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Video Tutorial

A video tutorial is available at
https://reading.yuja.com/V/Video?v=777389&node=3894660&a=88936732

Preparing the excel file:

1) Ensure you delete any rows you are not interested in importing (but do not
delete any columns!). E.g. if you only want to import standard dates you may
choose to delete any non-standard dates from the document.

2) When you are happy with the remaining dates, go to file > save a copy > and
select CSV (Comma delimited) (*.csv) from the second drop down. Click save
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3) This will open a new copy of the excel document. The following message will
pop up, click OK.

Microsoft Excel X

The selected file type does not support workbooks that contain multiple sheets.

- To save only the active sheet, click OK.

+ To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.

| oK |‘ Cancel ‘

TUGNOV Z&

et b £l | Uarilyjzuzag

4) Exit out of the document. Warning — the import will not work if the file remains
open.

Preparing Outlook

5) Open outlook and navigate to your calendar.

6) Select any event in your calendar and right click. Select categories > all
categories
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7) Create a new category by selecting New, giving it the name “Exam Key dates”
(it must be this name), and clicking ok and ok again to navigate back to your
calendar.

Micr!

[ ] cAnceLLED

| :‘D In progress

g

Color Categories

To assign Color Categories to the currently selected items, use the checkboxes next to each

category. To edit a category, select the category name and use the commands to the right.

Name

Shortcut key

:‘. Awaiting info

:‘. Exam Key D)
:‘ For info

:‘. Need to act
:‘D Room Book

Student Tin

:‘. Updated: R

Add New Category

Name: Exam Key Dates

Color: Shortcut Key: |(None)

OK

Cancel

With Alison
With TLD

[ |
[ ]

:‘. Updated: Student Timetable
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8) Go to file > select Open & Export > click Import/Export.

&

G|
@ Info

Open & Export

Save As

Save Attachments

Print

Inbox - jd stevens@reading acuk - Outlook

Open

Open Calendar
[ = Open a calendar file in Outiook (ics, ves).
Open
Calendar

Open Outlock Data File
Open an Outlack data file (pst)

R

Open Outlook
Data File
1 Im ort/Export
¢ P P _ !
> Import or export files and settings
Import/Export

Other User's Folder

E oR Open a folder shared by another user.
Other
Folder

User's

9) Navigate through the wizard, selecting the following options:
a. Select Import from another program or file

Import and Export Wizard

Description

Choose an action to perform

Export RSS Feeds to an OPML file
Export to a file
Import a VCARD file {-vcf)
Import an iCalend:

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

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

ics) or vCalendar file (vcs)
i

Cancel

b. Select Comma separated values

Import a File

Select file type to import from:

Comma Separated Values

Outlook Data File (.pst)

< Back
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c. Select the fie location you saved the document from in step 2. Ensure
allow duplicates to be created is selected. (If this is not the first time
you are importing this calendar into your outlook, you may want to
select “do not import duplicate items”

Import a File

File to import:

ty of Reading\Key dates format draft v.03.csv Browse ...

Options

(O Replace duplicates with items imported
@ Allow duplicates to be created

O Do not import duplicate items

< Back Cancel

d. Select the calendar you wish to import the events into. This will not
work with shared calendars so please ensure it is the high level

calendar shown here (or another calendar you have created for your
OWN purposes)

Import a File

Select destination folder:

[=1## j.d stevens@reading.ac.uk ~
-3 Archive

e Calondar

[+27 Contacts

3 Conversation Action Settings
== Conversation History

| “@Team Chat

[+ Deleted Items

= Drafts

& EventCheckPoints

-E ExternalContacts

-3 Files

< Back Cancel

e. Click finish. It may take a few minutes to update your calendar.
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v|  The followina actions will be performed:

Import "Key dates format draft v.03.csv" into folder: C... Map Custom Fields ...

Change Destination ...

wmoJ 9

This mav take a few minutes and cannot be canceled.

< Back Cancel

Changing your view of the calendar
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Once the import is successful, you will be able to see the key dates as individual
calendar invites in and amongst your normal calendar. However, if you wish to have
an overall view of the exam key dates onl you can set up a filter on your calendar.

1) On the calendar view, navigate to view settings

= File Home Send / Receive Folder View Help

G @Y OREEE T 2 =

= O @ CE

| Change View Reset Day Work Week |Month|Schedule Color Use Tighter Folder Reading To-Do = Re
View ¥ Settings View Week View [ v Spacing Pane ¥ Pane v Bar~v \
.Q:q Current View Arrangement N Color Layout
<
o < September 2024 > Today || < | > September 2024
MO TU WE TH FR SA SU
n 26 27 28 29 30 31 1 Monday Advanced View Settings: Calendar X la
2 3 4 5 6 7 8 26 Aug ® | Description
9 10 11 12 13 14 15 [ Bankholiday Start, End D
m 17 18 19 20 21 22 P
8B 23 24 25 26 27 28 29 Group By.
30 2
Sort...
October 2024 I 0900  Annual Leave - Miss E
MO TU WE TH FR SA SU Im:cn Enabling Operation... I Filter.. off
1 2 3 4 5 6
7 8 9 10 11 12 13 9 Other Settings... Fonts and other Day/Week/Month View settings
14 15 16 17 18 19 20 I D
Conditional Formatting...  User defined colors for appointments
21 22 23 24 25 26 27
28 29 30 3 1 2 3 Format Columns.
4 5 6 7 8 9 10 16
I 11:00 Exam key dates ; M... Reset Current View oK Cancel P
v|m My Calendars [ 12:00 EOps RISIS develop...
2) Select Filter and navigate to the more choices tab. Click categories.
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<

Filter X
Description 3
Appointments and Meetings More Choices  Advanced SQL
Columns... <
7 :
2 .
Group By... ] Only items that are: unread
] Only items with: one or more attachments 7
Sort...
15{ [ Whose im portance is: normal
I Filter... d [Jonly items which: are flagged by me
|:| Match case
Other Settings... F 1.
Size (kilobytes)
I . . doesn't matter ~ |0 0
Conditional Formatting... | U
Format Columns. . OK Cancel Clear All

>

3) In the pop up, you should see the exam key dates category that you set up in
step 7 of preparing outlook. Make sure this is ticked and click ok until you are
back to your calendar.

N A o~

andar To select a Color Category, select its category check box. To edit a category, select the category da
name, and then click a command. :
Ep
o Appointments and Meetin Name Shortcut key New...
DD Awaiting info
Categories... D. CANCELLED FEREmE
O Only items that are: DD |5 Gy PEiES
D For info Delete
MRk itame with- (=

4) If you think you will want to access this view again, saved it as a new view
under view > change view > save current view as a new view. This will give
you a shortcut under the change view option in future.
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File Home Send/ Receive Folder Vlew Hel

|
| Change| View Reset Day  Work Week Month
View v | Settings  View Week
,QQ ovee EEE5Y gen
| g
Calendar Preview List N

0
» S e
2 Gl 5
< =
[v]

gl

o <

Manage Views...

(%

Save Current View As a New View...

|u}
=]

Apply Current View to Other Calendar Folders...

5) When you are finished with this view you can navigate back to your original
calendar under change view and reset the view.

File Home Send / Recelve Folder VIEW H

Sl e £ = |

Change| View Day  Work Week (Montt
View v | Settings Week
- peeees ge
| m ]
Copy of C...  Calendar Preview List

=3 | B

Active EXAM KEY ...

Manage Views...
Save Current View As a New View...

Apply Current View to Other Calendar Folders...

6) If you wish to delete a specific event or the entire key dates calendar in the
future, the easiest way is to navigate to view > change view > list.
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File Folder

Home Send / Receive View Help

Change| View Day Work Week [Month|S
View v [ Settings Week
oy a0 222 = geme
= g z
Copy of C..  Calendar Preview List N
Active EXAM KEY ...

Manage Views...
Save Current View As a New View...

Apply Current View to Other Calendar Folders...
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7) You should then be able to filter on category and pick out the exam key dates
events you wish to delete.

‘OOCOOCCOODEDOOOEEE

Subject
Publication of results - Greenlan,
Student PREC deadline - IFP Jan

Examination dates - Resits

Mark entry deadline - Non-finali

Overall results deadline - UoRM IFP Sep resitters |

Locatior Start End

Recurrenc
Thu 14/08/2025 15:00 Thu 14/08/2025 16:00
Thu 14/08/2025 23:59 Fri 15/08/2025 00:59
Fri 22/08/2025 00:00 Sat 06/09/2025 00:00
Tue 02/09/2025 12:00 Tue 02/09/2025 13:00

Tue 02/09/2025 12:00 Tue 02/09/2025 13:00

Publication of results - UoRM IF.
Publication of results - Non-fina
Mark Entry Deadline - Non-finali
Overall results deadline - Non-fi...
Overall results deadline - IFP Ja..
Programme Examiners' Meeting.
University Progression boards -
Publication of results - Non-final
Publication of results - Non-final...

For info: 2 item(s)
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Wed 03/09/2025 15:00 Wed 03/09/2025 16:00

Fri 05/09/2025 15:00 Fri 05/09/2025 16:00
Mon 08/09/2025 12:00 Mon 08/09/2025 13:00
Mon 08/09/2025 12:00 Mon 08/09/2025 13:00
Wed 10/09/2025 12:00 Wed 10/09/2025 13:00
Thu 11/09/2025 00:00 Sat 13/09/2025 00:00
Fri 12/09/2025 00:00 Wed 17/09/2025 00:00
Thu 18/09/2025 15:00 Thu 18/09/2025 16:00

Thu 18/09/2025 15:00 Thu 18/09/2025 16:00
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Troubleshooting

If the import isn’t working, here are some tips which might resolve it.

Reading

Before trying these tips, ensure the sheet is unprotected by right clicking the 20245
tab and selecting “unprotect sheet”

r

S Insert...

EZ Delete

Stan
@ Rename

Move or Copy...
Stan|
E‘\ View Code

Stan| EE Unprotect Sheet...

ser Stan Tab Color

Jer Stan| Hide

ser Stan Unhide...

ser Stan Select All Sheets

Stan|

E(:g Link to this Sheet
Stan

202

E%' Show Changes

ert

> er

Ensure all of the columns are unhidden by highlighting the columns, right clicking

and s

electing “unhide”

Search the menus

2@ Cut

[@® copy

E:ﬁ Paste Options:
(2 &
Paste Special...
Insert
Delete
Clear Contents

Format Cells...
Column Width...
Hide
Unhide

BS show Changes

L YT

Tip 1 — Double check that you had closed the file down before trying to import it. It
will not import into outlook if open.
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Tip 2 — Have you changed any of the titles of the columns in the table? The table is
set up to have columns which automatically map to those in outlook. These are
column G (subject), and K-Q (for dates, times etc.). If you have changed the columns
to something custom, you will need to map your custom fields in step 9e of doing the
import.

Tip 3 — If you have changed any of the dates in column K and L, make sure these
are in the format dd/mm/yyyy. You can change this by highlighting the columns and
under the Home tab, selecting number, and clicking custom from the drop down. This
should match the date format of your outlook — if you have a different date format in
outlook then ensure to match the excel file.

File Home Developer |Inset Draw Page layout Formulas Data Review View Automate Help Power Pivot | B Commen
Ay _ p D: v cd Format Cells 7 x 3
| ['l & Calibri Jo A A =EEF]= e | 2| e || Ec i
~ N - [ Az ¥
Paste [ 51 u-@- ¢~ A- —~ 3 B~ % % | BEFd Number Alignment  Fomt  Border Fil  Protection ns | Analy
AR 4 l— - = o -8 C Datz
g o L Category:
Clipboard 1% Font [ Alignment 51 Mumber & Generat Sample ns
K1 v fx  StartDate Number Start Date
Currency
J K L M N o P Q Accounting Type w
Date v
i . . mm/yyyy
1 Description .| StartDate EndDate _ | StartTim _ | EndTim _ |, day ew + |Show time ~ |Categories Time b
T Percentage 0% ~
b Fraction 000%
- scientif 0.00E+00
er marks on RISIS & calculate e pptine
ms to request classificationto | 07/10/2024 12:00 Fres Exam key dated gy Pve
3 |re-run Custom
4 14/10/2024)  18/10/2024 ves Free Exam key date:
del-mmm-yy
dd-mmm
be entered on RISIS 28/10/2024 12:00 Free Exam key date: mmm-yy
s fmm AM/PM
hmm:ss AM/PM L
be submitted to EGO 28/10/2024 12:00 Free Exam key date:
6
+ Del
7 [peentered on Risis 28/10/2024 12:00 Free Exam key date:
| | Type the number format code, using one of the existing codes as a starting point.
cific calendar invites for each
[ ter to follow 04/11/2024) Yes F Exam key date:
8
student portal 07/11/2024 15:00 Free Exam key date:
9 ok Cancel
ladline for students to be
Hed/removed from the 08/11/2024 ves F Exam key dates |
10 hetable
11 18/11/2024 23:59 Free Exam key dates
ladline for ECF outcomes to be .

Tip 4 — if you have tried to import this into a calendar that is not your own generic
outlook calendar, try and import it into this calendar to see if the issue is the import or
your calendar.
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