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About AvePoint Meetings for SharePoint  
AvePoint Meetings for SharePoint, an app for SharePoint 2013, brings order and efficiency to routine 
activities such as organizational meetings, note-taking, and task assignments. 

Use AvePoint Meetings for SharePoint to collaborate with one another in real-time before, during, and 
after meetings by: 

• Creating single or recurring meetings 

• Allowing meeting attendees to adjust and update meeting agendas as well as discussion 
topics 

• Capturing meeting information and notes with multi-user support 

• Tracking meeting minutes with full auditing, allowing for historical search capabilities 

• Assigning, aggregating, and synchronizing tasks and actions 

• Uploading, deleting, and downloading attachments 

• Searching by meetings, agendas, actions, notes, decisions, and attachments 

• Support for Advanced Search 

• Tracking the roll call for meeting attendance 

• Printing the meeting minutes  

• Sharing meetings with others 

• Exporting meeting minutes to a PDF file 

• Managing the metadata 

• Using Agenda Timer for timing 
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Submitting Documentation Feedback to AvePoint 
AvePoint encourages customers to provide feedback regarding our product documentation. You can 
Submit Your Feedback on our website. 

https://www.avepoint.com/resources/documentation-feedback/?flush=1
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Before You Begin 
Refer to the sections below for the requirements before using AvePoint Meetings for SharePoint. 

Configuration 
In order to use AvePoint Meetings for SharePoint, ensure that the AvePoint Meetings for SharePoint has 
been successfully installed on your SharePoint on-premises environment and added to a SharePoint site, 
or you have registered to use AvePoint Meetings for SharePoint on the SharePoint Online environment. 
For more information about installing and configuring AvePoint Meetings for SharePoint on the 
SharePoint on-premises environment as well as adding AvePoint Meetings for SharePoint on-premises 
to a SharePoint site, refer to AvePoint Meetings for SharePoint On-Premises Installation and 
Configuration Guide. For more information about adding AvePoint Meetings for SharePoint Online, refer 
to AvePoint Meetings for SharePoint Online Configuration Guide. 

*Note: For iPad, only IOS 7 and IOS 8 are supported. 

*Note: PC supports Internet Explorer 10 and above, the latest version of Firefox and Chrome. iPad only 
supports Safari. 

Applying the AvePoint Meetings License 
When the free 30-day trial has expired, follow the sections below to apply a Demo license or a 
purchased Pro license to continue using AvePoint Meetings for SharePoint.  

*Note: The steps of applying a Demo license and a Pro license are the same. 

*Note: iPad does not support uploading the license file. 

1. Log into the AvePoint Meetings Home Page. 

*Note: For AvePoint Meetings for SharePoint on-premises, skip directly to step 3. 

2. Click the Settings ( ) button on the top right corner of the site and select License Manager 
from the drop-down menu. 

3. Click Upload to upload a Demo license file or a purchased Pro license file. 

 

http://www.avepoint.com/assets/pdf/user_guides/AvePoint_Meetings_for_SharePoint_On-Premises_Install_and_Config_Guide.pdf
http://www.avepoint.com/assets/pdf/user_guides/AvePoint_Meetings_for_SharePoint_On-Premises_Install_and_Config_Guide.pdf
http://www.avepoint.com/assets/pdf/user_guides/AvePoint_Meetings_for_SharePoint_Online_Configuration_Guide.pdf
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 Figure 1: Uploading a Demo license file or a purchased Pro license file. 

4. In the pop-up window, locate the license file, and then click Open to upload the file. The 
detailed information will be displayed in the corresponding fields as shown in the screenshot 
below. 

 
 Figure 2: The license file details. 

5. Click Apply to apply the uploaded license. 

6. When the SharePoint page appears, it indicates that the license was successfully applied to 
AvePoint Meetings for SharePoint. 

7. Click Go back to Meetings to go back to the AvePoint Meetings Home Page. 
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To view the details of the applied license, complete the following steps: 

1. Click the Settings ( ) button on the top right corner of the site, and then select License 
Manager from the drop-down menu. The License Manager interface appears. 

2. If you have already applied a license, click Show Current License Information. The details of the 
applied license will display. 

 
 Figure 3: The Show Current License Information interface. 

3. If desired, you can click Upload to upload a Demo license file or a purchased Pro license file. 

To know how many days are left before the license or trial expires, refer to the calendar on the top right 
corner of the site. 

For AvePoint Meetings for SharePoint Online, some functions can still be used after the license or trial 

expires. To know what functions cannot be used after the license or trial  expires, click the Settings ( ) 
button on the top right corner of the AvePoint Meetings Home Page and select Pro Feature from the 
drop-down menu. The AvePoint Meetings Pro Features interface appears and the functions that cannot 
be used after the license or trial expires are all listed in this interface. 

*Note: After the trial or license expires, the Metadata Definition and Metadata Configuration cannot be 
used, but the metadata already added to the object levels can still work. 
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Getting Started 
Refer to the sections below for important information on getting started with AvePoint Meetings for 
SharePoint. 

Launching AvePoint Meetings for SharePoint 
To launch AvePoint Meetings for SharePoint and access its functionality, complete the following steps: 

1. Log into the SharePoint site where AvePoint Meetings for SharePoint resides. 

2. Click Site Contents on the Quick Launch navigation pane. The Site Contents interface appears. 

3. Click the AvePoint Meetings icon and ignore the pop-up Untrusted Certificate window. The 
AvePoint Meetings Home Page appears. 

*Note: If it is the first time you are accessing AvePoint Meetings for SharePoint, enter your 
credentials in the pop-up Windows Security window.  

4. After the loading process ends, the You Deserve More… window pops up. The new features that 
AvePoint Meetings for SharePoint provides in the current version are listed under the What’s 
New tab. To learn more about new features, click the tile under the What’s New tab, or click the 
corresponding tab beside the What’s New tab. Click Close to view the AvePoint Meetings Home 
Page. 

*Note: You can select the Don’t show me this again checkbox to hide the You Deserve More… 
window for the next access to AvePoint Meetings for SharePoint. 

Configuring a New Meeting 
Refer to this section to create a new meeting and manage the meetings you created. 

*Note: To create a meeting, you must be granted at least Contribute permissions to the SharePoint site. 

Creating a New Meeting 
Complete the following steps to add a new meeting to AvePoint Meetings for SharePoint. 

1. Click Create a new meeting. The Create a new meeting interface appears. 

2. Configure the following settings to create a new meeting. 

• Meeting Title – Enter the title for the meeting you are about to create. 

• Organizer – Enter one user as the meeting organizer. 

*Note: The user entered here must have at least Contribute permissions to the 
SharePoint site. 
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• Start Time – Select the start time for the meeting you are about to create. This option 
will be disabled if the Make this meeting recurring checkbox below is selected. 

• End Time – Select the end time for the meeting you are about to create. This option will 
be disabled if the Make this meeting recurring checkbox below is selected. 

• Make this meeting recurring – Select this checkbox to enable this option for creating a 
recurring meeting. 

o Start – Select the start time and time zone for the recurring meeting you are 
about to create. 

o End – Select the end time and time zone for the recurring meeting you are 
about to create. 

o Duration – Select the duration time for the recurring meeting you are about to 
create from the Duration drop-down list. 

o Daily  

 Every … days – Enter the day interval for the meeting. 

 Every weekday – Select this option if the meeting recurs every 
weekday. 

o Weekly 

 Recur every … weeks on: – Enter the week interval and select the days 
of the week to hold the meeting on.  

o Monthly  

 Day … of every … months – Enter the day and the month interval for 
the meeting. For example, set this option as Day 3 of every 2 months, 
and the meeting is held on the 3rd day of every two months. 

 The … … of every … months – Select the time and enter the interval for 
the meeting. For example, set this option as The First Monday of every 
3 months, and the meeting is held on the first Monday every 3 months. 

o Yearly 

 Recur every … years On … … – Enter the year interval and select the day 
to hold the meeting on. For example, set this option as Recur every 2 
years On May 5, and the meeting is held on May 5th every 2 years. 

 Recur every … years On the … … of …– Enter the year interval and select 
the day to hold the meeting on. For example, set this option as Recur 
every 2 years On the First Monday of May, and this meeting is held on 
the first Monday of May every 2 years. 

o Start – Select the day the recurring meeting will be started. 

o End after … occurrences – The meeting stops after being held for the number of 
entered times. 

o End by – The meeting ends by the date you select. 
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• Location – Enter room names to specify the location for the meeting you are about to 
create.  

• Attendee – Enter usernames as the attendees for the meeting you are about to create. 
Use a semicolon after the entered username to check the value you entered. 

• Send e-mail notification to all attendees – With this checkbox selected, the Send via my 
Exchange e-mail account option is selected automatically. An e-mail notification will be 
sent to all of the attendees via your Exchange e-mail account.  

Enter the e-mail address and the corresponding password. If you are using AvePoint 
Meetings for SharePoint Online, with this checkbox selected, an e-mail notification will 
be sent via your Exchange e-mail account, which is the current e-mail account used to 
log into the SharePoint Online site.  

*Note: You cannot enter an e-mail address that cannot be accessed through the 
internet in the E-mail Address text box. Due to an API limitation, if an e-mail address 
that cannot be accessed through the internet is entered, the Exchange Service URL 
cannot be searched. 

*Note: In AvePoint Meetings 3.2 for SharePoint and later versions, the e-mail addresses 
following the format of domain\someone entered before version 3.2 will be lost. 

*Note: It may take a while to connect to the Exchange server where the entered e-mail 
account resides. You can configure the Exchange Service URL for this mode by modifying 
the Web.config file. For more information, refer to Configuring the Exchange Service 
URL by Modifying the Web.config File. 

• Description – Enter the description for the meeting you are about to create. Rich Text 
Editor is supported. 

• Click Create to create a new meeting or click Cancel to exit the Create a new meeting 
interface. 

*Note: For AvePoint Meetings for SharePoint Online, with the Send e-mail notification 
to all attendees checkbox selected, the Authorize AvePoint Meetings page appears 
after the login user clicks Create if the user does not have AvePoint Meetings for Azure 
AD added to the Active Directory. Click Accept on the page to add AvePoint Meetings 
for Azure AD to the Active Directory. The page automatically closes when AvePoint 
Meetings for Azure AD is successfully added. The added AvePoint Meetings for Azure AD 
will expire after one hour. Therefore, one hour after AvePoint Meetings for Azure AD is 
added, with the Send e-mail notification to all attendees checkbox selected, when the 
same user clicks Create, the Authorize AvePoint Meetings page will appear again. Then, 
click Accept to add the AvePoint Meetings for Azure AD again. 

Configuring the Exchange Service URL by Modifying the Web.config File 
Complete the following steps to modify the Web.config file for configuring the Exchange Service URL: 
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1. Log into the server where AvePoint Meetings website resides.  

2. Go to the …\AvePoint\AvePoint Meetings\AvePoint WebSite directory and find the Web.config 
file. 

3. Open the Web.config file with Notepad. 

4. Locate the <add key="ExchangeServiceURL" value="" /> node. 

5. Enter the URL of the Exchange Service where the specified e-mail account resides as the value of 
the node.  

 

 Figure 4: Configuring the Web.config file. 

6. Click Save to save the modification and close the Web.config file. 

Managing Created Meetings 
Refer to the sections below to manage created meetings. 

Searching for the Created Meetings 
To view overdue meetings, upcoming meetings, or all meetings, click the Overdue meetings tab, 
Upcoming meetings tab, or All meetings tab in the AvePoint Meetings Home Page. To view all of the 
meetings in AvePoint Meetings for SharePoint, meetings created by the current user, or meetings 
synchronized from Microsoft Outlook, select the All/My Meetings/Synchronized Meetings button in the 
right-corner of the AvePoint Meetings Home Page and select All, My Meetings, or Synchronized 
Meetings. You can search for specific created meetings in the following ways: 

• Searching for created meetings in the AvePoint Meetings Home Page 

i. Select an object level from the Search by drop-down list on the top right corner 
of the Home Page. By default, Meeting is selected.  

ii. To find the meeting that you want to search for, enter the keyword in the 
Search field. 

 If Meeting is selected, enter the keyword of the title and description. 

 If Agenda is selected, enter the keyword of the title. 

 If Action is selected, enter the keyword of the title and description. 

 If Note is selected, enter the keyword of the title and description. 
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 If Decision is selected, enter the keyword of the proposer, seconder and 
title. 

 If Attachment is selected, enter the keyword of the title.  

iii. Click the Search ( ) button or press Enter to start the search. 

The results that meet the search criteria are displayed in the Search interface.  

• Searching for the created meetings in the Search interface 

After searching for the created meeting on the AvePoint Meetings Home Page, you will 
be navigated to the Search interface to view the search results. To directly navigate to 

the Search interface from the AvePoint Meetings Home Page, click the Search ( ) 
button beside the Search field. You can search for meetings continuously in the Search 
interface.  

i. To find the meeting that you want to search for, select an object level and then 
enter the keyword in the Search field. 

 If Meeting is selected, enter the keyword of the title and description. 

 If Agenda is selected, enter the keyword of the title. 

 If Action is selected, enter the keyword of the title and description. 

 If Note is selected, enter the keyword of the title and description. 

 If Decision is selected, enter the keyword of the proposer, seconder and 
title. 

 If Attachment is selected, enter the keyword of the title.  

ii. Click the Search ( ) button or press Enter to start the search.  

The results that meet the search criteria are displayed in the Search interface.  

If you enter a keyword in the Search field and then select another object level, the 
meetings will be automatically searched based on the keyword without clicking the 

Search ( ) button or pressing Enter.  

• Advanced Search  

Select an object level from the object levels displayed beneath the Search field in the 

Search interface. Then, click Advanced beside the Search ( ) button to perform an 
advanced search. The Advanced Search window appears. 

Configure the search conditions. Click Search to search for the meetings that meet the 
search rule, or click Cancel to return to the Search interface.  
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*Note: Multiple rules (4 at most simultaneously) can be added and combined by the 
logical relationship “And” and “Or”. 

Editing or Deleting a Created Meeting 
Complete the following steps to edit or delete a created meeting. 

*Note: To edit or delete a created meeting, you must be the Site Owner, Site Administrator, or meeting 
organizer. 

1. Log into the AvePoint Meetings Home Page. 

2. Click the Edit ( ) button on a meeting tile to edit this meeting or click the Delete ( ) 
button to delete this meeting.  

*Note: A non-recurring meeting cannot be changed to a recurring meeting and a recurring 
meeting cannot be changed to a non-recurring meeting during the editing process.  

*Note: For AvePoint Meetings for SharePoint Online, with the Send e-mail notification to all 
attendees checkbox selected, the Authorize AvePoint Meetings page appears after the login 
user clicks Save if the user does not have AvePoint Meetings for Azure AD added to the Active 
Directory. Click Accept on the page to add AvePoint Meetings for Azure AD to the Active 
Directory. The page automatically closes when AvePoint Meetings for Azure AD is successfully 
added. The added AvePoint Meetings for Azure AD will expire after one hour. Therefore, one 
hour after AvePoint Meetings for Azure AD is added, with the Send e-mail notification to all 
attendees checkbox selected, when the same user clicks Save, the Authorize AvePoint 
Meetings page will appear again. Then, click Accept to add the AvePoint Meetings for Azure AD 
again. 

Managing a Created Meeting 
Click the created meeting you are about to edit in the AvePoint Meetings Home Page. Refer to the 
information below to manage the selected meeting. 

1. Organizer – To change the organizer, click the Organizer text box to remove the configured 
organizer and enter another one. 

*Note: The organizer of the meetings synchronized from Microsoft Outlook cannot be edited.  

2. Location – To change the location, click the Location text box to remove the configured rooms 
and enter other ones. 

*Note: The location of the meetings synchronized from Microsoft Outlook cannot be edited. 

3. Start Time – Modify the start time for this meeting. 

*Note: The start time of the meetings synchronized from Microsoft Outlook cannot be edited. 

4. End Time – Modify the end time for this meeting. 
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*Note: The end time of the meetings synchronized from Microsoft Outlook cannot be edited. 

5. Attendees – If necessary, click the Manage Attendees ( ) button to proceed to the 
Attendees interface for managing the meeting attendees. 

• Adding attendees to the created meeting.  

Enter the users you are about to add as attendees to the created meeting in the text 
box. Click Add. 

*Note: This feature will be disabled for meetings synchronized from Microsoft Outlook.  

• Deleting attendees in the created meeting. 

Select the Attendees checkboxes and click Delete at the bottom of the Attendees 
interface to remove these attendees from the meeting.  

*Note: This feature will be disabled for meetings synchronized from Microsoft Outlook.  

• Tracking the roll call for meeting attendance.  

The attendees that log into the meeting within 10 minutes ahead of the start time of the 
meeting or during the meeting process will be set to Present automatically. You can call 
the rolls for meeting attendance manually as well. Select the Attendees checkboxes and 
click the Present or Absent button for roll call. 

*Note: To track the roll call for meeting attendance, you must be the meeting organizer, 
Site Owner, or Site Administrator.  

6. Description – If necessary, click the Description text box to edit the description for the meeting. 

*Note: The description of the meetings synchronized from Microsoft Outlook cannot be edited. 

7. Timeline – Click the time point on the timeline to manage the single occurrence of this recurring 
meeting. 

*Note: The timeline only exists for the created recurring meeting. 

8. New Agenda – Create a new agenda for the created meeting and configure the new agenda.  

*Note: To create an object, you must be granted at least Contribute permissions to the 
SharePoint site. 

• Creating a New Agenda – Click New Agenda to create an agenda for the created 
meeting. Enter the Agenda Title for the new agenda in the Agenda Title text box.  

*Note: The agendas created for a single occurrence of a recurring meeting will be 
inherited by all single occurrences of the same series behind this meeting. 

• Configuring the Created Agenda – After creating the agenda, you can click the Settings (
) button and select Edit from the drop-down list to edit the created agenda, or select 
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Delete from the drop-down list to delete the created agenda. You can also drag the 
created agendas to adjust the agenda order. 

Complete the following configurations to edit the created agenda: 

o Agenda Title – Change an Agenda Title. 

o Agenda Owner – Enter another username as the agenda owner.  

o Agenda Timer – Select the Enable Agenda Timer checkbox to enable the 
Agenda Timer function. Enter a value in the … minutes text box as the expected 
duration of this agenda.  

Click Save to save the changes or click Cancel to go back to the management interface. 

*Note: To edit a created agenda, you must be the agenda owner, meeting organizer, 
Site Owner, or Site Administrator.  

If necessary, configure the following settings: 

• Add Action – Click Add Action to add an action for the created meeting.  

o Action Title – Enter the action title in the Action Title text box. 

o Action Description – Enter the description in the Action Description text box. 

o Start Date – Set the start date for the added action from the Start Date drop-
down list. 

o Due Date – Set the due date for the added action from the Due Date drop-down 
list. 

o Action Status – Set the action status for the added action from the Action 
Status drop-down list. 

o Assigned to – Enter the usernames in the Assigned to text box to assign the 
added action to the entered users. 

*Note: The actions created for a single occurrence of a recurring meeting will be 
inherited by all single occurrences of the same series behind this meeting. If the action 
status is Completed, the action will not be inherited by the single occurrences of the 
same series behind this meeting.  

*Note: Change the Agenda Title and refresh the page. The inherited actions under this 
agenda will disappear on the interface.  

• Add Note – Click Add Note to add a note for the created meeting.  

o Note Title – Enter the note title in the Note Title text box. 

o Note Description – Enter the description in the Note Description text box. 
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• Add Attachment – Click Add Attachment to add an attachment to the created meeting. 
Select the file you want to attach in the pop-up Open window, and then click Open to 
upload the selected file to the meeting. 

*Note: After adding the attachment to the meeting, you can click the attachment title to 
download it. 

*Note: iPad IOS 7 does not support uploading or downloading meeting attachments. 
iPad IOS 8 does not support uploading meeting attachments. 

• Add Decision – Click Add Decision to add a decision for the created meeting.  

o Decision Title – Enter the decision title in the Decision Title text box. 

o Decision Description – Enter the description in the Decision Description text 
box. 

o Proposed by – Enter the username in the Proposed by text box to configure the 
proposer for this meeting. Use a semicolon after the entered username to check 
the value you entered. 

o Seconded by – Enter the usernames in the Seconded by text box to configure 
the seconders for this meeting. Use a semicolon after the entered username to 
check the value you entered. 

Click Collapse All to collapse all of the added agendas, or click Expand All to expand all of the 
added agendas. 

9. After adding metadata to Meeting, Agenda, Action, Note, Attachment, and Decision, click the 

Edit Metadata ( ) button to edit the metadata of the created meeting, agenda, action, note, 
attachment, and decision.  

*Note: To edit the metadata of a created meeting, you must be the Site Owner, Site 
Administrator, or meeting organizer. To edit the metadata of a created agenda, you must be the 
Site Owner, Site Administrator, meeting organizer, or agenda owner. 

10. Share – To share the meeting with other people, click Share on the right-corner of the interface. 
In the pop-up Share window, enter usernames in the Invite People text box. Select the Send an 
e-mail invitation checkbox if you want to send an e-mail invitation to the users entered in the 
Invite People text box. Click Share to share this meeting with the entered users or click Cancel 
to go back to the management interface. 

*Note: To share the meeting, you must be the Site Owner, Site Administrator, or meeting 
organizer. 

*Note: The users entered in the Invite People text box will be added to the attendees 
automatically. 

*Note: For AvePoint Meetings for SharePoint Online, with the Send an e-mail invitation 
checkbox selected, the Authorize AvePoint Meetings page appears after the login user clicks 
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Share on the Share window if the user does not have AvePoint Meetings for Azure AD added to 
the Active Directory. Click Accept on the page to add AvePoint Meetings for Azure AD to the 
Active Directory. The page automatically closes when AvePoint Meetings for Azure AD is 
successfully added. The added AvePoint Meetings for Azure AD will expire after one hour. 
Therefore, one hour after AvePoint Meetings for Azure AD is added, with the Send an e-mail 
invitation checkbox selected, when the same user clicks Share on the Share window, the 
Authorize AvePoint Meetings page will appear again. Then, click Accept to add the AvePoint 
Meetings for Azure AD again. 

11. Export – Export the meeting minutes to PDF. Click Export on the right-corner of the interface. 
The Export window pops up. If necessary, select the Export the attachments to a PDF file 
checkbox to export the .doc, .docx, .xls, .xlsx, .ppt, .pptx, .png, .jpeg, .tif, or .pdf files as an 
appendix to the PDF file. Enter the users that you want to send the exported PDF to in the 
People to send PDF to text box. Click Export to export the meeting minutes as PDF or click 
Cancel to go back to the management interface. 

*Note: iPad IOS 7 does not support exporting the meeting minutes to PDF. 

*Note: For AvePoint Meetings for SharePoint Online, with the People to send PDF to checkbox 
selected, the Authorize AvePoint Meetings page appears after the login user clicks Export on 
the Export window if the user does not have AvePoint Meetings for Azure AD added to the 
Active Directory. Click Accept on the page to add AvePoint Meetings for Azure AD to the Active 
Directory. The page automatically closes when AvePoint Meetings for Azure AD is successfully 
added. The added AvePoint Meetings for Azure AD will expire after one hour. Therefore, one 
hour after AvePoint Meetings for Azure AD is added, with the People to send PDF to checkbox 
selected, when the same user clicks Export on the Export window, the Authorize AvePoint 
Meetings page will appear again. Then, click Accept to add the AvePoint Meetings for Azure AD 
again.  

12. Print – Print the management interface of the current meeting. Click Print on the right-corner of 
the interface. In the pop-up Print window, click Print to print the management interface of the 
current meeting or click Cancel to go back to the management interface. 

Using the Agenda Timer 
After the Agenda Timer function is enabled, the agenda owner, meeting organizer, Site Owner, or Site 

Administrator can click the Start ( ) button to start the countdown, click the Pause ( ) button to 

stop the countdown, or click the Reset ( ) button to reset the Agenda Timer. Only one Agenda Timer 
can be started at one time. 

*Note: The agenda owner, meeting organizer, Site Owner, or Site Administrator can also disable the 
Agenda Timer function or change the expected duration after the Agenda Timer is started. The actual 
duration of this agenda will not be changed after the expected duration is changed. 
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Breaking the Sync Relationship  
To break the sync relationship between a synchronized meeting in AvePoint Meetings for SharePoint 
and Microsoft Outlook, complete the following steps: 

1. Log into the Home Page of AvePoint Meetings. 

2. Click the Break Sync Relationship with Outlook ( ) button on a meeting tile to break the sync 
relationship. 

3. A confirmation window pops up to confirm that you want to break the sync relationship. Click 
OK to break the sync relationship or click Cancel to retain the sync relationship.  

*Note: Only the meeting organizer can click this button to break the sync relationship. 

After the sync relationship is broken, any updates in Microsoft Outlook will not be synchronized to this 
meeting, and this meeting can be edited or deleted in AvePoint Meetings for SharePoint. The sync 
relationship cannot be re-enabled once it has been broken.  

Metadata Manager 
The Site Owner or Site Administrator can add the created metadata to specified object levels by 
configuring the Metadata Definition and Metadata Configuration.  

The Site Owner or Site Administrator must have at least the Read permission to the top-level site of the 
site collection where the AvePoint Meetings for SharePoint site resides. When using metadata in 
AvePoint Meetings for SharePoint, make sure the user who adds, edits, and views the metadata value 
has at least the Read permission to the top-level site of the site collection where the AvePoint Meetings 
for SharePoint site resides as well. 

To navigate to Metadata Definition and Metadata Configuration, click the Settings ( ) button on the 
top right corner of the Home Page and select Metadata Manager from the drop-down list. The 
Metadata Manager interface appears. 

Metadata Definition 
To create, edit or delete metadata, select the Metadata Definition in the Metadata Manager interface.  

Creating Metadata 
Complete the following steps to create the metadata: 

1. Click Create on the ribbon. 

2. Configure the following settings to create the metadata. 

• Display Name – Enter the display name for the metadata you are about to create. 

• Icon – Select an icon for the metadata you are about to create. 
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• Data Type – Select a data type for the metadata you are about to create. 

o Choice (menu to choose from) – Select this option to create a Choice data type. 

o Person or Group – Select this option to create a Person or Group data type. 

o Managed Metadata – Select this option to create a Managed Metadata data 
type. 

• Enter Each Choice on A Separate Line – If you select Choice as the data type, this field 
will appear. Enter the value that you are about to set as the option. Make sure to enter 
each choice on a separate line. 

• Allow Multiple Selections – Select Yes to allow the ability to select or enter more than 
one value at a time, or select No to allow only one value at a time. 

• Default Value – If you select Choice as the data type, this field will appear. Enter one of 
the values configured in the Enter Each Choice on A Separate Line field as the default 
option. If Yes is selected in the Allow Multiple Selections field, you can enter no value in 
the Default Value field.  

• Allow Selection Of – If you select Person or Group as the data type, this field will 
appear. Select People Only to allow entering usernames only or select People and 
Group to allow entering usernames and group names. 

• Term Set Setting – If you select Managed Metadata as the data type, this field will 
appear. Select the term set from which the term must come. You can enter the keyword 

in the Term Set Setting text box and click the Find ( ) button to find the term set 

quickly. Or you can click the Reset ( ) button to reset your selection. 

• Select the Default Value – If you select Managed Metadata as the data type, this field 
will appear. Enter one or more terms of the selected term set as the default value for 

this metadata. Or you can click the Browse for a valid choice ( ) button and select 
one or more terms under the selected term set in the pop-up Select: Default window. 
Click Select and then click OK to add the terms to the Select the Default Value text box.  

3. Click Create to create the metadata or click Cancel to exit the Create Metadata interface. 

Editing Metadata 
Select the checkbox of the metadata that you are about to edit and then click Edit on the ribbon. The 
Edit Metadata window appears. Follow the instructions in Creating Metadata to edit the metadata. 

*Note: The data type cannot be changed when editing the metadata.  

Deleting Metadata 
Select the checkboxes of the metadata that you are about to delete and then click Delete on the ribbon. 

Metadata Configuration 
To configure which metadata can appear where and in which order in specified object levels, select 
Metadata Configuration on the Metadata Manager interface.   
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To add metadata to a specified object level, complete the following steps. 

1. Select the object level where you are about to add the metadata on the ribbon. 

2. Click the Add Metadata drop-down list. 

3. Select one or more metadata options from the drop-down list, or enter the keyword in the Add 
Metadata text box and then select the searched out metadata. 

4. Click Add beside the Add Metadata drop-down list. 

To adjust the display order of the metadata in the specified object level, select a specified number from 
the Order drop-down list.  

To remove the metadata from a specified object level, select the specified object level on the ribbon and 

then click the Remove ( ) button of the corresponding metadata. 

Solving Problems Due To SharePoint Limitations 
If none of the created meetings, agendas, actions, notes, decisions, or attachments are loaded, 
complete the following settings to solve this problem. 

1. Navigate to Start > All Programs > Microsoft SharePoint 2013 Products > SharePoint 2013 
Central Administration. 

2. Click Manage web applications under the Application Management heading. 

3. Select the Web application where AvePoint Meetings for SharePoint is added. 

4. Click General settings under the Web Applications tab and select Resource Throttling from the 
drop-down menu. The Resource Throttling window appears. 

5. Find the List View Lookup Threshold field and take note of the value in the List View Lookup 
Threshold text box.  

6. Go to the …\AvePoint\AvePoint Meetings\AvePoint WebSite directory and find the Web.config 
file. Open the file with Notepad. 

7. Locate the <add key="ListviewLookupthreshold" value="12"/> node and change “12” to the 
value in the List View Lookup Threshold text box. 
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 Figure 5: The <add key="ListviewLookupthreshold" value="12"/> node in the Web.config file. 

8. Go to Metadata Configuration, select the object level that has no created objects loaded, and 
then remove some of the metadata whose types are Person or Group/Managed Metadata. The 
value configured in the Web.config file minus the value listed under the Value column in the 
table below is the maximum number of the metadata whose types are Person or Group and 
Managed Metadata that can be added to a specified object level. 

Object Level Value  
Meeting 4 
Agenda 2 
Action 3 
Attachment 3 
Decision 4 
Note 2 
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AvePoint Meetings Outlook Plug-In 
The AvePoint Meetings Outlook Plug-In (available in AvePoint Meetings for SharePoint 3.1 and later) is 
an optional add-in for Microsoft Outlook that synchronizes meetings created in Microsoft Outlook to 
AvePoint Meetings for SharePoint. 

Before You Begin 
In order to use the AvePoint Meetings Outlook Plug-In, the AvePoint Meetings Outlook Plug-In must be 
properly installed on Microsoft Outlook. For more information about AvePoint Meetings Outlook Plug-in 
Installation, refer to the AvePoint Meetings for SharePoint On-Premises Installation and Configuration 
Guide or AvePoint Meetings for SharePoint Online Configuration Guide. 

Enabling the AvePoint Meetings Outlook Plug-In 
In order to use the AvePoint Meetings Outlook Plug-In, it must be enabled after the installation and 
activation. 

1.  Open Microsoft Outlook. 

2. Under the Home tab, select Meeting from the New Items drop-down menu. The Untitled - 
Meeting interface appears. 

3. Click Enable Meetings on the ribbon to enable the add-in feature. The Disable Meetings, Site 
Title, and Mange Sites and Credentials buttons appear on the ribbon. 

*Note: If desired, click Disable Meetings to disable the add-in feature. 

Managing Sites and Credentials 
Before synchronizing created meetings to AvePoint Meetings for SharePoint in a SharePoint site, access 
Manage Sites and Credentials to manage which site the meetings will be synchronized to, and to 
configure the credentials used to access this site. Click Manage Sites and Credentials on the ribbon in 
the Meeting interface of Microsoft Outlook, the Sites and Credentials window appears. 

Adding a Credential 
To add a new credential, complete the following steps: 

1. In the Sites and Credentials interface, click Credentials. 

2. Click New Credential. The New Credential window appears. 

• Authentication – Select an authentication method to access the SharePoint site where 
AvePoint Meetings for SharePoint resides. 

http://www.avepoint.com/assets/pdf/user_guides/AvePoint_Meetings_for_SharePoint_On-Premises_Install_and_Config_Guide.pdf
http://www.avepoint.com/assets/pdf/user_guides/AvePoint_Meetings_for_SharePoint_On-Premises_Install_and_Config_Guide.pdf
http://www.avepoint.com/assets/pdf/user_guides/AvePoint_Meetings_for_SharePoint_Online_Configuration_Guide.pdf
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o Windows Authentication – Select windows authentication to access the 
specified SharePoint site. 

 Username – Enter the SharePoint account name. 

 Password – Enter the corresponding password. 

o ADFS Authentication – Select ADFS authentication to access the specified 
SharePoint site. 

 Trusted Provider Name – Enter the name of the trusted provider used 
by the Web application where AvePoint Meetings for SharePoint 
resides. 

 Username – Enter the name of a user in the ADFS server domain. 

 Password – Enter the corresponding password. 

*Note: To select this authentication method, make sure ADFS authentication is 
configured in the SharePoint environment. 

*Note: The account you enter must have at least Contribute permissions to SharePoint sites 
that have AvePoint Meetings for SharePoint installed.  

3. Click Save to save your changes and return to the Sites and Credentials interface, or click Cancel 
to return to the Sites and Credentials interface without saving any configurations. 

Editing Credentials 
To edit a previously added credential, complete the following steps: 

1. Under the Credentials tab of the Sites and Credentials interface, select a previously added 
credential. 

2. Click Edit to edit it. The Edit Credential window appears. 

• Authentication – Select an authentication method to access the SharePoint site where 
AvePoint Meetings for SharePoint resides. 

o Windows Authentication – Select windows authentication to access the 
specified SharePoint site. 

 Username – Enter the SharePoint account name. 

 Password – Enter the corresponding password. 

o ADFS Authentication – Select ADFS authentication to access the specified 
SharePoint site. 

 Trusted Provider Name – Enter the name of the trusted provider used 
by the Web application where AvePoint Meetings for SharePoint 
resides. 

 Username – Enter the name of a user in the ADFS server domain. 
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 Password – Enter the corresponding password. 

*Note: To select this authentication method, make sure ADFS authentication is 
configured in the SharePoint environment. 

3. Click Save to save your changes and return to the Sites and Credentials interface, or click Cancel 
to return to the Sites and Credentials interface without saving any configurations. 

Deleting Credentials 
To delete one or more credentials, complete the following steps: 

1. Under the Credentials tab of the Sites and Credentials interface, select one or more previously 
added credentials. 

2. Click Delete to delete the selected credentials. 

*Note: The credentials that are currently being used cannot be deleted. 

Adding a SharePoint Site 
To add a SharePoint site to the list of available sites for synchronization, complete the following steps: 
*Note: You can only add one site at a time. 

1. Click Sites in the Sites and Credentials interface. 

2. Click Add Site. The Add Site pop-up window appears. 

• SharePoint Site URL – Enter the URL of the site where AvePoint Meetings for SharePoint 
resides. 

• Synchronize rooms available in Outlook to the AvePoint Meetings in the registered 
SharePoint site – Select this checkbox to synchronize the rooms in the All Rooms group 
to AvePoint Meetings for SharePoint when the meeting created in Microsoft Outlook is 
synchronized to AvePoint Meetings for SharePoint on this SharePoint site. 

• Credential – Specify a credential to access the specified SharePoint site. You can choose 
to use a previously added credential or create a new credential. 

o Select an Existing Credential – Select a credential from the drop-down list. 

o Create a New Credential – Create a new credential. For more information on 
how to create a new credential, refer to Adding a Credential. 

3. Click Validation Test to test the following issues: 

• The entered SharePoint site exists.  

• AvePoint Meetings for SharePoint exists in the specified SharePoint site. 

• The specified credential has sufficient permission to access the specified SharePoint site 
and create meetings. 

• The Platform Service functions properly. 
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4.  Click Save to save your changes and return to the Sites and Credentials interface, or click 
Cancel to return to the Sites and Credentials interface without saving any configurations.  

If added correctly, the SharePoint site will appear in the Site Title drop-down list on the ribbon. 

Editing a SharePoint Site 
Under the Sites tab of the Sites and Credentials interface, select a previously added SharePoint site and 
then click Edit. The Edit Site window appears. Follow the instructions in Adding a SharePoint Site to edit 
the SharePoint site. 

Deleting SharePoint Sites 
Under the Sites tab of the Sites and Credentials interface, select one or more previously added 
SharePoint sites and then click Delete. 

Synchronizing Meetings Created in Microsoft Outlook to AvePoint 
Meetings for SharePoint 
To synchronize meetings created in Microsoft Outlook to AvePoint Meetings for SharePoint, select a 
SharePoint site from the Site Title drop-down list on the ribbon when creating a meeting in Microsoft 
Outlook. After the meeting invite is sent out via Microsoft Outlook, it will be synchronized to AvePoint 
Meetings for SharePoint on the selected SharePoint site. 

After the synchronization: 

• The user in the From field is synchronized as the organizer, the users in the To field are 
synchronized as the attendees, and the value in the Subject field is synchronized as the 
meeting title in AvePoint Meetings for SharePoint; 

• Any changes made to Microsoft Outlook will be synchronized to AvePoint Meetings for 
SharePoint.  

All of the attendees will receive a notification e-mail that includes a link to the AvePoint Meetings for 
SharePoint Meeting Occurrence page. 

Note the following: 

• When creating a meeting in Microsoft Outlook, make sure the organizer and the 
attendees exist in the site where AvePoint Meetings for SharePoint resides. 

• You cannot edit the properties of the meeting synchronized from Microsoft Outlook in 
AvePoint Meetings for SharePoint. You can edit the properties in Microsoft Outlook 
directly, and the changes will be synchronized to AvePoint Meetings for SharePoint. To 
edit the properties of a meeting synchronized from Microsoft Outlook in AvePoint 
Meetings for SharePoint, you must first break the sync relationship. To delete the 



26  

 
AvePoint Meetings User Guide 

meeting synchronized from Microsoft Outlook in AvePoint Meetings for SharePoint, you 
must break the sync relationship first. 

• If you create a recurring meeting with no end date in Microsoft Outlook, the meeting 
synchronized to AvePoint Meetings for SharePoint will recur for one year. 

• If you create a Lync meeting in Microsoft Outlook, the meeting synchronized to the 
AvePoint Meetings for SharePoint will include a link to this Lync meeting. 

• If you create a meeting in Microsoft Outlook that includes WordArt or a text box, the 
meeting cannot be synchronized to AvePoint Meetings for SharePoint.  

• Appointments in Microsoft Outlook cannot be synchronized to AvePoint Meetings for 
SharePoint.  
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Notices and Copyright Information  
Notice 
The materials contained in this publication are owned or provided by AvePoint, Inc. and are the property 
of AvePoint or its licensors, and are protected by copyright, trademark and other intellectual property 
laws. No trademark or copyright notice in this publication may be removed or altered in any way. 

Copyright 
Copyright ©2015 AvePoint, Inc. All rights reserved. All materials contained in this publication are 
protected by United States and international copyright laws and no part of this publication may be 
reproduced, modified, displayed, stored in a retrieval system, or transmitted in any form or by any 
means, electronic, mechanical, photocopying, recording or otherwise, without the prior written consent 
of AvePoint, 3 Second Street, Jersey City, NJ 07311, USA or, in the case of materials in this publication 
owned by third parties, without such third party’s consent. Notwithstanding the foregoing, to the extent 
any AvePoint material in this publication is reproduced or modified in any way (including derivative 
works and transformative works), by you or on your behalf, then such reproduced or modified materials 
shall be automatically assigned to AvePoint without any further act and you agree on behalf of yourself 
and your successors, assigns, heirs, beneficiaries, and executors, to promptly do all things and sign all 
documents to confirm the transfer of such reproduced or modified materials to AvePoint.  

Trademarks 
AvePoint®, DocAve®, the AvePoint logo, and the AvePoint Pyramid logo are registered trademarks of 
AvePoint, Inc. with the United States Patent and Trademark Office. These registered trademarks, along 
with all other trademarks of AvePoint used in this publication are the exclusive property of AvePoint and 
may not be used without prior written consent. 

Microsoft, MS-DOS, Internet Explorer, Microsoft Office SharePoint Servers 2007/2010/2013, SharePoint 
Portal Server 2003, Windows SharePoint Services, Windows SQL server, and Windows are either 
registered trademarks or trademarks of Microsoft Corporation.  

Adobe Acrobat and Acrobat Reader are trademarks of Adobe Systems, Inc.  

All other trademarks contained in this publication are the property of their respective owners and may 
not be used without such party’s consent.  

Changes 
The material in this publication is for information purposes only and is subject to change without notice. 
While reasonable efforts have been made in the preparation of this publication to ensure its accuracy, 
AvePoint makes no representation or warranty, expressed or implied, as to its completeness, accuracy, 
or suitability, and assumes no liability resulting from errors or omissions in this publication or from the 
use of the information contained herein. AvePoint reserves the right to make changes in the Graphical 
User Interface of the AvePoint software without reservation and without notification to its users. 

AvePoint, Inc. 
Harborside Financial Center, Plaza 10  
3 Second Street, 9th Floor  
Jersey City, New Jersey 07311 
USA 
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