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PLU

Preparation for Reviewing Your Calendar Data

Instructions for exporting your calendar data to Google Apps can be found in a separate

document.

These instructions provide a way to archive or back up your calendar data. Since the data can
then be read in Excel, it may be a useful way for you to evaluate your calendar data if it is
migrated to Google-Apps. In order to archive your calendar data, you need to be using version
10 of Oracle calendar. Please contact the Help Desk if you do not have the correct version.

To assist you in backing up or archiving your personal Oracle Calendar data, we provide the
following instructions. If questions should arise before, during or after you’ve exported the

data, please contact the Help Desk at ext. 7525.

Note: All of the information pertaining to your agenda items, with the exception of
information entered into the ‘details’ tab of an agenda item, will appear once your agenda is

exported. Once your calendar is exported, you can read the data in Excel.

Log in to your Oracle Calendar. Click on the “File”

menu and select ‘Export Data’. [Fie Edt View Tools window Heb
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Expart Data...
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When the “Export Utility” window opens, choose

‘Comma delimited text file for Agendas’. s

Comma-delimited text file for Agendas
Tab-delimited text file For Agendas
Activity by date - text file

Activity by person - text file

Click on the ‘Continue’ button

Description:

Agendas, using commas as separators, in a local kext file,

Conkinue I

Cancel

Have questions or need help? Contact the Help Desk at 253-535-7525 or helpdesk@plu.edu
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You'll need to select a range of dates. x|
Agenda I

You may choose the last two years, a shorter or [ eatine, o Ever, oty s

longer time period. You’ll then need to specify the et

location where you want to export the file and e

provide a name for the file. o

% Range: From: |07 - 06 - HIIR
To: |07 - 12 - 2003
€ Custom: Prexious [ 1 day(s) -

Next, click on the ‘Browse’ button to specify the ottenet [T e =]
location.
~People/Resaurces:
[ 112
M Delete
[~ File Mame:
| urtitled. ot Brawse. ..
Cancel
The default folder will probably be the ‘My - .
, £
Documents’ folder. You can also choose a gend |
different folder. If your choice is the ‘My Export
Documents’ folder as shown in this example, enter g Mestings. Day Evnts. Daly Notes
q q Tasks
a name in the ‘File name’ box.
2x
. . . . Save in: I@ ky Dacuments j - |‘:’F E3-
In this example, you might consider your first and
L. . ] My Data Sources
last initials, the word Cal + the word History. My eBooks
5] My Music
(2 My Pictures
Accept ‘Text Files (*.TXT)" in the ‘Save as type’ box.
Once you've entered the name of the file, click on
the IsaVe, bUtton' File name: |ABEaIHistnM Save I
Save as lype: IText Files [*.T=T] j Cancel

Have questions or need help? Contact the Help Desk at 253-535-7525 or helpdesk@plu.edu
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B
You will need to know the actual path to locate the ‘*ﬂ;”datl
file when you open the file in Excel. ¥ Mestings, Day Everts, Daiy Notes
™| Tiasks
r— Period:
' Range al " Cugtom:

From: [ 171 - 28 - 2003 Previous [T [y =
To: [17-23- 2008 tothenert [T 550 2

—People/Resources:

To find out the path, click in the 'File Name' box I | (][] [52]
and use your right and left 'arrow' keys on your W _ Dok |
keyboard to see the entire path. Click 'OK'.

Browse.

oK I Cancel | Help |

After the data is exported, you’ll see the message =]
“All data was transferred”. Click on the ‘OK’ ’fg::::nl
Ibutton. ¥ Meetings. Day Events, Daily Motes
™| Tasks
r— Period;
* Range ) £ Custam

Fon [11-20- 205 @ o [T [ ]
roif11-78 206 @] wteren [

— People/Resources:

[ [v][%]2]
Fm_ E
\-i:) All data was transferred
} i3
You’ve exported the data to a TXT file and now e
yOU'“ open the file in Excel for review. |CADOCUMENTS AND SETTINGSYWORLEY Browse.

aK Cancel | Help |

Have questions or need help? Contact the Help Desk at 253-535-7525 or helpdesk@plu.edu
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Oracle Calendar Images

Open Excel
Click on the “File menu”, and then choose ‘Open’.

In the ‘Open’ window, you'll need to change the

‘Files of type’ setting to view the TXT file in the list.
Click on the drop-down box and choose ‘Text files’.

Assuming you’re looking in the same folder in
which the file was created, your text file should
appear. Once you’ve selected the file, the ‘Open’
button will become active. Click on the ‘Open’
button.

The ‘Text Import Wizard’ appears. The default file
type setting should be ‘Delimited’. Click on the
‘Next’ button.

Step 2 of the Text Import Wizard should show
‘Comma’ as the delimiter.

A delimiter is space that marks the beginning or
end of a data element.

Click on the ‘Next’ button.

B3 Microsoft Excel - Book1
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nEol

Al - [
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12
3 open 2lx|
% Look in: (L3 My Documents ~| @-3 @ X Ly - Teos

My Albums

-5 L\§ Fy Data Sources
L7 My Recent | )My eBooks.
3 Documents (=R, pysie
19| = |2 vy Pictures
10 L |ZMy Received Files
11 Deskiop Z) ABCalHistory.bxt
12
13 )
14 My Documents
15
16 "ij
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|18 -
19 « g
|20 e |
21 Places Files of type: | ’WI
22
23

Text Import Wizard - Step 1 of 3 |

The Text Wizard has determined that your data is Delimited,
If this is correct, choose Mexk, or choose the data bype that best describes wour data,

0
" Fixed width - Fields are aligned in columns with spaces between each figld.

riginal data typs
Chaose the File kype that best describes your data:
Geliitedi - Characters such as commas or tabs separate each field,

Stark impork at row:

1 =] Fleoign | 437 OEMUnited States |

Preview of file C:\Documents and Settingshworleyme|My Docum, . \ABCALHISTORY. TRT.

Export ItemOlatelStartDEndiPurationOTitledInportanceliccessOat il
Crayton, Margarer E.O11-28-030-0-0-OThanksgivingONormalOPublicD

Crayton, Margaret E.O11-23-0303:50 an0l0:20 swl300CresksideONorx
Crayton, Margaret E.O12-01-0303:30 anfl0:00 swl300CATE director
Fraycon, Margarer E.012-01-03010:00 au0ll:00 aw0500CDFONormalON| |

| 15
Cancel | < Back I Mest = I Einish |

2 [[o o]

Text Import Wizard - Step 2 of 3 x|

This screen lets wou sek the delimiters vour data contains. You can see
hiow your text is affected in the preview below,

e ™ Teeat consecutive defimiters as one

IV Tab I semicolon ™ cComma

[ space [ Other: I Text gualifier: I 'I
aka previ
Bxport. Ttem ate Brart End uration [Title -
Crayton, Margaret E. [L1-28-03 [ o o Mhanksgi
Crayton, Margaret E. [L1-23-03 B:50 am [10:20 am 30 Fresksid
Crayton, Margaret E. [L12-01-03 P:30 am [10:00 am 30 FATS dir
Crayton, Margarec E. [12-01-03 [10:00 am [11:00 am (O FDF

‘ |

Cancel | < Back | Einish

»

Have questions or need help? Contact the Help Desk at 253-535-7525 or helpdesk@plu.edu
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Step 3 of the Text Import Wizard allows you to
fo rmat the C0|umns- We re nOt gOIng to Change This screen lets you select each column and set olurmn data format—————————————————

the formatting, but will click on the ‘Finish’ button. ek e D

‘General’ converts numetic values ko numbers, date i Text
values to dates, and all remaining values ko text. " pate: MDY -

Advanced.., |

' Do not jmport column (skipd

neral meral Geperal eneral
Brart [Exad mration Title ﬂ
o o - [Thani s i
B:E0 am [lO:20 =m (30 Creeksid
B30 am [l0:00 am (0 CATS dir
L0:00 am 11:00 am fO CDF ~|

3

Cancel < Back. et > | i Finish ]

The end result is all of the selected dates are now
in a single file. After reviewing the data, you may
want to delete some columns, particularly column
‘A’ which now has only your name listed. Make
sure that you choose the ‘File’, ‘Save As...” menu to
save the file as a ‘Microsoft Excel Workbook’ under
‘Files of type’. The original format type was ‘Text
(tab delimited)’. You now have a .TXT file and an
XLS (Excel) file.

E Microsoft Excel - ABCALHISTORY

=18l
] File Edit Wiew Insert Format  Tools Data  Window  Help Type aguestion forhelp ~ @ X
DEHRGRITHI % LR-F(9-0- 8= -4 %D Biwa - -B s U|EESSES e WA EE-0-AF
Al - A
A [ 8B [ ¢ [ o | E | F I G [ H ] | | J I K | L 3
1_[Export Item Date Start_ End Duration Title Importance Access | Attendee Count Owner Creator Last Writer
2 |Crayton, Margeret E. | 12172003 9:30 AM 10:00 AW 30|CATS directars Narmal Mormal 1 Crayton, Margaret E. Crayton, Margaret E. | Crayion, Margaret E
3 |Crayton, MargeretE. | 12/1/2003 10:00 &M 11:00 &M &0/ CDF Narmal Mormal 1 Crayton, Mergaret . Crayton, Margaret E. | Crayion, Margaret E
4_|Crayton, MargeretE. | 1222003 3:00PM | 400 PM 80| Commans Narmal Mormal 1 Crayton, Mergaret . Crayton, Margaret E. | Crayion, Margaret E
5 |Crayton, MargeretE. | 12/3/2003  200PM | 400 PM 120 RLG Narmal Marmal 1 Crayton, Mergaret . Crayton, Margaret E. | Crayion, Margaret E

Have questions or need help? Contact the Help Desk at 253-535-7525 or helpdesk@plu.edu




