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How to sync CITK Calendars with Outlook

The Outlook Calendar integration with the CRM allows users to sync their Outlook
Calendar with the CRM, access their events, and manage them in one place.

Users can connect their Outlook accounts, configure their settings, and create
new appointments that reflect in their Outlook Calendar.
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What is the Outlook Calendar integration?

Outlook Calendar integration with the CRM is a powerful feature that enables
users to synchronize their Outlook Calendar with the platform. This integration
allows users to access their Outlook Calendar events in the CRM, ensuring they
have all their appointments and meetings in one place. With this integration,
users can connect their Outlook account to the CRM and configure their calendar
settings to sync their calendar data seamlessly. Users can access their Outlook
Calendar events from within their account, manage them directly, and create new
appointments that will be reflected in their Outlook Calendar.

What are the benefits of this integration?

» Syncing Outlook Calendar with the CRM enables users to access their appointments
and meetings in one place, eliminating the need for manually switching between
different applications.

» Users can manage their Outlook Calendar events directly from the CRM, which saves
time and effort and enhances their productivity.

 Configuring calendar settings in the CRM ensures seamless synchronization of
calendar data, which enables users to stay on top of their schedules and never miss
necessary appointments.

» Users can create new CRM appointments reflected in their Outlook Calendar,
ensuring that all data is current across both platforms.

Who will benefit the most from this integration?

The Outlook Calendar integration with the CRM benefits users and businesses
that rely heavily on scheduling appointments and managing calendars. This
includes sales and marketing teams, project managers, small business owners,
and professionals who manage their schedules across multiple platforms. Users
using Outlook Calendar to manage their appointments and meetings will find this
integration particularly useful.

Please Note:
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- The integration supports only Office 365, Outlook.com, live.com, or Hotmail calendars.
- Only one Outlook account can be connected to one user in a single location. If the same user exists in another sub-account within the same

- Outlook Integration works only for Group Calendars.

How to connect to Outlook Integration?

Navigate to Settings >> Profile, and you will find the Integrations section, and you
can connect the Outlook account from There.

Please Note:

The user who is logged in and wants to integrate should be part of that sub-account and only in that case you can find the Profile in the Settin
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A= Microsoft

Permissions requested

s LeadConnector
"= |Leadconnector LLC] &

This app would like to:
Sign you in and read your profile
Read your calendars
Head calendars you can access

Have full access to your calendars

¢ £ <€ €K<

Maintain access to data you have given it access to

| | Consent on behalf of your organization

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

You will then be required to permit LeadConnector to access your Outlook
Calendar. Proceed with that to continue.

How to configure my calendar to use
Outlook Integration?

Navigate to Settings >> Profile >>, and scroll down to the bottom right, where you
will find Calendar Configuration. In the Calendar configuration, you have two

segments.
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1. Primary Calendar: It reads all the calendar events from Google/Outlook and writes all
the appointments to Outlook/Google.
2. Check for Conflicts: It only reads calendar events from Google/Outlook.

Primary Calendar Configuration :

Click on the edit button under Primary Calendar to select your Outlook account.
You'll find all your Outlook calendars in the dropdown, and you can choose one of
the calendars to which you want to read and write.

Primary calendar

;” i

Check for conflicts

I;ﬂ Check ‘Google) [ Edit

I;ﬂ Check (Google) [ Edit

q Check (Outlook) [# Edit
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Which calendar should we use to sync (read and write) events to?
(Google)
Google)
n (Outlook)

not sync new events to the primary calendar

Primary Calendar @

Calendar

Please Note:

If appointments are not syncing over from Outlook or to Outlook, plesae Edit the Primary calendar, choose Do not sync events to the primary

Check for Conflicts Configuration:

Click the edit button under Check for Conflicts to find all your calendars in your
Outlook account. Proceed to select the calendar that you want to check for
conflicts.
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Check for conflicts

IZ::I Check (Google) [* Edit

IZ.-:I Check (Google) [ Edit

Q Check t n (Outlook) | = Edit
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How should we check for conflicts?

I 1R aoutlook.com (Outlook)

Check these places for conflicts

(O calendar

[J United States holidays
Birthdays

Tester 2

(J Test

FAQ:

Will Outlook integration work in Event calendars?

No, outlook integration does not work i Event Calendars. However, it works with
Round Robin, Collective and Service Calendars.

Can I connect two different Outlook accounts in one
location to one user?

No, you can connect only one Outlook account to one user in a location.
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The system is not allowing me to connect an Outlook
account to a user already connected by a different
user (Even if it is the same person just using another
email address in the other CRM user account). If that
is functionality, can you guys give me a workaround?

Yes, one Outlook account can be connected to one single user in any number of
locations, but the same Outlook account can't be connected to a different user.
However, we are showing a detailed message for it.

This Outlook account is already integrated by Chiru Chirul12333 in Chiran Outlook, sibi-
local-test, SRMT Mall & Multiplex, Chiran Workflows , Prestige Shantiniketan. Please
remove those integrations to continue.

Workaround:

Connect a new Outlook account to User B and share that particular Outlook
calendar from User A's already connected Outlook account to the new Outlook

account of USER B. Click here for more details.



https://support.microsoft.com/en-us/office/share-an-outlook-calendar-with-other-people-353ed2c1-3ec5-449d-8c73-6931a0adab88
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I'm an admin. Can I connect Outlook integration to
agents from Team Management?

No, as of now, you have to log in to the system with your Agents account and
connect to Outlook, and then you can configure Primary and Calendar

Configuration from Team Management.

Can I use both google calendar and outlook calendar
at the same time?

Yes, you can use both Google and Outlook at the same time. You can configure
the primary calendar to Outlook and Check for Conflicts from Google, Outlook,

and vice-versa.
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Can I simultaneously write appointments to both
Google and Outlook for one user in a location?

No, you can write appointments to only one calendar at a time.

Is this feature supported in my billing plan?

Outlook integration is exclusive to the Freelancer 297 and Agency Pro 497 plans.
That's why you will see the following messages under different roles.

Agency role message: Oops.. this feature is supported in the Freelancer and
Agency Pro Plans

\i

Oops... this feature is supported in the

Freelancer and Agency Pro Plans

Account role message: Outlook Integration is not enabled for your account. Please

contact the administrator.
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Outlook Integration is not enabled for your account. Please contact the administrator.

b

Please Note:

Once you disconnect Outlook integration, we automatically remove the outlook calendars that are connected in the primary calendar and in ch




