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Importing the BGSU Academic Calendar into Outlook 2007

Before you can import the BGSU Academic Calendar banners into Outlook, you will need to find the
OUTLOOK.HOL file in your Outlook application and replace it with the file specified below. To do
that:

1. Quit Outlook.

2. Ctrl + click on this link - http://www.bgsu.edu/downloads/exchange/OUTLOOK.HOL and
download this file to your desktop or go to http://www.bgsu.edu/its/tsc/self-help/page50555.html

to get the file.
ol

OUTLOCK

3. Go to My Documents and replace the words ‘My Documents’ with this address:
C:\Program Files\Microsoft Office\Office12\1033 (the directory that contains the file you need to
replace) and press Enter.
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4. You will see the contents of the folder that contains your Outlook.hol file. Grab the file you
downloaded to your desktop and pull it into the window that contains your OUTLOOK.HOL

file.
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5. You will be prompted to confirm the file replacement. Click Yes.

(Confirm FileReplace 0 x|

3/\/ This folder already contains a file named 'OUTLOOK.HOL'".

Would you like to replace the existing file

IEI | 4718
’ modified; Thursday, May 15, 2008, 9:20:03 AM

with this one?

= | 72K8
modified: Today, April 29, 2009, 2:55:31PM

6. Now that the file is replaced, launch Outlook.

7. On Outlook’s Tools menu, select Options...

8. On the Options window, click Calendar Options.
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9. On the Calendar Options window, click ‘Add Holidays...’.

Calendar Options LI_J@ LX)
Calendar work week
[8un  [@IMon [Tue [wed [M|Thu [VFri [[sat
First day of week:  Sunday E Start time: | 8:00 AM E]
First week of year: |StartsonJan1 [v] Endtme: |5:00PM [~]

Calendar options
- [7] Show “dlick to add" prompts on the calendar
I=| [~ show week numbers in the Month View and Date Navigator

[] Allow attendees to propose new times for meetings you organize

Use this response when you propose new meeting times: Tentative E‘
Default color: v | Planner Options... |{| Add Holidays... |)
e ——

[~] Use selected color on all calendars
Advanced options

@ [|Enable alternate calendar:  |Englist

g meetng re

l Free/Busy Options... ] [ Resource Scheduling,.. l [ Time Zone... ]

[ OK ][ Cancel ]

10. When the Add Holidays to Calendar window opens, you will see that United States is checked by
default. If you have already added the United States holidays, uncheck that option. If not, is up
to you if you want those banners added also; keeping both will result in a few duplicates that you
can remove individually. Then scroll to the top of the list and check ‘BGSU Academic Calendar’.
Then, when the holiday sets you want are checked, click OK.

Add Holidays to Calendar [

Select the locations whose holidays you would like
copied to your Outlook Calendar:

[] Australia -
[] Austria
g Bahrain
|| Belgium
[v] BG5U Academic Calendar

|| Bolivia

[ Brazil

[7] Bulgaria

[C] canada
|| Chile v

[ OK ] [ Cancel J

11. If you downloaded last year’s BGSU Academic Calendar file, you will see a warning message.
Click Yes to download this year’s calendar.

Microsoft Office Outlook x|

! 5 Holidays for BGSU Academic Calendar are already installed. Do you want to install them again?

12. You will see the holidays being imported into your calendar. This will take a few minutes. When

you see a message that the holidays were imported into your calendar, click OK 3 times to close
all of the windows. You are done!
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Import - Holidays

Importing 'Veteran's Day - BGSU Closed'
Holiday in BGSU Academic Calendar
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