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Virto Calendar App for SharePoint

Overview

Virto Calendar is designed to overlay Exchange Online calendars with other Office 365 calendars as a
single SharePoint calendar. You can combine events from both Outlook shared and private calendars.
You can also display external iCal data sources. Our product enables you to view SharePoint events in
Day, Week, Month, Year, and Task days/hours views. In a few clicks, set up displaying Outlook
calendars, including Meeting rooms, in SharePoint to create a single calendar view. Designate a specific
color for each calendar and event category to get a well-structured and clear SharePoint calendars
overlay. Use Mini Calendar to add a compact view of all the calendar events.

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 Calendar App.

License Activation

The license activation instruction is in our blog in the “Virto Web License Manager” article.

Note: when you install Virto Calendar App from the Office Store, 30-days free trial period is activated. If
the trial period is over and you have not made a purchase yet, you can continue using Virto Calendar
app for free with full functionality for up to 5 users.

Installing Virto Calendar App

Step 1

Open the SharePoint site page where you want to add the App. Switch to Edit mode and click “+”
to add the App to a SharePoint site or use Add app in the general menu.

i  SharePoint

Communic

Home Docume

B & S

+ New ~ & Page details
« List

Document library

M @

L

@ B Space

Page

Mews post

Mews link

i
App lﬁ

Step 2
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Search for Virto Calendar App in the SharePoint Store. Switch to the classic SharePoint view and click
“Add it.”

Step 3

Add installed Virto Calendar as a web part to the SharePoint site page.
Starting from here, you will see two authorization requests.

Step 4

After you’ve added the installed App, you will see the first Authorization message. If you have
tenant administration rights, click “Accept.” If not — please refer to your tenant administrator to
do this.

% Microsoft
avlinnik@80jx7g.onmicrosoft.com

Permissions requested
Virto Apps

Virto solutions £
This app would like to:
Maintain access to data you have given it access to
Read and write user and shared calendars
Read user mailbox settings
Sign in and read user profile

Read all users' basic profiles

< << <KL

Create, edit, and delete items and lists in all site
collections

<

Access mailboxes as the signed-in user via Exchange
Web Services

Consent on behalf of your organisation

If you accept, this app will get access to the specified resources for
all users in your organisation. No one else will be prompted to
review these permissions.

Accepting these permissions means that you allow this app to use

your data as specified in their Terms o vice and Privacy
Statement. You can change these per ons at
https://myapps.microsoft.com. Show details

Does this app look suspicious? Report it here

Step 5

Now go back to the Calendar settings. You will see that Virto Calendar requires additional
permissions. If you have tenant administration rights, click "Grant Required Permission."
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Auailable calendars  [EETERIERA = Permission  Subscription Theme

Edit calendar

Multiday settings Month settings Yaar settings Task settings

CALEMDAR MAME *

The Virte Calendar requires additional permissions.
The following parmissions must be approved by your global
Geaph administratar:

= GroupReadWriteAll

SELECT DISPLAYED DATA SOURCES * FlaceRaad.All

. to display group calendars, planner tasks and allow to search
A+ L anather W company places.

You global admistrator has to consant required permissions on

behall af your arganisation.
Add existing data source Create new SharePoint data source

Use the exact data source order Grant required permission

Then choose the "Consent on behalf of your organization" checkbox and click "Accept." If you do
not have administrator privileges, please refer to your tenant administrator to do this.

m Sign in to your account - Google Chrome

@ login.microsoftonline.com

B¥ Microsoft
avlinnik@80jx7q.onmicrosoft.com

Permissions requested

& Virto Apps
Virto solutions #

This app would like to:
Maintzin access to data you have given it access to
Read and write user and shared calendars
Read user mailbox settings
Sign in and read user profile
Read all users’ basic profiles
Create, edit, and delete items and lists in all site collections
Read and write all groups

Read all company places

CC <KL

Access mailboxes as the signed-in user via Exchange Web
Services

Consent on behalf of your organisation

If you accept, this app will get access to the specified resources for all
users in your organisation. No one else will be prompted to review these
permissions.

Accepting these permissions means that you allow this app to use your
data as specified in their Terms of Service and Privacy Statement. You can
change these permissions at https://myapps.microsoft.com. Show details

Does this app look suspicious? Report it here

After that, Virto Calendar will be available to tenant users with its full functionality, including
group calendars and meeting rooms.

If you need any help with Virto Calendar authorization, don’t hesitate to get in touch with our
support team at support@virtosoftware.com or submit a ticket.
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When Office365 Calendar Add-In is installed, it is automatically added to your site on page Site
Contents.

28 Work @ Contoso  Mews Brand Executive Corner HR ~ Operations Sales & Marketing
Sales and Marketing
Public group
Notebook + New 4if Siteusage [ Site workflows
Home
Documents Name Type Items Modified
Product List & Documents Document library 32 6/6/2020 507 AM
Pages O Form Templates Document library 0 6/6/2020 12:57 AM
: O Site Assets Document library 8 6/6/2020 4:32 AM
Site contents
O Style Lib Document library 0 5/23/2020 10:43 PM
Recycle bin yie Hbrany ’ .
@ Product List List 53 6/6/2020 1:22 AM
Edit
O Site Pages Page library 5 6/6/2020 1:23 AM
| & Virto Calendar App | App 7/17/2020 5:26 AM

Also, you can install the Calendar App directly from MS Teams and use it then as a separate tab in a
chosen Teams channel. You can find the detailed instruction in the “How to Install Virto Calendar
Overlay for MS Teams” article of our blog or watch the video on YouTube.

To adjust Virto Calendar, you need click on Office365 Calendar Add-In icon and open default calendar.
Click on Settings icon in the right upper corner and then go to a configuration page for data sources.

Back to Site * Virto Calendar for SharePoint Online 1 ?

Default Calendar ~

REFRESH TODAY 4 ) 01.042018-12.052018 m Month v
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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”.

= | Office 365 Sites

BROWSE  PAGE | FORMATTEXT [ INSER WEB PART
o & O S| <
Tege | Pl Ve Moo M R il RSy
Tables Media Links Part Embed
Parts About the part
[£]images Site Collection Documents @ Virto Calendar add-in for Office .. | \/irto Calendar add-in for Office 365
v|Kanban Dev Tasks Site Collection Images fizaVirto Calendar Events List Use Virto Calendar add-in to overlay multiple S
[MMicroFeed & Site Pages EEvirto Calendar Meetings List
FEMS Exchange Cal moprints EE\virto Calendar Tasks List
[MNVCAMLTest [MTestAlerts @ Virto Event Viewer
mPages [MtestDateField @ Virto Image Slider
[MReusable Content 7/ testtasks 7| Workflow Tasks
psite Assets V| testtasks2 v|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
llAdd”.

Overlay with Exchange calendars and SharePoint farm calendars

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

L2

IMenth v
ptestlist [ Calendar 2 [ Calendar

Saturday

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

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

Save the changes.
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 thebrowser settings. The trusted sites URLs to be added must be the following:

https://calendar-app.virtosoftware.com
https://login.windows.net
https://login.microsoftonline.com

-

7 Internet Properties 7| 2R

General Security IPrivaq-' | Content I Connections I Programs I Advancedl

Select a zone to view or cha
Restricted

Internet Local intran
sites

/
v
Trusted sites

Trusted sites

N f This zone contains websites that you
qm Trusted sites 2

.

¥ou can add and remove websites from this zone. All websites in
ey this zone will use the zone's security settings.

Add thiz website to the zone:
Add

Websites:

https: /fcalendar-app. virtosoftware. com Il
https: {flogin.microsoftonline. com |,E
https:/flogin.windows.net .

Remove

1

["| Require server verification {https:) for all sites in this zone

's reserved. www.virtosoftware.com
Close
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Press “Connect to Exchange” and confirm the calendars overlaying in pop-up window, if your
browser did notconfirm it automatically.

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.

Body M= nasbeendt | Ag B |AaBbCc| [A28occDq |asBbccodt
B I U akx. X A % Paragraph | | Heading1 | | Heading2 | | Heading3 | | Heading4 ||, | |pon
Font Styles
Virto Calendar add-in for Office 365
Minimize
New Virto calendar v X Delete
REFRESH  TODA 4P 05/01/2016-06/11/2016 [ Edit Web Part
Vleetings [[]Personal [l Calendar |ll United States holidays [l Birthdays [l My meetings
Mondey Tuesday Wet y Thursday Friday Saturday
MAY.1 2 3

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

4 Virto Calendar add-in for Office 365 x
[l Appearance
Virto Calendar add-in for Office 365
Title
Color coded calendar ~ oy Virto Calendar add-in for Offic | |
eight

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

1212 - 70£70612115e485d8bd4£45445£7d3b7: br - d396052b210c4£43a101e3£84b5£9dd3: Calendar with recurring events - 89757a198941477e8b2deb88285b94d4: Should the Web Part have 2 fixed height!
Default Calendar - 001972553126454¢875¢d1b156d50768: New Virto calendar - cc3dfbff0dfS48Tae3ba4165740ab33: rob - ce64312fe470425ab99cd69a8d663d48: ves | Pixels

Simple SharePoint Calendar - 15333932c4694601892ddb0780b05£75

® No. Adjust height to fit zone.

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

Copyright © 2022 All rights reserved. www.virtosoftware.com
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Virto Calendar add-in for Office 365

Color coded calendar ~

Copy calendar id (guid without dashes) and paste it to app part properties.
1212 - 70£70612115e485d8bd4f45445£7d377: br - d396052b210c4{43a701e3f84b5f9dd3:
Calendar with recurring events - 87757a198941477e8b2deb88285b94d4:

Default Calendar - 00797255312{454e875¢d1b156d50768: New Virto calendar
rob - ce64312fe470425ab99¢cd69a8d665d78: Simple SharePoint Calendar - 1573393

yi

Paste this ID to app part properties field.

[ Layout
[+ Advanced

[=] virto Calendar Properties

Type calendar id (guid without dashes) here

cc5dibff0df848f7ae3bad 161740

OK Cancel Apply

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

REFRESH  TODAY 4P 05/01/2016 - 06/11/2016

AY
Mother's Day

Adding Virto Calendar to a Modern Page
You can use Calendar web part on a modern site page.

To start using please follow the steps below.

c75dfbff0df848f7ae3bad16£740ab35

Step 1. Install the Calendar app to the SharePoint site or make sure it’s already installed.

Step 2. Download the Calendar Modern web part and add it to the app catalog.

Step 3. And finally, add the “Virto Calendar Modern Web Part” to your SharePoint site page.

Copyright © 2022 All rights reserved. www.virtosoftware.com
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Administration and Usage

Virto Calendar Permissions

When a user (usually an admin) completes installing the Virto Calendar Online Application, the
authentication app Virto Calendar Authorization is added automatically. The app receives “Admin
consent” status when the admin checks “Consent on behalf of your organization”.

B® Microsoft
admin @m365x436640.0nmicrosoft.com

Permissions requested

Virto Calendar Authorization

virtoway.com

This application is not published by Microsoft or
your organization.

B

This app would like to:

Read wzer mailbox settings

Read and write user and shared calendars
Signim and read user profile

Read zll uzers bazic profiles

Read and write all groups

Read and write user and shared calendars

¢4 <K

Access mailboxes as the signed-in user via Exchange

Web Zervices

s Read and write all groups [preview)

%, Read and write items and lists in all site collections

Consent on behalf of your organization

¥ 3ta as specified in their terms of service and privacy
statement. The publisher has not provided links to their terms
fior you to review. You can change t missions St
https:/Ymyapps.micrasoft.oom. Sh

Doss this app look suspicious? Report it hers

Note: Site collection administrators have license manager roles by default and can assign calendar
managers. The calendar manager can change the settings of calendars and data sources on a
current site collection.

Calendar Permissions

Virto Calendar Online app allows you to use many options of the access rights and define who will
be able to work with calendars.

For example, “Have full access to user calendars” allows you to edit calendars and create new
events. A common user can delegate this access right under his/her account.

Copyright © 2022 All rights reserved. www.virtosoftware.com
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If someone has shared a Calendar with you, you need to access it and have edit rights. In this case,
you also should give “Read and write user and shared calendars” permission to the user you
share your calendar with.

Permissions

Apphiations can b 15875 (ACOman consent

M45igNing users dir it tenant en

AL an adry will ot be requared to consent when using the app

Grant admin consent for Virto Solutions

Admin consent User consent

AP1 Name 1 Permission T3 Type
. Y
Microsoft Graph
Matrosoft Graph Mave full access 10 user calendars Delegated
Mcrosoft Graph Read and write user and shared Calendars Oelegated

Read and write all groups Defegated

Sign in and read user peofile

Administrator Permissions

But there are also calendar permissions that you can give other users only if you are an
administrator. Look, for instance, at the “Read and write all groups” permission or “Revoke
access” button. These permissions are not available for common users.

API permissions

API permissions such as “Open id” or “Profile id” allow the user to sign in and sign out.
“Group read write” permissions required to be consent by admin to let the group add events, edit

calendars, etc.

“Mailbox settings” allow users to read category settings.

AP / Permissions name Type Description Admin consent req Status
V)
dendars Fead\Wite Delegated Have full access 10 user calendars No © Granted for Virto Sohut
Calendars ReadWiteShared  Delegated  Read and write user and shared calendars NO © Granted for Vino Saluai
ReacWrite A Delegated  Read and write all group e @ Granted for
+Read Delegated Read user madbox settings
:'éfi‘»}ﬂ':d Mantam 3<Cess 10 43ta you have gnen it access to
Delegated  Sign users in

e 2 ba

er.Read Sign In and read user profile (V]

Delegated  Read all users' full profiles vos O G
v Office ¢ 4

4a o Gr
> te ®c
Delegated hang Q G

p ReadWrite A Delegated (v}
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Note: In the Trial license any user can access Virto Calendar Add-in, manage and configure
calendars.

Every permission you see in the Calendar Authorization App has a short description. So, if we
haven’t described one above, just go to the Authentication app and find the details next to every
permission.

Calendar Configuration

Calendar Data Sources

Virto Calendar online app allows SharePoint users to overlay calendars from various data sources
into a single calendar view. Virto Calendar app allows you to combine any number of SharePoint
cross-site collection calendars, and Exchange Online shared and personal calendars, including
Meeting rooms. Also, Virto Calendar users can easily add tasks from MS Planner or use public
folders as a data source.

Start Working with the Virto Calendar

When you have added the Virto Calendar to your SharePoint site, click the app link in the site
contents to start working with it.

;: Work @ Contoso  News Brand Executive Corner HR ~ Operations Sales & Marketing

(%W Sales and Marketing

.

Public group

Notebaok = Mew ™ A Siteusage ) Site workflows
Home
Documents Name Type Items Modified
Product List ) Documents Document library 32 6/6/2020 5:07 AM
Pages o Form Templates Document library ] 6/6/2020 12:57 AM
She contents [ Site Assets Document library 8 6/6/2020 4:32 AM
Recycle bin O Style Library Document library 0 5/23/2020 10:43 PM
m Product List List 53 6/6/2020 1:22 AM
[ Site Pages Page library 5 6/6/2020 1:23 AM
I & Virto Calendar App I App 7/17/2020 5:26 AM

The message with brief description and instruction will appear. Click “Configure My Virto
Calendar”.

Copyright © 2022 All rights reserved. www.virtosoftware.com
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Back to site » Virto Calendar for SharePoint Online

Welcome to Virto Calendar for Office 365!

* Overlay multiple Office 365 calendars and Exchange calendars in a single view
* Overlay Exchange shared calendars, meeting room events, and private Office 365 calendars
* Color code your calendar events according to data sources and categories

To configure your first Virto calendar:

1. Add data source you want to display.
2. Create a new calendar with data source created on first step.
3. Customize your calendar later by clicking on Settings icon.

Mote: In Trial license any user can access Virto Calendar Add-in, manage and configure calendars.
CONFIGURE MY VIRTO CALENDAR

Here you need to specify the calendar name and choose the calendars to take the items from. Click “Create
& Go”.

Create Virto calendar X

This quick form allows you to create your first calendar.

CALEMDAR MNAME

Default Calendar

Select SharePoint Calendar

MO CALEMDARS EXISTING -

Add events from your personal Outlook Calendar *
Add events from your Shared Calendars in Outlook *
Add events from your Group Calendars in Outlook *

Add events from other Calendars and Meeting rooms *

email addresses of calendars. <b>5plit</b> them with cormma ()

m

yP

Note: To overlay Calendars from different Site Collections and (or) Calendars, Meeting Rooms

from Exchange Online, you need to register Calendar Authorization App in your Azure Active
Directory.

Calendar Authorization App needs to be registered in Azure Active Directory in the context of your
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tenant. Before a trusted application can be used in the tenant, tenant consent is
required. Calendar Authorization App permission requests must be consented to by the tenant's
admin account.

Your tenant admin should mark checkbox "Consent on behalf of your organization".

Once it will be accepted, the Calendar Authorization App can get oauth tokens from AAD, for that
tenant and display Calendars from Exchange Online or other Site Collections.

Once completed, all users within the organization will be allowed to use the application.

Your first Virto Calendar is ready to use.

Back to site » Virto Calendar for SharePoint Online [? oy & 7

Default Calendar~ Book live dema

() Refiesh [ Today <P 09/26/2021 - 11/06/2021 [ | search [2] [Month ]
@ 2l Company @ Calencar Communications @ Contoso marketing Contoso Team @ Design @ Digital Initiztive Puslic Relations @ Leadershio @ Mark 8 Project Team
@ New Employee Onboarding @ Remote living @ Retzil @ Sales and Marketing @ SOC Team (@ U.S. Sales
Sunday Monday Tuesday Wi 2 Thursday Friday Saturday
26 27 25 OCT. 1 2

2] =

3:00 PM Company All ... O 12:30 AM Design edit: 5:00 PM Social Media ... (O] 12:00 AM H2 Goals 5:00 PM Social Media ...

o1

3:00 PM Company All ... 12:30 AM Design edito. 8:00 PM Market Plan R... © | 12:00 AM H2 Goals

5:00 PM Social Media ... 9:00 PM Digital Offsite

2

+ 4 mora + 1 more + 71 more

28
2: A i ito... ()

4 5 6 7 8 9
3:00 PM Company All ... 12:30 AM Design edito... €| 5:00 PM Social Media ... €| 12:00 AM H2 Goals | 5:00 PM Social Media ... ©
3:00 PM Company All ... 12:30 AM Design edito... (| 9:00 PM Digital Offsite
12
2:30 AM Desi ito...
: i ]

!!A
I

o

9:00 PM Digital Offsite

)

5:00 PM Social Media ...

+ 2 more + 1 more

5 e

2
B

!I:‘

Q

13
3:00 PM Company All ... ©] 12:30 AM Design edito 5:00 PM Social Media ... (| 12:00 AM H2 Goals 5:00 PM Social Media ... ©
3:00 PM Company All ... 12:30 AM Design edito. 8:00 PM Market PlanR.. © | 12 \M H2 Goals

5:00 PM Social Media ... 9:00 PM Digital Offsite

+ 4 more + 1 more +1more

j2}

&

Editing a Calendar

To edit a calendar, click “Edit calendar” icon next to the calendar name.

Back to site » Virto Calendar for SharePoint Online

Default Calendar= &

s 31 - — -
09/20:z

() Refresh [f] Today <P 08/29/2021-10/09/202

® @ Calendar

sunday Monday
30

2:00 PM Online Market... (O

[N ]
LLa

The calendar settings will appear. Here you can make all the modifications you need.
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General settings Multiday settings Month settings ‘Year settings Task =ettings

CALENDAR MAME =

Default Calendar

Select displayed data sources

Add existing data source Create new SharePoint data source

Show Data Source name in tooltip

v | Display events from user's Exchange Online Calendar(s)
v Display events from user's Exchange Online Shared Calendar(s)
v | Display events from user's Exchange Online Group Calendar(s)
Display events from Public Felders Calendar(s)
Display tasks from M5 Flanner

v Display the following list of calendars and Meeting rooms

+ Add

Add event status to title

General Settings

Show

Show

Show

Show

In the “General settings” block users can change the calendar name, add a data source (from an existing

data source or create a new one).

Data Sources and Basic Options

Also, it is possible to use the “Add event status to title” option or use client time zone. Here you can define

the fields displayed for multiday views (week, month, etc).
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| Add event status to title
| Use client time zone to view avents

Event fields for multiday views

Available fields Selected fields

Subject Location
Start = Aftendees
End Organizer
[=AllDay
Body <
Importance

Categories

Created -

Here you can add ICS calendars from the internet by adding a URL.

+ Add
Tt type name here #f79646 X
type url here
You can add here URL link to any IC5 (iCalendar) calenda

Virto Calendar allows you to unify categories for multiple data sources. See the detailed description of this
option in the “Unify Categories” section below.

Location Field

The Virto Calendar supports adding locations from the list of available ones. To choose a location
for your calendar entry, just select the one from the list in the calendar settings. This option helps
to save the location field for Outlook entries as well.
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Use this location: VS

@ VS - London L
D Available = E ®
@ VS - Miami
@ VS - Paris
@ VS - Tokio

@. \/SP Global

3333 Quality Dr, Rancho Cordova, CA, 95670, Unite:

Note: to make the option work, please, reinstall Calendar Authorization App in your tenant
AD. This is important because we have added one more delegated permission to read tenant
places. Also, you should re-add the calendar authorization app in your Azure AD enterprise
applications. (Only a global tenant administrator has the right to re-add it).

Default Calendar View
Define the default calendar view (displayed when you navigate to the calendar page).

Default calendar view

Month -

Day

Wesk
Work weesk
Month

Year

Other Options

Here you can decide whether you will show the legend with data sources or not, the width odf a
tooltip, displayed views and etc.
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s default

¥ | Enable drill down
¥ | show Data Source Legend
v | Disable edit/open all event details from tooltip
v| Read-only Disable drag-drop
Event date format (see examples) Event time format (see examples)
Tooltip width [default and min value - 330px)
350

Select displayed views

W

W

4

W

W

W

4

4

Day

Wesk

Work week
Maonth

Year

Task (hours)
Task (days)

Multisource

m Save and open Cancel

Do not forget to save the changed settings before closing.

Unify Categories

If you have multiple data sources, you can unify the categories for all of them. Just decide once
which colors you’re going to use for different categories of your Virto Calendar. Divide all the
events into groups like meetings, birthdays, get-together events or others and specify the colors
for them. These colors will be the same for all the data sources of your calendar.

Find “Common categories” block in the “General settings” tab. Specify the colors for the
categories you’re going to use and click “Save”.
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Back to site » Virto Calendar for SharePoint Online

Birthday

X
X
%
Work hours #3c08f #o00000 |
Get-together #6679 #o00000 | x
Gifts #FF766 #o00000 ] =
%
%

Use these categories to unify category colors from different sources

Now all the data sources of your Virto Calendar have the same color-coded categories.

ol

i Today P 0830/2020 - Wy02020 B | Search |2 Categories || Month v

@ Colls @ Team @ The Soft Skills Master Class

W 1eeirg |

B werknours i
M Busness |

Sunday Monaay Tuescay Wednesday Thurscay | Saturday

5

If you would like to hide some categories (for instance, your personal events) for all the data
sources and use only the necessary part of them, you can filter the common categories. Open the
app part settings and scroll down to the new “Common categories” block in the “General settings”
tab. Leave the categories you are going to use and select the checkbox “Show events of these
categories only”.
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Back to site » Virto Calendar for SharePoint Online

You can add here URL link to any IC5 (iCalendar) calendar

+ Add

Value Background  Foreground

v Show events of these categories only

Use these categories to unify category colors from different sources

As a result, only events of selected categories will appear in the Virto Calendar.

@ Calendar @ Call: @ Team @ The soft skills Master Class

Wednesday Thursday Saturday

B Business

B Anniversary

To add more calendars, click “Edit” icon next to the current calendar title.
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Back to site » Virto Calendar for SharePoint Online

Default Calendar= &

() Refresh [ Today 4P 08/29/2021-10/09/2021 5

® @ Calendar

Sunday hMonday

-

=

=

2:00 PM Online Market...

™A
LLa

When you and other users of SharePoint site with the rights of adding calendars create more calendars, you
can pick a calendar from the dropdown to display.

Multiday Settings

The “Multiday Settings” tab includes preferences for the views including more than one day. Here you need
to define where the week will start, day start/end hours, the width and height of columns, number of rows,
background and font colors and etc.

General setiings Multiday settings Month settings Year setfings Task settings

Week start day

Sunday -
Day start hour Day end hour

=] - 12 -
Left column width {pu) Left column time format (see examplas)

a0
Calendar height Row height

200 30
Rows per hour Time labels per hour

Two A Chne hd
Item font size {px) Item font weight

14 Mormal -
Today background color Today header background color

#f0f0F0 #757575 [
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Month Settings

The “Month Settings” tab includes preferences for the month view. In this tab you can define the display
mode, where the week starts, calendar or item height, item font size, background colors, weeks in a month.

Also, you can use the option “Hide event start time on the event card”.

Task settings

General setfings

Multiday settings Month settings Year setfings

Display Mode Week start day
Lead To First Month Day - Sunday -
Calendar height tem height
800 27
tem line-height tem font size {px)
150 14

Selected month background color Today background color

=fofofo #T57373 .

Weeks in month

More items text

+ {0} more 3]

Hide event start time on the event card

Year Settings

The “Year Settings” tab also allows you to define the display mode, calendar and item height, text displayed

if there are more items, and background colors.
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General setiings Multiday settings Month settings Task settings

Display Mode

Lead to First Month -
Calendar height Item height
200 30

MMore items text

+ {0} more
Selected year background color Today background color
#0f0f0 2757575 [}
Task Settings

Virto Calendar supports viewing events as tasks. For this view, you can specify days count, column width,
day start and end hours, week start day, item height, header time format and background color.

General settings Multiday settings Month settings Year settings Task settings

Diay= count (for days scale)

14

Diay= count (for hours scale)

3

Left column width {px)

120
Colurnns per hour

Cne -
Dy start hour

g -
Diay end hour

18 -
Week star day

Sunday -

ltem height

30

Header time format (s2= examples)

HH:mm

Today header background color

£737573 .
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Do not forget to save the changed settings to apply them for the calendar.

m Save and open Cancel

Use “Save and open” to open the changed calendar instantly after saving.

Adding New Data Source

In this section we will describe how to add a new calendar.
1. Click “Edit calendar” on the calendar app page.
2. Choose one of two options for adding a calendar in the “Available calendars” block: “Add existing
data source” or “Create new SharePoint data source”.

If you add existing data source, you should choose a SharePoint list from the dropdown.
CALENDAR MAME =

Default Calendar

Select displayed data sources
Add existing data source Create new SharePoint data source

DEIZE soUrce name.
[Mot selected] -
Read only
+ | Show in calendar

Hide events

Show Data Source name in tooltip

Also choose, whether you want to make it a read only calendar, show it in the calendar or not and hide
events if necessary.

If you click “Create new SharePoint data source”, you can add the new source. Just type the URL and fill out

the required fields. Make sure the list you've picked has the fields for an event start/end date and for the
event location.
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Create new SharePoint data source x

Data source name *

Mark's E'-.-'ent;l

SITE URL™

https://m365xd 28252 sharepoint com/sites/Sales AndMarketing Refresh

Datasource Timezone *

(UTC-08:00) Pacific Time (U5 and Canada) -
Select list *
Product List -
Select view
All ltems -
Select field for event title * Select field for event location
Title - [Not selected] -
Select field for event start date * Select field for event end date *
[Mot selected] - [Mot selected] -
Select field for event attendees Select field for event description h

List of Data Sources

The list of data sources you added to the Virto Calendar is sorted in alphabetical order by default. You can
change the default order. Find the settings of the current calendar under the edit icon next to the calendar
title.

Back tosite P Virto Calendar for SharePoint Online -'9 R &

Training Courses ¥ [7
") Refresh [fj Today | EditCalendar bo  no/ne 0000 Search B! | Month v

=gy Courzz @ Risk Managemant @ Soft Skills

Sunday Monday Lesday Erida

K

Saturday

JuL 2

ra
on
3

2 4 5 6 7

1:00 P Creativ... 1:00 Pk Emotio... 1:.00 PM Teamw...

Change the order using arrows or choose the exact data source order to show data sources by creation.

o0
[1s)
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FAETELRlSh =Ll Available SharePoint data sources Permission  Subscription Theme
Edit calendar

Multiday settings Month settings Year settings Task settings

CALEMDAR NAME *

Training Courses

SELECT DISPLAYED DATA SOURCES

T .l- Business Strategy Course L7 Tl
T .l Risk Management L7 il
M L soft skills 07

Add existing data source Create new SharePoint data source

Use the exact data source order

Adding New Calendar

The list of available calendars appears in the “Available calendars” block of Virto calendar settings. Toadd a
new calendar, click “Create New” and choose (or create) a data source as described above.

LUETE NI EG  Available SharePoint data sources Permission Subscription Theme

List of available calendars (Calendars form all site collections)

i - -
® Create New
CALEMDAR MAME SHAREPOINT DATA SOURCES
& Defsult Calendar v v v W v # X

This way you can create as many calendars as you need and each of them may contain various data
sources. You just decide which of them you want to show at the moment.

When you have many calendars available in the Virto Calendar, click the one you need to show.
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New Demo~

ColorCodedCalendar
Default Calendar 1:00 PM Marco... (O
Default Calendar

Default Calendar

Demao calendar & 7

[%=]

Alan Test R 120 /2071 = | Search |)D|
Calendar from subsite

@Prewis @ @ Kanenaape
Calendar Management How day Tuesday Wadnasda Thursdz Frid
To 30 3 SEP 1 2

1:00 PM M
6:00 PM

+1m

Actions with Calendar Items

Virto Calendar Web Part provides different view 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.

Back to site » Virto Calendar for SharePoint Online [? 03 @ ?

Default Calendar~ 7

Book live demo

() Refresh ff] Today <P 08/29/2021 -1

| Search

|,DH Categnrias\/| Month ~

Company

Communications @ Contosa marketing

[

Employee Onboarding @ Remocte living @ Retail

Sunday Monday Tuasday E Thursday Friday
29 30 3 SER1 2
8:00 PM Online Market...
5 6 7 8 g

&1

4:00 AM Cloud and M...

!

8:30 PM Respensive D...
9:00 PM Cloud and Mo...

Q

+ 3 more
12

600 PM Server Upgra... ©

=
o
&

!

8:00 PM Online Market... ()

12:00 AM H2 Goals

12:00 AM H2 Goals (

j2}

Dar
Contoso Team @ Design @ Digital Initiative Public Relations @) Leadership @ Ma Weyek

@ Ssles and Marketing @) SOC Teg Work week

2 Year

3 Task (hours)
Task (days)
Multisource

0

600 PM Server Upgra... ©

To create an event, open the required view tab, for example Month. Use your mouse to select the

required period of time for the event (drag&drop) or just click the day.
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Create event

SHAREDDINT DATA SOURCES:

‘ All Company

S End

‘ 9/7/2021 12:00 AM [nife] ‘ ‘ 9/8/2021 11:59 PM

Subject

Duration:

‘ custom - ‘ [ A cay

Location

Description

s [

Type the name, select the required data source, specify start and end dates, location, and click “Save”.

I Create event X

SHAREPOINT DATA SOURCES:

‘ All Company - ‘

Subject

‘ Presentation ‘

Start End

| 9/7/2021 12:00 AM e | | 9/7/2021 2:00 AM i) |

Duration:

‘ 2 hours - ‘ DAII day

Location
‘ Office p ‘

Description

- 1= = ms
= -

Ful cetais

Or use “Full details” button to add more information to the event (attendees, attachments).

Copyright © 2022 All rights reserved. www.virtosoftware.com



http://www.virtosoftware.com/

31

Attendees

Categories
Atftachments:

Add attachment
m 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 only in Day, Week, Work Week views only.

If you need to edit event information, click the event and then click “Edit” in the tooltip.

3 SEE1
8:00 PM Online Marketing... © 12:00 AM (no title)
8:00 PM Online Marketing...
I (no title) X

Edit information, for example, specify the location and then click “Save”.

6 | 09/06/2021, 12:00 AM - 09/07/2021, 11:59 PM
Location:
Organizer: All Company
Attendees:
13

.| Description:

2:00 PM Online Marketing... © “ Delata
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I Edit event

Subject

Start End
9/6,/2021 12:00 AM o] 97,2021 11:59 PM @ All day
Location

Meeting room x
Description

Format “w| B I U

Attendess

Catzgoriss
Attachments:

Add attachment

To delete an event, click required one and then click “Delete” in tooltip.

I (no title) X
| 09/06/2021, 12:00 AM - 09/07/2021, 11:59 PM S
Importance: Mormal
Location:
Organizer: All Company ]
Attendess:
1¢ Description: &

o

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

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

15, Sep 16, Sep 17, Sep
[
Meeting with support

15 16 17

Report to head office

X

The panel on the top of the calendar includes refresh button, navigation buttons, search string and the
dropdowns of categories and views.

Default Calendar~ & Book live demo
() Refresn [{ Today <P 08/29/2021 - 10/09/2021 = | search | 2][ categories ~|[ Month ]
M @ Al Company @ Calendar () Communications @ Contoso marketing Contoso Team @ Design @ Digital Initiztive Public Relations @ Leadership @ Mark 8 Project Team

@ New Employes Onboarding @ Remote living @ Ratail @ Sales and Marksting @ SOC Tearn @ US. Sales

If your Virto Calendar contains too many events, just start typing the title of the event you're searching
for and click “Search”. The calendar will filter events and display only the ones you need.

SharePoint
BROWSE  PAGE O SRE Yy FOUOW /2 E
VIRTO Home Test Subsite Community Subsite Infrastructure&Transpont Special Projects Explorations Demo moderm site 7 EDITLINKS | Sear
SOFTWARE

VirtoWay Team Site

Kanban Yask Manager
Home / ~ala "

Virto Calendar add-in
Product Uploader

PHO

Categories | Day v

Products News

Kanban

, O3
g
O

ev tasks Kanban board

Kanban Sales Mipeline
Notebook

Documents
Kanban App L

Pages
Subsites

Test Subsite

Community Subsite

Kanban bst lookup

If you need to hide events from any data sources, just click on them (will become grey).
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Search B
[ ] Contoso Team @ @ Digital Initiative Public Relations @ Le:
® @ Remote living @ Retail @ Sales and Markat

Creating Teams Meetings from Calendar Events

You can create Teams meetings from Virto Calendar events. Virto Calendar doesn’t have to be added to
Teams as a separate tab. Just edit events in your Virto Calendar and add them to Teams calendar as
meetings.

Note: the feature we describe below is available for the Outlook calendar data source. Make sure
your Outlook calendar supports this option.

Check you have Outlook (Exchange Online) picked as a data source in your Virto Calendar. To do this,
open the current Calendar settings with the “Edit Calendar” button.

Back to site P Virto Calendar for SharePoint Online

Meet-Ups~ 7
{0 Refresh [ Today < > 07/31/2022 - 09/10/2022 [£]

Calendar ommunications Community Sie
D Calend C icat C ity Si
®

Sunday Monday Tussday Wednasday

31 ALUG,
11:30 AM Daily Meet Up <> | 11:30 AM Daily Meet Up 12:30 AM Design edito... 11:30 AM Daily Meet Up <>

ra |
L)
3:00 PM Company All ... <> | 11:30 AM Daily Meet Up | 11:30 AM Daily Meet Up <
el
L9

8:00 PM Online Market... > | 12:30 AM Design edito...

(]
—4
ra
L

+ 5 more + 1maore + 1mora
7 10
1130 AM Daily Meet Up <> | 11:30 AM Daily Meet Up «>| 12:30 AM Design edito... 11:30 AM Daily Meet Up

el '
L) L
3:00 PM Company All ... <> | 11:30 AM Daily Meet Up | 11:30 AM Daily Meet Up <
T
L

12:30 AM Design edito...

+ 3 more + 1 mare

5:00 PM Design review

1 16 17

11:30 AM Daily Meet Up | 12:30 AM Design edito... &5 | 1130 AM Daily Meet Up &
3:00 PM Company All ... | 11:30 AM Daily Meet Up 3| 11:30 AM Daily Meet Up 23

14

1130 AM Daily Meet Up &

8:00 PM Online Market... 25 | 12:30 AM Design edito... &

Scroll down to “Exchange Settings” and check you’ve chosen at least one of three Outlook exchange
options.
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FAVETEl Rl Ll Available SharePoint data sources Permission  Subscription Theme

Edit calendar

Multiday settings Month settings Year settings Task settings

CALENDAR MAME *

Meet-Ups

SELECT DISPLAYED DATA SOURCES

Add existing data source Create new SharePoint data source

Use the exact data source order

EXCHANGE SETTINGS

v | Display events from user's Exchange Online Calendar(s) -l| Show
¥| Display events from user's Exchange Online Shared Calendar(s) -l| Show
¥ | Display events from user's Exchange Online Group Calendar(s) -l| Show

Display events from Public Folders Calendar(s) 5h

a

Display tasks from MS Planner sh

Display the following list of calendars and Meeting rooms sh

Q

Return back to the Calendar and edit the event you wish you add to Teams Calendar. Choose the
checkbox “Teams meeting” and save the event.

Edit event X
Subject -
Dazily Mest Up
Start End
2/15/2022 11:30 AM E® | | 8/15/2022 12:00 PM cile) All day

5 Teams meeting

Location
Attendees

Design X MOD Administrator x ,O
Categories -

Delete m Cancel
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Open Teams Calendar and check the newly added Outlook event in it.

Microsoft Teams Q. Search

Calendar

B Today < > August 2022 -

15 1A 17

Monday My calendar 4

10 AM Daily Meet Up

Aug 15, 2022 11:30 AM - 12:00 PM

|Dai|y Meet Up ‘

MOD Administrator =

12 P Daity Meet Up
from Monday, August 15 11:30 AM to 12:00 PM
B C=cign = General

&= httpsy//teams.microsoft.com/l/meetup-join...  ator

(=) Chat with participants

1 PM
% MOD Administrator
2 PM
Calendar Views
Simple Views

Views Day, Week and Work Week enable to create and delete events, move them in drag & drop mode
to required position (time).
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Day

| ‘ Search ‘}DH Categories V” Day \/‘

() Refresh [fl Today P

@ Al Company @ Calendar Communications @ Contoso marketing Contoso Team @ Design @ Digital Initiative Public Relations @ Leadership @ Mark & Project Team

O @ New Employes Onboarding @ Remote living @ Retail @ Sales and Marketing @ 50C Team @ US. Sales

&)

PM Core Web Team Syn:

a

6:30 PM Core Web Team Sync

)

8:00 PM Market Plan Review

)

8:00 PM Market Plan Review

0

9:00 PM Design review

9:00 PM Design review

|

PM Mark 8 Project Sync (o]

PM Mark 8 Project Sync [}

PM X1050 Marketing sync [

PM X1050 Marketing sync [ow]

20
09:00 o

Week

) Refiesh [ Today AW 0g, = [ search [9][ categories ~|[Week

0 @ Al Company @ Calendar Communications @ Contoso marketing Contoso Team @ Design @ Digital Initiative Public Relations @ Leadership @ Mark 8 Project Team
@ New Employee Onboarding @ Remote living @ Retail @ Sales and Marketing @) SOC Team @ US. Sales
ursd:

Sunday 19 Sep Mon

9:30 PM Pacific Coffee p...

9.00 PM Design revi.. G| 930 PM Pacific Coffee p...
PM Market Plan... )
a-

10:30 PM X1050 Mar.

PM | Offsite

19 20 21 22 23 24 25

() Refresh [ Today = ‘ Search |}3H Categories VH Month \/|
D @ Al Company @ Calendar Communications @ Contoso marketing Contoso Team @ Design @ Digital Initiztive Public Relations @ Leadership @ Mark 8 Project Team
@ New Employee Onboarding @ Remote living @ Retail @ Sales and Markzting @) SOC Team @ U.S. Sales

Sunday Monday Tuesday \Wednesdzay Thursday Friday Saturday

31 SER1

r
B

M Online Market... () 12:00 AM (no title)

PM Online Market...

o
W

4:00 AM Cloud and M... ©

’M Server Upgra... © M Online Market... &)

2:30 AM Design edito... | 1:00 AM Planogram Tra 2 G - Social Media ...

Year view allows you to view events.
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() Refresh [ Today 4P 2021 | Search ‘}DH Categories \/H Year v

@ Al Company @ Calendar Communications @ Contoso marketing Contoso Team @ Design @ Digital Intiztive Public Relations @ Leadership @ Mark 8 Project Team
@ Naw Employae Onboarding @ Remote living @ Retzil @ Sales and Marketing @ SOC Team @ USS. Sales

2021, JAN

2021
FEB
Jan 4, Online Marketing Weekly Sync | Feb 1, Online Marketing Weekly Sync &
Jan 4, Online Marketing Weekly Sync | Feb . Online Marketing Weekly Sync | Mar1, Online Marketing Weekly Sync (]
Jan 14, Responsive Design Kick-Off Meeting )| Feb 15, Online Marketing Weekly Sync | Mear 11, Responsive Design Kick-Off Meeting (]
Jan 14, Responsive Design Kick-Off Meeting @ | Feb 15, Online Marketing Weekly Sync | Mar 11, Responsive Design Kick-Off Meeting (w]

MAR
Mar 1, Online Marketing Weekly Sync (]

+ 2 more + 4 more

APR MAY JUN
Apr 12, Online Marketing Weekly Sync 3| May 10. Online Marketing Weekly Sync Jun 7, Online Marketing Weekly Sync
Jun 21, Online Marketing Weekly Sync
\ay 13, Responsive Design Kick-Off Meeting q Jun 21, Online Marketing Weekly Sync
+ 2 more
JUL AUG

Gantt View

Gantt View in the Virto calendar is provided in two views: Task (Days) and Task (Hours). These views
allow viewing items grouped by events and see which time exactly planned for them. This view enables
to create, delete and move events.

Default Calendar~ & Book live demo

O Refresh [l Today W 09/20/2021-10/03/2021 [ | search |9|[ categaries ][ Task (days) - |
@ Al Company @ Calendar Communications @ Contoso marketing Contoso Team @ Design @ Digital Initiztive Public Relations @ Leadership @ Mark 8 Project Team

[ &

ployee Onboarding @ Remote living @ Retail @ Sales and Marketing @ SOC Teamn @ US. Sales

L2 Social Media Ca,,,-]

% Design review

L Design editorial...
Pacific Coffee praj..
Planogram Training
£} Social Media Ca...

£} Digital Offsite

£ Social Media Ca... -]

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 enables 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.
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) Refresh [ Today > 03/20/202 = Search || Categories ~ || Multisource ~

@ Al Company @ Calendar () Communications @ Contoso marketing Contoso Team @ Design @ Digital Initiztive Public Relations @ Leadership @ Mark § Project Team

@ New Employee Onboarding @ Remote living @ Retzil @ Sales and Marketing @ SOC Team @ U.S. Sales

Q9:00

Recurrent Events

In Virto Calendar Overlay, you can work with recurrent events if you're using Sharepoint Calendar or
Outlook Calendar as a data source.

Let’s say you have a Virto Calendar with Outlook events in it. Navigate to it and create a new event.
Choose the “Make this a repeating event” checkbox to show the recurrence settings.

Start End
8/28/2022 10:00 AM [ﬂ (:) 8/28/2022 10:30 AM [ﬂ E)

Duration:

rustom - All day

#F Teams meeting

Make this a repeating event.

Pattern
(®) Daiy @ Ex-'ery'|:| dayis)
Weekly Every weekday
vionthily
Yearly Date Range
Start date (®) Mo end date
8/28/2022 il End after: ocourrence(s)

End by:

il

rut cetais [T

For example, create a daily meeting.

Copyright © 2022 All rights reserved. www.virtosoftware.com



http://www.virtosoftware.com/

40

Meet-Ups~ 7

{ ) Refresh [ Today < 0B/28/2022 - 10/08/20221

Sunday Monday Tuesday Wednesday

jele 30 31
T1:30 AM Daily Meet Up *| 130 AMDaily Meet Up | 1130 AM DailyMeetUp | T30 AM Daily Meet Up

l%ﬁ

7

T:30 AM Daily Meet Up

4 5
11:30 AM Daily Meet Up | 130 &AM Daily Meet Up — | 1230 AM Design editorial ... &>
3:00 PM Company All Han... 22| 11:30 AM Daily Meet Up -

a

00 P Design review i

+ 1 more

This way, you can create events of recurrence conditions: daily, weekly, monthly, or yearly on a specific
date, only on work days.

B3 make this a repeating event.

Pattern

( ! Daily | ! Day of every |:| maonthis)

{ | Weekly @ The |ﬂrst v| Sunday w | of every |:| month(s)

da
@ Morithly we!:akday

() Yearly Date Range weekend day
' Sunday
St e Monday (® No end date

:
8/28/2022 | Wednday I End after; occurrence(s)
Thursday .
Friday " Endby:

Saturday
i

Indeed, you can also set the end of repeating, for example, for a chosen number of occurrences.

Date Range
Start date Mo end date
&/28/2022 (1] End after: occurrence(s)

@ End by:

You can edit a single event or a series.
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< > 08/28/2022 - 10/08/2022[7 .
%5 Daily Meet Up X
08/320/2022, 11:30 AM - 12:00 PM
- Status: -

Bus
- 11:30 AM Daily Meet Up 1130 AM Daily Meet Up I ¥

Importance:
Mormal

Monday Tuesday

LA
m
sl

!.- .

(@]

Location:

QOrganizer:
Design

- 1130 AM Daily Meet Up e | Attendees:

i

!m

3:00 PM Company All Han... 1130 AMDaily Meet Up = RS L, o
MOD Administrator
900 | ? s
-00 PM Design review Description: sig...
+ 1 rmore

12 1
. 1130 AM Daily Meet Up <3| 12:30 AM Design editorial ... 5 =
- 3:00 PM Company All Han... 1130 AM Daily Meet Up 47
8:00 P Online Marketing... . . =
ng-- & Microsoft Teams meetina v

+ 2 morz 4 b

=3

o o it seres
11:30 AM Daily Meet Up | 12:30 AM Design editorial ... = I
3:00 PM Company All Han... 5| 11:30 Al Daily Meet Up o 11:30 AM Daily Meet Up

[
]

Delete

|

900 PM Design review

It is also possible to save a single recurrent event to your Outlook calendar. For example, when you
need to add to your Outlook Calendar a certain event from the whole series. This action will generate
the iCal file as described in the “Virto Calendar Online — Export of ICS files to the Outlook” article in our
blog.

12:00 AM H2 Goals

I
I

11:30 AM Daily Meet Up — | 130 AM Daily Meet Up i~ | 120 AM Daily Meet Up

1130 AM Daily Meet Up =

Iifﬁ Daily Meet Up X
09/06/2022, 11:30 AM - 12:00 PM .
1130 AM Daily Meet Up | 12:30 AM Design editorial .. i abIL Eaitis ey -
nonyoeoprrnotes B
2:00 P Design review = Click here to join the meeting 5ig...

* more
TTeE Meeting ID: 266 660 690 659

12 Passcode: s7ytdH
11:30 AM Daily Meet Up =~ | 1230 AM Design editorial ... Download Teams | Join on the web

!G'n

3:00 PM Company All Han... | 1130 Ak Daily Meet Up Eo bil... &=
Or call in (audio only)
8:00 PM Online Marketing... = b 4

+1 872-239-8420, 7315577992 United States,
+ 2 morz Chicago

Phone Conference ID: 731 557 799#
11:30 AM Daily Meet Up 12:30 AM Design editonal ... S‘ Find a local number | Reset PIN

3:00 PM Company All Han... | 1130 AM Daily Meet Up Eo . )
Learn More | Meeting_opticns
]
L

9:00 PM Design review

!RJ‘

Q

+ 1 more

26 2 4 3

30 5 u - y s PP g
11:30 AM Daily Meet Up | 12:30 AM Design editorial .. Edit series “ Delete

!m

3:00 PM Company All Han... 2| 1130 AM Daily Meet Up
—

£:00 PM Online Marketing...

‘ Add to my calendar ‘
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Adding SharePoint Events to your Outlook Calendar

In some cases, you may need to add a SharePoint event to their Outlook calendar. Virto Calendar
Online app for Office 365 supports adding SharePoint events of the Calendar to your Outlook.

To complete Adding SharePoint events to your Outlook, the system creates an iCalendar (.ics) file,
which you use later on to add an event to the Outlook.

In this use case, a team has a corporate Virto Calendar overlay with events from different data
sources. Some of them are taken from Outlook and others from SharePoint. Let us imagine that an
HR manager has just created a SharePoint events list of Soft Skills trainings for the team and added
them to the Virto Calendar.

Corp Calendar ~ ®

DOREFRESH fTODAY W 08/30/2020- 107102020 [ Search o Month ~
Calendar @ Contoso Team @ Digital Iniistive Public Relations Mark 8 Project Team Retail @ Sales and Marketing @ The Soft Skills Master Class @ US. Sales
Sunday Monday Tuesday Wednesday Thursday Fricay Saturday
Workspace Organization for ... £ Workspace Organization f.. | B:H2 Goals
£ Workspace Organization f. Boost Productivity & Creativit... | T Boost Productivity & Creati. |
+ 8 more +4 more +3 more
Goal Setting for Life, Career &:... Emotonal Intelligence £ H2 Goals £ Server Upgrades
5 Goal Setting for Life, Caree... 2 Cloud and Mobile Professi... | Time Management Skills & Server Upgrades
£ Cloud and Mobile Professi
+6 more +4 more + 6 more +3 more
E Server Upgrades Leadership Skills vs. Manage.. Leadership Skills vs. Manage... | B:H2 Goals
E Server Upgrades £ Leadership Skills vs. Management Business Etiquette & Professi...| B Time Management Skills
+ 8 more +3 more
£3 Customer Service Skils | 3H2 Goals
& Customer Service Skills 2 Customer Service Skills £ Business Etquette & Profe...| & Time Management Skills
+7 more +4 more +3 more
2 Customer Service Skills & Strategjc Planning Skills £2H2 Goals

We have hidden some events of the Calendar to highlight the events of “Soft Skills Master Class”
data source. You can find in this training schedule the courses for improving the soft skills:

¢ workspace organization,
e productivity & creativity,
e goal setting,

e emotional intelligence,

e time management,

e customer service,

e strategic planning,

e leadership skills

e and business etiquette.
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[ ] @ The Soft Skills Master Class |
Monday Tuesday ‘Wadnesday Thursday Friday Saturda

Workspace Organization for ... | ©:Workspace Organizationf... | £:Workspace Organization f.. | Boost Productivity & Creativit... | C: Boost Productivity & Creati.. |

Goal Sening for Life, Career &.) CkGoal Setting for Life, Caree...| Emotional Intelligence Boost Productivity & Creativit... | Time Management Skills

Business Etiquette & Professi...| £k Time Management Skills

Leadership Skills vs. Manage... | £ Leadership Skills vs. Management

Leadership Skills vs. Manage...

2 Business Etiquette & Profe...| £ Time Management Skills

£ Customer Service Skills £ Customer Service Skills £L Customer Service Skills

28 29 30 1
£ Customner Service Skills £ Strategic Planning Skills % Strategic Planning Skills £ Business Etiquette & Profe...| £k Time Management Skills

HR offers the team to choose the courses they’d like to attend. The team members may take a
look and decide which ones they really prefer.

£ Workspace Organization f... | Boost Productivity & Creativit... | £ Boost Productivity & Creati...

I Emotional Intelligence X
£ 09/09/2020, 10:00 AM - 3:00 PM

Emctional Intelligence Data source: The 5oft Skills Master Class

Title: Ermnotional Inteligence
Location: Online

Start Time: 09,/08/2020 10:00 AM
End Tirmne: 09,08/2020 3:00 PM

On this course you'll explore the essentials of self-
management, empathy, and reasoning, as well as

how to keep your brain sharp leng-term and

become more creative.

Des.

Leadership Skills vs. Manage...

Attendees:
21 Category: Meeting 25
£ Customer Service Skills Bannar LRL- t Skills

Click the event and use the “Add” icon on the left in the tooltip appeared.
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I Emotional Intelligence X
¢ 09/09/2020, 10:00 AM - 3:00 PM
‘ Data source: The Soft Skills Master Class kills

Title: crnotional Intelligence
Location: Cnline
Start Time: 09/09/2020 10:00 AM
End Tirne: 09/08/2020 3:00 PM
Des...

On this course you'll explore the essenfials of self-
management, empathy, and reasoning, as well as

hew to keep your brain sharp leng-term and

become more creative.

Attendees:

)
] -

=1 Category: Meeting

. Banner URL: =

Save the automatically generated .ics file and click it.

= ~0

CL Online Marketing Week_.

[
L

Click “Copy to my calendar” in the Outlook event window as it appears on the screen.
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Emaotional Intelligence - Meeting

File Meeting Scheduling Assistant Insert Format Text Review  Help Q Tellme
]ﬂ[\@ Copyto My Calendar | ~ — ~ | « 7 X 1+ | BB~ | =
M
I M Copy to My Calendar
Copy this item to your main
|Em| calendar.
Organizer MOD Administrator <admin@M365x349763.0nMicrosoft.com= Sent Mone
Time Wednesday, September 9, 2020 10:00 AM to Thursday, September 10, 2020 3:00 PM
Location
Respond « Accept ) Tentative > Decline
The chosen event will appear in your Outlook calendar with the same data as in the Virto
Calendar.
Todzy [ <|[>] August - September 2020 Washington, D.C. - Today G Tomowow oo, Friew Month ~
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Aug 24 25 26 27 28 29 30
21 Sep 1 2 3 4 5 6
Jl11:005m Baost Productivity & Creativity in Mee 2-00am
T a I Emotional Intelligence

@ Wednesday, Septernber 9, 2020 10:00 AM to Friday, Septernber 11, 2020 200 PM

Unknown
£ MOD Administrater

In:ooam Weekly Sync-Up;

18 19 20

14 15

11:00am Weekly Sync-Up: DCaI Evans
Unknawn

This way the team members can add any events they wish to see in their Outlook and join chosen

courses according to the schedule.

Copyright © 2022 All rights reserved. www.virtosoftware.com



http://www.virtosoftware.com/

46

I Text X
09/19/2020, 12:00 AM - 7.00 AM ;
- Title: Text ; -
P Location: Los angeles I
I Start Time: 09,/%/2020 12:00 Ak
End Time: 09/15/2020 7:00 A
Description:
Example -
- VirtoSoftware I
B Artendees: Alexey Linnik; Tatiana Sushchenko; Dmitry
Leytner I
Category: Meeting
Banner URL:

- Attachments: Applcon.png
[~

Add to my calendar

Creating a Public Folder Calendar

Many companies need a shared calendar. It might be a schedule of department meetings, online course
calendar, the plan of vacations or any other corporate calendar. Some organizations use Office 365
mailbox and create a public folder calendar for this purpose. Then, the team members add it to the
Outlook. You can add your public folder calendar as a data source to the Virto Calendar app and use it
with your colleagues.

If you do not have a public folder mailbox yet, you will need to create it using the Exchange Admin
Center and then in the “Public folders” section. Then create the Calendar folder using MS Outlook.

Go to app settings and select the checkbox “Display Events from Public Folders Calendar (s)”.
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+' | Display events from user's Exchange Online Calendar(s) -I Show
+ | Display events from user's Exchange Online Sharaed Calendar(s) -I Show

+' | Display events from user's Exchange Online Group Calendar(s) -I Show

+ | Display events from Public Folders Calendar(s)

Display the following list of calendars and Meeting rooms

+ Add

Now the public folder calendar events will appear in your Virto Calendar Overlay.

Adding Tasks from MS Planner to your Shared Calendar

Virto Calendar Online for Office 365 supports adding items from MS Planner to your shared Calendar
for efficient collaboration and planning a team’s work.

Quite a large group of VirtoSoftware clients uses Microsoft Planner to organize teamwork. This intuitive
0365 tool helps to visualize task management and provides such features as content-rich task cards,

checklists, labels, charts, and others.
Q

n -
o'n Contoso Electronics Planner

@ Marks8 project tracking 37 Board Charts  Schedule --- Members \/  Filter (0) \/  Group by Bucket v/
i)
To do Messaging & Brand Launch events
-+ Add task -+ Add task + Add task
Label 5  Labelb Label 3 Label 1 Label 2
(O Website launch (O Elevator pitch (O Eturopean launch plan
o8 02/27/2022 21 @ [[Do0210/2022 &1 @ Moz 2022
w Grady Archie % Alex Wilber b Lee Gu
Label2 Label3 Label2 Label 3 Label 5 | Label 6
() Media outlets (O Marketing campaign for launch (O VIP Event [US)

events

S @ i‘ 0L % €@ Aceevance

But there are some cases when it’s not enough. For instance, if you need to track events in the
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Calendar together with tasks from Planner. It seems to be no other option than switching between
the apps all the time and check how is it going here and there.

With Virto Calendar App you just add tasks from your Planner to Virto Calendar and get them in a

single view.

Back to site » Virto Calendar for SharePoint Online @ g @ |

Calendar from Planner~ & Book live demo

(O Refresh [ Today 4P 02/28/2021 - 04/10/

=i Search |,0|| Categories V|| Month \/|

® Demoplan @ EventElan @ EventPlan @ Logistics Mark 8 Project Plan @ Mark8 project tracking @ PattiF Logistics
@ Product Launch Event

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

28 MAR, 1 2 3 4 5

Invite list for product launch event
Functional Spec Written

+ 2 more + 2 more + 2 more +2 more + 2 more + 2 more + 20 more

[=2]

Close

Finalize Launch PR

Invite list for product launch event

Functional Spec Written

+ 32 mare + 33 more + 31 more + 31 mare + 31 more + 31 more

14 15 16
Invite list for product launch event

Functional Spec Written

+ 33 more + 33 more + 33 more + 33 more +32 more + 32 more

Go to the Virto Calendar settings and open “Available Calendars”. Click “Create New” or open the
existing calendar where you’d like to add Planer’s tasks.

Back to site » Virto Calendar for SharePoint Online

CUETEL RO GE  Available SharePoint data sources Permission Subscription Theme

List of available calendars (Calendars form all site collections)
(# Create New

QUTLOOK

CALEMDAR MAME SHAREPOIMT DATA SOURCES CALENDAR(s)

Calendar from Planner

#  Corporate C W v

Then choose the checkbox “Display tasks from MS Planner”.
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Back to site » Virto Calendar for SharePoint Online

Edit calendar

General settings Multiday settings Month settings Year settings Task settings

CALENDAR MAME =

Calendar from Planner

Select displayed data sources

Add existing data source Create new SharePoint data source

Show Data Source name in tooltip

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

Dizsplay events from Public Folders Calendar(s) Sheo

v Display tasks from M5 Planner -l| Show

Display the following list of calendars and Meeting rooms She

Do not forget to scroll down and save the calendar settings.

As a result, the Planner’s tasks appear in the shared calendar. Now you can see all of them in a
single view and track then without switching between the apps.
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Calendar from Planner~ &
) Refresh  [§] Today o - 02/28/2021 - 04110/202

@ Demoplan @ Event Plan @ Event Plan @ Logistics Mark 8 Project Plan @ Markd

Sunday Monday uesday Wednesday hursgay

28 MAR, 1 2 3

Invite list for product launch event

I Choose Venue for Keynote

+ 3 more + 3 more + 3 more + 3 maors + & mare
| Finalize agenda for keynote X
7 g §01/23/2021 - 01/28/2022
l Choose Venue for Keynote Bucket: On track
= A8 mare + 52 more = 50 more Progress: Comnpleted
Pricrity: Medium
14 15 1¢ Created: 03/09/2021 :
I Choose Venue for Keynote CompletedDa_. 03/09,/2021
=53 mare + 53 mare + 51 more CompletedBy:  Megan Bowen

F

F

F
%]
¥}

Adding Internet Calendars (iCalendar)

Virto Calendar App for Microsoft Teams and Office 365 supports adding iCalendar feeds to your
Virto Calendar view.

An iCalendar feed or .ics feed is a unique calendar format you can use to work with most calendar
solutions.

Its key purpose is to share calendar data between different calendars and calendar applications.
Virto Calendar supports adding events from internet calendars supporting iCal feeds with the help
of the iCalendar link.

To add events from an external calendar service to Virto Calendar, you always need to do three
simple steps:

1) Create a new Virto Calendar where you’d like to add events.
2) Go to the external Calendar, for example, Google calendar, and generate a calendar link.

3) Add copied link to Virto Calendar. (Find “Internet Calendars” in Calendar settings).
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Back tosite P Virto Calendar for SharePoint Online

Subject = &
Start

End

IsAllDay

Location <

Body

Attendees

Importance T r

FILTER EXCHANGE EVENTS BY STATUS

| Display all

Spediy statuses 1o Niter evenis In your calenda

+ Add

‘You can add here URL link to any ICS

Note: iCalendar feeds are read-only. Users are allowed to view the Calendar but cannot edit it.
Below we offer some options for generating iCalendar links in popular calendar services.
How to Get an iCalendar link in Google Calendar?

Go to the Google Calendar and click the three-dot icon next to the Calendar you’d like to share.
Then choose Settings and sharing.

= lS Calendar Today < > July2022
MON TUE WED THU

| create - 27 28 29 30
July 2022 < >
M T w T F § §
27 28 29 30 1 2 3 n 5 6 7
4 5 6 7 ° 9 10
1 12 13 14 15 16 17
18 19 20 al 22 23 24
25 26 27 28 29 30 31
1 2 3 4 5 6 7 11 12 13 14

® 12:00 Daily Sync-Up @ 12:00 Daily Sync-Up @ 12:00 Daily Sync-Up

2\ Search for people
Display this only
My calendars . .
Y Hide from list 19 20 21
Personal Meetings @ 12:00 Daily Sync-Up @ 12:00 Daily Sync-Up
_ Settings and sharing

[ sirthdays
[[] contacts 002000
onlineMeetings X @@ O OO @ 26 07 28
D Reminders . ' . 9 . ® 12:00 Daily Sync-Up ® 12:00 Daily Sync-Up ® 12:00 Daily Sync-Up

Then scroll down to the iCal format links and copy the generated iCalendar link.
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Public address in iCal format
https://calendar.google.com/calendar/ical/rgh8071gg3kmdgo9s2cq20e0n0%40group.calendar.

lUse this address to access this calendar from other applications.

Warning: The address won't work unless this calendar is public.

Secret address in iCal format

srnsssanas & I—I:I

Use this address to access this calendar from other applications without making it public.

Warning: You should not give the secret address to other people. Leam maore
You can reset this address and make the current one invalid.

Now open the Virto Calendar settings ad add copied link to the Internet Calendars block.

INTERNET CALENDARS

+ Add
Google Calendar Meetups

+ 4 #0095ff . x
https://calendar.google.com/calendar/ical/rgh8c71gg3kmdgo9s2cq20e0n0%:40group

You can add here URL link to any ICS (iCalendar) calendar

As a result, all the events from Google Calendar appear in the Virto Calendar.

Back to site ’ Virto Calendar for SharePoint Online ? E;,
Calendar~ Book live demo
Refresh [ Today 06/26/2022 - 08/06/2022 1 Search 2| | Month

ay Monday Tuesda Wednesday Thursda FIia:2 SalLT0Z

12:00 PM Dai.. ©| 12:00 PM Dai... | 12:00 PM Dai... | 12:00 PM Dai... @] 12:00 PM Dai... ©

°

12:00 PM Dai... & | 12:00 PM Dai... ©| 12:00 PM Dai...>| 12:00 PM Dai... @] 12:00 PM Dai... ©

o

(o]

12:00 PM Dai... | 12:00 PM Dai... 12:00 PM Dai... ©| 12:00 PM Dai...

How to Get an iCal Link from Office365?
Open your Office 365 calendar.
Find the Share option in the right-hand upper corner.

Click the Share hyperlink.
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Type your email and send the link to yourself. Then, copy the received link and paste it to the Virto

Calendar described above.

Egcontoso Electronics  Outlook BERETERY

= = m B Today T+ | July2022 ~ Month ~ | & Share | (= Print
‘ = Sunday Monday Tuesday Wednesday Thursday Friday Saturday
3 Jun 26 27 28 29 30 Jul 1 2
5 AM Compan @ 11:30 AM Pacific € 5:30 AM UX Sy & 12:30 PM X105 @ 5:30 AM UX Sy @
2 12:30 PM X105 @ 3 PM Art Revie @
ey
3 4 5 6 7 Jul 8 9
v = - c ¥ o - - . =
5 AM Compan @ 12:30 PM X105 <2 5:30 AM UX Sy 0 12:30 PM X103 @ 5:30 AM UX Sy @ 8 AM Server U 2
w 3 PM Art Revie (D
10 1 12 13 14 15 16
.-‘ 5 AM Compan @ 1230 PM X105 @ 5:30 AM UX Sy @ 10:30 AM Resp @ 5330 AM UX Sy @

Using this option of Virto Calendar, you can add events from any external Calendar that supports

the iCalendar feed.

Virto Mini Calendar for Office 365/SharePoint Online

To start using the new Virto Mini Calendar app, please update it through the app store on your
SharePoint site. When the update is installed, you can instantly add Mini Calendar to your

SharePoint site page.

Compact View

Now you can use the Virto Mini Calendar as a compact app. A compact style makes it possible to
fit Mini Calendar into your SharePoint site pages in a harmonious way. The app is compatible with
various SharePoint page templates and can be added to the page with several columns or blocks.
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) SMRE Yy FouOw S BT 4

Home Test Subsite  © ity Subsite Transport  Special Projects / EDIT UNKS | Search this ste v P

‘l; VIRTO : .
soFTware  \/irtoWay Team Site

Home Virto Calendar add in for Office 365
Product Uploader

Yanban Calendar Manage..> 3 © Q& @ Calendar Manage... > 2 O 0&e
Dev tasks Kanban board = 0772 @ = 07/28/2019 - 09/07, m
¥anban Sales Pipeline v Mo u 3 u o u We Th Fr Sa
Notebork: 1 2 3 4 5 § 7 1 2 3 4 3 3 7 1 2 E! 4 5 H 7
Dccuments
Pages 8 9 10 1 2 13 14 8 9 10 | a1 | A% | 23 | 1 8 9 10 1un 12 13 1
Subsdes

6 17 |1 19 1 16 7 19 0: | 2 15 6 7 8 19 C

Test Subsite

Community Subsite 2 23 n % 2 27 28 2 2 u 25 26 27 28 2 n 3 26 27 22
Kanban list lockup ) : . ) ) °
Sraduct raadmap 29 30 3t 1 2 3 : 29 30 31 1 2 3 ! 29 30 31 1 2 3 4
Rustomers use.cases Tomorrow ® Tomorrow Tomorrow
SR IVHENE @ 09:45 - 15:00 | Stand-Up with product @ 09:45 - 15,00 | Stand-Up wath product .. @ 0945 - 15:00 | Stand-Up wath product ...
Calendar modern design

27.05, Fr 27.05, Fr 27.05, Fr
CalColerLockup &
® 10:00 - 14:00 | Birthday Kirill Vasin @® 10:00 - 14:00 | Birthday Kirill Vasin ® 10:00 - 14:00 | Birthday Kirill Vasin

Recent

2 01.06, We 01.06, We 01.06, We

10:30 - 11:00 | Prepare peesentation ... 10:30 - 11:00 | Prepare presentation .. ® 10:30 - 11:00 | Prepare prasentation for ...
® 01:30 - 02:30 | Sales meeting

Alerts for Office 365 by

Virto - ENT
Attendees: Attendees:
Alers Monthly Pastern R R Ekaterina Krylova

Formsgig
L_TEST_PROD
Importance: "orma
TestAlers

Location: Microsoft Teams Meeting

Calendar and List of Events

Virto Mini Calendar displays its items both in a calendar and as a list. The days with scheduled events
are marked with a grey point in the calendar and with a color-coded point in the list (check the calendar
source settings to see the colors of added data sources).

Virto Mini Calendar add-in

Test demo calen... =

< > 05/31/2020-07/11/2020 [T =

Su Mo Tu We Th Fr Sa

31 1 2 3 4 5 6
7 8 9 M0 1 12 13
- . . . . . .

28 29 RN 1 3 4
5 b 7 8 9 10 M
- . - . - L] .

Today

® 16:00 - 19:00 | Meeting with support

team

10:00 - 11:00 | Busy - learn Python
11:00 - 11:30 | Busy - Daily sync-up
11:00 - 11:30 | Fwd: Daily sync-up
11:00 - 11:30 | Tentative - Alexey Linnik
12:00 - 13:00 | Mentoring Lunch

14:45 - 15:15 | Busy - Alexey Linnik
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Click an eye icon to hide the calendar and display events as a list of items. This option may be
especially useful when you have everyday events. In this case, the event point is less informative
because you will see it for every date of your mini calendar. So just hide the calendar and view
events as a list if it is more appropriate for you.

Virto Mini Calendar add-in Virto Mini Calendar add-in

Test demo calen...~ Test demo calen... v

< % 05/31/2020 - 07/11/2020 E < % 05/31/2020 - 07/11,/2020
Su Mo Tu We Th Fr Sa

i
@ ]

Today

31 2 3 4 5 6 ° 16:00 - 19:00 | Meeting with support
* * * * * * -tEar-r-I
7 8 9 10 11 12 13 ® 08:00 - 08:30 | Busy - Alexey Linnik
* * * * * * *
14 15 16 17 18 19 20 10:00 - 11:00 | Busy - learn Python
‘ ‘ ‘ ‘ ‘ ‘ ‘ 11:00 - 11:30 | Busy - Daily sync-up
23 24 20 G
o Bl |® | ® 11:00 - 11:30 | Fwd: Daily sync-up
28 20 1 2 b 4 ® 1100 - 11:30 | Tentative - Alexey Linnik
* * * * * *
12:00 - 12:15 | Busy - RE: Affiliate services
5 6 7 B 0 10 11
* * * * * * Tomorrow
Today
® 16:00 - 19:00 | Meeting with support
16:00 - 19:00 | Meeting with support team
team

10:00 - 11:00 | Busy - learn Python
@® 08:00 - 08:30 | Busy - Alexey Linnik
11:00 - 11:30 | Busy - Daily sync-up
10:00 - 11:00 | Busy - learn Python
® 1100 - 11:30 | Fwd: Daily sync-up
11:00 - 11:30 | Busy - Daily sync-up
® 1100 - 11:30 | Tentative - Alexey Linnik

Move to the Date

Virto Mini Calendar is extremely easy-to-use and very simple to navigate between the dates. Just
click the event point to move to the required date. Moreover, if you click an empty day, add the
event window appears (please check your app version before you try this option).
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Virto Mini Calendar add-in

Test demo calen...~

{ > 05/31/2020-07/11/2020 =] =

Su Mo Tu We Th Fr Sa

31 1 2 3 - 5 6
E % % ’I_D ’I-1 1_2 1_3

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28 29 30 1 2 3 -

5 6 7 8 9 10 11

02.07, Th

16:00 - 19:00 | Meeting with support
team

® 08:00 - 07:59 | Busy - Alexey Linnik
10:00 - 11:00 | Busy - learn Python
11:00 - 11:30 | Busy - Daily sync-up

® 11:00 - 11:30 | Fwd: Daily sync-up

Event Details

If you click an event in the list, you will see the detailed information provided for it according to
your calendar settings — schedule, attendees, importance type, location, organizer, and etc. The
color-coded category is also shown on the bottom of the displayed block. To hide the event back,
just click its title once again.
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03.07, Fr
16:00 - 19:00 | Meeting with support
team
Title: Meeting with support team
Location: Office — Meeting Room
Start Time: 06/27/2016
End Time: 09,/28/2054
Description: Mew support plan
Attendees: Tom Evans, Philip Mora
Category: Meeting
I New demo SP Calendar

® 10:00 - 11:00 | Busy - learn Python
@ 11:00- 11:30 | Busy - Daily sync-up

Range of Dates

Mini Calendar displays a list of events starting with a current day (“Today”) by default. But if you
wish to view previous events as well, just click the date. This action will show the list of previous

events as well.

Wirto Mini Calendar add-in

Test demo calen... =

< » 05/31/2020 - 07/11/2020

Su

B =

Mo Tu We Th Fr Sa

1 2 3 4 5 &
8 9 10 11 12 13
L] L] . L] L] L]

15 16 17 18 19 20
L] L]

22 23 24 25 286 27

28 30 1 2 3 4
5 6 7 8 9 10 11
L ] L] L ] . L ] L] L]

16:00 - 19:00 | Meeting with support
team

08:00 - 08:30 | Busy - Alexey Linnik

10:00 - 11:00 | Busy - learn Python

11:00 - 11:30 | Busy - Daily sync-up

11:00 - 11:30 | Pwd: Daily sync-up

11:00 - 11:30 | Tentative - Alexey Linnik
12:00 - 12:15 | Busy - RE: Affiliate services
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Wirto Mini Calendar add-in

Test demo calen...~ =

< » 05/31/2020 - 07/11/2020

B =

Su Mo Tu We Th Fr  Sa

31 1 2 3 4 5 6

7 n 9 10 11 12 13

- L] L] L] L] L]

14 15 16 17 18 19 20

- L] L] L] L] L] L]

21 22 23 24 25 26 27

28 29 30 1 2 3 4

5 b 7 8 9 0 11

L] [ ] . [ ] . [ ] [ ]

08.06, Mo

. 16:00 - 19:00 | Meeting with support
team

® 11:00 - 11:30 | Busy - Daily sync-up

® 11:00 - 11:30 | Pwd: Daily sync-up

® 11:00 - 11:30 | Tentative - Alexey Linnik

09.06, Tu

e 16:00-19:00 | Meeting with support

team
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Print Settings

The previous versions of Virto Mini Calendar allowed printing the visible range of Mini Calendar
events. We have improved this part of the app settings as well. Now you can print the full list of
events in case the scrolling is active.

Virto Mini Calendar add-in

Test demo calen...
05/31/2020 - 07/11/2020 [T] =

Su Mo Tu We Th Fr Ga
31 1 2 3 4 g A
- - - - L] L]
7 8 9 10 11 12 13
[ ] [ ] [ ] [ ] L ]
14 15 16 17 18 19 20
L ] [ ] [ ] [ ] L ] L ] L ]
21 22 23 24 25 26 27
- L] - - - L] L]

o
3
=
. —
g
CR¥x]
L =

5 b 7 8 9 10 N
L ] [ ] L] [ ] L ] L] L]
Today

16:00 - 19:00 | Meeting with support

10:00 - 11:00 | Busy - learn Python
11:00 - 11:30 | Busy - Daily sync-up
11:00 - 11:30 | Fwd: Daily sync-up
Tentative - Alexey Linnik

12:00 - 13:00 | Mentoring Lunch

e & @ @
-
-
Pry
=}
i
—
=
i
=

14:45 - 15:15 | Busy - Alexey Linnik

Switch to Virto Calendar App with a Single Click

To switch to the Virto Calendar App, just click the button in the right top corner to open Virto
Calendar and see the whole picture of your events.
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SharePoint

BROWSE PAGE

Product Upload . - _
roduct Lploader Virto Mini Calendar add-in

Products News
cal £ = .
Kanban —
Dev tasks Kanban board < > 12/27/2020 - 02/06/2021 E =
Kanban Sales Pipeline Su Mo Tu We Th Fr 5a
Notebook 27 28 29 30 31 1 2
- - [ ] - L ] [
Documents
3 4 5 [ 7 8 9
PEQES L ] [ ] L L ] L L ] [ ]
Subsites 10 11 12 13 14 15 16
[ ] L ] [ ] L L ]

Test Subsite
17 18 19 20 21 22 23

Community Subsite - - - - .
1 'y ra
Kanban list lookup 24 25 26 27 28 29 30
Product roadmap 31 3 5 3 4 . .
L ] L L] L L]
Customers use cases
i Today
W5 Vacations
2:00 AM - 2:30 AM | Selution team
Site contents meeting
Calendar modern design o 230AM -3:00 AM | Alpha Bravo team
CalColorLookup stand-up meeting
Recent 3:00 AM - 3:30 AM | Fwd: Virto Monthly

Mewsletter - prepare the content

~ 3:00 AM - 3:30 AM | Heroes of Might and
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