How to Archive User Calendar Data from
Meeting Maker to View in FermiMail
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Overview

This note describes the recommended procedure to archive a user calendar exported from Meeting
Maker for viewing in FermiMail. Archiving here means to save a copy of Meeting Maker data without
actually moving that data into the FermiMail system. The major steps are:

Export Old Calendar: Export the old calendar from Meeting Maker.
Convert Old Calendar: Convert the old calendar to a format that FermiMail can interpret.

Complete the Converted Calendar: Open the converted calendar to polish and/or complete it.

el

Open-to-View Completed Calendar (optional): View the archived calendar alongside your

FermiMail calendar.

Requirements
e This procedure requires the use of the windows Meeting Maker client and Outlook 2010. It also
requires the use of a supported web browser to access the calendar converter.
e Users are cautioned: do not import an archived calendar, to avoid creating duplicate or

misleading calendar entries for yourself and your colleagues.
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Known Issues

If you are archiving a smaller number of events from MM to FermiMail, perhaps fewer than 20
to 30 events, then we recommend that you simply recreate those events manually in FermiMail
instead of using this procedure, and then save your calendar from FermiMail. This reduces the
technical risk and invests your time in learning a tool you will use in the future. Learning this
procedure will have no value once it is completed, and there is chance that MM will not export
your calendar (silent failure) or that you will import your events into a secondary calendar (pilot
error).
The following features are NOT exported by Meeting Maker, and thus are not treated in this
procedure. They must be archived or setup manually in an archived calendar:

o To Do items

o Banners (multi-day all-day events)

o MM Options — Private, Reminder, Reminder Interval, Flexible, Labels

o User Interface configuration data — working hours, label values, proxy/delegate settings



A. Export the 0Old Calendar

L

1. Open the Meeting Maker windows application.

2. Llogin as yourself.

a. (Archive Service only) To proxy as the User whose calendar is to be exported: select

Proxy in the menu, and then More Proxies...

File Edit Label

Proxy | View Window Help

Ctrl+Shift+L
Ctrl+R

Edit Favorite Proxies...

Share Calendar...

Show in Calendar...

Remowve All from Calendar

Mare Proxies...

b. (Archive Service only) Then select the user to be migrated. Click Open >>>, and OK.

a Open and Close Proxy Windows

& CD OoFPM

. CD Vicky's Conference Room
E CDWH5SW Conference Room
E cDWH7X-W Woodshed

E cowHaro

E cDwHI09 west

& Cole Dave

& Currie Tim

& HuntAndrew

I.-’-‘wailal:ule Prosies j Prozies open in separate windows:
EE cDFCCi1 Conference Room

B cDFCcii | Bpcuks |

E coFccn7 . |

[ cD FCcc2aConference Room SRS

[l cD FCC2B Conference Room

[ cODFcca conference Room . I

=]
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3. Select the File menu, then select Export as ICalendar by Date...

" & Meeting Maker Calendar

File | Edit Label Proxy WYiew Window Help

Mew Main Window Ctrl+5Shift+ M
Mew Activity/Meeting... Ctrl+M
Mew Banner... Ctrl+B
Open Event Ctrl+0
Close Ctrl+W

Email Guests

Import ICalendar... Ctrl+Shift+]

Export as [Calendar by Selection... Ctrl+Shift+E

Export as [Calendar by Date... II
Export as Text...

Export as HTML... Ctrl+Shift+H

Page Setup...

Print Schedule... Ctrl+P

Print Events... Ctrl+5hift+P (

Sign Out Ctrl+L

Exit Ctrl+Q

4. Set the From and To dates to capture as much or as little of your calendar as you want to
migrate. This selects all Events that fall within this time window. If a recurring meeting has at
least one occurrence in this time window, then all recurrences of the meeting are shown even
those outside this time window. This example captures basically all of a user calendar, from the
earliest MM data to the future. We strongly recommend exporting no more of your past
calendar than needed due to issues silently preventing some older MM events to be exported.

P |

-\T.I Export As ICalendar E|

From  [sun 1 /1 /2008 & To [sat 3 /28/2015] 3

ol

For multiple events:

{* Ewxport zingle file (" Export multiple fles

k. Cancel




Be sure that Export single file is checked.

Select OK. MM may take a LONG time to generate a calendar file to save. We have observed 5-
10 minutes delay for some dense user calendars, during which the Meeting Maker window may
appear to freeze. If this takes longer than 15 minutes, then you may have a corrupt Meeting
Maker calendar event.

a. Suspect Event in Meeting Maker Calendar: Set the From date closer to current date and
retry. Step the From date closer to the current date and retry until you get an export file
within a tolerable time. You may be able to identify the suspect event by process of
elimination, comparing the list of exported events to the MM calendar content.

Select a location and filename to save the file, then click Save.
a. For this document, we assume the saved file is called MMCalendar-Filel.ics



B. Convert the Old Calendar
1. Open the FermiMail Room Calendar Converter application suited to your goal.

a. User Archive Calendar Converter: http://jabber3.fnal.gov/cgi-bin/calendartool?Archive

Note the uppercase ‘A’ in Archive. You should see exactly the following before
proceeding:

Fermilab Computing Sector

Integrated Email & Calendar

FermiMail

MM Archive Calendar Migration Converter

Calendar File:
Output Options
Normally, you get one big converted.ics file, or:

[T Event list spreadsheet
[T One event per file zip archive

Caonvert Calendar

2. Select Browse to select the calendar file to be converted.

3. USER Choice:

a. Ifyou are archiving a User calendar, then do not select any checkboxes, OR
b. If you want to produce a compact Event listing, then select Event list spreadsheet. The
listing is of Events that would be output by the converter, so some filtering or

translation may be applied. This listing can be used to drive a manual re-entry of Events
or just to count the number of Events in the calendar file.

4. Select Convert Calendar


http://jabber3.fnal.gov/cgi-bin/calendartool?Archive

5. If you experience a converter error dump (the purple screen shown below), then please copy
the text shown and email it to exchange-proj@fnal.gov for timely resolution. You will not be

able to proceed until this error is resolved.

] - . Python 2.6.6: /usr/bin/python
<type ‘exceptions.ValueError'> Thu Mar 15 07-38:47 2012

A problem occurred 1n a Python script. Here 1s the sequence of function calls leading up to the error, in the order they occurred.

[variwww/cg-bin/ics-mm-to-ex pv in ()

282 co. DeleteUnknownOrganizer = form.h

&8 res = Calendar from :Lcal(text}

return res

I Calendar = <clazsz icalendar cal Calendar'>, Cale

r’varfwwwfcgl bin/build/bdist linux-1686/egz/icalendar/cal py i from_ical(st=", multiple=False)

ndar from_ical = <function from ical>, text="

=type 'exceptions.ValueError'=: Found no compoenents where exactly one 1s required: "
args = ("Found no components where exactly one 1s required: ""))
message = "Found no components where exactly one 1s required:

6. Select location to save the converted calendar file or event listing spreadsheet, click OK.
a. For this document, we assume the saved file is called converted-File2.ics


mailto:exchange-proj@fnal.gov

C. Complete the Converted Calendar

1. Open and login to Outlook 2010 on Windows
a. (Archive Service only) Select an Outlook profile granting access to the user’s mailbox.
b. (Archive Service only) Authenticate using your own SERVICES username and password.

2. Open-to-view the file Converted-File2.ics
a. Select the File tab, Open, and then Open Calendar:

|g]| _I| .'."l

w- Home Send / Receive Folder View

=

—fH  Open Calendar
== i Open a calendar file in Cutlook (ics, wcs). 4

% Save Calendar

iz Open Outlook Data File
Open an Outlook data file [ pst).
Open <
Print
Import
Help Imnport files, settings, and R55 Feeds into Cutlook,
2] Options

Other User's Folder
Open a folder shared by another user.

B4 Exit

iﬁ ﬁ:& Llr'b ‘lnE

b. Select the file Converted-File2.ics

c. Select OK.
The calendar should load after a few seconds. You may want to close other calendar
files in Outlook to provide screen space to view the converted file.



3. Add Event information that does not export from Meeting Maker: MM Options
a. MM Options: Private, Reminder, Reminder Interval, Flexible, Labels
b. Review Events in Meeting Maker that may require one or more of the “Meeting Maker
Options” to be re-applied in the FermiMail Event. Then manually set that option.

c. Select a Meeting Maker Event, and select its Options tab.

Detailz | Guestsl Dptionsl

Title: IA ey Private Example

Location: I
Date: i@ e 4 Durston 3
IDccurs once j

Agenda
Kl =
Delete Activity | Update I Cancel |

fid: Activity: A Very Private Example

I Detailsl Guests Options |

v Reminder 15 ﬁ Iminutes befare j

Options
’7 ¥ Private [ Flexible Label: I ,l

Delete Activity I Update I Cancel |




d. Private: Private setting is visible in each Event in the calendar as well as on the Options
tab of each MM Event.

i. ldentify Events that should be marked private, either from personal knowledge

or by scanning the Meeting Maker calendar for key symbols in the event boxes.

Wednesday, Thursday,
T2 812012

Calendar Calendar

igration Test kigration Test

3 Preparation [ 4 I

o= A Ve Private
Example

fid Activity: A Very Private Example = =]r=]

| Detailsl Guestz  Options |

v Reminder 15 ﬁ Iminutes befare j

Options
’7 v Private [~ Flesible Label: I vl
Delete Activity I Update I Cancel |
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ii. Set Private on the Converted Event by right-clicking on the Event and selecting

Private. When you view the Event details, you will see the padlock symbol
highlighted.

8:00am Calendar Migrai
[12:00pm A Very Private
4:45pm Walk 2 Run; § Ul Quick Print

g:00am

Prep for Cal Mig

@ Mew E-mail to Attendees
& Reply
i@ Reply Al
Q Forward

15 |
&) Private

4:45pm Walk 2 Run; F

B Show As r
E Categarize »
l@ OneMote
Fa  Cancel Meeting

I EHY ™ e 9|s A Very Private Example - Meeting

= 2

Meeting Insert Format Text Review ] 0

g 72 E Bmosy - ORwre  HY Q

i v | [ scheduling Assistant @ Time Zones

Cancel Copyto My = Contact o s - Categorize Zaoom
@ Tracking ~ ‘ Attendess * a' & [None @Ruum Finder - 3

Meeting Calendar

Actions Show Attendees Options Tags Zaom
Room Finder - X
| To. | | ‘
Subject: |A Very Private Example | {4 March, 2012}
S5u Mo Tu We Th Fr 5a
Update Location: | | - | | Rooms... |

%2781 2 3
------------------------------------------------------------------------------------------------------------------------------------------------ 45 6 7 8 910

Starttime: | Thu 3/8/2012 |- [1zoopm |- [0 AN day event 11 12 13 14 [15]16 17
1819 20 1 22 3 24
25 26 27 28 2 30 31
1 23 4 5 607

Endtime: | Thu3/8/2012 |- [100PM [-]

e
E | |Good [ |Fair [l Poor

Choose an available room:

Mone

In Shared Folder: m Converted-File2.ics
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e. Reminder, Reminder Interval: Reminder settings are only visible on the Options tab of

each Event in MM.

iii. ldentify Events that should be marked private, either from personal knowledge
or by scanning the Meeting Maker calendar for key symbols in the event boxes.

io3 Activity: A Very Private Example

Details | Guestz  Options |

¥ Reminder ﬁ mirutes before -

(== ]=]

Options
’7 ¥ Private ™ Flexible Label: -
Delete Activity Update | Cancel |

iv. Set Reminder and Reminder Interval settings using the interval selector.
v. Then click Send Update

A Very Private Exarnple - Meeting

A | [l Address Book

- E,,f Check Mames
Contact
Attendees ~ 4;3 Response Options =

Attendees

ﬁ Show As:

L Reminder:

[l Busy

Mone

Maone

0 minutes
5 minutes
10 minutes
15 minutes
30 minutes
1 hour

-

B

Reminder Interval Selector:

=

Note Bell symbol

vi. If you receive an error saying that there is no one to send this to, you should put
yourself in the To... list.

vii. If you receive more warnings about tallying responses, then please click through
these to send the update. We are updating a calendar “offline” before saving,
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which Outlook is not accustomed to doing, so Outlook will treat some of our

actions as probably in error.

f. Flexible: Flexible setting is only visible on the Options tab of each Event in MM. We have
not been able to determine a direct translation for MM Flexible in FermiMail.

g. Labels: Labels are only visible on the Options tab of each Event in MM. Labels can be
implemented by FermiMail Categories and/or Importance settings. Since labels have

been applied by different users for different grouping or labeling purposes, we defer to

users to apply these features as they see fit to accomplish their goals. If you select

Categorize and then All Categories, you should be able to customize the Categories to

implement whatever custom Labels you may have used in Meeting Maker.

. I
D ‘2] Private To assign Color Categories to the currently selected items, use the chedkboxes next to each
dl: P High Importance category. To edit a category, select the category name and use the commands to the right.
Categorlze I LowImportance Mame Shorteut key fowo;
1
[71 [ Green Category
* X [71[] orange Category
Elue Cat
I:l ue Lategory i [71 ] Purple Category Color:
[0 Green category M1z 3 [] ] Red Categary _
[F1[] Yellow Category mn
[l oOrange Category Th Fr 3a Sharteut Key:
12 3
|:| Purple Category 5 9 10 E
16 17
Red Catego
O aen 2 B M
[] vellow Category 29 30 A
BE AN categori
EE A gories... ] [ :
I Good Eair Poar K Lancy

Coler Categories

(=

13



4. Add Event information that does not export from Meeting Maker: Banners
a. Identify Banners in Meeting Maker that you wish to retain.

Wednesday, Thursday, Friday,
3212012 32212012 232012
{Computing Sector: Uszer Calendar Migrations 3} <‘ | A Banner in Meeting Maker

b. Select Home, Week view (in Arrange group). Select-drag your cursor across the days you
wish to create the Banner for and type in the title.

21

Search Converted-File2.ics [Ctrl+E) A

Wednesday 22 Thursday 23 Friday 24 Saturday

Computing Sector: User Calendar Migration I:|

5. Manually re-create EVENTS reported to use unsupported recurrence patterns.
a. For any Events reported by the Converted as having an unsupported recurrence pattern,
you will have to manually create these events in FermiMail. This was very rare in testing
across many calendars, but technically can happen. Please see Recreating Unsupported

Recurrence procedure for guidance.

6. Visually inspect their FermiMail calendar against their MM calendar
a. Remove obviously duplicated Events.

viii. We expect that there will be some duplicates for Users who booked their own
meeting in a scheduled Room. In this case, please work with the Room Admin to
identify which meeting notice will be deleted and which will remain.

b. Look for Events that are missing.
ix. We expect that some Events will be missing if the scheduled room calendar has
not migrated yet. If this is the case, then we recommend waiting for the Room
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calendar migrations (Flag Day 1 and Flag Day 2) before worrying about whether
or not to create placeholders for these events.

X. We expect that some Events will be missing if a personal meeting has not been
migrated by the User who created the meeting invite. If this is the case, then
you may consider notifying the meeting invite creator, and in the meantime
create a placeholder event in your calendar that you can delete later.

7. Export the fixed converted.ics to the completed calendar FMCalendar-File3.ics
a. Select File, then Save Calendar

O] =5 S |
File Home Send / Rec
i

=" |

% Save Calendar ¢_I

y

Info 4

Open

Print
1M kennedy-local on CD-
'?! Metwork

1 | 1
File name: FMCalendar-Filed.ics -

Save as type: | iCalendar Format (*.ics)

Converted-File2.ics; More Options... I
Whole calendar: Full

details

b. Set the filename (here, FMCalendar-File3.ics), but DO NOT SAVE YET.
c. Select More Options...
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Save Ac |E

13 ::I; Spedfy the calendar information you want to indude.

Date Range: [Whule calendar -

Detail | Full details
Indudes the availability and full details of calendar
items

0K ] [ Cancel

d. Select Date Range: Whole calendar
e. Select Detail: Full Details
f. Select Advanced: Show>>>

Save Az &3

13 ::Ig Spedfy the calendar information you want to indude.

Date Range: [Whnle calendar -

Detail: e | Full details
Indudes the availability and full detzils of calendar
items

Indude details of items marked private <:||

Indude attachments within calendar items

[ oK ] [ Cancel

g. Check Include details of items marked private
h. Check Include attachments within calendar items

i. Click OK
j. Adialogue box will open, “... include the calendar anyway?” Click Yes.
k. Click Save

16



8. Close the fixed calendar
a. Find the converted.ics calendar in left column, usually under “Other Calendars”

b. Right-click on that calendar, select Delete Calendar

4[] My Calendars
[C] calendar 9':":'
|:| LocalCalendar
> [C] Team: William N Boroski 10 oo
[] shared Calendars

] Rooms
4 Other Calendars

Converted-Fila? irs
Efy  Openin New Window

11 0o
g Mew Calendar...

Colar 4

Eename Calendar

Copy Calendar

Move Calendar
Delete Calendar <:||

Move Up

» W FFE e

Share 4

’gf‘ Properties...

c. Click Yes
d. Your User calendar archiving is complete
xi. The next step describes how to open this file for viewing without migrating all of
the Events into your FermiMail calendar.
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D. Open-to-view the Completed Calendar (optional)
1. Open-to-view the file FMCalendar-File3.ics

a. Select the File tab, Open, and then Open Calendar:

@] & 1=
m Haome Send / Receive Folder View
B save As

@‘; Save Attachments

% Save Calendar |—

—{‘_} Open Calendar
pummah  Open a calendar file in Qutlock (ics, wves).

— Open Outlock Data File

/
| { Open an Qutlook data file (pst).
' Open ! [j

Print

Import

Help iﬂ Import files, settings, and RSS5 Feeds into Outlook.

2] Options

E Exit oy Other User's Folder

m Open a folder shared by another user,

b. Select the file FMCalendar-File3.ics

c. Select OK.
The calendar should load after a few seconds. You may want to close other calendar
files in Outlook to provide screen space to view the converted file.
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End Results

e The content of the Meeting Maker calendar has now been archived into the calendar file
FMCalendar-File3.ics. Please be sure to keep this file in a safe place.

e Meeting invites are not re-issued in this procedure, nor would they be expected to be since this
procedure is intended only to capture all Events for later personal viewing.
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