1

GRADLEADERS

Microsoft Exchange/Outlook 2007-2010
and Office 365 Calendar Integration -
Candidate and Admin Setup

Version 1.01
03/28/2018

gradleaders.com

614.791.9000



@ERA DLEADERS
Table of Contents

TABLE OF CONTENTS

OVERVIEW ...ooiiiiiitiitiiciiniittitnentiiiiiiieeteeessseesiiiiesteeessssssssiiessstesesssssssssssssssssssssssssssssssssssesssssnsssses 1
Step 1. (Candidates Only) Outlook Calendar Integration Widget ..........ccccvveriieiivuerieiirnericnisennccsssnessesssnnenes 1
Step 1. (Admins/Staff Only) Outlook Calendar Integration Widget...........cccceevuirveinsuenssernsenssecnsncnsecnsnennne 2
SteP 2. (OULIOOK 2007) ....ccuueeiieirrrnerinisseriessssnnsssssssssssosssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssanss 3
Step 2. (OULIOOK 20T0) .....cuueeiiiiiineiiiiinerieisssnetisessneesesssssnessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnss 5
SEEP 2. (OULIOOK 365) ...ccieeuueeiiiiinnniieiisneriessssnnnssssssssssossssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssssssssnssssssssnanes 8
Important Notes about Calendar INteGration ...........cuiiieiiiieiiiiieiiniiinniiineinieiceeeceeceneeceseeeeseesesee 9

Updated 03/28/2018 Version 1.01



Microsoft Exchange 2007/2010 & Office

ﬁ%RADLEADERs el
Candidate Setup

OVERVIEW

This guide will give you step by step instructions on how to Integrate GradLeaders Career Center with your
Outlook Calendar, so that when you make/modify/cancel an advising appointment, company events,
workshops, or set up an on-campus interview schedule, those changes will be reflected in your Outlook
Calendar.

Step 1. (Candidates Only) Outlook Calendar Integration Widget

1. Loginto GradLeaders Career Center - Click on My Profile
2. Scroll down to the Outlook Calendar Integration on the right side of the page.
3. Choose Yes for Sent to Outlook and set the Outlook Default Reminder to your preference.

My Profile é

You may edit the information listed below by clicking on the edit icon to the right of each section.

pa
& Account Information {4 calendar Integration

Username Email ml Career Items Sent to Calendar

CALENDAR DEFAULT REMINDER
15 minutes
Contact Information EDITS

Above is the information regarding Calendar Integration.

\-
Contact =
TITLE FIRST NAME <

Mr.

=/

PREFERRED NAME MIDDLE NAME COACH:

LAST NAME GENDER
M

1. Proceed to the Step 2 for the version of Exchange/Outlook you are using.
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Step 1. (Admins/Staff Only) Outlook Calendar Integration Widget

Log into GradLeaders Career Center

Navigate to the Staff Setup page (By default this is found in the ‘Other Activities' Menu)
Select the Staff Member and press the ‘Edit Information’ button under the actions menu
Select ‘Yes' to the question ‘Enable Outlook Integration’

Proceed to the Step 2 for the version of Exchange/Outlook you are using.

o ks wN
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Step 2. (Outlook 2007)

1. From the main menu go to Tools > Options
2. Under the Preferences tab, click on Calendar Options

Preferences | Mail Setup | Mail Format | Spelling | Other | Delegates|

E-mail

M, Change the appearance of messages and the way they are handled.
J [ ukEmai... | [ E-maioptons... |

Calendar

Customize the appearance of the Calendar.

o -
[¥] Default reminder: 15 minutes EI

Tasks
= ] Change the appearance of tasks.

wnndstne;  [swm[3]

Contacts and Notes
8 = Change default settings for contacts, journal, and notes.
| Contact Options... | | Jounal Options... | | Note Options... |
Search

ﬁ Change the settings for indexing and search.

3. Click on Free/Busy Options

Calendar work week

¥IMon []Tue [Viwed [#Thu [V]Fri [ sat

First day of week: | Sunday [+] starttme: 8:00AM [+]
Firstweekof year: |StartsonJan1 [v| Endtme: |7:00PM [~]
Calendar options

[¥] Show “dlick to add” prompts on the calendar
{ [7]Show week numbers in the Month View and Date Navigator

[¥] Allow attendees to propose new times for meetings you organize

Use this response when you propose new meeting times: | Tentative E
Default color: | B [glamer Options... ] [AddHoliQays... ]
[] Use selected color on all calendars
Advanced options
@ || Enable alternate calendar:  English Gregorian Options

When sending meeting requests over the Internet, use iCalendar format

[ Eree/Busy Options... l [ Resource Scheduling... l [ Time Zone... ]
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Adding a Calendar Permission

1. In the Calendar Properties window, make sure that you are on the Permissions tab.

2. Click Add...
ctentr oo S

l | General | Home Page | AutoArchive | I

Administration I Farms Permissions Synchronization

Name Permission Level
Default Free/Busy time

< [I[} | +

Permissions

Permission Level: [FreafBusy time - ]
Read Write
) None [l create items
@ Free[Busy time [] create subfolders
= Free Busy tme, subject, [ Edit own

: location Fledital
() Full Details

Other Free/Busy...

Delete items Other

@ None [] polder owner
© own Folder contact
@ Al [] Falder visible

3. Inthe search field, type in the name of the GradLeaders service account (referred to as
“GradLeaders” for this example, this may be named differently as provided by your IT department
during set up) then click Add > button at the bottom. Click OK

4. Backin the Calendar Properties window, find and click on the account in the list of names.

Search: @ Name onl “) More columns  Address Book
I GradLeaders Gao I Global Address List v  Advanced Find
‘ Name Title Business Phone Locahol‘
§ MBA Admin Candidates -~
- -
m »
| Gradleaders l
o

5. Back in the Calendar Properties window, find and click on GradLeaders in the list of names
6. Under Permissions, Permission Level, choose Publishing Editor. Make sure that “Read,” “Write,”
“Delete Items,” and “Other” settings are shown below. Click OK
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Step 2. (Outlook 2010)

1. Click into the Calendar Window

Dey |Work | Week Mon

Microsoft Exchange 2007/2010 & Office
365

Candidate Setup

Apg Weer
« » May 05 - 09, 2014
5 Mandy 6 Tuesday 7 Wedneiday ) hunasy 9 Frrctay
| QY Lt
Shaeed
Py
| M
:) Show tasks oex Start Date
2. Click on the Calendar Permissions button
Home Send / Recere Folder
: — r S —— T ———— ——_— R
- B %= = B e 1 3 :
88 . P 22:) L ——| b= bl (1) Address Book
New New New Today Next Day Work | Week Month Schedule Open E.mail Share Publish
Appointment Meeting Items ~ D Week ot View Calendar~ G $* Calendar Calendar Online ~ P
< May 2014 S
SuMo TuWe Th Fr Sa ¢« » May05-09,2014
1 23
aSe T8 910 5 Monday 6 Tuesday 7 Wednesday 8 Thussday
11 12 13 14 15 16 17
BN 22BN =
2526 27 % 2% 20 31 e
100
B My Calendars &0
Shared Calendars 300
400
0
600
00
800
200 | 8
1000 |8
1100 |8
12pm 2
100
200
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Adding a Calendar Permission

7. In the Calendar Properties window, make sure that you are on the Permissions tab.
8. Click Add...
e

I General Home Page AutoArchive

Administration Forms Permissions Synchronization
| Name Permission Level i

Default Free/Busy time

4 [0 | »

Permissions

Permission Level; [Free,’Busy time -
Read Write

©) None [FlCreate items
@ Free/Busy time [l create subfolders
- Free/Busy time, subject, [Cleditown

: location [Fledtal
() Full Details

Other Free/Busy...

Delete items Other

@ None [T Eolder owner
@ Own Folder contact
@l [CIFolder visible

9. In the search field, type in the name of the GradLeaders service account (referred to as
“GradLeaders” for this example, this may be named differently as provided by your IT department
during set up) then click Add > button at the bottom. Click OK

10. Back in the Calendar Properties window, find and click on the account in the list of names

|| Search: @ Name only () More columns  Address Book
Do

GradLeaders Go I Global Address List v  Advanced Find

‘ Name Title Business Phone Locatiol

§ MBA Admin Candidates -
% MBA Focus

| |Gradleaders
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11. Back in the Calendar Properties window, find and click on GradLeaders in the list of names
12. Under Permissions, Permission Level, choose Publishing Editor. Make sure that “Read,” “Write,”
“Delete Items,” and “Other” settings are shown below. Click OK

General | Home Page AutoArchive
Administration | Forms | Permissions Synchronization

-

Candidate Setup

Mame Permission Level

MBA Focus Publishing Editor

[T | 3

|

[ Add... ] [ Remove ] [Eroperties...]

Permissions

Permigsion Level:
Read

Mone

Publishing Editor -

Trite
Create items

() Free/Busy time
= Free/Busy time, subject,

Create subfolders
Edit own

- location
@) Full Details

QOther Free/Busy...

Delete items

Edit all

Other

[ Eolder owner
[ Folder contact
Folder visible

() None
) Own
@ al

Apply

][ Cancel ]

[ o

13. You Outlook Calendar will now be integrated with GradLeaders Career Center for any activities that
you schedule through the system.
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Step 2. (Outlook 365)

In order to set up integrate your Office 365 Calendar with GradLeaders Career Center, you will need the
account name for the publishing editor that has been set up for your Career Services Office.

Once you have the username, email address, or name of the publishing editor, you will need to share your
calendar with the specified user and grant the user ‘Editor’ rights to your calendar.

For instructions on how to share your calendar, please visit Microsoft’'s Office Support article ‘Sharing your
calendar in Outlook Web App’ at the link below. (NOTE: Editor rights can only be granted for users within
your school’s network.)

http://office.microsoft.com/en-us/office-online-help/sharing-your-calendar-in-outlook-web-app-
HA103842904.aspx - Toc375064919
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Important Notes about Calendar Integration

¢ This integration only works from GradLeaders - Outlook, not vice versa (ex. Deleting an advising
appointment in Outlook Calendar will not delete it in GradLeaders).

e This integration is not retroactive. It will work with appointments, events, interviews that are
scheduled from the time you set up the Outlook Calendar as instructed below.

¢ In order for Calendar integration to function properly, the email address displayed within your
GradLeaders Profile must match what your school has in their email system. Accounts tied to
personal non-school email addresses will not receive items from GradLeaders Career Center.
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