Import Payroll Calendar 2019

Save the .csv file to your Desktop.

Launch Outlook and click "File."
Then select "Open."
Click "Import."”

Save Calendar

Open

Open Calendar
E Open a calendar file in Outlook (ics, vcs).

Open Outlook Data File
[} Open an Outlook data file (pst).

Print

Import/Export
Import or export files and settings.

Office Account

Options
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Other User's Folder

Open a folder shared by anather user.

Select "Import from Another Program or File" and click "Next"
to continue.

Import and Export Wizard

Choose an action to perform:

Export RSS Feeds to an OPML file
Export to a file
Import a VCARD file [wef)

Im| am
Import RS5 Feeds from an OPML file
Import RSS Feeds from the Common Feed List

Description

Import data from other files, such as Outlook
data files (,PST) and text files,

Select “Comma Separated Values” and click the “Next” button
to continue.
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Browse to locate the file you just saved to your desktop. Click | impearie
the “Next” button to continue.
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Select your “Calendar,” then click the “Next” button to
continue.

Click the “Finish” button.

You'll see the file being imported. Once this disappears, you

can review your calendar to make sure the file was imported.

For example, check July 26th, 2018; you should see
two entries:

e B072618 Pay Period Ends
e B072618 Time & Labor Closes

Import a File

Select destination folder:
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Import a File

The following actions will be performed:

Import “PayrollCalendar.csv” into folder: Cale... Map Custom Fields ...
Change Destination ...

This may take a few minutes and cannot be canceled,
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Import and Export Progress
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Importing Appointments from PayrollCalendar2017.csv into
‘Calendar’

Once this process is complete, I'd recommend deleting the file you saved on your desktop.






