Saving a Resouce25 Event from the Webviewer
to Your Outlook Calendar

Webviewer users often wonder if there is a method to saving an event located in the R25
Webviewer to their Outlook calendars. Good new! There is indeed a quick and handy
method to save Webviewer Event information to Outlook.

1. Locate the event in the Resource25 Webviewer and click on its name to open it.

2. The event will open in a separate window. In that window, note that there is an
icon located beside the word, Description. Click that icon. This will generate a
vCalendar file to import the data into your Outlook calendar.

/= R25 WebViewer: Reservation Detail - Windows Internet Explorer |’._||’E|[Z|

BB htkp ) fr2Sweb, wou, edufae3hae3_serviet furdrunies_event, Detail?id=557806 b

'gﬁ' Your current security setkings put your compuker at risk, Click here to change wour secority sektings. .. x
-

Reddot Cms Training
Melissa Young

State: Confirmed
Time: Fri Jun 15 2007 08:00 AM to 12:00 PM

= . . | 3
Location: HL 186 Lib Comp Lab

(10 expected)
Organization: INFORMATION TECHNOLOGY

Reguestor:  Young, Melissa H& 7109 @
Description:
O Clickk Here to
Generate a
Meetings On or After Today vCalendar File to

Import Into Outlook

Additional Meeting Patterns

All times are local for Eastern Time. U.S.A, [Eastern}. Canada (Easternl. Bahamas. Haiti. Turks & Caicos.

] €D Internet #100% -




3. A File Download dialog box will open with the options to Open, Save, or Cancel

the vCalendar import. Click Open.
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4. The R25 Webviewer will export the calendar file to Outlook and open an Outlook
appointment. Click Save and Close to save the event to your calendar.
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