ATS - Importing Calendars

As part of the ATS system you are able to import calendars from Microsoft
Outlook, an Excel File or a Google iCalendar file.

Under the \Scheduling\Import
Schedules menu; click the

applicable choice. \

Import from Microsoft Outlook

Choose the Outlook
account & calendar Choose the Choose the category and/or Click
name to use... date range appointment types to exclude “Search”
| | / | /
Outlock Appointrrxent Import L X E%l@
Impart Fi Outlook S /Fitter Criteri
— StaurtaDatza HEr-Ens Bxclude Cateopries: Bxclude Mppt. Types
Outlook File: i - Red Catego - Search
ool File |rkeﬁersr@gmall.cnm | Fom | 2/23/2012 IEI Ble Categgng NI. Day Events
Calendar: | v| Purple Category F‘nvate. e
To:  4/23/2012 [v| |Green Category Recuming Appts Clear
Qutlook Appointments
Start {Dutloal) End (Outlookc) Subject (Outlook) | Location (Outlook) | Purpose Location Sport/Team Privi
Record: |4 ] 4 MOF O [ |[] 4 m b
Actions Bypass NCAA?
Select Unselect Set Set Set
All Al Purpose Location | | Sport/Team | Import | | Cloze |
4

Use the buttons shown here to update and set Click “Import” to post the
information for the appointments. records to the ATS system

Copyright © by Keffer Development Services, LLC



ATS - Importing Calendars

Import from Google iCalendar

Choose the date range to use and Click
Choose the calendar name to use... “« ”»
appomtment types to exclude Search
iCalendar Appointment Impoft & L %-@
Import From iC;I::d;;e arch/Filter Criteria ude Appt. Types
iCalendar File: A . [”] Al Day Events
| — From: | 2/23/2012 || £ Prvete Aopts
To: | 4/23/2012 [=| | [C] Recuning Appis
iCalendar Appointments

Start (iCalendar) End (iCalendar)

Record: |4 | 4 Oof 0 [k J[M] «

Subject (Calendar) | Location (iCalendar) | Pumpose

Location Sport/Team Pri

L 2

Actions
Select Unselect Set Set Set
All Al Purpose Lecation Sport/Team

Use the buttons shown here to update and set

information for the appointments.

Import from Microsoft Excel File

Choose the file name & sheet
\

Bypass
T

Click “Import” to post the
records to the ATS system

Click “Search”

Excel/CSV Appointment Import
PR B

Import From

Excel AC5V File:

Sheet: -
Excel Appointments
Start (Excel) End (Excel) Subject (Excel)
Record: | 4 OOf 0 [k (k] +

F@

Search

=l

|| First row contaings column headers

Location (Excel) Purpose Location Sport/Team Privi

m 3

Bypass NCAA? | |

e | |

Use the buttons shown here to update and set

information for the appointments.

Clicli“lmport” to post the
records to the ATS system

Copyright © by Keffer Development Services, LLC



ATS - Importing Calendars

Notes:

1. The following columns must be in the Excel/CSV file:

Start Date
End Date
Subject
Location

OO N =

2. Once an appointment is imported there is no sync activity
between ATS and any other source.
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