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Virto Office365 Calendar Add-In for SharePoint Online

Overview

Virto Office365 Calendar is a calendar add-in for Microsoft SharePoint Online. It’s built for displaying
events collected from any SharePoint List on a single calendar view.

Office365 Calendar add-in can be used instead of built-in SharePoint Online Calendar. It provides you
with powerful capabilities for more convenient events calendaring, e.g.:

— Combine all events from different SharePoint Sites into one calendar

— Overlay Exchange Online Calendar

— Add an event with one mouse click

— Use any SharePoint lists as a Data Source

— Event coloring according to List Type

— Event duration editing with a simple resizing action

— Move event to new date/time by simple drag and drop

— Single aggregated view of all your events from different SharePoint Lists from the whole
SharePoint Site Collection

System/Developer Requirements

Operating System
SharePoint Online / Office 365

Browser
Microsoft Internet Explorer 11 or higher, Google Chrome, Mozilla Firefox.
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Installation

This section describes how to install, upgrade, uninstall, or contact Support for Virto Office 365 Calendar
Add-In.

Installing Virto Office 365 Calendar Add-In

Before you begin, you need to make sure you have access to the server and your account must have the
appropriate administrative privileges to install applications.

When Office365 Calendar Add-In is installed, it is automatically added to your site on page Site
Contents.

== Office 365 Sites

Tasks TasksTasks Virto Calendar

A

Virto Event Viewer Virto Gantt Chart App Virto Image Slider

To adjust Calendar view for SharePoint list, you need to define data source settings first of all. Click on
Office365 Calendar Add-In icon and open default calendar, and then go to a configuration page for data
sources.

Administration and Usage

Calendar Overview

Actions with Calendar Items

Virto Office 365 Calendar add-in provides different views of events: Day, Week, Month, Year, Work Week, Task
(Days), Task (Hours) and Multi Source View. These tabs enable to view events for the required period of time.
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You can show or hide any of your data sources in calendar just by clicking on its name in data source legend.
Disabled data source is highlighted in gray and all its events are not displayed on calendar.

Back to Site * Virto Calendar for SharePoint Online

Default Calendar ~

REFRESH TODAY 4 P 02/28/2016 - 04/09/2076
B Calendar apptest list [ Virto Calendar Events List | M [0 Calendzr Ml Calendar [ United Stat
Sunday Monday Jucoday Wednesday
28 29 MAR, 1 2]

Meeting with designers

To create an event, open the required view tab, for example, Month view. Use mouse to select the required
period of time for the event (select with drag & drop few days or few hours in Week view) or just click on the
required day to create a new event.

Wednesday Thursday

11/03/2016, 12:00 AM - 11/04/2016, 12:00 AM X

eeting

Title |N ew event |

Calendar | Company events v

eeting

Type the title, select the required calendar for this event and click “Create”.

You can also display the full create form of the event with all fields by clicking on “Full details”.
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I Cre x :
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o=
tact Erd
L1/3/2006 1200 AM [F1D | |11/472016 1200 AM nle] Al day
Atiendees ﬁ
Dezariptio
Formst B f U E B N = E 3 = @ M
Save Cancel

Note: drag & drop mode is not available in the “Year” view.

You can edit duration of events (resize them) in drag & drop mode as well.

Note: resizing is available in Day, Week, Work Week views only.

If you want to edit event information, click the event and then click “Edit” in the tooltip. The fields set displayed in
tooltip can be defined in calendars data source settings.

Party x 25
11/25/2016, 03:00 PM - 10:00 PM
Title: Party
Location: Home
Start Time: 11/25/2016 3:00:00 PM -
End Time: 11/25/2016 10:00:00 PM -
Description:
Attendees:
Category: Anniversary

g

Edit Delete

In opened form you can edit information, for example, specify the location and then click “Save”.
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Edit event X
Title * Location Start Time *
Party Home 11/25/2016 3:.00 PM m G)
a
End Time * Description
11/25/2016 10:00 PM EO Format ~v B I U = = = - = = —
er Thanksgiving
! Attendees
Category
Anniversary -

You can reload calendar by clicking “Virto Calendar for SharePoint online” or reload selected calendar by clicking

“Refresh” button.

Back to Site *» Virto Calendar for SharePoint Online

Default Calendar ~

I REFRESH TODAY A P 02/28/2016 - 04/09/2016

B Czlendarapptestlist [ Virto Calendar

Sunday

28

Meeting with de

To delete an event, click the required one and then click “Delete” in tooltip.
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Party x
11/25,/2016, 03:00 PM - 10:00 PM Day After Thanksgiving Day
Title: Party
Location: Home
Start Time: 11/25/2016 3:00:00 PM
End Time: 11/25/2016 10:00:00 PM .
Description:
Attendees:
Category: Anniversary
g
Delete

In the week and work week views you can hover the cursor over event name to move this event with drag and
drop.

—

ting with support

15 16 17

Report to head thi:.:e

Click on empty space on the event body to edit or delete it.

[ e

17

Report to head office

L3

Use “Today” to be redirected to the time view that contains the current day. Use arrow buttons to go to
previous/next page of the period.
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Exchange Online Calendar overlay

You can add your Exchange Online Calendar to Virto Office365 Calendar with a single click. Just check the box

under selected data sourced on Calendar settings page and all Exchange Online Calendar events will be added as

another data source.

Events # X
Tasks ¥ X
Meetings # X

Add new data source

+ | Display events from user's Exchange Online Calendar(s)

Another smart feature is the ability to view the event location from Outlook events with Google maps right from a

link in Virto Office 365 calendar event details.

For example, you can create an event in Outlook with certain location.

Details

Meeting in Virto Office

Devonshire 5t (Devonshire 5t, Los Angeles, CA, 91311, Verenigde Staten) X Add room

All day

And then display it in Virto Office 365 calendar by checking the box in data sources as described before.
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Meeting in Virto Office
10/06,/2016, 8:00 - 8:30
Meeting in Virto Office Importance: Normal
Team meeting Location: Devonshire St
Crganizer: Alex Shell
Attendees: Nick Brook
Team meeting Diescription:
& Training course
Training Edit Delete
2 - _

By clicking on link of event location from Virto Office 365 Calendar you will be redirected automatically to Google
maps.

o N

& £ = <
2 PORTERRANCH % % z
1 a 15 min Rinaldi St  GRAN/
| 7.4 miles ULl
o
i San Femando |
- = < = Tulsa St
Tuisa St = = gf :
2 = &
b 2 = 7} Chatsworth St
[ T < &
= 16 min \ 1 a
4.6 miles '
‘ _| ) Cambridge On
— p———— Devonshire
= O
ulg & 27 min |
5: *3‘ otee—————mxl
5 & > gssen St
f’\ ):‘ it
N < — 2
2 . @ R
3 3 2
b © Q.
o W
® Plummer St Z Plummer St 2 j nerat

Exchange Online Shared Calendars overlay

You can check the box “Display events from user's Exchange Online Shared Calendar(s)” and all your shared
Exchange Online calendars will be automatically added to Virto Office365 Calendar.

Add new data source

" Display events from user's Exchange Online Calendar(s)

" Display events from user's Exchange Online Shared Calendar(s)
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< Mach20t6 > < > March 2016 v

S M T W T F S Calendar Company events Sam Conor HR Department

Sunday Monday Tuesday Wednesday
6 7 8 9 10 11 12

0 ple] [\v’.'ar' )
13 14 15 16 17E19 T o - -

20 21 22 23 24 35 2%

27 28 29 30 AN

~ My calendars

6 8 9
Ef T Presentation 10a Meeting
2p Meeting with
E United States holidays
g Birthdays
~ Other calendars 13 14 15 I
. Birthday party Product testing
ompany events
[F=) 11a Meeting with client
Sam Conor
m HR Department
A 31 29 ko
o Groups 20 & 21 4 2259 23
9a Meeting with design
Here are some groups 330p Report

you might want to

The colors of all shared calendars are assigned automatically, if you do not have specified the background color
for a shared calendar in Exchange Online.

Note: All access and permission conditions of shared calendars from Exchange Online are delegated to
corresponding calendars in Virto Office 365 Calendar, excepting shared calendars with limited access. Shared
calendars with predefined in Exchange Online “Availability only” and “Limited details” permissions are not
displayed in Virto Office 365 Calendar.

Month M
W Calendar Ml United States holidays [l Birthdays | I HR Department [l 5am Conor [l Company events
Wednesday Thursday Frigay Saturday

MAR, 1 2 3 4 E

8 9 10 11

<

Meeting with sales

Shared test from Outlook St. Patrick's Day

Test Subject
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Exchange Online meeting rooms overlay

You can overlay meeting rooms from Outlook Exchange Online and your SharePoint calendar events. Check the
box and define the list of Outlook meeting rooms.

Display events from user's Exchange Online Calendar(s)
+ | Display events from user's Exchange Online Shared Calendar(s)

| Display availability of listed calendars, including Meeting rooms

Type email addresses of calendars. Split them using ","

meetroom@virtoway.com x

You can create and change events for Exchange Online with meeting room location, assign attendees and edit
Exchange rooms right from the Virto calendar add-in.

You can also add external email addresses to the attendees list.

{] VIRTO
\5 SOFTWARE

Raom Panthera x I
Start End
2 9/22/2016 9:30 AM [nilC] 9/22/2016 11:00 AM mife) All day E
e T e — x o |E
Sam Conar X
Description =
I i eEE
|

o

Meeting|

1 |

Note: If you have full access to an Exchange Online meeting room, you can view and edit event in this room. If
your permission is restricted, you can see the room booking schedule only.
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B Calendar @l Company events [l HR Department | [l Meetroom

Thursday
30

Webinar

7

New project

Wednesday
20
6
20
27
Calendar Views
Simple Views

Publish article

13

[ My meetings [l Birthdays [l United States holidays
Friday Saturday
JUL 1 2
8 9

15 16

Busy - Meetroom

07/22/2016, 11:00 AM - 11:30 AM 23

28

29 30

Views Day, Week and Work Week allow users to create and delete events, move them in drag & drop mode to

required position (time).

TODAY 4P osi1e0is

09:00

Report to head office

10:00

11:00

Day v
Ml Calendar |l MewVirtocalendar [l Tasks

B

13:00

14:00
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TODAY AP 09/13/2015 - 08/19/2015

[ Calendar [l NewVirtocalendar [l Tasks
13, Sep 14, Sep 15, Sep 18, Sep 18, Sep
osco Report to head office -
10:00
1100
E
Month view allows users to create, move, and delete events.
Topay 4P 08302015 1001012015 Wonth -
B Calendar |l NewVirtocalendar |l Tasks
Sunday Monday Tuesday Wednesday Thursday Friclay Saturday
30 31 SEP1 2 3 4 5

Publish ads in bing Publish ads in google

<+ more 3 +more 2 + more 3 +more 2

5] 7 8 = 10 11 12

Birthday Write an article Meeting with clients New project
Meeting with team Meet partners

+more 1 +more 1 =more 13 +more 1 +more 1 +more 1

+more 1

i3 14 15 16
New project Report to head office

Team meeting

ArRive
Annivel

Year view enables to view, edit, and delete events.

TODAY 4P 205

Year A

B Calendar |l NewVirtocalendar [l Tasks

2015

FEB

2015, JAN MAR
Publish ads in bing

Publish ads in google

Report to head cffice

Write an article

+ more 25

APR MAY JUN

Gantt View

Gantt View in the Virto calendar is provided in two views: Task (Days) and Task (Hours). These views allow to

display items grouped by events and see which time exactly planned for them. Users can create, delete and move
events.
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TODAY AP 00/16/2015 - 09/29/2015

v

[l Calendar [l Newvirtocalendar [l Tasks

16, September 20, September 27, September

Report to head offil
Meet partners -
Team meeting -

Meeting with suppt

sversary |

e
]
r
T
¥

29

Note: since any field on Integer type can be set as field for completion show, the percentage will not be displayed
in case the value of the field is higher than 100%.

Multi Source View

Multi Source View allows users to view events planned for a day but all the events will be grouped by source. Here
you can resize or edit events. But you cannot move events from one source to another.

TODA 4P 001612015 Multsource ¥
B Calendar |l WewVirtocalendar [l Tasks

16, Sep

Tasks

Calendar Newhirtoca

Publish ads _

N

Access to Calendar Items (Security Settings)

The items displayed in Office 365 Calendar Add-In are visible for calendar users according to SharePoint security
settings. If there are special access settings for every SharePoint list’s items, they will be applied to these items in
the Calendar.

For example, users with no access rights to items of List 1 will not see these items in the calendar. If they have
rights of List 2 item management they can move, edit, resize and etc. these items in Office 365 Calendar Add-In.

And if they have just read-only rights applied for List 3, they can view items of this list in the Calendar but have no
ability to change any information of them (edit, resize, move, delete).

Calendar Configuration

To adjust Calendar view for a SharePoint list, you have to define data source settings first of all. Click on Office 365
Calendar Add-In icon and open configuration page for data sources.
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Office 365 Sites

TasksTasks 2 virto Calendar

Virto Event Viewer Virto Image Slider

All the configuration settings are made in the special menu “Settings”.

& ?
Settings
Feedback
slendar ] United States holidays || Birthdays  [l] My meetings
Friday Saturday

4 5

There you can define the list of allowed users, set available data sources, select available calendars and
check your license details.

Back to Site * Virto Calendar for SharePoint Online
UEIE NI Bl Available data sources Allowed users  Subscription

List of available calendars
® Create New

CALENDAR NAME DATA SOURCES

9

Subscription

On the subscription tab you can see your current subscription status.
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Licensed users limit: 77/2000 Disable auto-assignment | Enable 30 days clearing feature

Payment duration: Monthly B vearly (get 2 free months)

20-100 users 101-250 users

$2.99 $2.49

251-500 users

$1.99

From 501 users

Request a quote

per user / month per user / month per user / month per user / month
Basic Support - 48 hours Basic Support - 48 hours

response response

Premium Support - 24 hours
response

Premium Support - 24 hours
response

Your plan Upgrade now Upgrade now Contact us

You can apply there the auto-assignment feature that allows handling user subscriptions.

When auto-assignment feature is enabled, any user who opens SharePoint Calendar add-in or opens the
page with installed SharePoint Calendar add-in, will be added to licensed users list automatically. This
feature can be a great help if your company has hundreds or thousands of users. SharePoint
administrator does not need to add manually all licensed users to list.

Also, you can apply cleaning feature to automatically delete from licensed users list all users who have
not opened SharePoint Calendar more than 30 days.

Another option is site collection url(s) assignment for adding licensed users. You can define the list of
SharePoint sites where the users auto-assignment feature can be applied.

Add Site Collection URL(s), where Auto-assignment feature can be applied.
Applied to any if URL has not been added.

Type here url:

https://virtosoft.sharepoint.com/| sit=collzction/ Add

List of allowed urls:
https://virtosoft.sharepoint.com/sitecollection/ b 4

Now if a user opens Virto SharePoint Online Calendar on any site that is NOT contained in this list, he
will not be added to licensed users list.

Allowed users

Select users, which are allowed to edit Calendar Settings

Copyright © 2017 All rights reserved. www.virtosoftware.com
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Back to Site » Virto Calendar for SharePoint Online

Avazilable calendars  Available data sources Il NVl Subscription

Select users who are allowed to edit Virto Calendar settings

Type here user name or e-mail:

Search

List of allowed users

Alex Shell (ash@virtoway.com)
Kate Silver (ezh@virtoway.com)

Nick Brook {nw@virtoway.com)

Available data sources

There you can manage your Office 365 Calendar Add-In data sources. In order to delete a data source,
use corresponding “X” button opposite the required source. Use “edit” button to modify required data
source or click on data source name to edit it.

Available calendars [EVENERE =R =00 Allowsd users  Subscription

List of available calendar data sources

@® Create New

DATA SOURCE MNAME SITE URL LIST MAME COLOR

Calendar t.sharepoint.com Calendar main . @ b 4
Calendar_subsite ftsharepoint.com/sites; Calendar 2 . E4) X
Color coded data source https soft.sharepoint.com/sites/dev Calendar # x
Events https:/virtosoft sharepoint.comy/sites/dev Calendar app test list . 4] x
Home calendar softsharepoint.com/ Calendar dev . # b 4
Meetings ft sharepoint.com/sites/dev testCalendar [ # X

You can choose the color of data source events displayed in calendar by clicking on data source edit button or
right in this table by clicking on the data source color.
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COLOR

Theme Colors

|

|

HEN

EEEEEEEEN
SEEEEEEENEN
Standard Colors
HN EEEEE

To add a new data source to the calendar, use “Create New” button.

Back to Site *» Virto Calendar for SharePoint Online

Available calendars ENEIELRIEREERL o= Allowsd users  Subscription

List of available calendar data sources
® Create New
DATA SOURCE MAME SITE URL

ATANTAOTN

Now type the name of the new data source. Select the required site and select required list with data in the
dropdown.

Note: you can add lists from any amount of sites from SharePoint site collection.

Note: All fields marked with an asterisk (*) are required.

Copyright © 2017 All rights reserved. www.virtosoftware.com



http://www.virtosoftware.com/

20

Data source name *

Mew Virto calendar

Site URL ™

https:/ fvirtosoft sharepoint. comy/sites

Refrash

Select list *

[Not selected] -

Apps in Testing

Calendar

Calendar app test list

Calendar with recurring events.

Demo Tasks

LI9UL SETELLEL | -

Select view of the list (not required):

Select view

[Not selected] -

[Not selected]
All Events
Calendar
Current Events

Contains f

LI rmrne -

When you chose a calendar list, the Title fields and Time fields are filled automatically from
corresponding columns. Otherwise you should select field values manually.

Select field for event title *

Title -

Select field for event start date ™

Start Time -
Select field for event end date *

End Time -

Select the color which will be used to color-code events of new data source.
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Select events background calor *

#c00000 .

Theme Colors

Standard Colors

Web Colors History

M =c00000

Click “Web colors” to select a custom data source color.

Select events background color

#002000

Theme Colors History

009900 [ #cdcdcd

Click “History” to display previously chosen colors.

Select events background color *

£002900 .

History

Back to Palette
W z000900 [ #b9bobo

You can adjust colors for color coded events. This feature is optional, and you can use it to display the event
categories in your calendar (meetings, work hours, holidays, etc). The event category has its own color, while the
calendar data source color will be displayed as color marker on the left side if the event (see the example below).

Select a choice field, which will be used for color coded events.
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Select field for color coded events

[Mot selected] A
[Mot selected)]
Category .

Then adjust colors for each event type.

Select field for color coded events

Category -
Meeting #924050 .
Work hours ~ #000050 .
Business #002060 .
Holiday Theme Colors

H EHEENENEN
Get-together

= Uil
Birthday I I II

Standard Colors

Anniversary Il TEEEEE
Web Colors History

Select fields for t .#002060 .#31.3151
Now the color coded event will be displayed with a chosen color. The color marker on the left side of color coded
events is corresponded to the data source color.

6 7 8 =

Meet partners

+ 3 more +1 more

13 14 15 16

20 21 22 23

- New release
Write an article

27 28 29 30

You can see the color coded events legend by hovering the mouse tip over data source name.
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-

nd

[1¥]

[ F)

[l \Meetings []Personal [ Ca
- | veetn[Mestings |

Next step is the tooltip adjustment (the pop-up that appears when you click the event in the calendar).
You can display more than one of event fields in tooltips. To select multiple values press “Ctrl” and select required
fields.

Select fields for tooltip

All Day Event tle
[ . Locatic
Ao Start Time
End Time
< Description

tem Child Count

You can also adjust fields for event form in the same way as in previous example.

Select fields for ferm

Now click “Save” to create the data source. It will be displayed in the list of data sources.

Available calendars

Click “Available calendars” on the Settings page. The list of available calendars will appear (or you need to create a
new calendar if you do not have any existing calendars for now).
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In order to delete any calendar, use corresponding “X” button opposite the required calendar. Use
“edit” button to modify required calendar or click on calendar name to edit it.

Click on eye icon to view the required calendar.

In the Data Sources column is displayed the data source corresponding to this calendar. By clicking on “...” icon
you can see all data sources of this calendar.

LVETELI NI GEI  Available data sources Allowed users  Subscription

List of available calendars
® Create Naw

CALEMDAR MAME DATA SOURCES

[,

a br b .
br2

o Calendar with apos in list view name Data source with apos in fist name

.

w Calendar with recurring events

™
X X X X

r coded data source

<
Y

" Color coded calendar

L]

<
.
X

Default Calendar

9 9 9
g F B
=
.
i
o
: o
5
a
L L
< s
B & B

<
Y

Ll
5]
0
|

=h
<
™

X X X X X X

o
o
5]
<
B,

Click “Create new” to create a new calendar.
Type the name of a new calendar.

You can choose an existing data source or create a new one in popup window with the same settings as it is
described in previous section “Available data sources”.

Back to Site * Virto Calendar for SharePoint Online

Available calendars  Awailable data sources  Allowed users  Subscription

Create new calendar

General settings

Calendar name *

New Virto calendar
Select displayed data sources

Add existing data source Create new data source
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Select displayed data sources
Meetings X
Personal # X
Add existing data source Create new data source

Data source name:

Team -

Read only
« | Show in calendar

Save Cancel

You can check the “Read Only” box and make the calendar available only for viewing (users will be not able to
create new events in Virto calendar, edit, move and delete items).

Check the boxes “Show in calendar” to show all events. Also, you can left it unchecked and save the settings
without publishing this data source in calendar.

You can add more new data sources or edit/delete already existing data sources.

Select displayed data sources
Meetings # X
Personal @ X

You are able to add your Exchange Online calendar or Exchange Online shared calendar with a single click. Just
check the box under selected data sourced and all Exchange Online Calendar events will be added as another data
source.

+ | Display events from user's Exchange Online Calendar{s)

Display events from user's Exchange Online Shared Calendar(s)

You can define which view (tab) will be displayed by default when you go to the calendar page. Select the
required view in the dropdown (Day, Week, Work Week, Month, Year, Task (Days), Task (Hours), Multisource
(Day view for all data sources)).
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Default calendar view

Month -

Day

Week

Work Week
Month

Year

Check box “is default” to make selected calendar the default calendar for Virto Office 365 Calendar Add-In.

s default
+ | Enable drill down

' Show Data Source Legend

If you need to view a day from the month view, click on required day (the same way you can view any month
from year view and etc.) But there is an ability to switch off the links, if you left “Enable drill down” box
unchecked.

Also, you are able to show data source legend in the right upper corner

Manth ¥

You can adjust time and date formats according to custom date and time format strings. Just enter required
format (see this link), for example, use ddd format to display the abbreviated name of the day of the week.

Event time format (see examples)

Event date format [see examples)

Tooltip width (default and min value - 350px)

Sk

It is also possible to define tooltip width. This option is required when the text of item description is too large.
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Default and minimum size of the tooltip is 350 pixels.

If description, for instance, is too large, tooltip will not look good enough.

12 13

(12:00-18:00) New

26 27

Discussion

44222015, 12:00 PM - 100 PM
Description: Lorem ipsum delor sit amet,

3

consectetur adipiscing elit, sed
do eiusmod tempor incididunt 16 17
ut labaore et dolore magna
aliqua. Ut enim ad minim
verniam, guis nostrud
exercitation ullamco laboris nis
ut aliquip ex ea commeodo
conseguat. Duis aute irure dole
in reprehenderit in voluptate

velit esse cillum dolore eu fugi

nulla pariatur. Excepteur sint
occaecat cupidatat non
proident, sunt in culpa qui offic
deserunt mellit anim id est
laborum. Sed ut perspiciatis
unde omnis iste natus error sit

30 MAY, 1

Delete Edit

If we change tooltip width to 600 pixels, it looks much better.

12

26

You can hide some tabs (views) in the calendar. In order to do this, uncheck the boxes opposite required tabs.

13

(12:00-18:00) New

I

Tooltip width

T

Disc

4/22/2015,

12:00 PM - 1:00 PM

Description: Lorem ipsum dolar sit amet, consectetur adipiscing elit, sed do eiusmeod

ternpor incididunt ut labore et dolare magna aliqua. Ut enim ad minim veniam,
guis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commeda
consequat. Duis aute irure delor in reprehenderit in voluptate velit esse cillum
dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident,
sunt in culpa gui officia deserunt mollit anim id est laborum. Sed ut perspiciatis
unde omnis iste natus error sit voluptatem accusantium deloremgue
laudantium, totam rem aperiam, eaque ipsa quae ab illo inventore veritatis et
guasi architecto be licta sunt explicabo. Nemo enim ipsam
voluptatem quia veluptas sit aspernatur aut odit aut fugit, sed quia
consegquuntur magni delores eos qui ratione voluptatem sequi nesciunt.
Neque porro guisguam est, qui dolorem ipsum quia dolor sit amet,
consectetur, adipisci velit, sed quia non numguam eius modi tempora incidunt
ut labore et dolore magnam aliguam guaerat voluptatem. Ut enim ad minima
veniam, gquis nostrum exercitationem ullam corparis suscipit laboriosam, nisi ut
aliquid ex ea commedi consequatur? Quis autem vel eum iure reprehenderit
qui in ea voluptate velit esse guam nihil malestiae conseguatur, vel illum gu
dolorem eum fugiat quo voluptas nulla pariatur?

Delete Edit

]
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Select displayed views
| Day
" Wesk
v Work week
+ | Manth
" Year
" | Task (hours)
| Task (days)

v | Multisource

Now you can define different view settings.

Multiday settings
Month settings
Year settings

Task settings

Multiday settings

Expand “Multiday settings” block. The multiday view settings can be applied for the views Day, Week, Work
Week and Multisource View.

Select the day from which calendar week will start (Monday or Sunday). Select start hour (from which every work
day will start) and end hour.

Multiday settings

Week start day

Sunday -
Da;-' start hour
=] -

Day end hour

18 -

Enter the row height (30 pxls recommended) and the whole calendar height.
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Left column time format

Calendar height

800

Row height

1

It is possible to adjust the calendar grid height in the Multiday view / Month view / Year view settings.
The default calendar height in Month view is 800 px.

i
[

But if | assign in Virto Calendar settings the new 1800 px calendar height, the grid will looks like follows.

(83

12

This way you can display more events in your calendar view. The same changes can be applied to other views.

You can adjust left column time format according to custom date and time format strings. Just enter required

symbols and apply to the calendar.
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Left column time format

HH

TODAY 4P 09162015

o Report to head office

Team meeting

Publish ads

3]

Or change it as follows:

Left column time format

HH:mm

TODAY 4P 031612015

09:00 Report to head office

10:00

11:00

h
13:00

14:00

Publish ads
15:00
16:00

Select the amount of rows and time labels displayed per hour.
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Rows per hour
Two -
Time labels per hour
w

Cne
Select colors for background and header. Once you have made all the required modifications, click “Save”.

Today background color

VT
A0

Today header background color
#757575 [ ]

Theme Colors

Standard Colors
] ENEEN

‘Web Colors History
W =757575

Month settings

Expand “Month settings” block. This view setting can be applied for the Month view.
Select the day from which calendar week will start (Monday or Sunday).

Month settings

Week start day

Sunday

You can edit text displayed if there are more items in the cell or amount of weeks in month.

Maore items text

+ {0} more

+more 13
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Then enter the item height (30 pxls recommended), calendar height and select month and today background
colors.

Item height

an
=

Calendar height

Selected month background color

Today background color

Year settings
Expand “Year settings” block. This view setting can be applied for the Year view.
Enter the item height (30 pxls recommended) and the whole calendar height.

Year settings

Item height

sl

Calendar height

o
&0

You can edit text displayed if there are more items in the cell or amount of weeks in month.
Also, you can change year and today background colors.

Mare items text

+ {0} more

Selected year background color

Today background color
Task settings

Expand “Task settings” block. This view setting can be applied for the task view.

In the Task View Settings block you can define days count for Task (Hours) and Task (Days) views. These views
allow to display items grouped by events and see which time is exactly planned for them.
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Task settings
Days count (for days scale)

Days count (for hours scale)

Then choose count of columns per hour.

Columns [rer nour

One -

Cne
Two
Three
Four

Six

Choose day start and end hours and select the day from which calendar week will start (Monday or Sunday).

Da;-' start hour

g -

Day end hour

18 -

Week start day

Sunday -

Enter the item height (30 pxls recommended) and choose header background color.

ltem height

an
3,

Today header background color
N

Save Cancel

Press “Save” to save new data source settings.

Calendar printing

Virto Office 365 Calendaris available for printing. Just click on settings button in the right upper corner
of Calendar and select "Print".
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I ¢

Settings
Feedback :I

[l HR Department ] Michael Rava ] Room Leopar¢  Print

nursday Friday Saturday
3 4 5

If you use Internet Explorer, you need to perform a simple tuning before calendar printing.
Just check the "Print Background Colors and Images" checkbox and choose Landscape paper orientation. Now
your Virto Office 365 calendar is available for printing!

a Print Preview

“ = ‘ 1 Page View v| Shrink To Fit +

=

Page Setup i &

Paper Options Margins {inches)
Page Size: Left: 0.75
| Letier x| Rg: g7

() Portrait I @ Landscape I Top: 075

I Print Background Colors and Images I Battom

- 075
Enable Shrink-o-Fit
Headers and Footers
Header: Footer:
| Title | [uRL - |
['Empﬁ'- v] [-Empty. v]
[F'age # of total pages v] [Date in short format v]

OK | [ cancel |

Using Virto Calendar as App Part

Adding Virto Calendar as App Part

Go to a SharePoint site where you want to add the calendar and switch to edit mode. Then open “Insert” tab on
ribbon and click “App Part”.
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i | Office 365 Sites

BROWSE PAGE FORMAT TEXT INSERT | WEB PART

EEE E[?}D VB "DEI <[>

e Pewm VRS OUma” ¢ VR GERC| R | hR TR
Tables Media Links Contert Parts Embed
Parts About the part
[E]Images maite Collection Documents %ino Calendar add-in for Office ... [l v/irto Calendar add-in for Office 365
¥|Kanban Dev Tasks [ site Collection Images irto Calendar Events List Use Virto Calendar add-in to overlay multiple S
M MicroFeed % Site Pages FEVirto Calendar Meetings List
[EMS Exchange Cal meprints FEvirto Calendar Tasks List
MMMNVCAMLTest M TestAlerts @ Virto Event Viewer
rPages [MtestDateField @ Virto Image Slider
[MReusable Content ¥|testtasks | Workflow Tasks
pSite Assets 7| testtasks2 ¥|napnaanpa
- Add part to: Rich Content ¥

Select “Virto Solutions” at the bottom of the list, choose “Virto Calendar add-in for Office 365” and click “Add”.

Overlay with Exchange calendars and SharePoint farm calendars

First at all, you need to go to Virto Calendar Settings page.

Lo

Maonth T
ptestlist ] Calendar 2 [l Calendar

Saturday

n

Then click “Available calendars” and select your current calendar or create a new one. Click “Edit”

Virto Calendar add-in for Office 365

List of available calendars

@ Create New | Back to settings page
Calendar ¥ X

1111 X

In the middle of the calendar settings page check the box to display events from Exchange Online Calendar or/and
Exchange Online Calendars.

| Display events from user's Exchange Online Calendar(s)

Display events from user's Exchange Online Shared Calendar(s)

Save the changes.
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Now you can see the new button on your calendar page.
Click it to display Exchange calendars and all SharePoint calendars from SharePoint farm.

VirtoCalendarAddIn

Virto Calendar add-in for Office 365

Virto Calendar for SharePoint Online

Authorize an app and display events

To display events in Virto Calendar press
the button. If you are using Internet
Explorer browser please add url
https://calendar-app.virtosoftware.com

to the list of trusted sites.

If you use Internet Explorer as a default browser, you need to add Calendar URL to the list of trusted sited in the
browser settings.

Internet Options

General | Security |Privacy I Content I Connections I Programs I Advancedl

Select a zone to view or change security settings.

@ & v 0O

Internet  Local intranet Trusted sites  Restricted

Trusted sites [ﬂ]

You can add and remove websites from this zone, All websites in
oy this zone will use the zone's security settings.

Add this website to the zone:

Websites:

‘https: ffcalendar-app. virtosoftware, com! Remave

Require server verification (https:) for all sites in this zone

Close

Press “Connect to Exchange” and confirm the calendars overlaying in pop-up window, if your browser did not
confirm it automatically.
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Web Browser

The site you're on is trying to close this tab. Do you want to
close this tab?

Yes

Reload SharePoint page to display Exchange Online Calendar on Virto Calendar.
Choose specific calendar for a site page

You can add a unique calendar to each site page, where Virto Calendar is added as app part.

Go to “Site Settings” and edit app part.

B <>, By
™ il i
Body o nasbeeodt | A QB |AaBbCc| |aagocend [asebccods| | IB 7 o
B I U asx, x* A B Text it
u ] At Paragrph | | Hesdngd | | Heading2 | | Heading3 | | Heading4 |- Lajeik.  sbife = converttoXHTHL
Font Paragraph Styles Layout Markup

Virto Calendar add-in for Office 365

Minimize
New Virto calendar ~ X Delete
REFRESH TODAY 4P 05/01/2016 - 06/11/2016 5 Edit Web Part
W Veetings  [[]Personal il Calendar [l United States holidays [l Birthdays [l My meetings
Sunday Monday Tuesday Thursday Friday Saturday
MAY, 1 2

3 4 5 6 7

Below the default calendar name are displayed IDs of all available calendars on this SharePoint farm.

4 Virto Calendar add-in for Office 365 %
=] Appearance
Virto Calendar add-in for Office 365
Title
Color coded calendar » o Vit Calencar addinforoffc| | .|
o . . Height

Copy calendar id (guid without dashes) and paste if to app part properties. )

1212 - 70£70612115e485d8bd4£45445£7d3b7: br - d396052b210c4£43a101e3f84b5f9dd3: Calendar with recurring events - 89757a19894147728b2deb88285b94d4: Should the Web Part have 2 fixed height?

Default Calendar - 00197255312£4542875¢d1b156450768: New Virto calendar - cSdfbff0dfS48f7ae3bad]6£740ab35: rob - ce64312f2470425ab99cd69a8d665448: Yes [ | pixels v

Simple SharePoint Calendar - 15333932¢4694b01892ddb0780b05£75

® No. Adjust height to fit zone.

Copy ID of required calendar, which you will display as default calendar on current site page.

Virto Calendar add-in for Office 365

Color coded calendar ~ ol

Copy calendar id (guid without dashes) and paste it to app part properties.
1212 - 70£70612115e485d8bd4145445£7d377; br - d396052b210c4f43a701e3£84b519dd3:
Calendar with recurring events - 87757a198941477e8b2deb88285b94d4.

Default Calendar - 00797255312f454e875cd1b156d50768: New Virto calendar -!cTSdfbfﬂ)de48f7ae3ba4 16f7403b35|
rob - ce64312fe470425ab99cd69a8d665d78: Simple SharePoint Calendar - 1573 c
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Paste this ID to app part properties field.

Layout
Advanced

=] Virto Calendar Properties

Type calendar id (guid without dashes) here

cc5dfbff0df848f7ae3bad16f74C

OK Cancel Apply

Now this calendar will be shown as specific calendar for current page.

MNew Virto calendar ~

Sunday Monday

=
[s]

Mcther's Day
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