectives i
Holiday

Holiday Cards

Hot Contacts

Ideas

International s

| >

(0]\4 J [ Cancel J [Masber Category List...




8. Click the Master Category List button.

Master Category List

Mew category:

| | ar

Business

Bvrcrk Retail Merchants
Competition

Customer
Favaorites

Friend

Gifts

Goals [Objectives

Holiday

Holiday Cards

Hot Contacts =
Ideas
International
Key Customer
MCA-I

MCA-I Board

[ >

|

[ OK H Cancel ]

9. Click the Add button and type in the Category as shown (must be verbatim with
spaces because that is how | coded the iCalendar file entries).

Master Category List

Mew category:
|08-03 Creek Hockey] | [ add ]

07-08 Creek Hockey A =
07-08 Dayton Bommbers Home ol

03-09 Varsity Hockey

AbridalGathering. com
Beaver Hockey

Beaver Yarsity Hockey
Beavercreek Teacher
BHS Football

BMI-GDP
BMI-GOP-Referral
Business

Bvrcrk Retail Merchants
Competition

Customer

Favorites

Friend

(%

[ Ok H Cancel ]

10. Click the OK button on the Master Category List dialogue.
11. Click the OK button on the Categories dialogue.



12. To Find Creek Hockey Entries in Outlook using the Category, select Tools-Find-
Advanced Find
13. Click the More Choices Tab

= Advanced Find

! Fle Edt View Tools

Look for: |.ﬁ.|:||:unin1ments and Meetings V| In: |Calendar | [ EBrowse.., ]
| Appaintments and Meetings | More Choices | Advanced | Find Now |
Categories. .. | w

Mew Search |

[ ]only items that are:

[ only items with:

|:|Whn:use importance is: | orma
[ ] only items which: | e a red flag

[ IMatch case L\'

Size (kilobytes)

1 [ -
|dcuesntmatter v| | and [0 |

14. Click the Categories button
15. Check the 08-09 Creek Hockey box and Click the OK button



=% Advanced Find

i Fle Edit View Tools

Look for: |.ﬁ.|:lpnin1ments and Meetings % | In: |UB—UEI Creek Hockey | [ Browse. ., ]
| Appaintments and Meetings | More Choices | Advanced | Find Maow |
[ Categories... ] |DB-U'5I Creek Hockey w Ston

Mew Search |

] only items that are: | INrea

[ only items with:

5 TEd Nan

[ ] whose importance is: | o
[ ]only items which: | \ave

[ Match case (-\-

Size (kilobytes)

|dcuesn'tmatter L\\\ﬂ |I | and ii |

16. Click the Find Now button.



=% Advanced Find
! Fle Edit View Tools

Lok for: | Appointments and Meetings | In: |08-08 Creek Hockey [ Browse... |
Appointments and Meetings | More Choices | Advanced Fird Mow |
[ Categories. .. ] iEIB-EI'EI Creek Hockey "W

] only items that are: |

Mew Search |

[ only items with: |

[ ] whose importance is:

[ ]only items which:

[ Match case L\'

Size (kilobytes)

i doesn't matter v_! |
[ | @ Subject Location |Start |End / |Recurre...|Cate... |InFaolder #
5] CreekVarsity Try.. KRC  Sat11/..Sat11/.. 08-0.. 08-09 Creek...
ﬁ At Gahanna Easto.. Frill/.. Frill/.. 08-0.. 08-09 Creek...
:—:ﬁ Vs St Charles KRC Sati11/..Sat11/.. 08-0... 08-09 Creek...
ﬁ At Upper Arlington Dispat... Fri11/.. Frill/... 08-0... 08-09 Creek...
;@ Vs Dublin Coffman KRC Sati11/..Sat11/.. 08-0.. 08-09 Creek...
}ﬁ Vs springboro (Fr... KRC Frillf.. Frililf... 08-0... 08-09 Creek...
:ﬁ Vs Lexington (Fro... KRC Frill/.. Frill/.. 08-0.. 08-09 Creek... .
ﬁ Vs Maumee (Froz.. KRC Sati11/..Sat11/.. 08-0... 08-09 Creek...
E Vs TBD (Frozen Cr... KRC Sati11/.. Sun 11... 08-0... 08-09 Creek... \
ﬁ At Centerville South ... Fril2f.. Fril3/.. 08-0.. 08-09 Creek...
:—:ﬁ At Springboro South ... Sat 12/... sat 12/... 08-0... 08-09 Creek...
ﬁ Vs TBD (Allgeyer ... One of... Thu 12... Fril2/.. 08-0... 08-09 Creek...
;@ Vs TBD (Allgeyer ... One of... Fri12/.. Sat12/.. 08-0.. 08-09 Creek...
}ﬁ Vs TBD (Allgeyer ... One of... Sat 12/... Sun 12... 08-0... 08-09 Creek...
:ﬁ Vs Alter KRC Fril2/.. Fril2/.. 08-0.. 08-09 Creek...
ﬁ At Alter South ... Sat 12/... Sat 12/... 08-0.. 08-09 Creek..
E Vs Centerville (M... KRC Fril2/f.. Fril2f... 08-0... 08-09 Creek...
ﬁ Vs Troy (Mayor's ... KRC Sat12/..Sat 12/.. 08-0... 08-09 Creek.. w
41 Items

17. To turn off the extra information and make the schedule more printable select
View — Autopreview to turn off the autopreview function.

18. You can adjust the column widths by to fit the length of the field by double-
clicking on the vertical bar that separates the column names. You can delete
columns by clicking and dragging the column out of the Advanced Find dialogue.



19. To print, select File- Print. Or use File — Print Preview to see if you have the
desired look.
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Print Preview

i a [l Sk 4| | L] Page Setup... | =§ Print... |§Iase!
19 o Subject Locabon  Start Ervd Revurrenie Catég.. In Falder
[] Covak varsty Treets mAC at 11/EI0__ Sat 11510 OE-0% Cr_ D&-0% Coeal Hoclhmy
| i AicaFasma Tastn CHIL_ Ol 4/i- FRliji¥ji. TE-UF Lr—. 0o 0% Coualk nachey
mchlu AT Wat 18 152 Sak 1] 1%]1 TE-0% Cr_ 0E-0% Cowak Hochwy
[ o] Atupperaci;gos Dopaich I FOllj21/2_ FollfTifz_ 0E-0F Cr_ DE-0% Cosalt Hochmy
| ¥aDublin Cofman mAC Sat 10]37/7 . Sar 11/ a1 05-0F Or_ D&-0F Creal Heclowy
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| J[ Vo Lamimgiten [Fromes Creak]  ®AC FRilljZa/l_ FoilijIEfE_ TE-U% Cr_ 08 0% Coealk Achmy
[ )] ¥arecmas (Frmce Crmk] mAC Sat 11]35/7 . Sat 11/ 291 05-0F Or_ D&-0F Creal Heclowy
| 2| ¥aTED (frooes Cowak] ERC Sat 12/ 297 . T 11 03 -0 Cr_ 0E-0F Cessk Hochwy
[ o] Atcactmraiia [T = e OE-0F Cr__ 0&-0% Conak Hochmy
| 4] Arsprimghers el 280 _ Sat12/8fI0 DE-0% Or_ DE-0% Crsak Heclay
| 4 Wa TED | Algaymr Towrmay) Ome of thes . Thaz 12]03 Freldfadid_ OE-0% Cr_ DE-0% Crwak Hochwy
[ o] ¥aTED (Mg Towmmmy] Oew cf the . FRLZ/1I/T_ Sat 12/15/2 OE-0F Cr__ 0&-0% Conak Hochmy
[] ¥ TED (Aliguyer Ty O of the _ Sat 12/23/7 _ Sum 22 14/2 DE-0% Or_ DE-0% Crsak Heclay
i Wa Ak wRT rolzfiRE_ rmlzfieia OS-0% Cr_ 02-0% Coasl Hochey
| 4 Azalar Scwth Metre Sat 12/2901. Sat 12201 TE-0F Cr—. 0E-0F Cruak Hochey
| o] VaCastwreilla[Memratas] | mAC FRiZjZ8/1_ PRl I8 OE-0% Cr_ D&-0% Cosalk Aecliay
[ 4] ¥a Ty (Mayers osp) mRT Sat 12]I7/T__ Sak 22/2T/T_ OS-0% Cr_ 02-0% Coasl Hochey
4| VaSpaeghboo (Mayor'a Cep)  EAC Sam 11 [18] —  am 11 f2E{ 1. TE-0F Cr—. 0E-0F Crumk Hochey
5| Wa Tamsty (KY Towrsamant) _Fnijaien_ ol jziaee OE-0% Cr__ 0F-0% Cosak Heclhey
| 5[ va Motk Cantral (XY Towrma _ roljajIee roljziIee OE-0F Cr_ D&-0% Cosalt Hochmy
| o[ VaTED (WY Towrsameet] . Sat 13 [ TE-Tw Lr—. 0o 0% Coualk Aachay
[ 4] Azmcalar Y TE T TR OE-0% Cr__ 0F-0% Cosak Heclhey
[ o] Atoxfod Telawasds Grggim-Mi_ et 1/10/I0_ Sat1f10/I0 0E-0F Cr_ DE-0% Cosalt Hochmy
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| | Az Eoweer . ralfrsfm rmlfrsfao -0 Cr_ 0E-0F Cessk Hochwy
[ o] AtTroy Hobart Are_ Sat 12320 Sat 1/24/10 OE-0F Cr__ 0&-0% Coaak Hochmy
| o[ Ve caFara ET H_ Tow 1/I7]1_ Tom LZ7a0_ 050w Cr_ D&-0% Coual Aclimy
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