Outlook timesheet due date upload

1. Stepl

Identify and open the CSV calendar option you wish to import to
your Outlook Calendar.

2. Step 2
With the calendar CSV file open, take the following steps to save
the calendar to your desired location:
File
Save As

Select your desired location

Save

1. Step3

Close the CSV file.

Failure to close the CSV file will result in an error
during the import process.

2. Step 4
In Outlook, open your calendar and select the following:

File
Open and Export
Import/Export



Open Calendar

Open a calendar file in Outlook (acs, wes)

Import/Export

Import of export fdes and settings,

Other User's Folder

Open a folder shared by another user

3. Step 5

Select Import from another program or file and click the Next
button.

Choose an action to perform:

Export RSS Feeds to an OPML file
Export to afile

Import 8 VCARD fde vef)
Import an iCalendar Lics) or vCalendar file Lves!
MM

Import RSS Feeds from an OPML file
Import RSS Feeds from the Common Feed List

Description

import data from other fies, such as Outiook
data files (PST) and text files,

< Back Cancel
4. Step 6

Select Comma Separated Values and click the Next button.



Select file type to import from:

| Outlook Data File (pst)

TN s
5. Step 7

In the File to Import box, click the Browse button.

Import a Fde

File to import:
\\encmsoly1024. eclient.wa.lchotm\ofn
Options
(O Replace duplicates with items imported
(® Allow duplicates to be created
(O Do not import duplicate tems
| < Back Next > | Cancel

6. Step 8

Locate your saved CSV file and double-click to select it.
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7. Step 9

In the Options section, click Do not import duplicate items and
click the Next button.

Import a File

File to import:
| \\encmsoly1024.eclient.wa.lchofm\ofn | Browse ...

v
v Options
(O Replace duplicates with items imported
(O Alow duplicates to be created
I@ Do not import duplicate items l

8. Step 10

In the Select destination folder section, click on the Calendar file
and click the Next button.



Import & File

" Select destination folder:

=i A
=)
United States holidays
= &7 Contacts
(2 (ASE2BC46-83A0-4243-8315-600¢
i Companies
{3 GAL Contacts
(3 Organizational Contacts
{_Jl PeopleCentricConversation Budc
. Recipient Cache
) Skype for Business Contacts

N P mmimer binm Astinm Coabbions

<tk |[Thets | | concet |

TIPS:
= The Calendar selection may default as the selected

destination folder upon opening.

9. Step 11

Click the Finish button.

Import a File

The following actions will be performed:
dimport “2023 Full Payroll Calendar with Payda r ;‘;E‘;ﬂ;ﬁd&;?

Change Destination .

This may take a few minutes and cannot be canceled.

<gack [ _Fnsn | | camcel

TIPS:

= You should now see the imported dates on your
Outlook calendar. If you do not see the new additions
to your Outlook calendar, close Outlook and reopen to
populate.




