How to Setup Redant to Work with Outlook Shared Calendars

To use the shared calendar functions, you will need a desktop copy of Outlook 2016 or above and
either an Office 365 basic email account. We do not support Outlook which is using other third-party
email systems such as Google Mail/Calendars.

If you already have a ‘shared’ outlook calendar available in your Outlook then you can skip these
steps and go to the section ‘Redant Calendar Setup’.

If you are the only Redant user and the system is run from a single computer then you can use your
own Outlook Calendar. The reference for the calendar link will be the email address (see later) of the
calendar. If however, there are other Redant users on other computers then you must setup shared
calendars as shown in this document or use a free outlook.com email account.

Redant will not work with ‘Public’ calendars. How do | know if | have a public or shared calendar?

In Outlook select your calendar view as follows:
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Under ‘My calendars’ on the left-hand side you will see a list of the available shared calendars —a
shared calendar will have an email address associated with it. Public calendars are shown under
‘Other’ Calendars and ‘do not’ have an email address. Make a note of the email addresses of the
shared calendars you want to use for Redant alternatively see below on how to create shared
mailbox calendars.

Redant can interact with three different calendars at present. These are for employee holidays,
production and user. You can use one calendar for all three but be aware it will become crowded
with a lot of entries.

The holiday calendar is used by the new redant holiday module (available for purchase) which works
within the shop floor data collection system. This allows employees to provisionally book holidays
and notify staff of their intention via email. All the appropriate company policies such as correct
notice given and maximum allowed on holiday within their group are checked prior to the employee
requesting a holiday saving time and money. A member of staff can then authorise the holiday which
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is then added to the appropriate holiday calendar for all to view. The employee is always aware of
what has been provisioned and accepted using a shop floor terminal.

The production calendar records the due date of a job and keeps track of delivery date changes
made in redant. A production manager can then visually see what jobs are due per day, week or
month via the calendar. If this calendar was combined with the Holiday calendar, then it becomes a
very powerful visual tool showing jobs due and who is on holiday.

The user calendar would normally be the user’s own local calendar but could be a
sales@yourcompany.co.uk calendar as an example. Presently it will receive quote follow-up
reminders, but in the future may contain other entries.

Every redant user who interacts with these calendars must have them available in their outlook
otherwise entries will not be shown and they will not be able to make them either. They will also
receive an error message which will be annoying. See later under the 365 shared mailbox setup
section ‘Add Shared Mailbox Members’ to give users access to a shared mailbox and how to setup
Outlook

Redant Shared Mailbox Setup

Login to your Office 365 account and select ‘Admin’ from the left Menu

If this option is not available then you will need to sign in to 365 with an Admin user or get your
account upgraded to allow Admin rights.

Expand ‘Teams & Groups and select ‘Shared Mailboxes’

Teams &t groups
Active teams & groups

Policies

Deleted groups

Shared n:ﬁilbo ies

Marketplace

Billing

Setup

Show all

You will see a window similar to the following showing any shared mailboxes already setup. If the
mailbox is listed then see the section below to allow which users can access the mailboxes.
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Stone Technology Ltd

Shared mailboxes

ke a support team, to receive and send email
to add or ren members, set up automatic

Add a shared mailbox Refresh Search tt

Name Email

sales sal edantsoftware. co.uk

Add a shared mailbox

Select “ to add a new mailbox

Enter the mailbox details. Example below

Add a shared mailbox

Email can be sent to and from the name and email address of the shared mailbox,
rather than an individual. After you create the shared mailbox, you can add members
who can read and reply to email.

Name

Holidays

Email Domains

holidays @ | redantsoftware.co.uk v

Select Save Changes to create the mailbox.
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Your shared mailbox was created

Within a couple of minutes you can add members who can read and reply to email
sent to the shared mailbox.

You can also manage mailbox details such as automatic replies and email forwarding.

Next steps

Learn more

Select ‘Add Members’ to add existing 365 users to this mailbox

Select the ‘+ Add Members’ button

Shared mailbox members

Add members

No members have been added yet

Check each user you want to have access to this mailbox followed by the ‘Add’ button

A Add shared mailbox members

Display name

Accounts

Accounts@redantsoftware.co.uk

Dee L. Coleman

dee@redantsoftware.co.uk

Close the shared mailbox entry and navigate to the following from the left pane:
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Microsoft 365 admin center

All tenants

Home
Users
Active Lrﬁrs
Contacts

Guest users

Teams & groups

Here you will see a list of all mailboxes including the new one you have created. Select the new
mailbox to open its properties.

holidays@redantsoftware.co.uk Unlicensed

Select Reset Password:

HO Holidays

Re«et password Block sign-in Delete user

| Reset passwnrd|

Account Wi Licenses and apps hail Cnelrive

Username Last sign-in

Enter a new password for the mailbox and save:
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Reset password

holidays@redantsoftware.co.uk

Automatically create a password

Passwords must be between 8 and 256 characters and use a combination of at least
three of the following: uppercase letters, lowercase letters, numbers, and symbols.

Password

it wek @

Require this user to change their password when they first sign in

Email the sign-in info to me

Your email

mark@redantsoftware.co.uk

You now need to add this new shared mailbox to each desktop Outlook system who will be using the
functionality in Redant.
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Adding an Email Account / Calendar to Outlook Desktop

Open up the users Outlook and select File from the top menu:

Email Items ~ v
RQ New Tea

-

Select Account Settings and then Account Settings again as shown below:

© Account Information

{n) Info
“ mark@redantsoftware, co.uk
Open & Export Microsoft Exchange
4 Add Account

F‘ Account Settings
agy

Change settings for this account or set up mor

Account connections,
Settings ~ Access this account on the web.
IT Ac : A .um,{...redafﬂmo
&% Add remove accounts or change | St

existing connection settings.
) Account Name and Sync Settings
&% Update basic account settings such as
account name and folder syncsettings.  Jut of Offi

e® Delegate Access others that you
&® Gie others permission to receive items il messages.
and respend on your behalf,

From the following window select New to create a new entry under the Email Tab. If however the
shared mailbox is already listed then you can skip this section.

Email Data Files RS55 Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

] New... B repair.. P Change.. @ setas Default K Remove 4 &

MName Type

@ mark@redantsoftware.co.uk Microsoft Exchange [send from this account by def...
sales@redantsoftware.co.uk Microsoft Exchange
accounts@redantsoftware. co.uk Microsoft Exchange
support@redantsoftware.co.uk Microsoft Exchange
holidays @redantsoftware.co.uk Microsoft Exchange

Selected account delivers new messages to the following location:

mark@redantsoftware.co.uk\inbox
in data file Ch\Users\Mark',. \Microsoft\Outlook\mark@redantsoftware. co.uk.ost
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Enter the email address of your shared mailbox you created earlier followed by connect. Enter the
mail box password and continue. Wait for the message ‘Account Successfully Created’ to appear.
Close Outlook, wait 10 seconds and then start it again. Navigate to the File > Account Settings >
Account Settings and the new mailbox entry should now be visible. You can add more than one
before closing outlook.

R Outlook

Email address

holidayS@redantsnﬁware.co.uld

Advanced options +

The newly added mailbox will be shown in the Outlook left pane below the inbox of the main user
similar to below:

b sales@redantsoftware.co.uk
b Accounts@redantsoftware.co.uk

b support@redantsoftware.co.uk

Outlook shared mailboxes can be used for email, tasks, calendar entries etc. Any new item added or
changed is shown to every user who has this mailbox installed. This is a good way of adding email
mailboxes to Office 365 without paying for a license. The proviso is that you must have at least one
paid mailbox in outlook but you can have as many shared mailboxes under that.

Select the Outlook Calendars from the top of the left pane:
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Under My Calendars select the ones you want to display

%@ My Calendars 5
Calendar 1 - mark@redantsoftw...
Calendar - sales@redantsoftware...
Calendar - support@redantsoftw...

When Redant makes changes using anyone of the integrated calendars then the changes will be
shown in the relevant calendars immediately.
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Redant Calendar Setup

There are three calendar entries that have to be made in Redant to enable them to interact with the
outlook shared calendars. As mentioned previously, all three-calendar links can point to the same
Outlook calendar but be aware of how busy the calendar will be.

You do not need to setup all three calendar. Only setup the ones you require and make sure the
Outlook users have the appropriate calendar(s) available.

The first calendar link we shall setup is the User Calendar. This calendar will record entries to remind
a Redant user to follow up new quotations, normally after 7 days.

Login to Redant as Admin from the user’s computer and then from the main menu select
Maintenance>Users>login ID N.B. you must login from the user’s computer to perform the test
below so you are working with their Outlook.

For each user who requires Redant to create calendar entries on their own personal calendar, enter
the details for the ‘Outlook Calendar (Email) field as shown below. This will be the email address of
the calendar. If this is their own then it will be their email address or if it’s a shared calendar then the
email address of the shared calendar. Once you have entered this then select the ‘Test Calendar’
button to make sure a test entry has been made to the appropriate outlook calendar. Select ‘Save’ to
record your changes. If an error appears then either you have spelt the calendar email incorrectly OR
the user does not have access to the calendar in question. See earlier in this document to see what
shared calendars the user has access to in Outlook

Email Font |bauhaus 93 Font Size |12
Outlook Calendar (Emai) | Mark@redantsoftware.co.uk | TestCalendar
SMTP Server smip.office365.com | Send Test Email
Sm-w e e mark@redantsoftware.co.uk | v‘pew_ Ema” qu
SHTP Password T
58T 1 Clear Text

SKTP Port Authentication Type

The second Outlook calendar is for employee holiday entries. From the main menu select
Modules>Maintenance>Employee

From the top menu select Holidays>Groups as shown

€f Employee Maintenance - Redant
Shifts/Rates  Breaks Holidays Setup Report lLogs |

roups l
Employee No ﬂ %}EE E IE

Name i Periods |

Clear Holidays |
Payroll Mo. - —
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See the section ‘Holiday Groups Setup’ in the Holiday Bookings document (available separately) on
how to setup the holiday groups.

SHoliday Groups

Group . Period Period of Period of Period of p Minimum
No Desctiption Maximum ) eave Notice Leave Notice ~ Cal Hrs Ca
P 1 Miling |2 [1 5 support@redantsoftware.co.uk |2 | hot
2| Turming | N support@redantsoftware.couk | 4| hol
3 [Stf 2 1 [5 [85 [noi
4 |Management " 1 15 8.5 |hol
* |
|
I— —1 ! —
| |
< >

Calendar Close
Test

Each group can have a different holiday calendar along with its own ‘Calendar Category’. Scroll the
group grid to the right and enter the email address of the calendar required for each group. Use the
‘Calendar Test’ button to verify the calendar is working correctly for each group entry. The Category
names must be entered exactly the same as in the outlook calendar e.g., ‘Green Category’ etc.

Holiday Groups

heriodof Per}od of Email Mnimum, Calendar Name Calendar Category
Leave  Notice Hrs
| 2 10 support@redantsoftware.co.uk 2 holidays@redantsoftware.co.uk Blue Category }
5 [10 'support@redantsoﬂware co.uk 4 4@Isdtﬁ@gdaﬂtsﬁoﬂware.co.uk 'Gieen Category |
5 10 85 holidays@redantsoftware.co.uk test
5 _'10 85 :hohda)"s@redamsoﬂware.co.uk 1yellow category
*
|
< >

Calendar Close L\s
Test

When selecting the ‘Calendar Test’ button an entry should appear in the shared Holiday calendar in
Outlook. See previously for an explanation of any errors and again make sure you are at the User’s
computer when performing the test. Each calendar test must be done for each redant user from
their computer.

The final calendar to setup is for the Production Calendar. This calendar will record the due date of all
jobs entered including any changes made while the job is live. Completed jobs are automatically
removed from the calendar and any delivery date changes made in Redant are also reflected in the
calendar.

From the main menu select Maintenance>Setup>Defaults then select the ‘Application’ tab. Enter the
Production calendar email address under the ‘Production Calendar Email Address’ field followed by
the ‘Test’ button. (See previous regarding any errors and corrections). Check to see if a test entry has
been made to the calendar in Outlook. Select Save to continue. Make sure all Redant users restart
their programs to ensure the changes take effect.
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Company T ;ﬁ%icaﬁon; T Switches T General T User Interface T Data CollectionT Documents
RedAnt System Folder |WserverWorkingWPC 5t | -|
Viserveriworkingiwpcsdrawings!

Drawings Drive | | Folder | | {clear to use document tree)

Logs / Import / Export Root Folder j“se_n_'enw?_'”"?‘??“‘sja,",tkﬂg?l

Documents Folder / Exports |WserverWorkingiWPC SDocuments\ | 7| create Sub Folders

Reports Folder isErvE WO ERIIINEC Siepts ISKIERUE. | =]

Invoice Export Folder :1‘.se“n.rerl‘.wcll.rkinli.;l..wpcs.'LSaqe,Eﬂl

Job Card Scan Folder {Wserveriworkinglwpcslobcardscans!, | {leave empty to use Job folder} File Extension |PAf
Works / Job Root Folder {heervenworidngiwpcadocuments

GRN Docs Drive | | Folder | | {clear to use document tree)

SQL Data Folder (SERVER) ASEL Dl

Backup Folder (SERVER) hwerveilSL Daclupi .

Auto Backup Time 01:08:00 ﬁ Schedule Time imm ﬁ

Production Calendar Email Address | SUPPori@redantsoftware.co.uk _ | Test Calendar |

You have now successfully setup redant to work with Outlook calendars. Make sure all users restart
their redant systems to apply the changes.

If you are not using any of the calendar functions e.g., Holidays then there is no need to enter an
email address for that calendar. Redant will ignore any calendar links that are empty and no
interaction will take place.
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