Events

e Reserve a resource (i.e. Ghent Video Conferencing Station) on GraceLink

e Add event/resource/room to your Outlook Calendar

e Add GracelLink - Personal Calendar to Outlook




Reserve a resource (l.e. Ghent
Video Conferencing Station) on
GraceLink

This article will walk you through how to reserve different resources for your event. The example
we will be reserving here is the Bath Campus Ghent Mondopad (also known as the Zoom/Video
Conferencing Station).

If you don't have access to reserve rooms or resources, please ask Allan to give you
privilege's.

If you start at the home page of Gracelink, ensure that you are under Grace Ohio - Bath at the
top left of the page (since we want to reserve the Ghent Mondopad at a Bath site we need to have
Grace Ohio - Bath as our selected campus). If it is not you need to click on the drop down arrow to
select your campus. Once checked, click on Events.
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The calendar will show up for your selected campus. In our example, Grace College occurs on
Tuesday nights seven times and needs the station for each meeting. To reserve for this event, we
find the corresponding event in the calendar and open it up by clicking on it.
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This brings up some basic info of the event in a pop up window.
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Next we click on Manage Event.
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Click on the Rooms & Resources tab and click on the Request Rooms & Resources button.

« back to calendar
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This brings up another window that lets you drag in rooms and resources that you want associated
with your event. We have our rooms already added at the Bath Ghent Rd Student Center, so we
just need to add the Mondopad resource. To do this, in the right column ensure we have Grace
Ohio - Bath campus selected, then we click on the Resources button, scroll down until you find A/V
Equipment, open the drop list for that and drag the Ghent Video Conf. 01 rectangle into the

appropriate room.
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If you might be moving it around, you can also add it as an Additional Resource and not a specific
room. In this example | opted to place it in the Student Center Auditorium.
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Hit Save and GraceLink will submit a request to IT/Cerina for the Mondopad to be reserved!
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Add event/resource/room to your
Outlook Calendar

This article will walk you through how to add GracelLink calendar events/appointments to your work
Outlook Calendar. You are able to find and add the schedule for Church Wide events, and
reservations for rooms and resources.

If you start at the home page of GraceLink, ensure that you are under the correct campus that your
event is related to. If it is not you need to click on the drop down arrow to select your campus.
Once checked, click on Events.
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Church Wide Calendar

On the events page, Click on the calendar tab. This brings you to a month calendar view of the
events going on. If you scroll to the bottom of the page, you will see a hyperlink that will let you
subscribe to the calendar. Click on it, and Outlook will try to add the GraceLink church-wide
calendar.
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Go to printer friendly format
Subscribe to church-wide calendaB

Microsoft Outlook X

ﬁ Add this Internet Calendar to Outlook and subscribe to
updates?

http://gracelink.ccbchurch.com/churchwide_calendar.ics?
strip_html=true

To configure this Internet Calendar, click Advanced.

Advanced... Yes MNo

This will add the calendar under your Other Calendar calendar group (by default). Of course you
can organize this to however you want it.

> [l Other Calendars

Rooms and Resources

On the events page, click on the Room and Resources tab. If you are looking for a room, click on
Room. This brings up all the rooms at your selected Campus. If you are looking for a particular
resource click on Resources. This brings up all the rooms at your selected Campus. Click on the
specific room/resource you are looking for, and on the next page that loads up click on the Actions
dropdown menu and click on Subscribe to this resource's calendar.


https://kb.gracechurches.org/uploads/images/gallery/2021-06/image-1624378594020.png
https://kb.gracechurches.org/uploads/images/gallery/2021-06/image-1624378662467.png
https://kb.gracechurches.org/uploads/images/gallery/2021-06/image-1624383265519.png

ROOM — BATH OFFICE CAM < backto list Actio

<)

Edit this room

Grouping: Bath Office Delete this room

Campus: Grace Ohio - Bath Change... { Subscribe to this resource's calendar
Approval Groups: Event Approvals - Grace Church - Bath

Settings: Allow Conflicts: No, Allow Layout: No, Notify Approval Group Leaders When Requested: Yes

USAGE QUESTIONS (0)

ity [Calendar

P June 2021 o TUESDAY, JUNE 22, 2021

sU MO TU WE TH FR  SA : .
There are no events using this room on Jun 22

20 21 23 24 25 26

27 | 28 | 29 | 30

Outlook will try to add the GracelLink calendar.

Microsoft Qutlook X

Add this Internet Calendar to Outlook and subscribe to
updates?

http://gracelink.ccbchurch.com/churchwide_calendar.ics?
strip_html=true

To configure this Internet Calendar, click Advanced.

Advanced... Mo

This will add the calendar under your Other Calendar calendar group (by default). Of course you
can organize this to however you want it.

> [l Other Calendars
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Add GraceLink - Personal
Calendar to Outlook

By looking in GracelLink, you can easily access to all the events that are relevant to you, your
GracelLink groups and ministries by going to the Calendar page. Under your campus, open up
Events. Under the Calendar tab, mouse down to the drop down menu on the right side and expand
it to select Personal Calendar.
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The calendar will reload and you will be able to see events related to you.
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We can also add a calendar ICS of this directly to Outlook. Below the calendar you have the option
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9a Volunteer
9a Volunteer @ Mo
11a Volunteer

9a Hold meeting R
9a Volunteer
9a Volunteer @ Mo

11a Volunteer

31

6:30p Young Profes | LEWRGILEELLENL 4p Hold meeting Re
7p Collective Prayer for Sabbaticqiis«Ru=1l11{==

6:45p Volunteer

2 3

4p Hold meeting Rc

Tp Collective

10:30a Bath Campl 7p Collective

Go to printer friendly format

CSubscribe to my calenm

Prayer for Sabbatigi=l«RUslThii=1-Ty

6:45p Volunteer

You also have the option to look at the Campus-wide Calendar, or, if you have privileges, the
Administrative Calendar and view either the Admin Campus-wide, Admin Public, Admin
Facilities, or All Events Admin Calendars. These may include other events ontop of the
"Personal - Your Calendar".

4p Hold meeting R
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Subscribe to calendar

using...
Google Cal Apple Cal Outlook Cal

or copy calendar URL...

webcal/gracelink ccbchurch.com/individual_calendar...

Once you allow Outlook to open, this will come up

Microsoft Outlook =

: Add this Internet Calendar to Outlook and subscribe to
% updates?

http://gracelink. ccbchurch, com/individual_calendar.ics?
id=9908tk=Z5MAHBZNTEEGTYENXWDEIRSCHIGPETDDE
strip_html=true

To configure this Internet Calendar, click Advanced,

Advanced...

Yes Mo

You may want to open Advanced settings to change a few preference related settings, like naming
the calendar in Outlook. By default it will name the calendar: Personal Calendar for Full Name .
Here | rename it to Personal GraceLink Calendar to help me recognize it is an internet calendar

from Gracelink. | also personally checked Download attachments for items in this Internet Calendar
incase there are attachments | want to look at.
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Subscription Options >

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

General
Folder Name: Personal Gracelink Calendar
Internet Calendar: Personal Calendar for John Fahringer
Location: http://gracelink.ccbchurch. com/individual_calendar.icsTid=9%0
Gtk =ZSM4HEBZNTEEGTYEMNXWDEBSRICHISPETD D& strip_htmi=true
Description: ICS - Personal Calendar subscribed from Gracelink -

B Display this calendar on other computers with the account:  jfahringer@graceohio.org

H Update this subscription with the publisher's recommendation. Send/Receive
groups do not update more frequently than the recommended limit to prevent
your subscription from possibly being cancelled by the content provider,

Current provider limit: Mot published,

OK Cancel

e ——

Hit Okay and Ok. Now it will show up as an individual Calendar under Other Calendars group in
Outlook!
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