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What is Calendar Integration?

Calendar Integration is a feature within the Toolkit where you can view holidays on a web mail
or email client’s calendar. It can be turned on via Setup & Admin.

| can’'t see Calendar Integration in Setup & Admin

If you can’t see Calendar Integration in the Setup & Admin list, it is likely that it hasn’t been
enabled.

Contact support@myhrtoolkit.com with your organisation name and request for this to be
enabled.

When we have enabled this, we will send you a confirmation email to let you know.

Will employees be able to see everyone’s holidays?
No. Employee’s will only see the users they can already see in the Toolkit’s holiday chart.

Controllers can change what employees can see by going to Setup & Admin > Access to
holiday chart.

Here's what the Integration looks like in Outlook 2016
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How to enable Calendar Integration

Go to setup & admin > calendar integration and select Enable Outlook Integration for
all employees. Note: When this is turned on, everyone will receive an email detailing that this has been enabled.

£} settings () Support (M T & C ¢ Logout

my Jitoolkit
Y

setup and admin > access to attendance chart

Calendar Integration Options
Return to setup and admin
You can choose to create a calendar which can be viewed through your calendar application.

If you tick the bax below, you and all the emplayees will receive an email confirming that the feature has been turned on. Further instructions on how ta view the calendar will be given to each employee in the
message beard, and on 2 downloadable instructions sheet.

Note that to use this system, each employee will need to cut and paste a link into their calendar. Before you press submit therefore, it might be a good idea to take a look at the instructions sheet, and then to email
the employees to tell them to expect an email from the system.

There is no need for you to send the employees any generic instructions as they will all get access to the instructions sheet, but you may want to clarify certain points or deal with specific issue in your business,
IMPORTANT NOTE: you / your employees will only be able to access and use this calendar feature in MS Outlock of they are running version 2007 or later.
#| Enable Outlook Integration for all employees

(Mote: Once you've enabled Calendar integration you'll need to contact technical support in order to disable it)

Submit



How to generate a new link

Go to myhome > holidays > calendar integration options and click on Reset
my calendar link near the bottom of the page.

£ Settings [ Support (M T & C ¢ Logout
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my itoolkit

myhome > holidays > outlook options
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My Calendar Integration link

If calendar integration is turned on you will have been sent a link by email which needs to be pasted into calendar software. You can view the instructions sheet here.
If you lose your calendar link you can get a new link below.

If you think that someane else might have access to your link, you should reset the email below.

Reset my calendar link

Although nothing appears to have happened, you should receive an email that contains a new
link to your calendars. The new link must reference app.myhrtoolkit.com. If this is not the
case, please raise a ticket by emailing support@myhrtoolkit.com giving as much information
as you can.

When you select the link you may be directed to an error page. If this is the case, wait about 15
minutes and then try again.

Your link as is follows:

iht_tgs://agg.mvhrtoolkit.com/calendan ig Pl e

Note: you can always generate a new link by going to myhome / holidays / outlink link

This is an automated email, please do not reply to 1t
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Setting up calendar integration in email clients

This section explains how you can setup calendar integration using the new URL’s in Outlook
2007, 2010 and 2013, Outlook Web App, and Google Calendar.

Before you start, copy the calendar link that was sent to you. To make sure no spaces have
been padded in the copied text, it is better to right click on the link and select copy.

Outlook 2007

In Microsoft Outlook 2007, click on the Tools menu.

[

[~ Inbox - Microsoft Outlook

File Edit View Go Tools Acdions Outlook Connector Help

P adNew v | g 23 X | CuReply (@ Replyto All (5 Forward | On W | 5 se

Mail « || L4 Inbox

Favorite Folders ¥ |

Click on Account Settings.

[ Inbox - Microsoft Outlook

EEiIe Edit  View Go Ioolsiactic-ns Outlook Connector  Help

3 New - u‘%‘b S X TR b -j Senc
. Instant Search Y
Mail
Favorite Folders Address Book... Ctrl+5Shift+B
A O -
Mail Folders & Urganize —
ewest on t
2] Al Mail Ttiems (33 Rules and Alerts.. I
= 4 Mailbox - Jon Curtis Out of Office Assistant...
@ Deleted ltems (3) Mailbaox Cleanup... 08:43
2 Drafts omm...
= [ Inbox (3) @ Empty "Deleted Items” Folder 083
= [ Andy Woods | £33 Recover Deleted lems... om m... =
H 4 Invoices p—
= [ Bollinger Eorms 3 . ',_a
- ents  k
|1 Invoices (1! Macro »
[ Church acticallaw...
= 3 Clients | Account Settings... ] boloy.. &
3 Crompton Trust Center... 01:1C
[ GB Eye (1} Custom hsarm.., &
3 Hides Customize...
H [ John Lewis Options...
d Meese Y
3 Metmel Scan with Panda Security for Desktops m ThU:—;--U
e =)
[ VAT solutions (1) I - .




Click on the Internet Calendars tab and then select New.

Internet Calendars
¥ou can add or remove an Internet Calendar, You can select a calend.

E-mail | Data Files | R55 Feeds | SharePaint Lists ||Internet Calendars ||ﬂ

2,

i MNew..)

Internet Calendar Size

Paste the link that you copied from the email into the text box displayed and click on the Add
button.

Mew Internet Calendar, Subscription b—<|

Enter the location of the Internet Calendar wou want to add to Outlook:

Example: webcal:/ s example. comfcalendars/Calendar ics




You don’t need to change any settings in the “Subscription options” screen. Click on the OK
button to complete the calendar integration setup.

Subscription Options @

% Use the choices below to configure options for this Internet Calendar.

General
Folder Name: |myhrtoolkit_cal7: == = n
Internet Calendar:  myhrtoolkit_cal™ - — . —
Location: https: { i, myhroolkit, comft s
- WA TN W . -
Description:

[]pon't display this calendar on other computers I use
Attachments

[[Jpownload attachments For items in this Internet Calendar
Update Limit

Update this subscription with the publisher's recommendation. SendfReceive groups do
not update more frequently than the recommended limit to prevent your subscription
from possibly being cancelled by the content provider.

Current provider limit: Mot published.

[ OK ] [ Cancel ]

If everything went smoothly, you will now see your new calendar in the list of Outlook
calendars. Activate the new calendar by putting a tick next to your calendar that starts
myhrtoolkit.

,Q] All Calendar Items el — — E__
My Calendars af 11 1{\,:
.| Calendar (35)

[] =5 calendar in Mailbox - Amy Bayliff +~00

[] 5] Calendar in Archive Folders - -
Other Calendars X

. 1] IronCurt Calendar in Public Folders (3915) 13

] % myhrtoolkit_cal7 d

People’s Calendars T

How to Share Calendars




Outlook 2010

Open up Microsoft Outlook and click on the calendar button at the bottom right hand side of

the screen:

 —

4[V] My Calendars

In the ‘Home’ tab’, find Open Calendar on the ribbon and click “From Internet...”
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Paste the link that was sent to you via email and then click on OK to add the calendar.

If you receive an error, try again but make sure that there are no spaces at the end of the link
that you've pasted and make sure that you haven’t missed any characters off the end of the link.
It’s also possible that you're using an old link so make sure that you're using the newest
version.

When you get a popup asking you to confirm that you want to subscribe to the calendar, click
“Yes” to add myhrtoolkit calendar to your calendars.

Activate your calendar by putting a tick next to the myhrtoolkit calendar. From now on,
whenever the holidays in myhrtoolkit change, this calendar should change automatically.

Now make sure that you have properly deleted the email that had your calendar link in it. If you
ever need it again, you can request it from myhome / holidays / Outlook options.



Outlook 2013

Click on File in the menu at the top

Click on Account Settings
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Click on the next Account Settings icon

ca

U) Microsoft Exchange

# Add Account

Account Settings

connections.

Office Ac

Change settings for this account or set up more

¥ Access this account on the web.

E Add and remove accounts or
existing connection
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Ibox by emptying Deleted Items and archiving.

Click on Internet calendars then New.

Internet Calendars
You can add or remove an Internet Calendar. You can select a calendar and change its settings.

[ E-mait_| Data Fites | Rss Feeds | SharePoint Lists [Internet Calendars || published Calendars | Address Books |

T Change.. 2 Remove

possibly being suspended by the publisher of an Internet Calendar.

i Internet Calendar Size Last Updated on
: International Holidays 10.58 KB 09/01/2014 13:01

Subscribed Internet Calendars are checked once during each download interval. This prevents your list from

Paste the calendar link in the dialog box that comes up

"~
Account Settngs
Internet Cabendan

o New. OF Oynge. X Regove

TOu Can 344 of remove an Internet Calendar. TOou (an select 3 Calendar and Change 21 1ettings

£t | Dota Fes | RSS Feeds | SharePomt sty | Internet Calendars | Pubined Calendans | Address Books

Enter the location of the Internet C you want to add to Outlook:

)592/00 R, SRRSO TR RN R RIS |

E bealk/www. com/cal

Aar</Cal

POLLdly Deng by the p of an Internet Calendar

SubLcrded Internet Calendars are (heci ed ONCe Sunng each Sowniosd nterval Thes prevents your it from




Rename the folder name to something more descriptive and click OK when finished. | called
mine myhrtoolkit

=

P ’:‘;ubscli;l.iun ﬁﬁﬁm @

QE Use the choices below to configure options for this Internet Calendar,

General

Eolder Name: .myhrtoalkit

Internet Calendar:

Location: https:/fapp.myhrtoolkit.com/calendars/[F IS SESOm ane
R R TR T R RN ics

Description:

Display this calendar on other computers with the account: NIRRT

Attachments

I:‘ Download attachments for items in this Internet Calendar

Update Limit

Update this subscription with the publisher's recommendation. Send/Receive
groups do not update more frequently than the recommended limit to prevent
your subscription from possibly being cancelled by the content provider.

Current provider limit: Use the choices below to configure options for this Internet Calendar.

You should be able to see the new calendar listed among your other calendars. In my case, |
can see a calendar called myhrtoolkit. Click close to view your new calendar.

B y
Account Settings

Internet Calendars
You can add or remove an Internet Calendar. You can select a calendar and change its settings.

| E-mail_| Data Files | RsS Feeds | sharePoint Lists || Internet Calendars || published Calendars | Address Books

o New... il X Remove
Internet Calendar Size Last Updated on |
International Holidays 10,58 KB 09/01/2014 13:39

| [myhrtoolkit <unknown>  <pending> |

Subscribed Internet Calendars are checked once during each download interval. This prevents your list from
possibly being suspended by the publisher of an Internet Calendar,




Outlook Web App

Click on Calendar menu to view your calendars. Click on Other Calendars
to view third party calendars
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Right click on Calendar and then click on Open calendar.
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Paste the calendar integration link into the Internet calendar textbox.

You can use the mouse or press CTRL+V in Windows to paste. Click Open
after pasting the link.

Firefox ~ =N iR <~
] [ Tendero Makwenha - Outlook Web App I + l

open calendar

| From Directory:

\ |

Internet calendar:

1 ‘7 Undo |

Cut R
Copy

Delete
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Inspect Element (Q)

Fovliuide L3

You should now see your calendar listed near the bottom of the screen.
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Google calendar

Click on the arrow next to Other calendars
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CREATE v Tuesday 2/18
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Paste your calendar link in the URL text box.

Today { > Day Week Month 4Days Agenda Morev X~
~ February 2014 - -
SN “‘ Add by URL X

5

1
all URL: hoomit_cawsom7sa_sc553c4aafc116935c9f5d7734.ic4]I
5 2i my W (L , you

{ type in the address here.

L) Make the calendar publicly accessible?

~ My calendarg
Add Calendar || Cancel
. | Cancel |
M |
v
olunteering
» Other calendars v

If successful, your myhrtoolkit calendar will be listed under Other calendars.
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Removing old calendars from your email clients.

Before using the new calendar link, you need to delete the old links. The process is
different for each email client. We explain how to do it in 3 popular email clients.

Outlook 2007, 2010 & 2013

Right click on the name of your calendar, then left click on Delete Calendar.
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Outlook Web App

Click on the Calendar menu at the top to go to your calendars. Right click on the
calendar that you would like to delete and click on remove.
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Google Calendar

Click on the little down arrow key after Other Calendars near the bottom of
the screen followed by Settings.
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Find the calendar that you would like to delete and click on Unsubscribe.
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Use the Back to calendar link to navigate away from the settings screen.



