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Overview

This feature allows events or functions to be exported to one or more Google Calendars. The
export is one way (from Banquets to Google Calendar). Any changes to calendar events made in

Google Calendar will be ignored.

Use Case(s)

This document describes how to set up the export of Events to Google Calendar.



Setting up Export Events to Google Calendar

To set up Export Events to Google Calendar, go to Settings > Users > Manage My

Google Calendar Event Export Settings.
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Click ‘Connect To Google Calendar’ button to begin the configuration.

Click the Connect To Google button to start configuring Export Events to Google Calendar.

Connect To Google Calendar _

Done




The first time this feature is accessed, ReServe Cloud will request access to your

Google account.

NOTE: If you are not currently logged in to your Google account, you will be prompted to

do so.

Google

@ Have offline access

Deny

- ReServe Cloud Google Calendar would like to:

4
il

Once authorization is granted, you will be prompted whether to export Events or

Functions.

Specify whether or export Events or Functions to Google Calendar.

A

[ Google Calendar Business Type F-‘v:'-w

Next Cancel Function

Events is the most common choice. Functions can be chosen if the current organization

books events that span weeks or months.

Next, you will be prompted to select the Google Calendar to export to. You may choose

an existing calendar, or create a new calendar. The filter criteria can also be selected on

this page. It is recommended to add at least an Event Site filter.

Specify the Google Calendar that events will be exported to.

Description | Leslie's Google Calendar

Choose Google Calendar |New Google Calendar o

Create Mew Google Calendar « or ,

Specify the filter criteria for Events to include. |

Add/Edit Criteria Show/Hide I
Field: Comparator: Value:

1) Site » | |[Equal To ~ | ReServe Entertainment Center

Add

Save Cancel
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Once Export Events to Google Calendar is fully set up, ReServe Cloud will begin
exporting existing events and functions. (Click ‘Export Now’ link if not.) This may take
several hours to complete depending on the number of events or functions that match the

filter criteria.

Done

Disconnect From Google Calendar

Google Account reserveuniversity@reserveinteractive.com

Connected Yes

Add Calendar
Actions Calendar Name *
Edit {ExportMow [Delete  New Google Calendar Leslie's Google Calendar
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Done

NOTE: Newly created or modified events/functions will usually export to Google Calendar

within a few seconds.
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Agenda

Export Events to Google Calendar only maintains events or functions with a start date
within the last three months. When the initial export is performed at setup time, all

matching events/functions in the past three months will be exported.

As time moves on, events scheduled more than three months ago will remain in Google

Calendar, but any changes to them will not be exported from ReServe Cloud.
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