How to Upload Reservation Data into Outlook

The following steps describe the process of uploading EMS reservation data into MS Outlook Tasks. Upload into your
Calendar can be accomplished by substituting steps specifying Tasks with Calendar. The various options to control what
data gets loaded into Outlook is dependent upon the desired outcome of the user. This discussion is based upon the use
of Office 2010.

Steps

e Logonto EMS using the Appx Desktop Client

e Navigate to the Reservations menu or use Menu bar Process option to display pop-up menu
e Run Resrv List

e Select Outlook Upload option

e Enter Record Selection criteria — Pool ID at a minimum and press Enter key

e Accept or modify Sort Order information and press Enter key

e Press Enter when Disposition screen is displayed or set Prt Hardcopy =Y if you also want to print the list
e Click Close button when report is displayed

Click Yes when this screen is displayed. el X

! The file you are trying to open, 'resrvist.KEHt.201305231437.Xs', is in a different format than specified by the file extension. Verify that the file is not corrupted and is from a trusted source

", before opening the file. Do you want to open the file now?

Was this information helpful?
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Vlmport and Export.leard '

Choose an action to perform:

Open or switch to Outlook

Click File on Menu Bar Export RSS Feeds to an OPML file
Export to a file
) Import a VCARD file (.vcf)
Click Open Import an iCalendar (.ics) or vCalendar file (.vcs
Import from another program or file
Click Import Import Internet Mail Account Settings

Import Internet Mail and Addresses
Import RSS Feeds from an OPML file

Select Importfrom another program Import RSS Feeds from the Common Feed List

or file and click Next

~Descripuon

Import data from other programs or files,
including ACT!, Lotus Organizer, Outlook data files
(.PST), database files, text files, and others.

< Back 'I Next > ][ Cancel

Import a File

Select Microsoft Excel 97-2003 Saluck T type b0 knport From:

: ACT! 3.x, 4., 2000 Contact Manager for Windows »
Click Next Comma Separated Values (DOS)

Comma Separated Values (Windows)

Lotus Organizer 4.x

Lotus Organizer 5.x

Microsoft Access 97-2003

Microsoft Excel 97-2003

Outlook Data File (.pst) ¥

[ < Back ][ Next > ][ Cancel ]

2
Upload Data into Outlook



Import a File

Click Browse button to find the Excel workbook
previously saved OR type full path to the file in File to import:

the dialog box EC:\Users\keharper\Desktop\keh test.xls \ Browse ]

Set options to desired outcome and click Next Options

(") Replace duplicates with items imported
Default is Allow duplicates to be created @) Allow duplicates to be created

(") Do not import duplicate items

<Back | Next> | | cancel
% T—
Select folder (Calendar or Tasks) Import a File
Click Next Select destination folder:
{1 RSS Feeds -
.. Sent tems

185 Suggested Contacts =
(=3 Sync Issues
.23 Conflicts

---- {1 Local Failures

""" {1 Server Failures
44444 lz Tasks

3 Z Impdled

=9 Personal

=+3 ADN

{1 AHFC Energy Audit
=3 AK USA

< Back ][ Next > ][ Cancel

3
Upload Data into Outlook




Place checkmark on box to left of
Import “resrv” into folder: Tasks

Note: Tasks or Calendar will appear in the

] Import a File

The following actions will be performed:

v
( Impoa“resrv" into folder: Tasks
N

Import mesasge depending upon the destination /]\

folder selected in previous step

Click Map Custom Fields button

Drag the Value field displayed in left panel
to corresponding Field in right pane

The Mapped from column displays the
Association made by dragging operation

Fields to map:
Subject
Start Date
Due Date
Reminder

Click OK

[Map Custom Fields ... ]
g’

[Change Destination ]

This may take a few minutes and cannot be canceled.

< Back ][ Finish ][ Cancel

-

Map Custom Fields

X

Drag the values from the source file on the left, and drop them on the appropriate destination field
on the right. Drag the item from the right to the left to remove it from the field mapping.

From: To:
Microsoft Excel 97-2003 Microsoft Office Outlook
resrv t@ Tasks
Value Field Mapped from a
Subject Subject Subject -
Start Dt Start Date Start Dt [
End Dt Due Date End Dt
Reminder Reminder On/Off Reminder
Location Reminder Date
F6 Reminder Time
Date Completed >
0L Camnlatn
<« | 1} [ 3

]

[ |

[ 0K H Cancel l
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Click Finish to complete the task

The selected folder, Calendar or Tasks, will
Now be populated with the contents of the
Excel workbook.

Each workbook row will create a corresponding
entry in Calendar or Tasks, excluding Column
Headings.

Import a File

The following actions will be performed:

Import "resrv" into folder: Tasks

[Map Custom Fields ]

[Change Destination ]

This may take a few minutes and cannot be canceled.

< Back ][ FinishQJ[ Cancel
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