

How To Download The Schedule Into Outlook

Access the schedule on the Team Pages.  The system has the ability to download the schedule to other programs.  You can import it directly into Microsoft Outlook as follows:
1)       On the Team Pages click Schedule (if you have kids in sports, you can use Multi-schedule and find their teams below, select all teams and hit ‘Submit’)
2)       Just under Event Schedule header, click the Blue down arrow ‘Download CSV’
 
3)       Save the file to somewhere easy to find like the Desktop.   Depending on your software version, you may get an error message about compatibility.  Click ‘yes’ to keep it in the format.  Close the file after you save it (if you opened it), or it will show up as ‘locked’ later in the process.
5)       In Outlook Calendar, select ‘File’ and ‘Import and Export’
6)       Select ‘Import from another program or file’ and ‘Next’
7)       Select ‘Comma Separated Values (DOS)’ and ‘Next’
8)       Browse for the file you just saved, and choose ‘Do Not Import Duplicate Items’ from Options
9)       The Destination folder should be your Outlook Calendar (it should default to that) and ‘Next’
10)   The final screen gives you the opportunity to ‘Map Custom Fields’.  You shouldn’t need to do this for the League Athletics site, but if you want to import other types of files, you can tell the program which column gets put in which Outlook field.  Hit ‘Finish’.

