Logics™
Instructions for Using

Internet Calendar (iCal)

To Populate Your Logics Calendar in MS. Outlook

You can share your Logics Calendar with your Outlook by completing the following steps:

1. Make sure your role has the required permission for using iCal.

Edit Role (=]E
ﬁh i 7 [V Has permission to access case documents 2
j“‘ Has permission to view client contract/Agreement
|=!/ Report i

- (If unchecked, any document name containing the words
¢ Admin 'contract' or 'agreement’ would not show under documents tab)
& Members Has permission to view case services
E  Description Has permission to import new cases/leads

Has permission to access other teams' cases (Main office users o
[¥] Has permission to see SSN and Student Loan PIN

Has permission to mass update task due dates

[¥] Has permission to access 'Apply For Consolidation link'

Has permission to view 'Other users Esign log' i
Has permission to Approve Cases

Has permission to view other user's SMS logs

Has permission to use Internet Calendar (iCal)

v
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2. Go to your Logics account’s User Settings and under Integration tab, Calendar Integration
section, copy the URL. You do not need to click on Regenerate Token button. Just click OK to
close the settings window.

hi Josh Hooper | Help Desk | Tutorials | Settings | Change password | Log-out

N

Settings ofX] : | 2 Refresl ~
13} Notifications “ [/ Signature “ EA/Attorney License # “ @ Integrations | {

4! CALENDAR INTEGRATION [

’_https:// sandbox.irslogics.com/ical.aspx?ctoken= 0092052470392001661802_‘;
| . Regenerate Token _

| @cancel |[_ @0k |




Logics™

3. Inyour Outlook, go to the calendar section. On the top menu, click on Open Calendar. From the
drop down options, click on From Internet and paste the URL you copied form Logics into the
URL field. Press OK.
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4. You will see that a new calendar is added to your outlook which shows your Tasks and Events in

Logics Calendar.

4 » March 29 - April 4, 2015

Show tasks on: Due Date

Tasks

5. To sync your Outlook with your Logics calendar at any time, click on Send/Receive button as

shown below.
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6. To adjust the interval for Send/Receive recurrence on your Outlook, you need to go to your
Outlook Options under File menu and click on Advanced. In Advanced setting page, find
Send/Receive sections and click on Send/Receive... button. In the pop up window set the
interval, as shown in the below screenshots.
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You cannot make any changes to the tasks and events from Outlook. You can only see a view of
your Logics calendar in your Outlook using iCal feature. For making any changes, you still need
to go to your Logics account.

| Logics, under Settings/Integrations/Calendar Integration if you press the Regenerate Token
button, and then click OK, a new token will be created for your iCal. When a new token is
created, your current iCal in Outlook will not be in sync with your Logics calendar any more. You
will need to copy the new URL and add an internet calendar in Outlook, as described in step 3
above.



