Date of this version : 8 September 2015
Always check for a later version

Exporting from TimeTabler to your Outlook Calendar

You can export the completed timetable from TimeTabler as a CSV file for each teacher, which can
then be imported into their Calendar in Outlook, so that their timetable is displayed daily.

The usual reminder in Outlook will then pop up with an advance warning of the time and location of
the teacher’s next lesson.

This may be particularly useful for senior staff who have an admin role which may cause them to
forget their next lesson.

This document explains how to do this, with screenshots from Outlook 2010.
Some staff may not find it easy to do ...so it may be better for the IT Manager to do the process.
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Exporting the CSV files from TimeTabler

When the timetable is complete, go to then to see this screen:
rTT Export to Outlook M1

Export the Timetable to Outlook

To export your Current Schedule to a file for Outlook, follow the steps below:

3 | preparation |

Before exporting, check the following:

Selected Schedule is: KJ-TEST.
To chanage, click here.

Have you set-up your start and end period times 7 To check, click here.

B Days of the Week

What days ofthe week is your school open (typically Mon to Fri for UK schools) ?

The school is open these days:
Mon | Tue v wed v Thur v Fri v
Sat J Sun J

What Date Range of lessons do you wish to export to Outlook ?

Startdate: 07/09/2015 ~ ... which is this day of the cyde: |Monday |Z||

End date: 07/07/2016 -

4 [export to e |

Click Export to export a CSV file which can then be imported into Outlook:

-1 |one file per teacher |3|

At Step 1, make Sur'e you set | Day Labels | Period Labels | Short Period Labels | Peried Times | Shading
up the Start & End times for

Period start & end times are required when exporting to Outlook

each perlpd, using the 24-hour R R St Bme: il e
system with a colon between : :
o . Monday (09:00 09:40 |10:40 | 11:20 |13:00 :13:40 13:40 14:20
hh:min, like this: 09:40 | 10:20 |11:20 | 12:00 | 13:40 i14:20 hiemm (eg: 14:30)
Tuesday |09:00 |09:40 |10:40 | 11:20 | 13:00 | 13:40
Use the ‘Repeat first day’ button 09:40 | 10:20 | 11:20 | 12:00 | 13:40 | 14:20 =
for speed. Wed  |09:00 |09:40 |10:40 |11:20 | 13:00 | 13:40
09:40 | 10:20 |11:20 | 12:00 |13:40 | 14:20
Thurs 09:00 |09:40 | 10:40 | 11:20 | 13:00 | 13:40
09:40 | 10:20 |11:20 | 12:00 |13:40 | 14:20
Friday 09:00 |09:40 | 10:40 11:20 | 13:00 | 13:40
09:40 | 10:20 | 11:20 | 12:00 | 13:40 | 14:20

At Step 4, you will normally select “one file per teacher”.

When you click on choose a suitable place to save the (many) files. It is usually

best to use the ‘Make New Folder’ button (at the bottom-left) to make a dedicated folder.

When the export is complete, if you go to the folder you will find a file for each teacher, with names
like: TT_OUTLOOK _KJo.CSV (where KJo are the initials of the relevant teacher).
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Importing the CSV files into the Calendar in Outlook

The CSV file for each individual teacher has to be imported into that teacher’s Outlook Calendar,
so that their timetable is shown on-screen daily, with an advance reminder before each lesson.

We suggest that the school’s IT Manager does this process centrally if possible.
To see the correct initials for each teacher, get a Printout from Basic Data »» Teachers Screen.

The screenshots below are from Outlook 2010.

Step 1 = Inbox - Qutlook - Microsoft Qutlook
. GE | Home  send/Receive  Folder  View  Norton
Open Microsoft Outlook and
. Rl Save As
select File Menu m» Open mw» Import:

Open Calendar

0k S .
'—a Sare Atiachments Open a calendar file in Qutlook (ics, wves),

Info
Open ;’: Open Outlook Data File
Open an Outlock data file (.pst).
Print
Help - Import
Import files, settings, and R55 Feeds into Outlook,
|} Options ﬁ
B Exit
H H I rt and Export Wizard
A wizard opens, to guide you through the process. b
Choose an action to perform:
“ 1 ” E: t RSS Feeds to an OPML fil
Select “Import from another program or file”, B e o fo.an CPM. fle
. Import a VCARD file (.vcf)
thel’] CI |Ck on NeXt Import an iCalendar (.ics) or vCalendar file .vcs
Import from another program or file
Import Internet Mail Account Settings
Import Internet Mail and Addresses
Import RS5 Feeds from an OPML file
Import RSS Feeds from the Common Feed List
s
Step 3 Import a File

Select ‘Comma Separated Values (Windows)’ and
then click on Next.

Select file type to impart from:

Comma Separated Values (DOS -~
Comma Separated Values (Windows] r

Microsoft Access 97-2003

Microsoft Excel 37-2003

Outlook Data File (.pst)

Outlook Express 4.x, 5.x, 6.x or Windows Mail
Personal Address Book

Tab Separated Values (DOS) e

<Back || mvext> | [ cancel |

Step 4 Import a File
Click on the ‘Browse’ button and select the file that you
want to import.

File to import:
T:\TT2015\TT_OUTLOCK_KJo.CSV -Browse
Options
(") Replace duplicates with items imported
(@) Allow duplicates to be reated
(7 Do not import duplicate items

You can choose how you want to handle duplicates
(you will probably want to select the first option if this
is an update to this year’s timetable).

<Back || next> | [ cancel

Then click on Next.

continued...
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Step 5 Impart a File

On the list, find and select ‘Calendar’ for the destination
folder and then click on Next.

Select destination folder:

B(@ Outlook Data File
-

{85 Contacts %

3 Deleted Items

{1 Conversation Action Settings

{3l Drafts
L[5 tnbox |
4| : 1 |“ 2
[ < Back ][ MNext = ] [ Cancel

Step 6
On this screen you can click on ‘Map Custom Fields’: Import a File
to see a screen which allows you to ‘map’ the fields T”""‘“"‘”g""“““‘ e —_—
. X . . Import "TT_OUTLOOK_K1o.C5V" into folder: Cal...
in the CSV file and the fields in Outlook. = E—
The fields on the left are from the CSV file you are  wap custom Fietas (S
|m pOI’tI ng . Draﬁg1ﬂ'1e :alues ﬁo‘T1 the sc;rce 11& on :'1& Ie&, alngtdrop them onﬁme ;pprgﬁgahe destination field

A . N . . on the right. Drag the item from the right to the left to remove it from the field mapping.
On the right are the destination fields in Outlook. | ” ™" ™ i - e

Comrrlla Separated Values (Windows) Ml&cso& Office Outlook

You can drag a field from the left and drop itonto | ™o o
its respective field on the right. e |§| arr rreran §|
However you’ll probably find that this screen Start Date B SertDate  SwrtDate
already shows what you need ...and if so you o oee e
won’t need to do anything on this screen. L - L. .
CIICk On OK < Previous ] [ Mext = I [ Clear Map ] [ Default Map ]
Then click on Finish. ok [ coe |

Step 7
In Outlook go to the Calendar screen of the teacher for
whom you have imported the data.

You should see the correct timetable for the lessons on
the specified day, like the ones shown here:

From then onwards a reminder will pop up in advance of
each lesson, as shown below.
(The reminder period can be adjusted at File m Options m» Calendar.)

4 1 Reminder = [ =) |t

| 10ABCD Mathematics in Room U10

Start time: 08 September 2015 10:40

Location: U10
Subject Due in
{45 10ABCD Mathematics i Room 10 15 minutes

(i) (o)

Click Snooze to be reminded again in:

5 minutes before start Iz‘ Snooze
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Monday

L0ABCD Mathematics in Room U2

TABCD Mathematics in Room L19

7

OSUU

Dgﬂﬂ 9ABC Mathematics setl in Room L19
(b

].OUU

llﬂﬂ us
g

1200

1300 8C Mathematics in Room L19
(b

149

1500
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