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Preparation: Archive Your Oracle Calendar

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.

Steps Oracle Calendar Images

Log in to your Oracle Calendar.  Click on the “File”
menu and select ‘Export Data’.

When the “Export Utility” window opens, choose 
‘Comma delimited text file for Agendas’.  

Click on the ‘Continue’ button
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You’ll need to select a range of dates.  

You may choose the last two years, a shorter or 
longer time period.  You’ll then need to specify the 
location where you want to export the file and 
provide a name for the file.  

Next, click on the ‘Browse’ button to specify the 
location.

The default folder will probably be the ‘My 
Documents’ folder.  You can also choose a 
different folder.  If your choice is the ‘My 
Documents’ folder as shown in this example, enter 
a name in the ‘File name’ box.  

In this example, you might consider your first and 
last initials, the word Cal + the word History.  

Accept ‘Text Files (*.TXT)’ in the ‘Save as type’ box.  
Once you’ve entered the name of the file, click on 
the ‘save’ button.
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You will need to know the actual path to locate the 
file when you open the file in Excel.

To find out the path, click in the 'File Name' box 
and use your right and left 'arrow' keys on your 
keyboard to see the entire path.  Click 'OK'.

After the data is exported, you’ll see the message 
“All data was transferred”.  Click on the ‘OK’ 
'button.

You’ve exported the data to a TXT file and now 
you’ll open the file in Excel for review.
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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.
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Step 3 of the Text Import Wizard allows you to 
format the columns.  We’re not going to change 
the formatting, but will click on the ‘Finish’ button.

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.


