ATS - Importing a schedule from Outlook

To begin the import
process; click on the
“From Outlook?
menu shown to the
right.
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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.

Regular
import screen = .
Step 1: Choose the Import File hlmmm.ﬂww
Start Date Exclude -
Outlook File: ashley@kefferdevelopme From- 02/14/19 - |RedCategory a EMDwEvm
Blue Category Private Appts
Calendar:  Calendar o To: 04/15/19 « |Pumle Category v "] Recuning Appts
Step W Complete the appointment info loaded from Outlook
Start Jook) End Outlook) Subject (Outlook)  Location {Outlook) = Purpose Location Sport/Team Private
(5] outlook Appointment Import EER ===
Step 1: Choose the Import File Step 2: Choose Search/Filter Criteria and ‘Load Data’
Start Date Exclude :w: Types -
Outlook File: ashley@kefferdevelopme From: 02/14/13  ~ gcdgmy A an Pﬂﬁ
ue Category ate s
Calendar:  Calendar Y. To: 04/15/13 | |Purple Category ¥ | [7] Recuring Appts
Step 33 Complete the appointment info loaded from Outlook :
Start (Outook) End (Outiook) Subject (Outlock) | Location (Outicok) | Pupose Location Spot/Team | Event T m To Excel Print
Step 4: Choose the applicable staff member
Ashley Sham
|jose
Record: I4  4 Oof 0k M < >
E To Excst B _ P NCAA/HS
Step 3b: IF applicable complete the NCAA/HS information - Step 4: Choose the applicable staff member import Screen
Set Event Type Set Season Set Surface [] fbass  Ashey Sham
Step 5: "Import”._. Step 6: Close
Import Appointments Close
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ATS - Importing a schedule from Outlook

Record: 'I4 ' 4 of 01k M <

Step 3b: IF applicable complete the NCAA/HS information

EN 3 TN

Set Event Type Set Season Set Surface Dm Ashiey Sham
Step 5: "Import™... Step 6: Close
Import Appointments Close

(%] Outlook Appointment Import E=N Eon =X
Step 1: Choose the Import File Step 2: Choose Search/Filter Criteria and "Load Data’
Start Date Exclude Exclude i
Outlook File: ashley@kefferdevelopme oo o\, 1o ;edcc:eoory Py B:ﬂm”gm”
Calendar:  Calendar ¥ To: (04/1515 v | Puple Category Dﬂe:;i:uﬁ;u Clear
Step 3a: Complete the appointment info loaded from Outlook \
Start (Outlook) End (Outiook) Subject (Outlook)  Location (Outliook) = Purpose Location Sport/Team Event T
Click the Load Data
button to load your
information

To Excel Print

sepl Omniheqﬂuuendl-da

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

purpose, etc. for the appointments.

Step 3b: IF applicable complete the NCAA/HS information

N 3 TN BT B

Set Event Type Set Season Set Surface ] \Ashley Sham w
Step 5: "Import™... Step 6: Close
Import Appointments Close

To Excel Print

Step 4: Choose the applicable staff member

Individual/specific appointments may be update by clicking the associated
box in the 1st column to “select” the item.

Step 3a: Complete the appointment info loaded from Outlook

Start (Outlook) End (Outlook) Subject (Outlook) | Location {Outlook) | Purpose Location Sport/Team Event T
[] 09/12/20186:00 PM  09/12/2018 7:30 PM - Women’s JV Soc... ' Soccer Field
[ 09/12/2018 7:30 PM  05/12/2018 8:00 PM  Women's Varsity ... - Soccer Field
[] 09/13/20182:00 PM  09/13/2018 5:00 PM football practice Practice Field
[] 09/13/20184:00 PM  09/13/2018 6:00 PM  JH Football Game  Football Field

Once the appointment Step 5: "Import™....

information has been I ¢ Aoocintments

completed; click the

“Import” button to
finish the process...

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