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Exporting Calendars to CSV files 
Exporting is sending data to a different file. Outlook can easily send your calendar to a CSV (Character Separated 
Value) file, this is text file that is usually associated with Microsoft Excel.  
 
I recommend you are in the calendar, and on the first day you want export. 
 

 
 

Export to a File Wizard 

Once you are in the calendar, open the File menu and find the Open & Export menu, and choose Import/Export. 
Follow the steps of the Export wizard shown on the next page. 
 

1. Export to a File (next) 
2. Comma Separated Values (next) 
3. Choose the calendar you want to 

Export. If you were already in the right 
calendar, it will already be selected. 
(next) 

4. If needed, Browse for a file path 
location where the file will be created.  
(next) 

5. You should not need to map any 
custom fields, click on the Finish 
button. 

6. Set a date range and click OK 
 
The file will not automatically open, once the 
wizard is done, find the file you saved in the 
location you specified in step 4. 
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Resulting CSV File 

 
 
Adjust the columns so you can see the contents. 
 
* Removed from this document for space, because there was no data 
 

• Subject 
• Start Date 
• Start Time 
• End Date 
• End Time 
• All day event 
• Reminder on/off 
• Reminder Date 
• Reminder Time 
• Meeting Organizer 
• Required Attendees 
• *Optional Attendees 
• *Meeting Resources 
• *Billing Information 
• Categories 
• Description 
• Location 
• Mileage* 
• Priority* 
• Private 
• Sensitivity 
• Show time as 
• Duration*  



 

6 

Compare the table below with the picture of the calendar on Page 3 of this handout 
Subject Start 

Date 
Start 
Time 

End Date End Time All day 
event 

Reminder 
on/off 

Reminder 
Date 

Reminder 
Time 

Meeting 
Organizer 

Required 
Attendees 

Categories Description Location Priority Private Sensitivity Show 
time 
as 

Check other email accounts 5/24/21 10:00 AM 5/24/21 10:30 AM FALSE FALSE 5/24/21 9:30 AM prcowart 
 

Admin 
  

Normal FALSE Normal 2 

PowerPoint: Introduction  5/24/21 11:00 AM 5/24/21 12:00 PM FALSE FALSE 5/24/21 10:45 AM prcowart 
 

PowerPoint 
  

Normal FALSE Normal 2 

Lunch with Pandora 5/24/21 12:45 PM 5/24/21 1:30 PM FALSE FALSE 5/24/21 12:15 PM prcowart prcowart Lunch   
  

 
Normal FALSE Normal 2 

Team Staff Meeting 5/24/21 2:00 PM 5/24/21 4:00 PM FALSE TRUE 5/24/21 1:30 PM prcowart ITCTR-
ZEUS; 
ITCTR-
PAN; 
ITCTR-
HERA; 
ITCTR-
CIRCE 

Meeting Don’t forget 
to make a 
list of topics 
you would 
like to 
discuss 
before our 
meeting! 

Zoom Normal FALSE Normal 2 

Check other email accounts 5/25/21 10:00 AM 5/25/21 10:30 AM FALSE FALSE 5/25/21 9:30 AM prcowart 
 

Admin 
  

Normal FALSE Normal 2 

Excel Math 5: Logic (IFS, AND, OR, CountIf…) 5/25/21 11:00 AM 5/25/21 12:00 PM FALSE FALSE 5/25/21 10:45 AM prcowart 
 

Excel 
  

Normal FALSE Normal 2 

Tentative Lunch with Randy 5/25/21 12:30 PM 5/25/21 1:30 PM FALSE TRUE 5/25/21 12:00 PM 
  

Lunch 
  

Normal FALSE Normal 1 

Excel Basic Dashboard: Linking Worksheets 5/25/21 2:00 PM 5/25/21 3:00 PM FALSE FALSE 5/25/21 1:45 PM prcowart 
 

Excel 
  

Normal FALSE Normal 2 

Check other email accounts 5/26/21 10:00 AM 5/26/21 10:30 AM FALSE FALSE 5/26/21 9:30 AM prcowart 
 

Admin 
  

Normal FALSE Normal 2 

Word Lists: Bullets, Numbers, and Outlines 5/26/21 11:00 AM 5/26/21 12:00 PM FALSE FALSE 5/26/21 10:45 AM prcowart 
 

Word 
  

Normal FALSE Normal 2 

Leaving work early, no lunch today! 5/26/21 12:30 PM 5/26/21 1:30 PM FALSE TRUE 5/26/21 12:00 PM 
  

Lunch 
  

Normal FALSE Normal 3 

Out of work early! 5/26/21 2:00 PM 5/26/21 5:00 PM FALSE TRUE 5/26/21 1:30 PM 
  

Out Of 
Office 

  
Normal FALSE Normal 4 

Oscar's Birthday 5/27/21 12:00 AM 5/28/21 12:00 AM TRUE FALSE 5/26/21 11:30 PM 
     

Normal FALSE Normal 3 

Check other email accounts 5/27/21 10:00 AM 5/27/21 10:30 AM FALSE FALSE 5/27/21 9:30 AM prcowart 
 

Admin 
  

Normal FALSE Normal 2 

Word Headers, Footers, and Page Numbers  5/27/21 11:00 AM 5/27/21 12:00 PM FALSE FALSE 5/27/21 10:45 AM prcowart 
 

Word 
  

Normal FALSE Normal 2 

Don't forget to eat lunch! 5/27/21 12:30 PM 5/27/21 1:30 PM FALSE TRUE 5/27/21 12:00 PM 
  

Lunch 
  

Normal FALSE Normal 2 

Excel Data 6: Pivot Charts, Slicers, and Dynamic 
Dashboards 

5/27/21 2:00 PM 5/27/21 3:00 PM FALSE FALSE 5/27/21 1:45 PM 
  

Excel 
  

Normal FALSE Normal 2 

Check other email accounts 5/28/21 10:00 AM 5/28/21 10:30 AM FALSE FALSE 5/28/21 9:30 AM prcowart 
 

Admin 
  

Normal FALSE Normal 2 

Review videos & work on new Zoom sessions 5/28/21 11:00 AM 5/28/21 5:00 PM FALSE TRUE 5/28/21 10:30 AM prcowart 
 

Admin 
 

Home Normal FALSE Normal 0 

Show Time As: 0-Working Elsewhere; 1-Tentative; 2-Busy; 3-Free Time; 4-Out of Office 
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Importing CSV into Outlook 
When Outlook exports to a CSV files, it generates a lot of columns (fields). It does not need those same field to 
be in the CSV file when you import. 
 
All you *need* is: 

• Subject 
• Start Date 
• Start Time 
• End Date 
• End Time 

 
You can, of course, include any and all of the other columns. Ones I use often are: 

• Categories (because I like the colors) 
• Description (the body of the appointment) 
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Temporary Calendar 

You can import your CSV inot any calendar, but I'm going 
to put the SFC_Sum_2021.csv into a new calendar. 
 
In Outlook, in the calendar View, right-click on your 
calendar and choose New Calendar. 
 
Name the calendar and click OK. 
 

 
 
 
 
 
 
 
 
 
 

This will create a new calendar in your calendar list in 
the pane on the left bottom of your window. Click the 
check box to open your new calendar. If you want, 
close any other calendars. 
 
 
 

Import Wizard 

Once you are in the calendar, open the File menu and find the Open & Export menu, and choose Import/Export. 
Follow the steps of the Import wizard shown on 
the next page. 
 

1. Import from another program or file 
(next) 

2. Comma Separated Values (next) 

3. If needed, Browse for the file.  (next). 
Choose the option that best fits your 
needs, are you okay with duplicats? 

4. Choose the calendar you want to 
Export. If you were already in the right 
calendar, it will already be selected. 
(next) 

5. You should not need to map any 
custom fields, click on the Finish 
button. 
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Change the dates on your calendar to find the new schedule. This dataset started on June 7, 2021 
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Double-click on any appointment to see the detail.  

The values in our CSV included:  

Start Date, End Date, Start Time, End Time,  
Subject, Category, Location, and Description
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If you would like to see the colors, you will need to set up the categories. Right-click on an appointment, choose 
Categorize, All 
Categories. Select the 
option marked (not on 
list) and click the New 
button and pick a color.  


	Exporting Calendars to CSV files
	Export to a File Wizard
	Resulting CSV File

	Importing CSV into Outlook
	Temporary Calendar
	Import Wizard


