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Instructions: Importing Bank Holidays (CSV File) into Microsoft Outlook

This guide will show you how to import the provided CSV file into your Outlook calendar in
just a few steps, allowing you to view the Bank Holidays for 2025 along with the affected
currencies.

Important: The downloaded file (“Bank-Holidays-2025-outlook-import-amnis”) is already
correctly formatted for import. Making any changes directly in the file may cause the
import to fail. If you only wish to import specific bank holidays, you can adjust and
personalise the CSV file beforehand. This process is described in a separate guide, which
can also be found at the end of this document.

Bank Holidays 2025: Importing into Outlook Calendar

1. Unzip the ZIP folder in your Downloads folder.

2. Verify that the file "Bank-Holidays-2025-outlook-import-amnis.csv' is in the
downloaded folder and make a note of its location.

3. Open Outlook.
4. Inthe top left, click on "File" and then select "Open & Export."
5. Choose "Import/Export.”

6. Keep the default selection "Import from another program or file," or select it if
needed, and click "Next."

Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file

Export to a file

Import a VCARD file [vf)

Import an iCalendar [.ics) or vCalendar file [.vcs
Import R55 Feeds from an OPML file

Import R55 Feeds from the Common Feed List

Description

Import data from other files, such as Cutlook
data files [.P5T) and text files.

< Back Cancel
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7. Keep the default selection “Comma Separated Values” or select it if needed, and
click "Next" again.

Import a File

Select file type to import from:

Outlook Data File [.pst)

<Back |[ Net> | | cancel

8. Click on "Browse" and select the CSV file you want to import. The default option
"Allow duplicates to be created” can be kept unless you already have the same
calendar entries and want to avoid duplicate entries. This option only applies if an
entry has the exact same title. We recommend keeping the default option, as it is
the safest choice and ensures that no information is discarded.

Import a File

File to import:
| IcnUsersyMinawyler\Desktop\Bank ch| | Browse..,

Options

O Replace duplicates with items imported
@ Allow duplicates to be created

O Do not import duplicate items

< Back || Mext = || Cancel

9. Click "Next" and select your calendar. You may need to scroll up or down to find it.
If you have multiple email accounts, choose the account where you want to import
the calendar entries. Then click “Next” again.
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Import a File

Select destination folder:

----- é_'@ Journal ~
-1 Junk-E-Mail

-8 Feiertage in Deutschland
-] Geburtstage

=1-{25] Kontakte

-] {06967759-2740-40B2-A3EB-DTFL
{1 {ASE2BC46-B3A0-4243-6315-60D¢
-1 Firmen

-1 GAL Contacts

-1 Organizational Contacts

i Minmemlar ambricdsmunesadinem Doods R
< >
. <Back [ Net> | cancel
10. You will now see one of the two views listed below:
a. The checkbox is empty
b. The checkbox is marked with a check
Import a File

The following actions will be performed:

Import “Bank-Holiday-2025-outlook-import-a... Map Custom Fields...

Change Destination...

This may take a few minutes and cannot be cancelled.
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Import a File

The following actions will be performed:

Impaort “Bank-Holiday-2025-outlook-import-a... Map Custom Fields...

Change Destination...

This may take a few minutes and cannot be cancelled.

In both cases, click inside the checkbox. Either a new window will open
immediately, or you will need to click the "Map Custom Fields” button on the right
side.

1. A window will now open where the fields from the CSV file need to be mapped so
Outlook can import the information correctly. Drag each of the four values from the
left side to the corresponding field on the right side, matching them as follows:

e Subject = Subject

e Start Date - Start Date

e End Date - End Date

e All Day Event - All day event

Map Custom Fields X
Drag the values from the source file on the left, and drop them on the appropriate
destination field on the right. Drag the item from the right to the left to remove it from the
From: To:
Comma Separated Values Microsoft Office Outlook
Bank-Holiday-2025-cutlook-impo... Kalender
Value Field Mapped from 6
Subject Subject Subject
Start Date Start Date Start Date
End Date Start Time i
All Day Event End Date End Date
End Time
All day event All Day Event
Reminder on/off hd
< >
< Previous Mext = Clear Map Default Map
Cancel
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12. Click "OK" and then “Finish.”

The data will be imported within 20 seconds!

Bank Holidays 2025: Personalise and then import into Outlook Calendar

The downloaded file ("Bank-Holidays-2025-outlook-import-amnis”) is already correctly
formatted for import. However, if you wish to display only specific bank holidays, such as
those for the Swiss Franc (CHF) or for Switzerland, in your calendar, you can personalise
and adjust the CSV file and then prepare it for import. Please note that directly editing the
original file may interfere with the import process. Therefore, please follow the steps below.

Personalisation Guide using the example of Swiss Franc (CHF):

1. Open the CSV file "Bank-Holidays-2025-outlook-import-amnis.”

2. Select the entire column A, go to the "Data” tab, and then click on "Text to
Columns."

3. Choose the file type “Delimited” and click “Next."

Fle ~ Home Insert Pagelayout Formulas Data Review View Automate Help  Acrobat

[BFromTecycsv [ From Picture ~ [ Queries & Cannections A ? ;E H 8
E% iy Q@ 2l G ;

et [ From Web [® Recent Sources R Filter Tt B
) . Stacks  Currencies || Al .
Dats [ From Table/Range [ Existing Connections ) £ Advanced | Columns £ -
Get & Transform Data Queries & Connections. Data Types Sort & Filter Data Tools
AL v i Jfx~ Subject,Start Date,End Date,All Day Event
Convert Text to Columns Wizard - Step 1 of 3 ? X

The Text Wizard has determined that your data is Fixed Width,
If this is corred, choose Next or chaose the data type that best describes your data,

A B c D E F G Original data type P Q
1 |Subject,Stprt Date,End Date,All Day Event Choaese the file type that best describes your data:
2 [AED - New|Year's Day,01.01.2025,01.01.2025,Yes @:Delimited: - Characters such as commas or tabs separate each field.
3 |AED - Eid /|l Fitr [Estimated],31.03.2025,31.03.2025,Yes O Fixed width - Fields are aligned in columns with spaces between each field.

4 |AED - Eid J\l Fitr [Estimated],01.04.2025,01.04.2025,Yes

5 |AED - Movunt Arafat Day [Estimated],05.06.2025,05.06.2025,Yes

6 |AED - Eid J\l Adha [Estimated)],06.06.2025,08.06.2025, Yes

7 |AED - HijrifIslamic New Year's Day [Estimated],26.06.2025,26.06.2025,Yes
3 |AED - Mav(lid An Nabi [Estimated],04.09.2025,04.09.2025,Yes

9 |AED - UAENational Day,02.12.2025,02.12.2025, Yes

10 | AED - UAE National Day,03.12.2025,03.12.2025, Yes

11 [AUD - Nev| Year's Day's Day,01.01.2025,01.01.2025,Yes

12 |AUD - Aus|ralia Day,27.01.2025,27.01.2025,Yes

13 |AUD - Goc[d Friday,18.04.2025,18.04.2025, Yes

14 [AUD - Eas|er Monday,21.04.2025,21.04.2025,Yes

15 |AUD - Anzpc Day,25.04.2025,25.04.2025, Yes

16 |AUD - Kiny's Birthday,09.06.2025,09.06.2025,Yes

17 [AUD - Nev| South Wales Bank Holiday,04.08.2025,04.08.2025,Yes

Preview of selected data:

Cancel < Back Next > Einish

4. Select the delimiter “Comma” and click “Next" again.
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This screen lets you set the delimiters that your data contains, You can see how your text is
affected in the preview below.

Delimiters
[] semicolon [ Treat consecutive delimiters as one
Egomma

[ space

|:| Other:

Text gualifier: |- e

Data preview

ubject tart Date End Date 11 Day 1~
E Hew Year's Day 01 .01.2025 P1.01.2025 [fes

Eid 21 Fitr [Estimated] 1.03.2025 B1.03.2025 [fes

Eid Rl Fitr [Estimated] 01.04.2025 Pp1.04.2¥ es

Mount Arafat Day [Estimated] [P5.0&€.2025 P5.0&.2025 [fes ]

Cancel < Back Finish

In the next step, no further selection is needed if the same setting as shown in the
screenshot below is selected (column data format = General). Click “Finish.”

This screen lets you select each column and set the Data Format.

Column data format

(® General i |
‘General’ converts numeric values to numbers, date values

D Text to dates and all remaining values to text.

(O Date: | DMY ~ Advanced...

(:) Do not import column (skip)

Destination: | 5451

1+

Data preview

Zepersl Cepersl
End Date B11 Day 1A
25 01.01.2025 [fes
25 pl.oz. fes
25 [Ol.04. fes
S P5.0€. 25 [fes w
>

Cancel < Back Mext >

The data is now organised into columns and can be customised as desired.

Important: Leave the titles (Subject, Start Date, End Date, All Day Event)
unchanged and do not delete entire columns. However, you can delete rows, for
example, if you only want to display specific currency holidays, like CHF in this
example.



&
3
=)
n

M D w u

Subject Start Date End Date All Day Event
CHF - New Year's Day's Day 01.01.2025 01.01.2025 Yes
CHF - Berchtold Day 02.01.2025 02.01.2025 Yes
CHF - Good Friday 18.04.2025 18.04.2025 Yes
CHF - Easter Monday 21.04.2025 21.04.2025 Yes
CHF - Labor Day 01.05.2025 01.05.2025 Yes
CHF - Ascension Day 29.05.2025 29.05.2025 Yes
CHF - Whit Monday 09.06.2025 09.06.2025 Yes
CHF - Swiss National Day 01.08.2025 01.08.2025 Yes
CHF - Christmas Day 25.12.2025 25.12.2025 Yes
CHF - 5t. Stephen's Day 26.12.2025 26.12.2025 Yes

6. Save the changes once you have completed the personalisation and adjustments
(Only "Save,” not "Save as”).

7. Close the file.

8. Navigate to the file location, right-click on the file, select "Open with,” and open
the file in Notepad.

@ Bank-Holidays-2025-amnis : Microsoft Excel W... 148 KB
@ Bank-Holiday-2023-outlook-import-amnis D611 20724 10d 1 Bdiceos =ft Fycel C... 14 KB
2] Instruction-outlook-import-amnis Open Word D... 504 KB
Print
Edit
) Share with Skype
@ Move to OneDrive
In Adobe PDF konvertieren
E% Adobe PDF erstellen und freigeben
Ea Scan with Microsoft Defender...
| Share
Open with > El Excel
Give access to > j Notepad
Restore previous versions E wordpad
Send to > . Search the Microsoft Store
Choose another app
Cut
Copy

Create shortcut
Delete

Rename

Properties

9. In Notepad, click on "Edit" and then select "Replace.”
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j Bank-Heliday-2025-outlock-impert-amnis - Notepad
File | Edit | Format View Help
Subj Undo Crl+Z
AED 5, Yes
AED Cut Cirl+X p3.2025,Yes
AED Copy Ctr+C  D4.2025,Yes
AED Paste Cirl=y  2025,05.06.2025Yes
AED 6.06.2025,Yes
Delete Del
AED ed)],26.06.2025,26.06.2025,Yes
AED Search with Bing... Ctrl+E  )25,04.09.2025 Yes
AED Find... CtieF  J23.Yes
AED 25,Yes
Find Mext F3
AUD ine e 1.2025,Yes
AUD Find Previous Shift+F3 as
AUD Replace... Ctrl+H a5
AUD Go To... Ctl+G  5.Yes
AUD
AUD Select All Ctrl+ A 5. Yes
AUD Time/Date F5  B.2025,04.08.2025,Yes
AUD - New SouTh Wales Lanor D3y, 06 10:2025,06.10.2025,Yes
AUD - Christmas Day,25.12.2025,25.12.2025,Yes

10. Replace the semicolons with commas: In the "Find what" field, enter a semicolon

1.

12.

13.

4.

("") and in the "Replace with" field, enter a comma (*,"). Then click “Replace All."

Mj Bank-Heliday-2025-cutlook-import-amnis - Notepad
File Edit Format View Help
bub]ect;start Date;End Date;All Day Event
AED - New Year's Day;01.01.2025;01.01.2025;Yes
AED - Eid Al Fitr [Estimated];31.03.2025;31.03.2025;Yes
AED - Eid Al Fitr [Estimated];01.04.2025;01.04.2025;Yes
AED - Mount Arz
AED - Eid Al AdR
AED - Hijriflslam
AED - Mawlid Ar
AED - UAE Matio Replace with: | | Replace
AED - UAE Natio
AUD - New Year!
AUD - Australi_a | [ Match case Cancel
AUD - Good Frid
AUD - Easter Mg []Wrap around
AUD - Anzac Day;25.04.2025;25.04.2025;Yes
AUD - King's Birthday;09.06.2025;09.06.2025;Yes
AUD - New South Wales Bank Holiday;04.08.2025;04.08.2025;Yes
AUD - New South Wales Labor Day;06.10.2025;06.10.2025;Yes
AUD - Christmas Day;25.12.2025;25.12.2025;Yes

AP Amwimes PaadE 179 A0ACAE 17 WAOE W -

Find what: | : | Find Mext

Replace Al

The semicolons have now been replaced with commas. Select and copy all the
content, either by pressing "CTRL + A" (select all) and “CTRL + C" (copy), or by
clicking “Edit,” then “Select All," followed by "Edit” again and then “Copy.”
Reopen the edited CSV file.

Delete all the content.

Paste the copied content from the editor into the empty file. The view should now
look as shown in the screenshot below.
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A B C D E
Subject,Start Date,End Date,All Day Event
CHF - New Year's Day's Day,01.01.2025,01.01.2025,Yes
CHF - Berchtold Day,02.01.2025,02.01.2025,Yes
CHF - Good Friday,18.04.2025,18.04.2025,Yes
CHF - Easter Monday,21.04.2025,21.04.2025,Yes
& |CHF - Labor Day,01.05.2025,01.05.2025,Yes
7 CHF - Ascension Day,29.05.2025,29.05.2025,Yes
8 |CHF - Whit Monday,09.06.2025,09.06.2025,Yes
9 |CHF - Swiss Mational Day,01.08.2025,01.08.2025,Yes
10 |CHF - Christmas Day,25.12.2025,25.12.2025,Yes
11 |CHF - 5t. Stephen's Day,26.12.2025,26.12.2025,Yes
12
13
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15. Save the file again (Only “Save,” not “Save as”).

16. Now, follow steps 3 to 12 from the first guide and import the personalised CSV file
into your Outlook calendar!



