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Campus Groups Club Calendars

This guide aims to give you a good representation of “How-TO” import and export Campus
Groups application calendar feeds.

This document will be regularly updated to keep you up to date with improvements on this applicaton. We are working closely with
the developers to make both small amendments and large scale changes to improve the usability of this system. We welcome your
feedback.

If you have any ideas, questions, comments or complaints, please forward them to us at: helpdesk@haas.berkeley.edu.
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Locate URL’s in Campus Groups

How to locate URL’s in Campus Groups for calendaring?

ABA Student Organizations

1. Go to the CampusGroups Calendar tab.

Iniversity of California

Berkeley

Haas School of Busine

1) Select the calendar

Home Calendar

My events My photos & docs

My profile My groups

2. Click Calendar export.
3. Locate the URL (https...ics) and copy it.

[+ rMBaA Student Organ... || Calendar of Events

[84)
@ [emmo o D coerior et S
28 29

A}
2) To export your event to your Outlook or Google
calendar select the Calendar export feature, or

this link

https://haas.campusgroups.com/calendar.aspx#export .

6:30pm What to
Wear and Why:
Communicating ...

@

3) Select “Calendar export” from Campus Groups ‘Calendar’ tab to get links.

The types of campusgroups.com calendar are ‘ICS’ Files.

HINT: URL’s are ‘ICS’ files calendar links

: Night

pm First Annual

1ip members only)

S:00pm Haas

Ladies Yegas Trek:

April 2-4

The "All Club Events" calendar (all events from all clubs): https://haas.campusgroups.com/ical/ical_haas.ics
The clubs calendar (for each individual club):

O BERC@Haas: https://haas.campusgroups.com/ical/ical_club_9763.ics
O Black Business Student Association: https://haas.campusgroups.com/ical/ical_club_9739.ics

O BREC (Berkeley Real Estate Club): https://haas.campusgroups.com/ical/ical_club_9764.ics

O Business Plan Competition: https://haas.campusgroups.com/ical/ical_club_9740.ics

O (all club calendars are listed on the CampusGroups site).

force CEQ!

am Hear from

How to get your calendar feed?

B:20am
Days@Haas I WIL
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1) Outlook Calendar

After you have selected the “Calendar Export” feature from Campus Groups, open your Outlook Calendar.

1. In Outlook, on the Tools menu, click Account Settings.
2. On the Internet Calendars tab,

3. Click New.

4. Paste the URL you copied in step 3 (press “Ctrl V).

5. Click Add.

6. In the Folder Name box, type the name of the calendar as you want it to appear in Outlook, and then click OK.

Account Settings

[ Ihox - Microsoft Qulock 1

ifile Edt View Go ook Adions Help AdobePDF

= | RSS Feeds

SharePoink Lists

Internet Calendars | Published Calendars | Address Books

oy Mew. .. P2 Repair... ﬁ?‘chgnge...

>( Remowve

Mame
robin_jones@haas.berkeley.edu

New Internet Calendar Subscription

|htt|:us:,l',l'haas.campusgru:uups.cu:um,l'ical,l'ical_haas.ics

Example; webcal; ! fwawn, example, comfcalendars)Cg

Subscription Options

ﬁ Use the choices below to configure optig)

General

Eolder Mame;

Internet Calendar:

Lacation:

all Club Events

ical_haas

https:ffhaas. campusgroups. comyficalfical_haas.ics

bges Eo the Following Tocation:

hbox

d Settingsirobin_jonest. .. WOutlookhoutlook, ost
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Outlook (cont’d) Calendar publishing & Invites

After you have exported your calendar to Outlook and/or Google, you should have a calendar that looks something like this
one. Each tab will represent a calendar that has been dynamically linked. If you want to get adventurous, you can also
share with others. You can change the tab names to reflect your personal preference.

| @ ical_kellogg[1l.ics - Microsoft Outlook %I
¢ File Edit Miew Go Tools Actions Help Adobe PDF
PEfinew - | g3 X |50 | X3t | g8 | Teday | [E Search address books

: BB GoToMeeting = | @S Meet Now (5 Scheduls Mesting B

— | X

Type a question For help =

-l@ g

Calend <«
4 < M)an:al‘:‘zl):l? - s’ @ @ January 2010 Search ical_kellogg[ll.ics P~

=
Dec 27 28 29 30 31 Jan 1. 10 2
- o A00pe
February 2010 =
S M TwW T F 5 .
g New Year's
7 8 9 10 11 12 13 =
14 15 16 17 18 19 20 X
21 22 23 24 25 26 27 3 4 5 [ 7 8 9
28 1 2 3 4 5 & inter P/NC begins 6:00am |
7 8 910 11 12 13 L. Winter FT add/drop |1 begins 6:00am | | [4:00pm J.Skeels 004 (furlough) 4:00pm_] | 10:15am Exchange Frogra 10:15am Cargill (Lst Years 6:00am  wWinter 10/A clas:
9] All Calendar Items - 2| [+:00pm J.5keels 00d (furlough) 4:00pm_| | | J.Skeels 00O | [ [ 1.5keeis ooo ] | 10:15am General Manage 10:15am P&G Lunch-n-Lei 6:00am  Winter 10/4 P/N(
My Calendars =il = [6:00am Winter FT add/drop partial begirls 6:00am__| | 7:00am Super Saturday;
EH] calendar - - - - - -
Other Calendars = 10 11 12 13 14 15 16
A calagenda.ves 8:00am Free yoga class a ATT 3G antennas to be ac 7:30am Kellogg Kids Snao 5:45am Bloomberg Train [11:00am Rugby Club- Tour; Rugby Club, Grand Baha
ical_club_9714.ics S| 8:30am  KCF - Church Vis 10:15am Frito Lay Day in t 10:15am Chicago and Bay 6:00am Boston VC Trek 10:00am Kraft Marketing | 6:00am Conagra Shadov 12:00am Taste of Africa TC
S| 3:30pm KCF -Jan Dinner 10:15am HTC Presents: A ( 10:15am Deloitte Consult 6:00am Dallas PE Trek 10:15am ***RESCHEDULEL 10:00am Winter A drop di 8:00am Kellogg Volleyba
bin.a.j et il T - - ) ; .
:;h';:“':a“;’;@""’ n = 10:15am Interviewing 102 10:15am Interviewing 102 6:00am  MYC VC Trek 10:15am Applying Busine 10:15am HTC Presents: Yo 9:45am  KPTSA Election F
ical_kellogg[i].ics - - - - - -
IcalPhiass ke iy a, 18 19 20 =T 22 23
fapeeT Callenetars i Kellogg Rugby Football Club- T Fré-41:08am.|-| [Instruction Begins: Kathle ] | [ Private Appointment | | [__Private Appointment | | [ TEST of Campus Groups: || | 6:00am LEED Training; Ja
How to Share Calendars | (2:000m Martin Luth{r A [__Pprivate Appointment | | [__Private Appointment | | 7:30am  Kellogg Kids Mu: Private Appointment 7:00am  Kellogg Marketir
5| 6:00am Application for F Martin Luther King Day (__private Appointment | | 6:00am IMC - Chicage C: 2:00am  CampusGroups f 8:00am Kellogg Volleyba
Open a Shared Calendar... &| S5:00pm KCF - Sunday Sm Matin Luther King Day; I [ Private Appointment ] 6:30am  Winter Makeup 1 10:00am Test Out to CA; K Private Appointment 8:00am Soccer Practice; E
Share My Calzndar... - - - - b - -
Send a Calendar via E-mail... 24 25 26 28 29 30
Publish My Calendar... 11:00am Test: Test 10:10am KELLOGG LEADEF 10:00am Kellogg Kids Evai 5:00am McManus Annu:z 10:00am Winter 10wk dro 5:30am Africa Business C
add New Group 2| 5:00pm KCF - sunday sm 10:15am An Asian Americz 10:15am A Fireside Chat v 10:15am BWAH: Special C 10:15am KHC presents Let 6:00am  Africa Business C
| 5:00pm KCF - Sunday Sm 10:15am Conversation wil 10:15am Eaton Corporatic 10:15am Identifying Cont 3:00pm Kellogg Kids TG 7:00am DECS 433/434 W
""" = 10:15am Marketing Interv 10:15am Fmr Pres. of Qua 6:30am  IMC Chicago Trel 10:15am IMC - The Busine 3:30pm  Spring 2010 App 8:00am Kellogg Volleyba
- - - - - -
31 Feb 1 2 4
7:00am Aussie Open Me
= 2| 9:45am  Private Equity Int
5| 200pm  special K vocal ¢
Z| 3:00pm Special K! Dance
-
_ J
| 376 ttems 37 PM.

This falder is up to date.
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2) Google Calendar

File Edit Miew Favorites Tools  Help

b

Google ‘

%Cnnvert - 5E.'|E.'l:|:

-" Search = 4+ @ - E?' Share + gl - Sidewiki + :?;" Check =~ EI Translate + r]?_| AutoFill - ('_(,,, % v . robinpic

ﬂ? “{Q? [88{’ ]@ Support | CampusGroups

[M amail - Inbox {25) - robin... ] I

ﬁ B - géa 'l-_;}’EaQEv-:ﬁETgnISv

Web Reader more v

Gmail Calendar Documents

0g onto Google and select ‘Calendar’ link.
2) Select ‘Other calendars’

robinpic@gmail.com | Settings | Help | Sign out

Calendar Documents Web HReader

Grmail more v

GOU'SI@ calendar | | [ Search my calendars
Create Event [ 4 | » | Apr 11 — 17 2010 Refresh
Quick Add Sun 411 Mon 4412 Tue 4/13
Tasks
= April 2010 =
S M T w T F S o
28 29 30 31 1 2 3 - /7 O\
4 5 6 7 8 9 10 Gam
11 12 13 )15 16 17 . kel L (e
12 19 20 21 22 23 24
25 26 27 28 29 30 1 ram . URL: |
2 3 4 5 & 7 8 — . )
a If you know the address to a calendar {in iCal format}, you can type in the
£ Sam address here.
Ny calendars [ Make the calendar publicly accessible?
Sam o
. : [ Ada Catendar [ Caneal]
Create e e
R0
11am
3
1Z2pm
Seftings dd v m
3) Click on "Add", and 3.a.) Select "Add by URL" 5
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Google (cont’d) Calendar Publishing

4) Insert/paste (CTRL V) ‘ics’ link into URL: Enter the URL given to you on the CampusGroups calendar page for this club

Add by URL

URL: httpsi/fhaas campusgroups.comficalfical_clul_9739.ics

[fyou know the address to a calendar (in iCal format), you can type in the
address here.

[JMake the calendar publicly accessible? ¥y calendars
[ Add Calendar ” Cancel l -
Seftings Create

¥Other calendars

5) Select ‘Add Calendar’

6) The calendar link will display

All Haas Groups -

Settings Add

6

|1 ’ | STIUVY Sl L VPRI

The calendar at https:/haas.campusgroups.comicalical_club_9739.cs will be indexed by Google Calendar,

Apr11-172010  Refresh Pt Day Week Month 4 Day:
Com AMA4 Han 4147 Tus 4147 Thu AMLC Cri 4L Cmb
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Google (cont’d) Calendar Publishing

= April 2010 =
S M T wW T F S
28 29 30 31 1 2 3 TE
4 5 & 7 & 9 10
11 12 13 15 16 17 —
18 19 20 21 22 23 24
25 26 27 28 29 30 1

- = Sam

) = | = =
hittpsYhaas.campusgroups..comdicaliical _club_ 9739.cs

Displaw onhy this Calendar
My calendars ) ) )
Hide this calendar frogn the list

robin.a.jones@usa.net Calendar setting=

seftings Cre pgtifications
Send to a friend
™ Other calendars
Add a friend’s calendar UL L L L L
Il Il . il .
Al Haas Groups EHE EEENENEB
1pm
Settings v
Zpm

7) Select the down arrow button with the calendar name

8) From pop-up window, select ‘Calendar settings’

This user guide is intended for the Campus Groups student Student Club Members, endorsed by Campus Groups Copyright 2010



Google (cont’d) Calendar Publishing

9) From this screen you can customize your calendar, by name, addressee, etc.

10) Select ‘Save’

Create Event

Quick Add
Tasks

E April 2010 =
= M T wWw T F S5

28 29 30 31 1 2 3
& 7 & 9 10
13 ) 15 15 17
18 15 20 21 22 23 24
25 26 27 28 2% 30 1

: =

2 3 s 6 7

My calendars

robin.a.jones@usa.net i

Settings Create
¥ Other calendars
Add a friend’s calendar

-
Settings Add ¥
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https://haas.campusgroups.com/icalf/ical_club_9739.ics Details

Calendar Details

Motifications

« Back to Calendar | S@ve || Cancel

Calendar Name:

Description:

Location:

Calendar Time Zone:
URL:

Embed This Calendar
Embed this calendar in your
website or blag by pasting this
code into your web page. To

embed multiple calendars, click
on the Customize Link

Calendar Address:

Anyone can:

You can:

https:ffhaas.campusgroups.com/ficalfical_club_8739.ics

(GMT+00:00) GMT (no daylight saving)

https-//haas campusgroups comfical/ical_club_9739 ics

Paste this code into your website.

Customize the color, size. and other options

<iframe src="http:/fwww_ google com/calendar/emhbed?
sro=ts0udusTgwkdidsTab0rm Tmdgrg0g2fie
A0import.calendar.google com&ctz=America/Llos_Angele
5" style="border: 0" width="800" height="600"
frameborder="0" scrolling="no"=</iframe=

| XML JICAL JHTHL]
ts0uBusTgwkdidsT5b0rm Tmdgrg0g2fi@import_calendar. google com)

(Calendar ID:

See all event details

See all event details

@« Back to Calendar
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3) iCal Calendar

1) Select the Groups calendar “ics” file link from Campus Groups, see below.
2) When dialogue box opens, select subscribe
3) Paste “ics” link into ‘Calendar URL’ (CTRL V)

4) Click Subscribe

'__g iCal

File Edit

CALENDARS
] Home
] work
F CampusGroups

FSCOOPEREHAAS BEERKEL...
M cCalendar ]
] Tasks

FAMECOOPER @M ATL O

SUBSCRIPTIOMNS
[ DEA mMaster Event Cal._.

= CampbusGrouns—all

Exporting calendars:

Calendar Wiewr Wird o

Help

Subscribe ...

Go Online
CGo Offline
Online Statu

Publish. ..
Unpublish..

5 Fublish H

Send

Refresh
Refresh All

Enter the URL of the calendar you want to subscribe to.

Calendar URL: | https://haas.campusgroups.com/ical/
. ical_haas.ics|

Cancel ) Subscribe
1'

[

Change URL...
Find Shared Calendars...

4

Select link to locate ‘ics’ files: https://haas.campusgroups.com/calendar.aspx#export

Tutorials: Cutlook | Google Calendar | Zimbra

There are three types of campusgroups.com calendar:

= m The clubs calendar (for each individual club):

= n Black Business Student Association: https://haas.campuszgroups.com/ical/ical_club_573%.ics

You can export the campusgroups.com calendars to a number of "iCal" supported calendars including Google Calendar, Outlook Calendar, Zimb
To export the campusgroups.com calendars, you need to copy one or several of the URLs below (http://...) into vour preferred calendar
campusgroups.com calendars feeds are updated every time an event is added or updated.

= m The "All Club Events" calendar (all events from all clubs): https://haas.campusgroups.com/ical/ical_haaz.ics

= m BERC (Berkeley Energy & Resources Collaborative): https://haas.campusgroups.com/ical/ical_club_S783.ics

iCal, etc.

‘ICS’ files are here!
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HINT: ICS files are the calendar files
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iICal (cont’d) Calendar Publishing

5) After you select subscribe you will see a’dialogue’ box that is executing. That will open the following window

below.

6) Select the update occurrence that best meets your needs. You will see your selected ‘ics’ file in the

@ “Subscribed to” window.

“Untitled” Info

17 Name: My CampusGroups Events| ] |'- I :-]

Description:

Subscribed to: https://haas.campusgroups.com/ical/ical_hz

Remove: EAI&rmS
E Attachments
ETD Do items

Last updated: Wednesday, April 14, 2010 1:45:20 PM PT

Auto-refresh v Mo g
Every 5 minutes

Every 15 minutes Zanceljl E 0K j

7 Every day - -

Every week ' 1:30 PM
tMaster Cale

7) Select ‘OK” and you will see the window on the far right! ﬁ

-Secur'it'y — Live
ting

O

800

CALENDARS
] Home

] CampusGroups

ZCO0OPEREHAAS.BERKEL. ..
M calendar
] Tasks

ZAME.COOPERECGMAIL.CONM
SUBSCRIPTIONS

(] DEA Master Event Cal...
H CampusGroups-aAll Ev...
Wl My CampusGroups Ewv...
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FAQ’s and Tutorials

a. Online tutorial: http://www.campusgroups.com/assistant/theater/ecg.html (In process of updating)
b. Tutorial and FAQs: https://haas.campusgroups.com/student community?club_id=549
c. Feedback/bugs/questions: http://tinyurl.com/haascg?2

BLOG POSTS

BLOG POST

How to create a basic event?

Jan 26 0 S} 0 Comments

How to Add/Invite members
Jan 25, 2010 Sl 0 Comments
Member tags

Jan 21, 2010 S} 0 Comments

How to export CampusGroups
calendars to Zimbra

Jan 21, 2010 S} 0 Comments

How to use Privacy Settings in
CampusGroups?

Jan 21, 2010 S} 0 Comments

0 Categories
& FAGs (0)

# General information & news (2)
& Tutorials (12)

USEFUL LINKS

Users Support
Tutorials, FAQs and Discussion Board
for existing users of CampusGroups.

RoomReservations Module (RR)
Self-service Room Reservations
Module

AlumniAffairs Module (AA)
Administratiocn Medule for Alumni
Affairs departments

StudentLife Module (SL)
Administration Module for Student Life
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How to create a basic event?

BLOG POST

by Almudena Ruiz on Jan 26, 2010

1) Leg on te CampusGroups
2] Log as an officer {=ee: "How to log
3) Select "Organize Events" in the top

4) Select "Create an event”.

@ Events

0 upcoming events in total nﬁ Creatq

You have 0 events,

5) In the "What" box:

* Choose the officer in charge of the
+ Give the event a name.

@ What ———

* Event coordinator:  Almuden

Event type: - Select

* Ewent Name:

BLUG FUSI

How to Add/Invite members

by Almudena Ruiz on Jan 25, 2010 | Category: Tutorials

1) Log on toe CampusGroups

2) Log on as an officer. (see: How to log on as an officd
3) Select "members” in the top menu.

4) To add one member:

= Click on "Add one member", in the text box enter the name
and click "Search”.

@@ Members

How to use Privacy Settings in CampusGroup:
by Almudena Ruiz onJan 21, 2010 | Category: Tuterials

1. Introduction

In this tuterial we describe how to use new privacy options for contents in CampusGroup
uUntil now, we were allowing groups to restrict access to events, now we have added privi
piece of content that groups post on CampusGroups (emails, surveys/forms, photos, doc

Web pages, etc)

In the figure, we can see the different kind of contents where we can add privacy options

G A one memBTE iy, Add several members &Y 1mpor

* Check the box next to the name of the member and click "4

STEP 2: Select your new member

N, David
Full-Time &%

david

@ Send her her password

= Add selected member...

5) To add several members:

a mlimle mm "AAA cavaral mmammha e Fill fhe fmet beese itk the

|z TN orreCns]

Y Privaiey wiel ligs

[ Preview [ Fsseed

[ iy
FRATRHTCALFRAS) veur eont ko ¥ Privavy sellings T reeview [ re
L)
TEATRHT ¥ LA FAON) veur el e purnt e ) Privavy sellivgs (] Prewiewe
) Privecy settings
LU IEN . =VEN LIS Vou bly e s o’: & 2 Preview
r
[Errwra | ) Privacy settings 3
JZIIEH AL Vs Do [
. : i [C—
A TREHT AROLTT ¥our axaut Ls pace [edi] ¥ Privauy sellings 7 Previeer
RN TRHT PRI FTTFRE) veur BEefanatktors ) Privauy selligs T Previeer [ Rz ol
TIATRH R ATACT] eur sentct rfr-aban fecl ) Privowy sellivgs [T Provicw
HH ) Vewa gy ) bievsoy settings [ Prewiw g P ol
VIEH ¥ AL Vet gy sy ) brwvacy settings (1] Prewiew
SR IEN “FO1CS) Yeur wialos sz nlo doane 261 ) Provacy settings T Presiey
s = Ak st e hate oy sttt o e st P .
SN IEN ¥ HLAROIL B et
SN IEN M MLAROICS] i ) ooy settings [ Preview
SR IEN - zt) You liee v alinle wvers ) Bravacy s=ttings T Presiey
ELOATENT ¥ LT 23] Aotk Tz T Privecy settings 0 Prewiey
,_.7 Veur Jumeir buard g des wesile viilor:
oK ISCUSE O Prvacy sottl 5
TN 2IECUSE 04 b g | Pevacy sottings ) Previes
T Veur nwhd b bl T Preivnn

) Privacy seHings

2. Privacy Settings

11
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