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GENERAL INFORMATION

WHAT IS AN ICAL FEED?

iCalendar (iCal) format is a standard for calendar data exchange. An iCal Feed enables an application to publish Date
and Time based data via the iCal standard to an external calendar application like Google calendar, an iPhone
calendar or Outlook. By subscribing to iCal feeds you can view the up-to-date status of your calendaring and
scheduling information.

The information is presented in real-time and is updated when the AV calendar is updated. Important: itis
essential when subscribing to a feed to ensure that you instruct the app you are using (Outlook, Mac iCalendar, etc.) to

refresh the feed at reqular intervals. Additionally, with Google calendar this cannot be controlled and updates shown

in Google Calendar occasionally lag a day or more behind even though the AV feed is always providing live data.

ArtsVision supports iCal Feeds for the events recorded in the AV calendar module.
WHAT DATA IS SUPPLIED WITH A FEED

This data is based on the default filter from the Fellows user group profile in ArtsVision. The feed will show the name
of the location, the name of the project, the event type, event status, and calendar text.

TO SUBSCRIBE

To subscribe to an iCal feed, you need the unique iCal URL presented on the filter wizard screen. The url will follow a
format similar to the example below. Copy and paste the link below into your favorite iCal reader ie Google calendar.
Specifically, for Google- go into Google calendar, on the left-hand side, under other calendars, click on the dropdown
box, then add by URL. A box will pop up and paste the link into that. It may take some time to download.

Sample Ical Feed URL: https://av2.artsvision.net/calendar/ical/?apikey=XXXX&password=password&feed=xx52

USING THE DATA

An iCal feed only displays data. The data is read-only and cannot be changed in the iCal Calendar. You can NOT edit
the data from a data feed.

However, you can copy the data to another calendar — usually by dragging and dropping or cut and paste — and edit it
there in your own local calendar. You can also overlay different calendars in most programs.
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INSTRUCTIONS

The following information is supplied for assistance in using iCal feeds in the most common applications.

Please note that ArtsVision does not support these applications or guarantee that the iCal
feed will work for your users or organizations.

We cannot provide support unless:

e The support issue can be replicated OR
e ArtsVision determines that the iCal feed itself is not working
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OUTLOOK

To subscribe to an iCalendar feed using Outlook 2007, 2010, 2013

From Tools menu select Account Settings

Click on the Internet Calendars tab

Click the New button

Type or paste one of your calendar URLs then click Add

P w N e

Account Settings

Internet Calendars
You can add or remove an Internet Calendar. You can select a calendar and change its settings.

1’ .
E-mal | Data Fles | RSS Feeds | SharePont Lists | Internet Calendars | Publshed Calendars | Address Books |
Grew.. bt

Internet Calendar Sae Last Updated on

New Intemnet Calendar Subscnption

Enter the location of the Internet Calendar you want to add to Outiook:
\ https://iwww.artsvision.net/clients/nws/icalfel

Example: webcal: /foww . example. com fcalendars /Calendar ics
Add | Concel

s.aspx ||

Subscribed Internet Calendars are checked once during each downioad nterval. This prevents your st from possibly
bang suspendad by the publeher of an Internet Calandar,
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In the Subscription Options dialog box, you can optionally rename the calendar.

(G N
Subscription Options @

":ﬁ Use the choices below to configure options for this Internet Calendar.

rename [
General —
Folder Name: Orchestra Victoria| o

Internet Calendar: ical

Location: htm://www.artsvision.net/dientsW opti Ql"l?ﬂ
Description: - description

—

Attachments
[~ Download attachments for items in this Internet Calendar

Update Limit

[¥] Update this subscription with the publisher's recommendation. Send/Receive groups do
ate more frequently than the recommended limit to prevent your subscription
from po¥ily being cancelled by the content provider.

hlichad

check this box

OK Cancel

VIEWING MULTIPLE CALENDARS IN OUTLOOK

You can open a second calendar in a new window and display up to 30 calendars in side-by-side view. You can also
overlay calendars to see transparent calendars stacked on top of each other. This view is useful when you want to find
a common free time slot on several different calendars.

In Calendar, the Navigation Pane shows a list of your calendars under My Calendars. This list includes your default
primary calendar in Outlook where meeting requests that you accepted are saved.

Other calendars, or secondary calendars, can include calendars that you created to track a project, a personal
schedule, or some other calendar event that you do not want to mix with the items on your default calendar. For
example, your default calendar might be your calendar for work, and your second calendar might track your child's
soccer team schedule.

VIEW CALENDARS SIDE BY SIDE

In Calendar, in the Navigation Pane, select the check box of another calendar that you want to view. The calendar that
you selected opens next to the calendar that is already displayed.
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OVERLAY CALENDARS
In Calendar, in the Navigation Pane, select the check box of another calendar that you want to view.
The calendar that you selected opens next to calendar that is already displayed.

Repeat step 1 for each calendar that you want to view.

On the Calendar tab [ S0¢¢er League H\, click @,

The calendars are now in overlay mode.

Duy Weet, | Moath ‘OM“WIOMM“

« (> May 26 - 30, 2008
T Celendw

2% Monduy n Tutiduy 28 Wedsesdey 2 huridey 30 Friday
| -
[ — | L [=——1 _— — =1
— = 3 _ -
— o o‘—o
[—] e CC ) -
_ p—— 1 - | -
el -
. | - e
| — -
o |- - l-
S— | e
= L IR IR ]
— I -‘ N e (@
= _-| L
— — “ | -
— = - — —
S — — —— IR _|Im
O — — !

To add another calendar to the overlay, repeat this step.

REMOVE A CALENDAR FROM THE OVERLAY STACK

In Calendar, on the tab of the calendar | Ralaledas ‘ alocceylcaoue . that you want to remove from the overlay
stack, click #.

The tab moves back to the right. The calendar that you selected is no longer displayed in overlay mode.

Repeat step 1 for each calendar that you want to remove from the stack.
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In Outlook 2007 you may get a very long list of errors after adding. This usually only happens once at the beginning
and you can ignore the errors. After providing the first and only time of giving this list of errors the Calendar should
work.

TROUBLESHOOTING WITH OUTLOOK

TimeZones

In Outlook the times on a calendar will reflect the TimeZone of YOUR computer not the timezone of the organization.

Refreshing the Calendar

If your organization makes changes to the iCal feed you may need to refresh the feed. If the changes are substantial

then you may need to delete and recreate the calendar. You can do this in the Account Settings where you added the
feed.
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GOOGLE

In order to use a Google Calendar you must have a Google account. Once you have a Google account you have the

options to use Calendars.
To subscribe to an iCalendar feed using Google Calendar:

1. Open Google Calendars
2. In the left column towards the bottom, click on the arrow next to Other Calendars section .

3. From the menu select Add by URL.

[ -
~ October2011 < >

SMTWTF S e
25 26 27 28 29 30 1

2345678 9am
9 10 11 12[13]14 15
16 17 18 19 20 21 22 10am :V1
23 24 25 26 27 28 29
303 1 2 3 4 5 1am
~ My calendars v 12pm
W catherine Wadley
1pm
Tasks
2pm
~ Other calendars -
Add a friend's calendar  Add a friend’s calendar

Australian Holidays Browse Interesting Calendars

Calgary Philharmonic Add by URL\

Import calendar

H vso
B Orchestra Victoria S. Setings
Tom Nazell's Calendar
7pm
wadley.matthew@g...
Weather 8pm
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4. Enter the feed URL in the dialog box then click Add Calendar.
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Add by URL

URL:

http://mcb.berkeley.edu/mcb_seminars.ics

|

If you know the address to a calendar (in iCal format), you can type in the

address here,

() Make the calendar publicly accessible?

( Add Calendar ) ( Cancel )

You should get a message that the calendar was imported successfully.

Once you see your calendar on the list of Other Calendars click on Settings to rename the calendar.

~ October 2011

30 31 1

~ My calendars
Catherine Wadley

Tasks

~ Other calendars

Australian Holidays
Calgary Phiharmonic
W nso
[ Orchestra Victoria S.
Tom Nazelii's Calendar
wadley.matthew@g

Weather

2345678
9 10 1 12[13]14 15
16 17 18 19 20 21 22 10am
23 24 25 26 27 28 29

SMTWTF S

1

11am

12pm

1pm

2pm

Add a friend's calendar

Browse Interesting Calendars
Add by URL

Import :ae/
Settings

7pm.

8pm

You can either click on the general settings pick list (shown above) and choose your calendar on the general settings

page or you can click on calendar name itself and go directly to the settings.
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@ Google Calendar - Mozilla Firefox
File Edit View History Bookmarks Tools Help

[ Gothenburg Opera - Bugs

£ Taylor & Francis Online :: A Multiple. ... | ;% Zoho CRM - i | L ArtsVision Oniine | B8 Google Calendar

€)@ hps google.com/calendar/renderThi=

+You Gmail Calendar Documents

Google ===

Calgary Philharmonic Schedule Details

Calendar Details  Notifications rename

« Back to calendar | Save | [ Cancel

Calendar Name: Calgary Phiharmonic Schedule
Description:

Location:

Calendar Time Zone: (GT+00:00) GHT (no daylght saving)
URL: hitos /v v artsvision net/cients/cpo

Embed This Calendar
Embed this calendar in your websit or blog by pasting this
code into your web page. To embed muttipl calendars, cick
on the Customize Link

Paste this code into your webste
Customize the color, size, and other options

<iftame src="https://vww. google.com/calendar

wE 0=

world rugby cup

google.comctz=AmericalNew_York" st
Width="800" height="600" frameRorssr=

rder:
scroling="n0"></{frame>

Calendar Address: (Calendar .
Anyone can: See all event details
You can: See all event detaiis

«Back to calendar Save | [ Cancel

©2011 Google - Terms - Privacy Policy

To set notifications click on the link Notifications (shown below) . Here you can get notifications or reminders by email

or text.

€ 9 |[@ nitps//www.google.com/c
NS

wE O xy-Cf

world rugby cup S

+You Gmail Calendar

arch Calendar

h optons

Google
Calgary Philharmonic Sche:

« Back to catendar Save |

Event reminders:
Unless otherwise specified by the individual event. By defaul, remindme via  Email v 10 minutes v before each eventr

Add a reminder

Choose how you would like to be notified:
New events:
&\ You won' receive an email notification when somebody invites you to an event. Learn more

Changed events:
Receive a notification when someone sends an update about a changed event

Canceled events:
Receive a notification when someone sends an update about a canceled event.

Event responses:
Receive a notification when guests respond to an event for which you can see the guest list

Daily agenda:

Receive an email with your agenda every day at Sam in your current time zone.

Set up your mobile phone to receive notifications.

«Back to calendar

©2011 Google - Terms - Privacy Polic

Email sMs
=] B
=] B
8 B
B B
a
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OVERLAYING CALENDARS IN GOOGLE

ION'

To overlay or select a specific calendar click on the calendar in the selector box on the left column at the bottom. Each

Calendar is assigned a color. You can change this color by clicking on the calendar settings.

Week View

§@ Google Calendar - Mozilla Firefox =
File Edit View History Bookmarks Tools Help
Gothenburg Opera - Bugs x lnTaonl & Francis Online: A ... * I {1 Nashville Symphony - Symp... * I |_| ArtsVision Online q B Google Calendar x | |_| New Tab x I + ‘ >
€ | B https://www.google.com/calendar/render?hi=enditab=wc % B =% | & |- neshville management softwaresch £ | A+ B~ H -

Google  sewencaerea (o [—

Calendar Today < >  Oct16-22,201 Day Week Month  4Days  Agenda & (¢]

World clock

m Sun 1016 Mon 10117 Tue 1018 Wed 1019 Thu 10720 Fri10/21 Sat 10122
7 [[Dayort ] Hamiton Concert Tral [ Hamiton Concert Tra Eactom e 1100
Eastern Time 1:19pm
~ October 2011 <> Orchestra Free Day
NY/MIA

SMTWTFS

25 26 27 28 29 30 1 Zam

Australian Holidays

M calgary Philharmonic ... 10am «~10-11 «“10-11
AV Weekly Update celed: AV
Weskhs lIndate

W nso

M Orchestra Victoria S.

Tom Nazelif's Calendar

wadley matthew @g 1pm

3pm -
4pm
Spm -

Weather

© London 6:19pm
© Stockholm 7:19pm
- €India 10:49pm

23 4567 8 € Brisbane 3:19am
9 10 11 121314 15 3am Settings
16 17 18 19 20 21 22
23 24 25 26 27 28 29 4am
303 1 2 3 4 5
Sam
~ My calendars !
W Add Calendars by
Catherine Wadley 6am clicking on calendar.
. Calendars showing are
asks
7am allocated a color =
~ Other calendars ] 8am L
Add s friend's cale '
%am
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Google Calendar - Mozilla Firefox =
Fle Edit View History Bookmarks Tools Help
2] Gothenburg Opera - Bugs ~ | [ Taylor & Francis Online i A... | 1 Nashville ymphony - Symp... - | |_| ArtsVision Online - | B Google Caendar x | [ NewTab x| +]-

w.google.com/calendar/render?hl=enfitab=wc

badl < I + =" 2]

*3 - : nashville management software sch © | & | B3 +

B hps

(&>

Google  seeencaemesr [ [—
Calendar < >  Octover2011 Day Week 4Days  Agenda - c
s Hon Tue Wed Thu Fri sat World clock

oett PacificTime  10:19am

~ October 2011 <>

Orchestra Free Day

1p Rehearsal

Orchestra Free Day

12 Rehearsal Master 6

6:30p MSO/ArtsVisio 8:30 GoToMeeting Invita 6 Performance Master € 9p Rehearsal

6 Performance Master € T

12p Rehearsal SWATS:

Eastern Time  1:19pm

©London 6:19pm

s
4 4pMiscelaneous Pettin + 10 AV Weekly Updati 8:30p Rehearsal Mastei 12p Rehearsal 10 Canceled: AV We 1:05p Rehearsal
o spoNCERT 10p cONCERT
9 10 11 12[13]14 15 Sattings
1617 1819202122 2 4 6 7 3
2324 2526 27 28 20 | 12p Rehearsal | Holday Yom Kippur |
303112 345 10 AV Weekly Updati 12:30 Performance Pete 12:30 Performance Pete 12:30 Performance Pete 10p CONCERT
7p Rehearsal 2011 Reg  4:30p Canceled: GoT 2 Balance Call 2011 Reg 5 Performance 2011 Re 10 Canceled: AV We
~ My calendars < +5 more +4 more +5 more more +2 more
Catherine Wadley
s 10 1 12 15
Tasks T ST (2 Renearsa! 12p Rehearsal 7:30 GoToMeeting Invita| 10p CONCERT
| orchestraFreepay | U | 2:40p Meeting Town Ha| + 10 Canceled: AV We| 10p CONCERT 3
10 AV Weekly Updats 3p GoToMeeting Invitati 12p Rehearsal Open Re
~ Other calendars C
~2more 7p Section Principals Ms +4 more +6 more
Add a friend's calendar
16 17 18 20 21 2

Austraiian Holidays

M Calgary Phiharmonic:

19
4:30 Hamiton Concert C|

1p CONCERT Western ( + 12:30 2.30pm: Linda

4p CONCERT Bethany ¢ 12 Performance Classic
7p Performance Classic 6p Balance Call Chambe

[ il ~ 10 AV Weekly Updat: 2p CONCERT Fluor Outr
7p Rehearsal Chamber  7p Rehearsal Chamber  7p Rehearsal Classic K
+3more

7p Performance Classic + 10 Canceled: AV We
+3more +8 more

8:30p Performance Cla:

W uso
10:30p Performance Cle

+2more +2 more
I Orchestra Victoria S.

2 24 25 2 27 2 29

1 Rehearsal Great Clas: 12 Rehearsal Crown Ce 2 Balance Call Great Cle 6 Performance Great Cl

e e Tl 11:15 Rehearsal

Tom Nazeli's Calendar

wadley.matthew @9 3:30 Welness 1 Rehearsal Great Clast 5 Performance Great CI 10p CONCERT
Weather 4 Herald Sun Aria Perfo  3:15p CONCERT 4:30 Rehearsal Great C  3:30 Wellness 2:30p Rehearsal
7:30p Herald Sun Aria ¢ 10 AV Weskly Updat, +3 more +2 more 2 more 10p CONCERT
30 31
T ey |
2 Brass Tour Rehearsal | FIBNGHOMIGMBUBNBNN  orss Tour Concert 1 Welness 4:30 Brass Tour Concer 4 Performance Pops 3

7p Artistic Committee M 3:30 Performance Grea' 12p Rehearsal Pagiacc 12p Rehearsal 2 Rehearsal Pops 3 4:30 Brass Tour Concer

5 Performance Pops 3
+ 10 AV Weekly Updat, +€ more '

TROUBLESHOOTING WITH GOOGLE CALENDARS

Sometimes it may take several attempts to create the feed in Google. This is due to problems with the Google
Calendar. See their instructions and troubleshooting.

Also note that is may take up to several hours for Google to connect with a feed and sometimes there can be a time
lag in the data feed.

TimeZones
There are some known issues with Google and timezones. Specifically the time may be off by an hour — particularly
during daylight saving times. There are many threads on this topic in the Google calendar forums.
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APPLE ICAL INSTRUCTIONS

To subscribe to an iCalendar feed using Apple's iCal program:

1. Open theiCal program (in Applications)
2. From the Calendar menu select Subscribe
3. Type or paste the URL into the Calendar URL field then click Subscribe

Enter the URL of the calendar you want to subscribe to.
“7 Calendar URL: 'http://mcb.berkeIey.edu/mcb_seminars.ics

( Cancel ) (Subscribe)

4. Change the name and color (optional) and update the Auto-refresh frequency to Every day (important!), then

click OK
“MCB Events” Info
‘\7 Name: MCB Events (mm 3

Description:

ar

Subscribed to: 'hnp:I/mcb.berkeley.edu/mcb_seminars.ics '

Remove: V' Alarms
' Attachments
! To Do items
Last updated: Monday, February 1, 2010 8:47:17 PM ET

Auto-refresh: | Every day

(Cancel) ( OK )

The events should now appear in your calendar.
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IPHONE 4 AND IPAD

The new OS system for the iPhone and iPad may recognize a URL as an Internet Calendar but will not create it
automatically. If you try to do this you will get errors. This appears to be an Apple bug.

Use the following workaround:

Mail the URL for the iCal feed to yourself on the iPhone.
Tap-and-hold on the link in the Mail

Select “Copy” to copy the link onto your clipboard
Open “Settings”

Open “Mail, Contacts, Calendars”

Tap “Add Account...”

Tap “Other”

Tap “Add Subscribed Calendar”

Tap-and-hold to paste the link you copied previously

0 Nk WwbN =
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