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1.Type of Users:

a. Existing Salesforce User

b.External User (Public User)

2. Book Meeting Tab:

2.1 Steps to Book Meeting:
Scenario: If an internal user of an organization wants to book a meeting with his fellow
colleague or a user who is also a part of the same organization.

1. Click on the Book Meeting Tab on Outlook Calendar Integration app.

BOOK NEW MEETING

Host

2. Megha Kammaje #

Event Details

Subject *
Event Subject
Description *
Ewvent Description
TimeZone Datz Duration
[GMT+05:30) Indiz Standard Time (Aziz/Kolkats) v Jun 20, 2023 B 30 Min -

Mo Slots Found

Participant Type

Contact

Search -'=:‘:;:';5-'-'.5 m

im{linhtnina/nA2 00 Mestina Invite —

2. Inthe book meeting Tab, fill up the meeting details.
V2Solutions, Inc.
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a. Enter Subject name.
b. Enter Description.
c. You can change the Host according to your choice.
d. Time zone- Select the time zone according to your region.
e. Select the Participant Type-with whom you want to schedule a meeting.
f. You can select either of two options- Contacts or User OR Contact and User.
g. Select the date
(3 35 PM ) 300 PM ) 330PM () 400 PM () 430 PM () 500 P () s30eM
) 600 PM ) 630 PM ) 700 PM ) 730 PM ) 800 PM ) &30 PM

Participant Type

b

Search Pamicipants :0

h. You can create new /add participant by clicking on icon in the right- hand
side of thescreen.

V2Solutions, Inc.
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Inspiring Change

MNew Contact

* First Name *Last Name

* Company Name

Select an Cption

i. Enter first name, last name phone, email, and company name to create new contact.

j- Duration of the meeting

k. After selecting the duration, the calendar shows up where you can select slots whicheversuitable
l. Click on book meeting.

m. Once you click “Book” a successful toast message will appear which means Booking has
been done successfully.

n. Once meeting has been booked, the sender and the recipient will receive anemail of
confirmation.

V2Solutions, Inc.
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Email received by the sender:

nm) noreply@salesforce.com on behalf of New Meeting = S B O

To: Debasis Rout Thu 7/27/2023 10:59 AM

Hello Debasis Rout,
New meeting has been created.

Subject: NA Duration: 30 Mins
Host: Debasis Rout StartTime: 2023-07-27 18:30:00
Description: NA EndTime: 2023-07-27 12:00:00

Comments: -NA-

Thanks & Regards,
Outlook Calendar Caonnector Team

- Reply ~ Forward

V2Solutions, Inc.
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Inspiring Change

test 2 nbox x a &
@ Megha Kammaje <meghakammaje@v2iores.coms & 10:59AM (Sminutesaga) ¢ 6 H
tome »

B test2

1 7 View on Google Calendar

Wed pr When  Wed May 17, 2023 1pm — 1:30pm (IST)
Where  Microsoft Teams
Who Megha Kammaje*

Yes Maybe No

test2

This e-mail message and its attachments are for the sole use of the intended recipients. It may contain proprietary, confidential, privileged information or other
information subject te legal restrictions. If you are not the intended recipient of this message, please do not read, copy, use or disclose this message or its
attachments. Please notify the sender immediately and destroy all copies of this message and any attachments. WARNING: This e-mail message including

attach ), if any, is believed to be free of any virus. However, it is the respensibility of the recipient to ensure for absence of viruses. The Company shall not be

held responsible nor does it accept any liability for any damage arising in any way from its use

3.Meeting Invite Tab

N Q ses me?2ef®

. i N .
222 Outlook Calendar C... Book Meeting URL ~  Contacts v  Meeting lnvite My Meetings rd

1.Click on the meeting invite tab in the application.

.. Q St | EB N I P ‘.@\]

Outlook Calendar C... BookMesting UAL v Contacts v MyMeetings  Mesting lnvite /

Invitation Type

@ Existing User
| Guest User

Internal 7
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1.Select Invitation Type.
Existing:
a) Individual

b) Group

3.1 Individual Invitation

a) Individual: If you select Individual, the meeting invite via email will be sent
individually/separately to each one of them in the selected participant list.
Each one of them can book the meeting at their own pace.

Note: All the previously sent invitations are visible. If you are going to create new

meeting invite,then Click New.

&

135 Ouflook CalendarC,.  DeokMestng URL v Comscis v My Nisstings

Flea? s P

« Existing User's Invitations

ua (Group)
Created : 22/6/2023, 3:57:42 prm » Allow Slot Date : 2023-05-25 « Expires In : 23/6/2023. 357:42 pm

la (@rou)
Created : 22/2/2023, 13:50:27 2m « Allow Slot Date : 2023-08-25 » Expires In : 23/8/2023, 11:50:27 am

Note: Click on the new to create new meeting invite.

V2Solutions, Inc.
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Inspiring Change

Send Invitation To Existing User

Mesting Type

® Individual
Group

Send Invitation To Existing User

Select Participants
Add Participant

i

- Search Participants

V2Solutions, Inc.

Internal 9



Outlook Calendar Connector C' V28©\_UT|ONS

User Guide

2.Select Participant Type i.e., Contact/User OR you can select both.

4.Add Participant of your choice.

V2Solutions, Inc.
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Send Invitation To Existing User

Invitation expire details

Invitation Expire In Allowing Slot's Last Date

24 Hours Jun 24 2023

5. Select hours in which the link needs to get expired.
6. Click Next

Send Invitation To Existing User

Invitation details
*Meeting Subject

Enter mesting subject

*Meeting Descriptian

Enzer description

7. Enter Meeting Subject.

V2Solutions, Inc.
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8. Enter Meeting Description

Send Invitation To Existing User

Invitation details
*Mesting Subjact

Enter mesting subject

“Meeting Description

Enter description

V2Solutions, Inc.
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Inspiring Change

9.Hit send, and the meeting invite link via email will be sent successfully.

10.You will receive meeting invite link via email of the meeting details and the calendar
will be blocked at the chosen time slot.

3.2 Group Invitation

b) Group: If you select Group, the meeting invite via email will be sent as in a group

and one out of all the selected participants will be able to book the meeting.

Send Invitation To Existing User

Meeting Type

Individusl

® Group

1. Select Group Category
2. Click Next

V2Solutions, Inc.
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Inspiring Change

Send Invitation To Existing User

Invitation details
*hesting Subject

Emer meeting subject

*Meeting Description

Enter description

3.Select Participant Type i.e., Contact/User OR you can select both
4. Add Participant of your choice.
5.Enter meeting subject and description.

6.You can add Participants (More than one, it’s a group meeting) and click next.

Send Invitation To Existing User

Select Participants
Add Perticipant

Contact User

3, Search Participants

Previous

6.Select hours in which the link needs to get expired.

V2Solutions, Inc.
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7.Click Next

Send Invitation To Existing User

Invitation expire details

Invitstion Expire In Allowing Slot's Last Date

24 Hours Jun 25, 2023

V2Solutions, Inc.
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10. Hit send, and the meeting invite link via email will be sent successfully.

11.You will receive meeting invite link via email of the meeting details and the calendar
will be blocked at the chosen time slot.

3.3 Book Meeting (Individual)
(On receiving the meeting invite link)

Steps to book the meeting:

Scenario 1: To book a meeting for an existing User with an invitation type: INDIVIDUAL.

New Invitation inbox » 4 B

@ Outlook Calendar Connector Team via vI8npez9ejfadkTh svnlx 8y-1geaxuac.na209 bne salesforce.com 12:38PM (B minutes agn) ¥ &

tome -

Dear Purnendu Sahoae,

Invite link to book the meeting is below, please click on the Book Meeting button, also the
following link will get expired in 24 hours

Book Meeting

Thanks & Regards
Outlook Calendar Connector Team

This is an email received for the invitation type: Individual.

V2Solutions, Inc.
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1. Go to Book meeting in the email you’ve received.
2. Enter all the details.

a. Subject
b. Description
c. Date

3. Duration- Select some suitable slots.
4.Time zone- Select the time zone according to your need.
5.Book meeting

¢ Once you book the meeting a successful toast message shall appear in
the top.

-

3.4 Book Meeting (Group)

Scenario 2: To book a meeting for an existing User with an invitation type: GROUP.

1. Go to the Book meeting link in an email you received.

V2Solutions, Inc.
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New Invitation inbexx 8 &

Outlock Calendar Connector Team magha kammajs@v2force.com via vudOhmxnjczkmTn.gggbjm By-lgeaxuacnal0..  T29PM (O minutesaga)  ff 6 H
to purnendusahoalb@gmail.com, me, ankitagunagid@gmail.com

Dear All,

Invite link to book the meeting is below, please click on the Book Meeting button, also the
following fink will get expired in 24 hours.

Book Meating

Thanks & Regards,
Outlook Calendar Connector Team

2. Enter all details.
a) Subject
b) Description
c) Date

(GMT+05:30) India Standard Time (Asia/Kolk... ¥ 27-Jul-2023

D | (@

3. Select some suitable slots- Duration.
4.Time zone- Select the time zone according to your need.

V2Solutions, Inc.
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Inspiring Change

5.Click Book meeting.

V2Solutions, Inc.
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Inspiring Change

) ERET) ET

4

Important note: In the group Invitation Type, only one participant will be able to book the
meeting. The meeting will be booked on mutual understanding of all the participants who
belong to the same meeting.

3.5 Book Meeting (Guest User)

Scenario 3: To book a meeting for Public Users.

1. Go to the meeting invite tab.
2. Go to Public User Category

i3 Outlook Calendar C... BookMesting URL w  Comacts %  MyMeetings  Meeting imvits P

Invitation Type

3. You could see previously generated links.

4. Create New to create new Link.

V2Solutions, Inc.
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Inspiring Change

“8 Q seuch Alme 20 @@

3 OQutlook Calendar C.., SockMesting  Meeting lnvite My Mestings  URL ~  Contacts ~ Vs

<« Guest User Invitations Mew |

No Invitation Found

Send Invitation To Guest User

+Meeting Title

(d

Invitation expires in
24 Hours.
Aliowing Slot's End Date

11’30, 2023

Internal 21
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5. Enter the meeting title of your choice.
6. Set the Link expiry time by clicking on the drop down “Invitation expires in”.
7. Click on Create

Send Invitation To Guest User

Public Ut

Invitation Title : la Invitation Created Time : 7/27/2023. 12:18:53 PM

Invitation Expires In : 7/28/2023, 12:18:52 PM Allowing Slot Date : 2023.07-20

The generated link which can be copied is to be sent via any
medium ofcommunication.

Ex: Gmail, WhatsApp, or any social media medium.

8. Copy the link.

V2Solutions, Inc.
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Inspiring Change

nd Invitation To Guest User

Public Ur

Invitation Created Time : 22/6/2023, 11:5%:54 am
Allowing Slot Date : 2023-06-25

1LGulpll +see24L DkFiV1 DyESZguiMFyak] RsONAGoACSuPAI03mEGy4Z

V2Solutions, Inc.
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L a s FEmae?2sP@
i3 Outlook Calendar C..  BoskMesting UL ~  Comtscs v MyMastings  Mssting nvice P
&« Guest User Invitations | new |

ha -
Created : 22/8/2023 11:50:54 2 + Allow Slot Date : 2023-08-25 » Expire In : 23/8/2023, 11:58:54 3m ‘

9. You can see set of links that are generated prior. You can reuse it by copying the same
andsend it to public users via any communication medium.
10. When you click on the Public URL that’s generated, here is how you book the meeting.

@ lala
)

(GMT+05:30) India Standard Time (Asia/K.. ¥ 30 Min

& Megha

kammaje17@gmail.com

it b 4
= IR I = e ]
t, 89344874843 | ‘ | : ‘ ‘.. ‘
e e (e (Joimn '\
(Cooopm e

21
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4. My Meetings Tab

TEST 27-07

Host : Debzsis Aout. Created : 7/27/2023, 12:12:33 P + Expire At 7/28/2023, 12:12:53 F)

4.1 Invitations:

1. Goto Invitations.
2. You can sort existing invitations based on Expiration time and Created time.

3. In existing invitations, click the right arrow mark and you are set to book the meeting.

21
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Mestings Al v Enter Maeting Title SortBY | Expirstion Time w | |

TEST 27-07 A
Host : Debasis Rout+ Created : 7/27/2023 12:12:53 PM + Expire At: 7/28/2023 121253 FM

4. You have a choice to add participants.
Mew Meeting

Host Details

a Debasis Rout E debasis.rout@wv2force.com

Participant Details -

; Megha Kammaje # Outlook Calendar

& meghakammaje@v2force.com .

Add Participant

Search Participant

Hoﬂk

5. Enter all details in the tab displayed.
6. meeting Description and title will be pre-populated.
7. Time Zone- Select the time zone of your choice.
21
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8. Enter the date and duration.

New Meeting

Meeting Details

Mesting Title

s
[ DEMO-22/E/z-001-01

Meeting Description

DEMO-22/6/23-001-11

TimeZone

{GMT=05:30) India Standard Time (Asia/Kolkats)

9. Click on the button ‘BOOK”.
10. Now the meeting is booked.
11. You can see list of meetings you’ve booked in the meetings category.

4.2 Meetings:

Tala (-ost) -
Start: 7/27/2023, 3:00:00 °M » Duration : 20 Mins

21
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1) Click on the icon in the existing meetings to see the details.

2) You have a drop down with 3 options.

a) All

b) Host

c) Date
3) You can Select and search accordingly in the next Search Bar.
4) You can filter with options start time and Created Time.

5.URL Tab

s
:2s  Qutlook Calendar C... Book Meeting  Meeting Invite My Meetings URL ~  Contacts »  Calendar a

;Rﬁ = e ‘ New Import ‘ Change Owner Prirtable View ‘
50+ items » Sorted by URL « Filtered by All url - Updated a few secands ago Q seaiiihis It HE[ L li“Z] Lol
[] URL4 v Host | MeetingSubj... ~ | Expi... \ | ExpirationDateTime | Invitat... » | Participant As Con... » | Participant As User | is Invitati... “ | isEx..

1 [] URL-06212 Debasis Rout test Group 1440 12/7/2023, 201 PM Group % E 2
2 |:| URL-06211 Debasis Rout Test Indi. Meet 1440 12/7/2023, 1:33 PM Individual Test User v \E
3 |:| URL-06093 Debasis Rout Test Guest meeting 2,880 12/8/2023, 11:51 AM Individual \;
4 E| URL-06092 Debasis Rout Test Group New 1,440 12/7/2023, 11:50 AM Group v E
5 D URL-06091 Debasis Rout Test Individual 1,440 12/7/2023, 11:43 AM Individual Test User ! -
[ [] URL-06064 Debasis Rout Test Group 1440 12/7/2023, 10:57 AM Group 7 E
T D URL-06063 Debasis Rout Test Indi 1440 12/7/2023, 10:48 AM Individual Test User d [E
8 \:| URL-06054 Debasis Rout Test Guest Meeti.. 1,440 12/5/2023, 5:38 PM Individual \E
9 E| URL-06053 Debasis Rout Test Group meet 1,440 12/5/2023, 5:34 PM Group R E
10 [] URL-06052 Debasis Rout Test Individual 1440 12/5/2023, 5:33 PM Individual Test User < E

a) In the URL tab you can see the booked URL'’s.

21
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THE END

21
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