Outlook Calendar — Import Week Numbers

This fact sheet is for University staff using Outlook 2013 or later to manage calendars.

The University uses a set of week numbers to organise the academic year. Academic week numbers
start with week 1 in July/August, through to week 52 or 53 in July. Follow the instructions in this guide to
add academic week numbers to your Outlook calendar, to help you keep track of University events.

Download iCal file from StaffNet

You can download an iCal file containing academic week numbers from StaffNet.

2. Select the academic session you want to add to your Outlook calendar from the Session drop-down list,
and click Add to Calendar to download the iCal file.

Session | 2015/2016

Week numbers for session 2015/2016

3. A download notification will appear in your web browser. At this point, you have two options:

Option 1
Add academic week numbers to a new calendar in Outlook:

— Click Open.
— A new Outlook calendar containing academic week numbers will open automatically.

@ Show and hide this calendar in Outlook by ticking or 417 Other Calendars
unticking the checkbox in your Other Calendars list. -
| [/] Week Numbers, Session..

Overlay this with your own calendar.
First show both calendars, side by side, then E‘“"w“mm‘“ X
click the overlay arrow icon. M view in Overlay Mode |WED THY PRl

14 15 16 17 18
Delete this calendar by right-clicking the list | Week 33, Session 201572016, University of Aberd

item, and clicking Delete Calendar.
Option 2
Add week numbers to your calendar in Outlook:

— Click Save as to save a copy of the iCal file to a suitable location on your computer. You will need
this later.

@ Note:

Some browsers may not give you the option to Save or Save as, and so you will not be
able to specify the location you would like to save the file to.

Instead, the file is saved automatically to the Downloads folder on Documents

your computer, located at: C:\Users\youruserID\Downloads
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http://www.abdn.ac.uk/staffnet/working-here/week-numbers-713.php

Import the iCal file into your calendar in Outlook (for Option 2)

When you have saved a copy of the iCal file containing academic week A0 L e e

numbers, you can import this into your main Outlook calendar. This is
the calendar with your account name.

| Calendar

@ Want to add academic week numbers to a different calendar?

If you want to import academic week numbers to the main calendar for a different account — for
example, a shared Mailbox — log in to your computer and open Outlook with that account.

1. Open Outlook. Open & Export

2. Click the File tab, then Open & Export.

Save As

3. Click Import/Export.

Import/Export
€= |mport or export files and settings.

4. Click Import an iCalendar (.ics) or vCalendar file (.vcs), then Next.

Choose an action to perform:

Export R55 Feeds to an OPML file
Export to a file

5. Browse to locate and select the iCal file you downloaded, then click OK.

The iCal file is named Week-Numbers-YYYY-YYYY.ics ﬁ Week-Mumbers-2015-2016.ics
(where YYYY-YYYY is the academic session you chose to
download).

)

=] Week-Numbers-2016-2017.ics

If you cannot find the file, check your Downloads folder (C:\Users\youruseriD\Downloads).

6. When prompted to open a new calendar, or import items in your calendar, click Import.

Do you want to open this calendar as a new calendar
or import its items into your calendar?

I Open as New | | Import Cancel

7. When you open your Outlook calendar, you will see week numbers at the top of your calendar view,
spanning each week.

MOMNDAY TUESDAY WEDNESDAY THURSDAY FRIDAY

31 1 2 3 4
(] Week 14, Session 2016/2017, University of Aberdeen




Editing or deleting imported academic week number events
(for Option 2)

When you have imported week numbers into an Outlook calendar, you may want to make changes such as
applying colour categories, or deleting the week numbers if you have changed your mind.

Instead of editing or deleting each event individually, it is quicker to search for and select the whole list.

1. Go to Calendar view in Outlook.

2. Tick the calendar containing academic week numbers, and untick all other calendars in your list.

3. Inthe Search box (top), type Week, Session, University of
Aberdeen. From the Suggested Searches list select Subject:
Week, Session, University of Aberdeen.

/D Week, Session, University of Aberdeenl

Suggested Searches

/O Keyword: Week, Session, University of Aberdeen
4. Your calendar will change to List view as you type. Your search

. . . /O Organizer: Week, Session, University of Aberdeen
results are highlighted in yellow.

/O Subject: Week, Session, University of Aberdeen

5. Click the Subject column heading to sort your events by
subject.
Ch|m} | SUBJECT LOCATION START

6. Click the Week 1 event, press and hold the Shift key, and click the final Week 52/53 event.
This will select the whole block of week number events.

5]  Week 1, Session 2015/2016, University of Aberde... 5 days
5] Week 2, Session 2015/2016, University of Aberde... 5 days
M5  Week 3, Session 2015/2016, University of Aberde... 5 days

N

Right-click the selected block of events. Depending on what you want to do, you can then:

e Click Categorize, then select a colour category to apply.

e Click Delete to delete the events from your calendar.

/'\ Be careful to make sure that you have not selected any other events that you do not want
. to delete.

8. To close the search and return to your calendar, click the Search tab, then click Close Search.

NG @ (—J ((-J ~  Current Folder v /D Subject: Week, Session, University of Aberdeen v K |
File Home send / Receive Folder View Developer Help Grammarly Acrobat Search
QE ) = [ | [ e O oy
Q e FEI Subfolders
Organizer Subject Has Categorized Requests Not  More All Calendar Recent  Search Close
Attachments v Responded To~  ~ ltems %A” Outlook ltems | Searches~ Tools~ || Search
Refine Scope Cptions Close

9. Your calendar will return to Calendar view.

Further information and help
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