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Create an InLoox Account

PLEASE NOTE: If you have already created an InLoox trial account, you can skip steps 1-5 and
proceed directly to 6.

1.

Enter login.inloox.com in your © O X senninion x 4+ = &
browser. Please make sure that you €08 mmmgmneosenennnan © | %) B @ 0
are using a current browser version.

Enter your first name and last X | N Loox
name, your mail address and
choose a password that consists of
at least 8 characters including
letters, numbers and special
characters. Alternatively, you can
also log in with your Microsoft 365
account.

Accept the terms and conditions
and the privacy policy rassword
Click on Create Account.

You are redirected to InLoox Web
App at app.inloox.com. Fill out the -
initial questionnaire there. You can cancel

Create an Account

[ ]
Q

ate account with Microsoft

Name

Email

then invite your team to your InLoox -
account.

You willimmediately receive a confirmation email with your login data. Never share this email
with third parties!

6.

7.

Click on the activation link in the confirmation email to access all the features of your
InLoox account.

To check if the activation was successful, click on your profile picture at the bottom
left, then click on My Profile. Under Overview > Profile Details, it say:

next to your email address.

PLEASE NOTE: The person that creates the InLoox account automatically holds all
administrative permissions. You can change these permissionsin InLoox Web App in the
settings.

Invite your Team to INLOOX

PLEASE NOTE: Youeither need administrator permissions to invite other people to your InLoox
account. Or your InLoox administrator has activated the permission Allow users to invite
people to this account in the InLoox settings for all users of your account.

1.
2.

In InLoox Web App, click on your profile picture in the bottom left corner.
Click in Invite User.


https://login.inloox.com/Account/Register
https://app.inloox.com/
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& Get InLoox for Windows and Outlook

3. Inthe Invite User dialog window, enter the name and email address of the person you

wantto collaborate within InLoox and also select the basic permissions for this person:

a. Inherited by role: the person gets permissions based on the project role they

hold. This person cannot change any settings for the InLoox account. This is the
default selection recommended by InLoox.

b. Read all projects: The person gets all permissions for all projects and project
data but cannot change any settings for the InLoox account.

c. Full permissions: This person gets administrator permissions. This means that
this person can read and edit all projects and project data, as well as change all
settingsin the InLoox account. Only an administrator can give this permission to
another person.

TIP: Always appoint two people as InLoox administrators, so that at least one personin
the company is always available in case settings need to be changed or new people
need to be provided with user licenses.

4. Clickon Invite. The invited person will receive an email with a link to your InLoox

account.

Assign User Licenses

After you have invited a person to your InLoox account, you have to assign a user license to
them. You do that in the application settings under Licensing.

PLEASE NOTE: You need to have administrator permissions to assign licenses.

1.
2.
3.

InInLoox Web App, click on your profile picture in the bottom left corner.

Click on Account Settings.

Click on User Management on the left. Under Security Settings, you will find all the
people you have invited to your InLoox account.

Change the license assignment from “Read-Only” to “Read & Write”.
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Set Permissions (Users, Divisions, Roles)

In order for the invited person to have meaningful access rights in the InLoox account and to
projects, you need to set the permissions. You do this in the Account Settings under User
Management.

TIP: If you have never set InLoox permissions before, read the help article InLoox Permissions
first for detailed information and examples.

In InLoox Web App, click on your profile picture in the bottom left corner.

Click on Account Settings.

Click on User Management on the left.

Under Security Settings, selectthe person and assign permissions for the entire InLoox
account under the Global tab first. These permissions apply to all InLoox areas across
all projects.

5. Then, under the Divisions tab, set the permissions that the person will receive for
projects assigned to another division.

el

You should also set the permissions for the InLoox users‘ assigned projectroles:

1. Under Security Settings, click on Roles next to the Users tab. Now you can define
which permissions a person gets when they take on the role of
- Project manager
-  Team
- Customer
- Partneror
- Moreina project.

The role permissions are added to the user permissions. A person with very limited user
permissions can thus obtain full editing rights in a project as soon as they assume the role of
project manager, for example.

PLEASE NOTE: If youdo not see any projects in the project list and you cannot create a project,
contact your InLoox administrator (the person who created the InLoox account or has the
administrator rights).

TIP: For quality management, you should deactivate the Delete project comments and Delete
own project comments permissions. This way you ensure the integrity of your project diary for
audits.

For more information and tips, see the help article InLoox Permissions.

Set INnLoox Login

You can choose how to log in to your InLoox account:

e Loginwithyour email address
e Loginwithyour Microsoft 365 account


https://www.inloox.com/support/documentation/online-help/inloox-web-app/11-0/all-topics-inloox-11-web-app/inloox-account-settings/permissions/
https://www.inloox.com/support/documentation/online-help/inloox-web-app/11-0/all-topics-inloox-11-web-app/inloox-account-settings/permissions/

PoOb =
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In InLoox Web App, click on your profile picture in the bottom left corner.

Click on My Profile.

Open the Settings tab.

Under Login Method, youwill see the emailaddressforyour InLoox account. Below that
you can reset your password if necessary. Email address and password are the default
login to your InLoox account.

If you prefer to log in with your Microsoft 365 account, click Connect under Linked Accounts.

IMPORTANT: Make sure you are already logged into your Microsoft 365 account in the browser!

Accept an Invitation To an InLoox Account

When somebody invitesyouto an InLoox account, you receive an emailinvitation. Please, check
your spam folder, should you not find this email in your inbox.

1.

3.

The invitation email contains the email address that was used to invite you to your
company's InLoox account. To log in, click on Login.

You will be redirected to InLoox Web App where you enter your email address and
create a password. The password must consist of at least 8 characters, including
letters, numbers and special characters.

Clickon Login.

You will now see your workplace and can switch to the project list by clicking on Projects in the
menu on the left. If you do not see any projects, contact the administrator of your InLoox
account. They may have to give you additional permissions.

Set up InLoox for Outlook Modern Add-in

System requirements

1.

2.

Usage of one of the following products:
e Microsoft Exchange® Online (usually part of Microsoft 365 Business)

e Microsoft Exchange® Server 2016 or 2019
NOTE: With this option, you may only be able to use the Modern Add-inin
restricted mode (without accessto file attachments of emails), depending on the
Outlook client used.

Usage of one or more of the following products:

¢ Windows: Microsoft Outlook® 2021 or higher / Microsoft Outlook® for Microsoft
365 in latest version
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e Windows: Microsoft Outlook®2016/2019retail (may have functionalrestrictions,
additional installation/activation of WebView?2 required)

¢ Mac: Microsoft Outlook® 2016 for Mac or higher / Microsoft Outlook® for Mac in
latest version

e Microsoft Outlook® on the web (with Microsoft 365 Business)

Not compatible are: Microsoft Outlook® 2016/2019 volume-licensed

3. Connectionto the Internet / the InLoox On-Prem Server

The Modern Add-in works in both the old and the new Outlook and is also suitable for Apple
users.

Installation

There are several ways to install the Add-in in Outlook:

o Self-installation via the Microsoft App Source (only for InLoox Cloud editions with
Microsoft Exchange Online)

o Installation by the Office 365 administrator (for InLoox Cloud editions and InLoox On-
Prem with Microsoft Exchange Online)

e Installation by the Microsoft Exchange Admin (for InLoox On-Prem with Microsoft
Exchange Server)

1. Self-installation via the Microsoft App Source

Requirement: Usage of one of the InLoox cloud editions (InLoox Professional or InLoox
Enterprise) with Microsoft Exchange Online

Users of one of the cloud editions can download the InLoox for Outlook add-in themselves from
the Microsoft Store:

e Visit https://appsource.microsoft.com/en-us/product/office/\WA200006590 or search
for InLoox for Outlook manually in the Microsoft Store.

InLoox for Outlook

by InLoox

@& Outlook

* 5.0 (2 ratings)

Pricing Additional purchase may be required m ¥¢ Save to my list

e Clickon Getit now and follow the installation instructions.

e Aftersuccessfulinstallation,you will find an Open InLoox Add-in button in the "Home"
tab of your Outlook menu.


https://appsource.microsoft.com/de-de/product/office/WA200006590

2.
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Installation by the Microsoft Office 365 administrator

Requirement Usage of one of the InLoox Cloud editions or InLoox On-Prem, each with Microsoft
Exchange Online

1. Login to Microsoft Office 365 with your administrator account.

2. Select the app launcher icon at the top left and click Admin. Alternatively,
open https://admin.microsoft.com/

3. In the sidebar, click Show all.

4. In the Admin Center, go to Settings > Integrated apps.

5. Depending on your InLoox edition, proceed as follow:

e OnPrem:
1. Select Upload custom apps.
2. Inthe App type field, select Office Add-in
3. Activate the checkbox Upload manifest file (.xml) from device.
4. Click Choose File to select the manifest file for the InLoox for Outlook add-in. This file
can be downloaded from the InLoox Account Settings > Integrations > Download
InLoox for Outlook Add-in Manifest.
‘g Zuriick 2ur
Synchromsation
Persénlich
[ ] Microsoft 365 - Kontakte
Account .
Benutzerverwaltung || Microsoft 365 - Kalender
Organisation u
Kunden
Benachrichtigungen Belegung aus Kalender
Dokumente Elamente mit folgender Kategorisierung ignorieren
Eigene Felder Berechnungsmodus fir Kalenderbelegungen O Exakte arpeitszeiten
*  Integrationen Tagliche Arbeitszeit
Add-Ins fir Microsoft 365
Neuerungen
Uper Intoox [i nloox fir Outlook Add-In Manifest herunteriaden
Mochten Sie die Add-ins an mehrere Nutzer in Threr Orr_]uni'iulinr' verteilen?
5. Click on Next.
e Cloud:
1. Select Get apps.
2. SearchforInLoox for Outlook.
3. Click Get It Now, then click Get It Now again.


https://admin.microsoft.com/
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6. Inthe "Deployment method" section, select an option to specify how the add-in will be
deployed to users.

7.1In the "Assign users" section, select one of the following options to specify to whom the add-
in should be deployed.

e Entire organization: Select this option to deploy the add-in to everyone.

o Specificusers/groups: Selectthis option to deploy the add-in to selected users or user
groups only. Use the search option to find users or groups for whom you want to provide
the add-in.

¢ Just me: Select this option to make the add-in available only to yourself.
8. Click Next, then click Next again.

9. Finally, click on Finish deployment. A green tick is displayed when the add-in deployment
was successful.

INFO: Deployment on all devices can take up to 24 hours.

3. Installation by the Microsoft Exchange Administrator
Requirement Usage of InLoox On-Prem with Microsoft Exchange Server 2016 or 2019

Please note: With this option, you may only be able to use the Modern Add-in in restricted
mode (without access to email attachments). This depends on the Outlook client used.

1. Open the MS Exchange Admin Center (EAC). You can find instructions on accessing the
EAC here.

2. Inthe Exchange Admin Center, go to Organization > Add-Ins

J Untemehmen Office 365

Exchange Admin Center

cigabe Add-Ins Adressliste

Organisation

3. How to add the ,,InLoox for Outlook®“ Add-in:

1. Click on the + button (Add) and select the source ,,Add from file"


https://learn.microsoft.com/en-us/exchange/architecture/client-access/exchange-admin-center?view=exchserver-2019
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1] Unternehmen  Office 365

Exchange Admin Center

F Add-Ins A

@®

sten

Mit Add-Ins kannen lhre Benutzer mehr Aufgaben erledigen, und sie erhalten zusatzliche Einblicke, ohne ihr Postfz

+- e
Aus dem Office Store hinzufigen | ANBIETER
Aus URL hinzufagen —
Aus Datei hinzufagen Afcroectt
Bing Maps Microsoft

Meine Voriagen Microsoft

Vorgeschlagene Ereignisse Microsoft

ch zu verlassen. Di

olgende Liste zeigt bereits in der Organisation installierte Add-Ins. Weitere Add-Ins fr Outlook erhalten Sie im Office Store.

BENUTZERSTANDARD

Aktivi Jeder
Aktivier Jeder
Akt Jeder
Aktiviert Jeder
Aktiviert Jeder

2. Uploadthe InLoox for Outlook manifest file, that you previously downloaded in

the InLoox settings under “Integrations”.

D@ L 2urck 2ur Intoox Web App,

Synchronisation
Persénlich
W Microsoft 365 - Kontakte

= account u

4 Benutzerverwaltung )
.. Microsoft 365 - Kalender

"  organisation
Kunden

Benachrichtigungen Belegung aus Kalender

B Dokumente Elamente miit folgender Kategarisierung ignorieren

® Eigene Felder

Integrationen

Berechnungsmodus fir Kalenderbelegungen

Add-Ins fur Microsoft 365
Neuerungen .

X

Uper Intoox ﬁ InLoox fiir Outlook Add-In Manifest herunterladen

« Mdchten Sie die Add-Ins an mehrere Nutzer in threr Orgonisation verteilen?

1] Untemehmen Office 365
Exchange Admin Center

Add-Ins  Ad

Ihre Ben

zer mehr Aufgal

erledigen, und sie erhalten zusstzliche Einblicke, ohne i

plian

Organisation *

| ANBIETER
Abonnement kiindigen
Aktionselemente

Bing Maps

Meine Vorlag

Vorgeschlager

Hybrid

O Exakte Arbeitszeiten

Tagliche Arbeitszeit

Die folgende Liste zeigt bereits in der Organisation installierte Add-Ins. W

Jeder

Jeder
Jeder

Jeder

Jeder

4 Aus Datei hinzufugen - Google Chrome - [=] X

Wahlen Sie
installieren

Datei auswahlen | Keine ausgewahit
S
Keine ausgewahit

n Speicherort der Add-In-Manifestdatei aus, die Sie
ten.

Abbrechen

3. The “InLoox for Outlook” add-in is now displayed in the list of available apps.
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4. How to make the add-in available for users:

1. Double-click on the “InLoox for Outlook” add-in to open the add-in settings.

2. Inthe add-in settings, activate the checkbox “Make this add-in available to users in
your organization”.

3. Then select one of the following options:

e Optional, enabled by default (the add-in is enabled by default, but can be
disabled by users).

¢ Optional, disabled by default (the add-in is disabled by default, users can
enable it if required).

¢ Mandatory, always enabled (the add-in isalwaysenabled, users cannot disable
this application)

Click on Save.

Please note: If you have selected the second option “Optional, disabled by default”, users must
activate the add-inthemselves. To do this, they must navigate tothe options within Outlookand
under Manage add-ins activate the corresponding checkmark for the “InLoox for Outlook"
add-in.

10
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(© Optionen
Verkniipfungen

. Allgemein Add-Ins verwalten

Add-Ins werden von Drittanbietern erstellt und bieten zustzliche Funktionen fur Ihre Outlook-Erfahrung. Die folgende Liste zeigt bereits installierte Add-Ins. Weitere Add-Ins fir Outlook finden Sie im Office Store...

» E-Mail
» Kalender

5. Check the installation: Make sure that the “InLoox for Outlook” add-in is displayed in the
“Home” tab in MS Outlook for the users.

INFO: Deployment on all devices should be available immediately.

INnstall INLoox ON-Prem

If you want to test or have purchased the locally installed edition InLoox On-Prem, please
download the whitepaper for the installation of the InLoox On-Prem Server here:
www.inloox.com/products/documents/.

On the InLoox website at www.inloox.com/support/downloads/product-releases/ please
download the InLoox On-Prem Server Installer file.

General information

On our website, you can find more information like help articles, video tutorials and case
studies.

If you have any questions, please contact your InLoox representative directly or contact us via
the InLoox website. We are happy to advise you on InLoox training courses, individual
customizations and interface development.

If you need technical support, please create a ticket - we will help you promptly. By logging into
the InLoox ticket system, you can track the status of your ticket and make it easier for us to
process your request. Thank you!

11
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