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Introduction

Calendar subscription is a toll that allows you to integrate your GradesFirst calendar with another calendar
application such as Outlook, iCal, Google Calendar or Zimbra. Once this subscription is complete, you will
immediately see a new calendar side by side your existing calendar in your email application.

My GradesFirst calendar

8:00am 9:00am COJO1010- Public Speaking 8:00am 9:00am COJO1010- Public Speaking United States
8:45am  9:45am  ACC 200- Principles of Fin A 8:00am 9:00am COJO1010- Public Speaking

8:45am  9:45am ACC 200- Principles of Fin A

5

8:00am 5:00pm Al day event; Here Election Day; United States 8:00am 9:00am COJO1010- Public Speaking
8:00am 9:00am COJO1010- Public Speaking 8:00am 9:00am COJO1010- Public Speaking 8:45am 9:45am  ACC 200- Principles of Fin A
8:45am 9:45am ACC 200- Principles of Fin A

The Free/Busy subscription looks for appointments you have created in your email calendar application and will
update them by adding a block of time to your GradesFirst calendar called “Free/Busy”. One thing to note here is
that your appointment details will not be visible to others, but will be added to your GradesFirst calendar by simply

a “free/busy” block of time.

‘ Calendar View ‘ List of Calendar Items Subscriptions
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ﬂ Add Calendar Event = Print Calendar

August 201 3 today ¢ day week [m] >

9:49a Advising Appointment | 8a Cancelled: Tutoring
Appointment

Here is my "busy" time slot
showin gthat | have an
appointment on another
calendar application.
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'

11a Busy




Setting up Calendar Integration

GradesFirst Specific Steps
1. Loginto GradesFirst.
2. Click the Calendar tab.
3. Click the Subscriptions tab
4. Click on the Setup Calendar Integration button.

My Calendar

Conversations

Campaigns Tutors

First click on the Calendar tab,
then Subscriptions.

Calendar View List of Calendar Items Subscriptions

SUBSCRIPTIONS

ﬁ Setup Calendar Integration ’R Setup Free/Busy Integration

Last updated at 08/30/2013 08:03 AM Last file received at 08/27/2013 01:40 AM

Now click on the Setup Calendar
Integration button.

5. On that tab, use the click here link. If you’re calendaring application opens, you're all done. If not,
proceed to the next step.

6. Copy the webcal URL listed on this page.
7. Choose the calendar application from the tabs above it and follow the remaining instructions on that
page.

Home Calendar Conversations Campaigns Tutors You'll only use one of these Reports Search

tabs if the "click here" link
does not work.

‘ External Calendaring Setup | Outlook Integration iCal Integration Google Integration Zimbra Integration You should be able to use this
| 4 = ink to complete your calendar
| integration.

Using An External Calendaring Program With GradesFirst

In order to integrate a calendaring application (Outlook, iCal, Google Calendar, Zimbra Calendar) into GradesFirst, click here. If the appropriate calendaring application opens, you're all done!
If not, then copy the link listed below, find the external application listing in the tabs above, which corresponds to what you are using, and follow the steps in order to complete the configuration process.

webcal://amber.gradesfirst.com/cal/yL OvH/GradesFirst.ics

{

|

If the "click here" link does not work, copy
{ this URL. Then, choose the appropriate

calendar application from the tabs above
and follow the instructions listed there.

If you are not using Free/Busy and would like to test your ical setup, simply create an appointment in GradesFirst
and name it e.g. “Test Appointment.” Generally within a 15 min interval the appointment will be visible on your
inbox calendar.



Setting up Free/Busy Subscription

GradesFirst Specific Steps
1. Loginto GradesFirst.
2. Click the Calendar tab.
3. Click the Subscriptions tab
4. Click on the Setup Free/Busy Integration button.

m Calendar

My Calendar

Conversations Campaigns Tutors

First click on the Calendar tab,
then Subscriptions.

Calendar View List of Calendar ltems Subscriptions

SUBSCRIPTIONS

@ Setup Calendar Integration ¥ Setup Free/Busy Integration
Last updated at 08/30/2013 08:03 AM Last file received at 08/27/2013 01:40 AM

Now click on the Setup Free/Busy
Integration button.

5. Now choose if you are using Windows or Mac.
6. For Windows, click the version you are using and follow the instructions listed. For Mac, the instructions will be

listed on the initial tab.

Admin

Reports Search

Home Calendar Conversations Campaigns Tutors

No choose if you are using
Windows Outlook or Mac Outiook.

Windows Outlook Integration || Mac Outlook Integration

Using Microsoft Outlook To Post Your Free/Busy Times On Windows If you are using Window,
choose the Outlook version
and click the (+) sign. Follow
Outlook 2010 the instructions listed there. $®
Outlook 2007 ®
Outlook 2003 ®

Reports  Search  Admin

Home Calendar ~ Conversations ~ Campaigns  Tutors
On the Mac tab, there is no need
Windows Outlook Integration || Mac Outlook Integration to choose anything .your
instructions will be listed on the.
initial screen.

Using Microsoft Outlook To Post Your Free/Busy Times On Mac

1.To begin integrating Outlook into Gradesfirst. first you willfirst need to copy the URL (or web address) below:

https://ambe

] 51 Ovionk dta wih e Aol Adeess B, Kl 1 M, Once Yo'
T

) G st e sccounts o sy

2.0pen Outlook, navigate to tools and select 'Sync Services'

While you will not see anything happen on your screen, your computer will commit this URL into memory so that
you can “paste” into the application. Lastly, locate the version of Outlook you are currently using and follow those

specific steps to complete the integration process.



Alternate Method for Mac Calendar and
Free/Busy Integration (Calendar Publishing)

Calendar Integration

1. In GradesFirst, navigate to Calendar > Subscriptions > Setup Calendar Integration.
2. Copy the UTL on that page (e.g., webcal://subdomain.gradesfirst.com/cal/asdfxcvasdf/GradeFirst.ics).

3. In Safari or FireFox on Mac, login to Outlook Web Access.
4. Right click on “My Calendars” and select “Add Calendars.”

|7y Microsote
£ Office 365
Calendar > August, Z
< 2013 s New~- Delete GotoToday [ [ &
Jan Feb Mar < >
Apr May Jun 28 29

w [ s AU

Oct Nov Dec

aiMy ?ale Rename Group
v (
@ Remove Group
Other Ce New Group | 5
Jp in List

¥ Move Down in List
Create New Calendar

Add Calendar

11 12
5. Paste the URL from GradesFirst into the “Calendar URL” box and click OK.

Dé6?f:ce 365 Home  Outlook  Team Site sign out ‘ !
Calendar > August, 2013 W& Find Som
< 2013 s> New~- Delete GotoToday [ [ &5 @8 Share- Vie &
Jan Feb Mar < > !
Apr  May Jun 28 29 30 31 Aug 1

Jul m Sep AUQ

Oct Nov Dec
Add Calendar X

You can add a calendar from your organization or from the
Internet.

4 My Calendars
{# calendar

Other Calendars

() Calendar from your organization
[ Name
(Example: Tony Smith)
(+)Calendar from the Internet
Calendar URL:  \m/cal /yLRCWXRrFOVH/GradesFirst.ics

(Example: webcal://contoso/soccer.ics)

oK Cancel

The Calendar should appear in Outlook shortly.



Free/Busy Integration

1. In GradesFirst, navigate to Calendar > Subscriptions > Setup Free/Busy Integration.
2. Copy the Calendar Publishing URL.
3. In Outlook, select Calendar > Publish Online > Publish to WebDAV server...

Send / Receive

= EE R

Folder

View

E) B

= 3

Find a Contact ~

P (w2}
[:3 A\ of

Publish | Calendar
Online ~

Permissions

(G} Address Book

11 12 13 14 15 16 17
18 19 20 21 22 23 24
25[26]27 28 29 30 31

c

4[V] My Calendars
Calendar

4[] Other Calendars
[F] GradesFirst

4. Enter the URL you copied from GradesFirst in the Location box. Click OK.

: e
Publish Calendar to Custom Server

el

T Publishing: “—o...... .. Calendar
Location: https //subdomain.gradesfirst. com/webdav/ﬁ'eebusy/Uxocasdf/1
Example: http: //www.adatum.com/calendars/
Time Span: (@ Previous through next
Whole calendar
Detail:

Availability only

Time will be shown as "Free,” Busy,”
“Tentative,” or "Out of Office”

[] Show time within my working hours only Set working hours

[

J [ concel |

OK

- |

5. You should then see a success message. Outlook will ask if you'd like to send an invitation to let others know

about the calendar you've published. Click No.

7

Send a Sharing Invitation

A Your calendar was published

LIL successfully.

Do you want to send a sharing
invitation to let people know about the
calendar you just published?

J |

[ Yes No

New New New Today Next7 Day | Work Week Month Schedule Open  Calendar E-mail Share
Appointment Meeting Items ~ Days Week > View Calendar ~ Groups ¥ | Calendar Calendar
New Go To F} Arrange % | Manage Calendars S|
< August 2013 Lo
SuMo TuWe Th Fr Sa 4 » August 28,2013
2 031 1 2 3
45678 910 2 MG

Publish to Office.com...

Publish your calendar to Office.com to
share your calendar on the internet.

Share Published Calendar

Change Sharing Permissions

Publish to WebDAV Server...




6. Add a few test appointments to your Outlook calendar.
7. After a few minutes, your appointments should appear on your GradesFirst calendar as busy blocks.

Troubleshooting Calendar Publishing

If your calendar does not appear in GradesFirst after a few minutes, please try:

1. Add a few test appointments, select the Send / Receive tab, and click Send/Receive All Folders.

ml Home Send / Receive Folder View
—" L& Update Folde ] [FELE
=T R aerou g

e = Send All
Send/Receive _ . Show Cancel
All Folders L3 Send/Receive Groups * | progress Al | Co
d & Receive Download

< ust 2013 y ¢ Cancel All
SuMo Tu Th Fr Sa
—————— Cancel alt
28 29 3031 1 2 3 requests.

4 5 6 7 8 910
11 12 13 14 15 16 17

2. Check Send/Receive Group settings.
* In Outlook, select the Send / Receive tab, then Send/Receive Groups, then Define Send/Receive Groups.

=
m Home Send / Receive Folder View
=" C#% Update Folde o ="z
_;I % Update Folder 0;I_ ,\) %

3 =3l Send All
Send/Receive = = Show Cancel Dial-Up  Work
All Folders |Lzy Send/Receive Groups ~ Progress  All Connection = Offline

1 "All Accounts” Group Preferences

: oW 528, 2013

Y& Define Send/Receive Groups...

Disable Scheduled Send/Receive
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25[26]27 28 29 30 31

88"1

* Inthe Send/receive Groups dialog, notice that you can adjust your automatic send/receive frequency.

Now click Edit.
[ senameceve croves o —————

A Send/Receive group contains a collection of Outiook accounts and
folders. You can specify the tasks that will be performed on the group
during a send/receive.

Group Name Send/Receive wh

{All Accounts

Setting for group "All Accounts™

Include this group in send/receive (F3).
Schedule an automatic send/receive every 30 ﬂ minutes.
[~ Perform an automatic sendreceive when exiting.

When Outlook is Offline

Include this group in sendjreceive (F9).
[ schedule an automatic send/receive every 30 ﬂ minutes.




Make sure that the "Include the selected account in this group" checkbox is checked.

-
Send/Receive Settings - All Accounts g
Accounts ‘I Indude the selected account in this group I
@ Folder Options
S Select the options you want for the selected account
e Send mail items

Get folder unread count for subscribed folders

ﬁ Receive mail items
Published Calen... ownload headers for subscribed folders
L ownload complete items induding attachments for subscribed folders |
(©) Use the custom behavior defined below
(| Account Options |
(| Select folders From the sel ccount to include in sendfreceive |
(| 4 @ ] B Download headers only Il
M3 Inbox (411) Download complete item induding
- attachments
p OB [Gmail]

O Junk E-mail

o ][ con ]

\ )

In the Accounts list on the left, click "Published Calendars". Make sure the "Include Published Calendars
in this Send/Receive group" checkbox is checked. Then, click OK.

-
Send/Receive Settings - All Accounts g
Accounts Indude Published Calendars in this Send/Receive group

All arei in this Send/ ive group.

Published calendars are checked once per publish interval. If you manually do a
Send/Receive, only calendars that have exceeded their publish interval are uploaded.

I Publish Options I
| Select folders from the selected account to indude in send/receive |
| Published Calendars il
i calendar
| [l
I I
I I
| [l
| il

Try adding a few test appointments to your Outlook calendar. Then, click "Send/Receive". Wait a few
minutes and see if your Outlook appointments appear in GradesFirst.

ml Home Send / Receive Folder
= '. C& Update Folder

— =l Send All
Send/Receive . Show
All Folders L3 Send/Receive Groups ~ | progress Al Co
d & Receive Download
< ust 2013 b Cancel All
SuMo Tu Th Fr Sa
—————— Cancel alt
28 29 30 31 1 2 3 requests.

4 5 6 7 8 910
11 12 13 14 15 16 17




