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TeamSeer Outlook integration

TeamSeer can automatically update your Outlook calendar with holiday that you've booked,
and put your chosen colleague’s days off in the 'top bar' of Outlook.

To enable this, there are two steps that you need to complete:
a) Update Outlook integration preferences in TeamSeer
b) Update Permissions in Outlook

(NB: you only need to do this once!)

Note: failure to complete both steps will result in your Outlook integration account being
disabled in TeamSeer.

1) Team Seer Outlook integration

In TeamSeer Home page go to My Admin - > Calendar Sync - > select Yes under ‘Calendar Sync’
guestion?

Home My Admin My Reports HR Admin Reports Charts

My Admin Outlook

:‘;‘3‘;‘2; Calendar Synchronization for

Relationships

Key Dates

Allowances Calendar Sync? Yes M
Calendar

Calendar Sync

System

Quick Login

Mobile

Records

Book Leave Settings
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You can also select the employee(s) who you would like to track in your Outlook calendar.

Who to track in Outlook [] Alexandra
calendar?

Tip: Please keep the number of people you are tracking in Outlook to no more than 30. If you
wish to track more than 30 users, please refer to the Team View calendar.

Remember to click Submit changes button.

You can also refresh all the Team Seer appointments if you have previously experienced
issues with your outlook synchronisation.

SUBMIT CHANGES

Test to make sure that TeamSeer can sync to my Outlook calendar

Reset (refresh) all the TeamSeer appointments on my Outlook Calendar
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2)  Outlook Calendar permissions

Outlook 2013/2016 for Windows

1.  Open Outlook and choose Calendar view at the bottom

gg...

or select Calendar Permission from the tool bar

Send / Receive Folder View OffCAT ;. Tell me what you want to do

B By @ EFEEEREBEREE B B B R B

New MNew NewSkype Today Next7 Day Work Week Month Schedule Open Calendar E-mail Share Publishj Calendar
Appointment Meeting Items -~ Meeting Days Week View  Calendar - Groups - Calendar Calendar Online §Permissions
Mew Skype Meeting Go To ra Arrange Iz Manage Calendars Share

2. Right click on your calendar and choose Properties

4 m| My Calendars

/| Calendar Openin Mew Windou

o5
E Mews Calendar..,

Hide This Calendar
[E Drverlay

% LColor 3

Copy Calendar

*  howe Down

Ehare k

Properties...

This will open calendar properties window

5|Page



Click on the Permissions tab

| General I Harme Pag! Permizsions ISynchru:unizatiu:un

Mame

Permizsion Level

Crefault

Add... ] [ Remowve ] |F‘r0perties...

Click Add

| General | Home Page | Permizsions | Synchronization|

Mame Permission Lewel

Free/Busy time

Add... [ Rernowe ] |Prnperties...

Type in teamseer in the search field - > select TeamSeer-Outlook Sync Account

[ Catendar Propenies

Geneial | Home AutdArchive T e —
et tem e Ao [ e ) L. W™
Hame Permission Level -
Defautt Free/Busy time ;
Anorymous Mone Go | Offline Global Address List - atewanimpeniala = Advanced Find
Busineis Phone Location
- TeamSeer- Sherfield Building, Soul
= Teas, Gareth Research Associate 7249, 7th Floor, Blackett
. & Teade, Julian P Professor of Gastroentercd.. 020 3312 1072 CL3 026, Chsrence Wing
Permitsions & Teadle, Edward Undergraduste Sie Alexander Fleming |
Permassion Level: = Tebbuts, Andrew C Director of Student Regruit,.. 020 7554 8042 3rd Fleos, Sherfield Bui
Fead ¥ & Tebbutt, James Research Postgraduate 020 7594 TOE3 Sth Fleor, City and Guil
@ None ] & Tech Foresight Faculfy Bullding, Soutr
(2 Free/Busy time Ll & Tech Foresight Analyst Faculty Building, Soutk
& Free/Busy lime, e & Techachainiran, Natcha Electrical Engineering ®
= subjed, location i & Techawal, Harudom Tanaks Building, Soutk
1 () Full Details
) [t Fresusme) @
i Orthetr Free/Busy.- t
Delete items T
v Alesander Fleming | =
1 @ Hone 1
) Orwm
0 an
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6.

7.

Advanced Find

729, Tth Floor, Blackett

C13 026, Clarence Wing
Sir Alexander Fleming £
3rd Floor, Sherfield Bui
Sth Floor, City and Guil

Facufty Bullding, Soutt
Faculty Busiding, Soutt
Electrical Engineering, ¢
Tanaka Buslding, Soutr

3

Sir Alexander Fleming £ ~
'

Click Add -> OK
-
Calendar Properties & 1
i = - ]
| General | Home AutoArchive T — = -_—
J Page I . Add Users - —
.
Name Permission Level E :
Scarch: @ Name only More columns  Address Book
Default Free/Busy time X
Anonymous None teamseer Go  Offline Global Address List - atewan@impenal: «
Hame Taie _Business Phone
{' = Mdf ] o Tear, Gareth R Research Associate
- Teare, Julian P Professor of Gastroenterol,.. 020 33121072
Permissions - Tearle, Eoward Undergracuate
Permission Levet [None & Tebbutt, Andrew C Director of Student Recrust... 020 7594 5042
Read o - Tebbutt, James Research Postgraduate 020 7594 7083
o tech
© None & Tech Foresight
Free/Busy time o Tech Foresight Anatyst
Free/Busy time, e & Techachainican, Natcha
subject, location [ & Techaval Narudom
U ) Full Details 45 Technical Project Services Devel...
" 25 Technical Project Services Mana..
Ottes Reet/Bust 2% Techtonics List
Delete items :°, Teck, Anastasia
s teck.cheuls
.{ o « [ ]
Al
Click on the TeamSeer-Outlook Sync Account user in the list of users - > change the

Permission level to Author - > click OK

General | Home Page | Permission: | synchronization

!a en!ar!mper‘cles E

Marie Permizsion Lewvel
Default Free/Busy time
TeamSeer-Cutlook Sync Account I Author

) Free/Busy time Create subfolders

® Free/Busy time, Edit 0w
subject, location Editall
Full Details
Cther Free/Busy.,
Delete items Other
) Mane [IFalder owner
Trivh [T Folder contact
@ Al [¥] Folder visible

< | m | 3
[ Add... ] ’ Rermaowe ] [ Properties... ]
Permissions
Permission Level: [Author v]
Read ITILE
Mone Create items

[ Cancel ]

[

Apply
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Outlook 2010 for Windows

1. Open Outlook and choose Calendar view at the bottom

L—] Mail

| Calendar

E_E;I Contacts

Eﬁsks
al O3 (4] -

2. Right click on your calendar and choose properties

4 hy Calendars
Calern’
55

Open in Mew Window

EH]  Mew Calendar..,

Calar L4

[Py Copy Calendar

w  Mowve Down

Zhare k

|3 Properties. |

This will open calendar properties window
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Click on the Permissions tab

| General I Harme Pag! Permizsions ISynchru:unizatiu:un

Mame Permizsion Level

Crefault

Add... ] [ Remowve ] |F‘r0perties...

Click Add

| General | Harme Pagel Permissions |Synchronization|

Marme Permission Lewvel

FreefBusy time

Add... [ Remuove ]|F‘ru:uper‘ties...

Type in teamseer in the search field - > select TeamSeer-Outlook Sync Account

[ Calendar Broperties B l

N

Advanged Find

Location

Sherfield Building, Souge
729, 7th Floor, Blackett
€13 026, Clsrence Wing
Sir alexander Fleming E
3rd Floor, Sherfield Bui

5th Fleor, City and Guil

Faquity Building, Soutr
Facuity Building, Soutr
Electrical Engineering, £
Tenaks Building, Soutk

W

Sir Alemander Fleming £ -
b

—
[rssves ] Y
Name Permission Lewel
Addieis Book
Duefault Free/Busy time -
Anarymous Hane Qffline Global Address List - atewandimpeniala =
Business Phone
& Teas, Gareth Reseanch Associate
i = Teare, Julian P Professor of Gastroentercl.. 020 3302 1072
Permissions & Teatle, Edward Undergraduate
Permassion Level: & Tebbutt, Andrew O Diector of Student Recruit... 020 7584 8042
Read ﬁ Tebbutt, James Reseanch Postgraduate 00 7584 THE3
R sytech
FI’ Hane a Tech Foresight
(20 Free/Busy time & Tech Foresight Anatyst
i Free/Busy time, & Techachainiran, Hatcha
= subject, location & Techawal, Marudom
N () Full Details A5 Technical Project Sevvices Devel..
i
! |:: P— 2% Technical Praject Sevvices Mana...
Delete items
I @ Nene
1D Owm
D an

9|Page



6. Click Add - >then OK

-
Calendar Properties

| General | Home Page | Autoarchive

Name
Default
Anonymous

Permdssion Level

Free/Busy time
None

‘*@
Permissions
Permission Levet |None
Read
& None
Free/Busy time

o, Free/Busy time,
= subject, location

W ) Full Details
Other Free/Busy...

Delete items

i O None

) Own

2 Al |

Add Users

T —

Search: @ Name only
teamseer

o Tear, Gareth R
- Teare, Julian P
- Teadle, Eoward
- Tedbutt, Andrew C
o Tebbutt, James
o tech
- Tech Foresight
& Tech Foresight Anatyst
& Techachainican, Natcha
& Techaval Narudom
L5 Technical Project Services Devel...
45 Technical Project Services Mana..
25 Techtonics List
& Teck, Anastasia
o teck.cheul s

 More columns  Address Book
Go = Offline Global Address List - atewan@imperial: v  Advanced Find

Business Phone

Research Associate

Professor of Gastroenterol... 020 33121072

Undergracduate

Director of Student Recrunt... 020 7554 8042

Research Postgraduate

« " ]
IeamSeee-Outiook Sy Account

020 75594 7083

C13 026, Clarence Wing
Sir Alexander Fleming £
3rd Floor, Sherfield Bui
Sth Floor, City and Guil

Facufty Building, Soutt
Faculty Busiding, Soutt
Electrical Engineering, ¢
Tanaka Budlding, Soutr

E|

Sir Alexander Fleming £ ~
0

7.  Click on the TeamSeer-Outlook Sync Account user - > change the Permission level to

Author - > click OK

!a en!ar!rope !IES E
General | Home Page | Permissions | Sypchronization

() Free/Busy time

® Free/Busy time,
subject, location

@) Full Details

Other Free/Busy..,

Delete items

() Maone
@ Qwen
Al

Mame Permission Level
D efault Free/Busy time
TeamSeer-Outlook SyncAccaunt I Author
< | i d »
’ Add ] [ Remaove ] ’ Properties... ]
Permissions
Permission Lewel: ’Author v]
Read T
Mone Create items

Creste subfolders
Edit own
Edit all

Cther
Folderowner
Folder contact
Folder visible

’ Cancel ” Apply
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Outlook for Mac 2011 or 2016

1. Click on the calendar icon at the bottom of the screen

m@a& [/

2. Click on your main calendar under My calendars and choose Sharing Permissions

v | MycCalen Open in New Window

EEESS coo >

(] '
¥ i New Folder
v IM(

»L)
2

wil nnuvd

S

3. Under permissions tab, click on Add User..

Calendar Properties
General  Storage
User Role

Remove Add User...

Permission Level: None
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4. Type in teamseer-outlook - > select the account called Teamseer-Outlook Sync Account
- > click Add

Calendar Properties

[-’l teamseer-outlook B]
@ TeamSeer-Outlook Sync Account

tesdavi@imperial.ac.uk

Cancel m I

5. Highlight the Teamseer account - > change the Permission level to Author - > click OK

Calendar Properties |
General _storage ITIEIE
{ User Role
| Default None
Remove Add User...
Permission Level: Author B I
Roag
None Create items
Time, subject, location Create subfolders
Free/Busy time g °:"‘
O Full details '
Delete Other
None Folder visible
© own Folder contact
All Folder owner

Cancel
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