ATS - Importing a schedule from a spreadsheet

ATS Schedule Import spreadsheet (xlsx) specifications

« Your file must use an“XLSX” format., and have a header row indicator
the items listed below.

o IF you have problems importing a generated XLSX file, we recommend
copy/pasting your information into the ATS template rather that building
your own. This will avoid formatting issues and include all columns. You
MUST have all columns and they must be in order.

Column  Description Type Length
A Start Date/Time Date and Time
B End Date/Time Date and Time
C Subject Text 30
Note:

o You must use the 1st row of the spreadsheet for headers as indicated
in the column descriptions.
o Items shown in RED are required
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ATS - Importing a schedule from a spreadsheet

To begin the import
process; click on the
“From Excel” menu

shown to the right. \

* Please make sure your file
layout matches the required
one on page one.

Scheduling | Inventory Reports Admin

Windows

Help

Make an Appointment
Daily Appointments

My Appointments

View Staff Schedules
Athlete Appointments
Team/Sport Appointments
Equipment Appointments

Qn Appointments

Search For Appointment By NCAA/HS Submit

v

Import Schedules

\‘ From Outlook

From Excel

From iCalendar

Below is the screen you will see to run the import process. Please note that if you are par-
ticipating in the NCAA/High School research the screen will look a little different due to
the additional information & associated functionality.

! Appointment Import from Excel [l '@
Step 1: Choose the Import File and Load the data o
Excel File: B oadpas
Sheet: First row contains column headers
Step 2a: Complete the appointment info loaded from Excel
Start (Excel) End (Excel) Subject (Excel) Pumose Location Sport/Team Pavate Appt.  Notes

Regular
import screen

o ® .
Record: [N of 0 T < > B losdDae
|_an_Jl Nonc JJll Set Location [ et Purpooe | [ roexce Prim © Firstrow contans column headers ——
Step 3: Choose the applicable staff member
Ashiey Sham Pupase Location Spot/Team | Event Type | Season
Step 4: "import™ ... Step 5: Close
Import Appointments Close
L
1mport screen N
Record: ' I4 | 4 0of 0k M < >
[None || et Location [ St Purpose ] Set Sport/Team [l Remove Erwry [INRCTECINEY
o o ete tho NCANWHS Step 3: Choose the stalf member
Set Event Type Set Season Set Sface [ L attans | Ashley Sham
Step 4: “Import™... Step 5: Close
Import Appointments Close
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ATS - Importing a schedule from a spreadsheet

8| Appointment Import from Excel
Step 1: Choose the Import File and Load the data
Excel File:

Sheet:

Step 2a: Complete the appointment info loaded from Excel

Start (Excel) End (Excel) Subject (Excel) Location

Pupose

Record: "I

B osdDas
First row contains column headers
Qear

of 0 kB M <
B B B T

o ]
Click the Browse button
to locate and select your
import file. Only XLSX
files can be imported.

Spot/Team | Event Type | Season

Select the worksheet if
more than 1 exists for an
Excel file Then click the
“Load Data” button.

>
To Excel Print

staff member

[ an | m
Step 2. IF applicable complete the NCAA/HS information Step 3: Choose the
Set Event Type Set Season Set Surface Dm | Ashicy Sham
Step 4: “Import”™... Step 5: Close
Import Appointments Close

Once the data has been loaded use the applicable buttons to choose the location,

purpose, etc. for the appointments.

| o

Step Zb: IF applicable complete the NCAA/HS information
Set Season Set Surface

Set Event Type

To Excel Print

Step 3: Choose the applicable staff member
|Asl’iey Sham

™ |

L] NCAA?

Individual/specific appointments

may be update by clicking the associated

box in the 1st column to “select” the item.

Step 2a: Complete the appointment info loaded from Excel
Start (Excel) End (Excel) Subject (Excel) Purpose Location Spart/Team Evert Type Season
08/13/2018 10:00 AM : 08/13/2018 11:59 AM ' Practice
[ 08142018 1:00 PM  08/14/2018 3200 FM  Game
08/15/2018 5:30 AM  : 08/15/2018 11:30 AM | Practice
08/15/2018 400 PM  08/15/2018 600 PM  Game
-———————-

Once the appointment
information has been
completed; click the

Step 4: "Import™._.
Import Appointments

“Import” button to
finish the process...

Appointments will be entered for
the applicable team and are “live”.
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