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CardSmart Training
How to Import your Free/Busy Times
From Outlook into CardSmart

The following steps will walk you through how to sync your Free/Busy time in Outlook to CardSmart.

1. Go to your calendar in CardSmart: https://louisville.campus.eab.com/calendar

2. Click the Subscriptions tab—>Setup Free/Busy Integration

My Calendar

Calendar View List of Calendar ltems Subscriptions
SUBSCRIPTIONS
ﬁ Setup Calendar Integration T& Setup Free/Busy Integration
Mo calendar integrations yet Last updated at 02/22/2016 04:28 PM

3. Click on the Windows Outlook Integration tab and select your version of Outlook.
Google Apps Integration Windows Outook Integration Mac Outook Integration
Using Microsoft Outlook To Post Your Free/Busy Times
Outlook 2013

Cutlook 2013 with Office 365

COutlook 2010

4. Copy the URL from CardSmart and paste it into the “Publish Online” option in Outlook.


https://louisville.campus.eab.com/calendar
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5. After you have pasted the URL into Outlook select “through next 90 days.”

Publish Calendar to Custom Server ’ [ =]
E Publishing: Skaggs,Brent Young Calendar
Location: ttps:/flouisvile. campus. eab. comfwebdav ffreebusy iy finaMR 1mk)f

Example: http:/fwww. adatum.com/calendars/

Time Span: (@) Previous through next |90 Days -

Whole calendar

Detail Availability only
Time will be shown as "Free,” Busy,”
“Tentative,” or "Out of Office” -
[] Show time within my working hours anly Set working hours

[ OK ][ Cancel ]

6. From here select Advanced—->uncheck “Update this calendar with the server’s recommended
frequency”>Ok—>OKk.

Published Calendar Settings P

Upload Method:

(@ Automatic Uploads: Upload updates periodically

() Single Upload: Updates will not be uploaded

Update Frequency:

[7|Update this calendar with the server's recommended frequency

If checked, calendar updates will be published according to the server
guidelines, regardless of Send/Receive group settings.

[ OK ][ Cancel ]

7. Next click the Send/Receive tab—> Send/Receive Groups—> Define Send/Receive Groups—> Check
“Schedule an automatic send/receive every 15 minutes”—>Check “Perform an automatic send/receive
when exiting” > Under “When Outlook is Offline” check “Schedule an automatic send/receive every 30
minutes”-> Close.
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Send/Receive Groups %

(ﬁﬁ A Send/Receive group contains a collection of Outlook accounts and
""'ﬁ folders. You can specify the tasks that will be performed on the group
during a sendreceive.
Group Name Send/Receive when

All Accounts Cnline and Offiine Mew. ..

Edit. ..
Copy...

Remawve

L

Rename

Setting for group "All Accounts™

Indude this group in send/receive (F2).

Schedule an automatic send receive every 15 = minutes.
Perform an automatic send/receive when exiting.
When Qutlook is Offline
Indude this group in sendjreceive (F3).
Schedule an automatic send receive every 30 | minutes,

Close

8. When you exit Outlook, you’ll now see the following dialogue box indicating that Outlook is pushing
the Send/Receive information to CardSmart.

2 of 3 Tasks have completed successfully

- |

| Don't show this dialog box during Send/Receive

Tasks |Errors

MName Progress Remaining
v Outlook User - Sending Completed

¥ Outlook User I

v Published Calendars Completed

Outlook User - Sending Cancel Task

&




Undergraduate
) Advising Practice

e | advising@louisville.edu
w | louisville.edu/advising

9. Set up a few test appointments on your calendar, click “Send/Receive All Folders” under the
Send/Receive, and check your CardSmart calendar to ensure the appointments are migrating to
CardSmart. If you have any questions, please contact Brent Skaggs at 852-1892 or Travis Ross at 852-

7515.
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