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There are many ways to do this

ÅYou can schedule your events individually

ÅYou can use the Recurring Event method, but 
beware, if you mess up you must delete each 
un wanted event individually.

ÅOr you can use the IMPORT option which uses 
a CSV (comma separated) file format.
ïHas the advantage of allowing retrying over and 

over until it works.  If one fails, all fail.

ÅThis tutorial describes the CSV method only



Here is a look at our teams.  Notice the 
(xxx) which is the scheduling alias



Create your comma delineated file, 
see example on the Coaches Corner

What the 
heck do we 

put here

Should be 
easy enough 
to figure out 



Logon to the Admin area and click the 
IMPORT tab



After hitting Submit, errors are 
harmless



Make corrections and resave as a CSV 
file and try again

Notice we 
changed the 
team to the 

alias


