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Microsoft Outlook 2013: Calendar Data Retrieval to Excel 

 

This tutorial would be helpful if you want to take calendar data from Outlook and put the data 

into Excel. Once in Excel you could add formulas and more.  

 

First make sure you are in the Calendar area of Outlook. In the View tab, click on the drop down 

arrow under Change View, then select List. 

 

 
 

Right mouse click anywhere on a Column Heading and select View Settings. 

On the Advanced View Settings: List click on the Columns button. 

 

 
 

Remove items by selecting & click on the Remove button. 

Add items from the left column, by selecting and clicking on the Add button. 

Suggested Columns are: Subject, Start, End & Duration (you can add more columns) 

Click the OK button.  
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First sort by Subject, then sort by Start. Click on the column heading to sort. 

Now select the dates you want to include. For the example below I have selected all of July.  

Click on the first one, then hold the Shift key down, click on the last date you want to include. 

 

 
 

Right mouse click to copy these, open Excel, put insertion point in cell A1, then paste.  

Notice the Outlook column headings come over into Excel. 

 

 
 

From here you can see the user’s time off, how many days or hours.  

If you make the Subject to include their full names and what type of time off it would look like 

this shown below.  
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To get back into the Calendar View, go under the View tab, select Calendar.  

 

 


