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About This Publication  
This QuickStart Guide provides detailed instructions on how to get started with CiraSync 
Personal and Enterprise Editions.  
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Getting Started—CiraSync Personal 

Edition 
 
CiraSync Personal Edition (PE) is an always-free, limited-capability version of the CiraSync 
Enterprise Edition. The limitations are as follows: 
 

• A single tunnel can be managed from the central dashboard for up to 5 users.  

• Only a single contact, Public Folder, or calendar source can automatically sync once a 
week for a maximum of 1,000 items.  
 

The instructions in this section cover how to sign up for CiraSync PE, manually sync contacts on 
the PE dashboard, and change the CiraSync PE sync configuration.  
 

Signing Up for CiraSync Personal Edition 
1. Go to www.cirasync.com/try-cirasync-now/.  
2. Enter your Office 365 email address. 
3. Check I agree to receive emails and updates from Cira Apps Limited in the blue dialog 

box. (See figure below.)  
4. Click Proceed to Office 365 Login to go to the Microsoft sign-in page. (See figure below.)  

 

 
 

5. Enter your password and click Sign in. 
6. Click Accept when CiraSync asks for permission to access your Office 365 account. 

  
NOTE: CiraSync does not store or requests passwords. Any customer data is 

passed through the Microsoft Azure network—not the internet. 

Furthermore, do not check the Consent on behalf of your organization box. 

 

http://www.cirasync.com/
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Syncing Contacts with Personal Edition  
1. Choose the source of the contact sync. In this example, choose Global Address List.  
2. Click PROCEED TO SYNC on the left-hand side of the dashboard. (See figure below.) 

 

 
 
You will be taken to the Start Sync page. (See figure below.) 
 

 
 

3. Click START SYNC.  
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Changing CiraSync Personal Edition Configuration  
1. Log in to the CiraSync Personal Edition dashboard. 
2. Click EDIT in the Configuration pane.  
3. Select the sync source. In this example, the source will be Public Folder Contacts.  
4. Click the drop-down button and select the desired Public Folder Contact List to use as 

the sync source.  
5. Click SAVE on the left-hand side of the dashboard. You will be taken to the CiraSync 

Personal Edition dashboard. 
6. Click SYNC NOW in the Sync Status pane to perform a manual sync.  
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Getting Started—CiraSync Enterprise 

Edition 
 
With CiraSync Enterprise Edition, sync an unlimited number of contacts, calendars, and Public 
Folders multiple times a day for an unlimited number of smartphone business users.  
 
This instructions in this section show how to do the following:  

1. Setting up the CiraSync Enterprise Edition Prerequisites 
2. Upgrading from CiraSync Personal Edition 
3. Customizing the CiraSync Sync Schedule 
4. Setting Up Auto-Licensing for Users 
5. Syncing the Global Address List 
6. Syncing Shared Calendars 
7. Syncing Shared Notes 
8. Syncing Public Folders 
9. Syncing Salesforce Contacts 

 

Setting up the CiraSync Enterprise Edition Prerequisites  
Creating a CiraSync Dedicated Service Account 

1. Launch the Office 365 Admin Portal. 
2. Click Users > Active Users in the left-hand navigation panel. (See figure below.)  

 

 
 

3. Click +Add user.  
4. Provide a Display Name and Username for the service account. 
5. Click Contact Information and fill in the required fields.  
6. Click Roles > Global Administrator.  

http://www.cirasync.com/
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7. Click Password > Let me create the password.  
8. Create a strong password for the account. 
9. Uncheck Make this user change their password when they first sign in box.  
10. Click Product Licenses and assign licenses if required.  

 
NOTE: To sync Public Folders, please do the following:  

a. Assign the Dedicated Service Account a Microsoft Exchange license 

(i.e. Exchange Kiosk or Exchange Online F1/Plan 1).  

b. Give the account the Reviewer  permissions in the Public Folders.  

 

11. Click Add.  
 

Setting up App Impersonation  
1. Click Admin centers > Exchange on the left navigation panel. (See figure below.) 

 

 
 

2. Click Permissions > Admin Roles > + in the Exchange Admin Center Menu. 
3. Name the new admin role as App Impersonation.  
4. Click the + next to Roles, and add the Application Impersonation Role.  
5. Click the + next to Members, and add the dedicated service account created in the 

previous section. 
6. Click Save.  

 
NOTE: It can take 30–40 minutes for the Application Impersonation role to 

apply on the service account and replicate across Office 365 services. (See 

figure below.) 

 

Making CiraSync Use the Service Account 

1. Log in to the CiraSync Enterprise Edition dashboard. 
2. Click the account username on the top-right corner of the dashboard. 

http://www.cirasync.com/
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3. Click SETTINGS. (See figure below.) 

 

4. Click Service Account. 
5. Check the box next to the specific account you would like to use as the main service 

account for CiraSync sync tasks. 

NOTE:  If the Service Account is not listed in the Dashboard, that means the 

account has not been used to log in to the CiraSync Dashboard. To be able to 

set the CiraSync configuration to use the Service Account, log in to the 

CiraSync dashboard with the Service Account created in the Creating a 

Dedicated Service Account section of this guide.    

6. Click SAVE in the top-right corner of the Dashboard. (See figure below.)  
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Upgrading from CiraSync Personal Edition  
1. Log in to CiraSync Personal Edition dashboard. 
2. Click UPGRADE TO ENTERPRISE EDITION at the bottom-right corner of the dashboard. 

(See figure below.)  
 

 
 

3. Sign in using the Global Administrator Account/Dedicated Service Account that was set 
up in the CiraSync Enterprise Edition Prerequisites section of this guide.  

4. Click Accept to grant the additional consent required to use CiraSync Enterprise Edition.  
 
NOTE:  Do not check the Consent on behalf of your organization box. 
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Customizing the Sync Schedule 
1. Click the slider next to Stream changes from Public Folders and User Mailboxes in 

the Schedule pane to set the update frequency to every 30–40 minutes. 
2. Click EDIT in the Schedule pane to open the Schedule Configuration window.  
3. Choose the time and frequency of the scheduled sync task to further customize the 

sync schedule. (See figure below.)  
 

 
 

4. Click SAVE. 
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Setting Up Auto-Licensing for Users 
1. Click the + in the Contact Collections pane to create a Contact Collection.  
2. Add users you want to license to this collection. 

 
NOTE: Click All Mailbox to add every user in your tenant to a collection . You 

can also create a Contact Collection from an Office 365 Dynamic Distribution 

Group.  

 

3. Click SAVE.  
4. Return to the CiraSync Enterprise Edition dashboard.  
5. Click EDIT under the Auto-License pane to open the Auto-License Users window.  
6. Click COLLECTIONS and add the Contact Collection created previously to the Auto-

License Users list.  
7. Click SAVE. (See figure below.)  

 

 
 

8. Click the Enabled slider under the Auto-License pane.  
9. Click RUN in the Auto-License pane. Now, every user in your Contact Collection will 

automatically have a license to CiraSync without manual assignment.  
 
NOTE: When assigning a license to a new user, simply edit the Contact 

Collection from the Contact Collections pane and click RUN in the Auto-

License pane.  

http://www.cirasync.com/
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Syncing the Global Address List 
1. Log in to the CiraSync tenant dashboard.  
2. Click the + in the Contact Lists pane. (See figure below.)  

 

 
 

3. Select the contact source type. For this example, we will use Global Address List as the 
contact source. (See figure below.) 
 

 
 
You will be taken to STEP 1: Select Active Directory Items on the CiraSync dashboard. 
(See figure below.) 
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4. Select the desired contact sources. In this example, we will use All Mailboxes and All 
Contacts as the source of the Global Address List (GAL) sync.   

5. Click the NEXT button on the top-right corner. (See figure below.) 
 

 
 
You will be taken to the STEP 2: Choose target mailboxes window. (See figure below.)  
 

 
 

6. Select the user contact you would like to use as a target.  
7. Click NEXT on the top-right corner. (See figure below.)   

 
NOTE: To use a Contact Collection as a sync target, click the COLLECTIONS 

tab and select the desired collection as the sync target.  
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You will be taken to STEP 3: Specify contact list options. (See figure below.) 
 

 
 

8. Provide a name for the contact list.  
 
NOTE:  The contact list name will be added as a category for each contact 
synced by CiraSync.  
 

a. Check Sync Contact Groups if you have groups in the contact list and would like 

to sync members of that group.  

b. Check Populate Outlook Auto-Complete List if you want these sync contacts 

appear in the Outlook Auto-Complete list. 

http://www.cirasync.com/
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c. Click the + next to Contacts to create a subfolder. Skip to Step 9 to sync the 

contact list to the target’s main Contacts folder.     

9. Click SAVE. You will be taken to the sync summary dashboard. (See figure below.) 
 

 
 

10. Click the blue back arrow to return to the tenant dashboard. 
11. Check the Update Cache box under the Sync Status pane in the top-right corner of the 

dashboard to run a manual sync.  
12. Click SYNC NOW to run a manual sync. (See figure below.) 
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Syncing Shared Calendars 
1. Log in to the CiraSync tenant dashboard. 
2. Click the + in the Calendar pane. (See figure below.)  

 

 
 

3. Select Shared Mailbox as the source. (See figure below.)  
 

 
 
You will be taken to STEP 1: Select Private Folder.  
 

 
 

4. Select the user mailbox source. You will see a hierarchy of folders in the user mailbox.  
5. Select the desired calendar to use as the sync source. In this example, the main 

Calendars folder is the source.   
6. Click NEXT. (See figure below.) 
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You will be taken to STEP 2: Choose target mailboxes. 
 

 
 

7. Select the desired user mailbox(es) who will receive the synced calendar.  
 
NOTE: To use a Contact Collection as a sync target, click the COLLECTIONS 

tab and select the desired collection as the sync target.  

 

8. Click NEXT. You will be taken to STEP 3: Specify calendar options. (See figure below.)  
 

http://www.cirasync.com/
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9. Provide a name for the calendar. 
a. Click the + next to Calendar to create a subfolder. Skip to Step 9b if you want to 

sync the calendar to the target’s main Calendar folder.  
b. Click the slider next to Sync reminders to sync Outlook Calendar Event reminders 

to users. Skip to Step 10 if this feature is not necessary.  
10. Use the sliders on the number lines under Sync appointments in range to customize the 

calendar sync.  
 
NOTE: The negative values indicate how long CiraSync will retain any past 

events before purging them. The positive values indicate the time frame of 

future events to sync.  

 

11. Click SAVE. (See figure below.)  
 

http://www.cirasync.com/
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You will be taken to the sync dashboard. (See figure below.) 
 

 
 

12. Click the blue back arrow to return to the tenant dashboard.  
13. Check the Update Cache Box under the Sync Status pane.  
14. Click SYNC NOW to run a manual sync. (See figure below.)  
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Syncing Shared Notes 
1. Log in to the CiraSync tenant dashboard. 
2. Click the + in the Notes pane.  
3. Select Shared Mailbox as the source type. (See figure below.)  

 

 
 
You will be taken to STEP 1: Select Private Folder.  
 

 
 

4. Select the user mailbox source. You will see a hierarchy of folders in the user mailbox.  
5. Select the desired notes to use as the sync source. In this example, the main Notes 

folder is the source.   
6. Click NEXT. You will be taken to STEP 2: Choose target mailboxes.  
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7. Select the desired user mailbox(es) who will receive the synced note.  
 
NOTE: To use a Contact Collection as a sync target, click the COLLECTIONS 

tab and select the desired collection as the sync target.  

 

8. Click NEXT. You will be taken to STEP 3: Specify note list options. (See figure below.)  
 

 
 

9. Provide a name for the note.  
a. Click the + next to Notes for the synced calendar to show up as a subfolder in 

target user mailboxes. Skip to Step 10 to sync the notes to the target’s main note 
folder.   

10. Click SAVE. You will be taken to the sync summary dashboard. (See figure below.)  
 

 
 

11. Click the blue back arrow to return to the tenant dashboard.  
12. Check the Update Cache box in the Sync Status pane.  
13. Click SYNC NOW to run a manual sync. (See figure below.)  
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Syncing Public Folder Contact Lists 
1. Log in to the CiraSync tenant dashboard.   
2. Click the + in the Contact Lists pane. (See figure below.)  

 

 
 

3. Select Public Folder as the contact source. (See figure below.) 
 

 
 
You will be taken to STEP 1: Select Public Folder. (See figure below.) 
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4. Select the Public Folder Contact List you want to sync to your users. 
5. Click NEXT. (See figure below.)  

 

 
 
You will be taken to STEP 2: Choose target mailboxes. (See figure below.)  
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6. Select the user mailboxes you would like to use as the target for the sync.  
 
NOTE: To select a Contact Collection as a sync target, click the COLLECTIONS 

tab and select the collection you would like as the sync target.  

 

7. Click NEXT. (See figure below.)  
  

 
 
You will be taken to STEP 3: Specify contact list options.  
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8. Provide a name for the contact list.  
a. Check Sync Contact Groups if you have groups in the Public Folder Contact List 

and would like to sync members of that group. 
b. Check Populate Outlook Auto-Complete List if you want these sync contacts 

appear in the Outlook Auto-Complete list. 
c. Click the + next to Contacts to create a subfolder. Skip to Step 9 to sync to the 

contact list target’s main Contacts folder.   
9. Click SAVE.  You will be taken to the sync summary page. (See figure below.)  

 

 
 

10. Click the CiraSync logo to return to the CiraSync home dashboard. 
11. Check the Update Cache box under the Sync Status pane in the top-right corner of the 

dashboard.  
12. Click SYNC NOW to run a manual sync.  
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Sync Public Folder Calendars 
1. Log in to the CiraSync tenant dashboard. 
2. Click the + in the Calendars pane. (See figure below.) 

 

 
 

3. Select Public Folder as the calendar source. (See figure below.) 
 

 
 
You will be taken to STEP 1: Select Public Folder. (See figure below.)  

http://www.cirasync.com/
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4. Select the Public Folder Calendar you would like to sync to your users.  
5. Click NEXT. (See figure below.)  

 

 
 
You will be taken to STEP 2: Choose target mailboxes. (See figure below.) 
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6. Select the user mailbox you would like to use as the target for the sync.  
 
NOTE: To use a Contact Collection as a sync target, click the COLLECTIONS 

tab and select the desired collection as the sync target.  

 

7. Click NEXT. (See figure below.)   
 

 
 
You will be taken to STEP 3: Specify Calendar Options.  
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8. Provide a name for the calendar.  
a. Click the + next to Calendar to create a new subfolder to sync the Public Folder 

Calendar to and name the subfolder. Skip to Step 9b if you want to sync the 
Public Folder Calendar to the target’s main Calendar folder. 

b. Click the slider next to Sync reminders if you want CiraSync to sync Outlook 
Calendar Event reminders. Skip to Step 10 if this feature is not necessary.   

9. Use the sliders on the number lines under Sync appointments in range to customize the 
calendar sync.  
 
NOTE: The negative values indicate how long CiraSync will retain any past 

events before purging them. The positive values indicate the time frame of 

future events to sync.  

 

10. Click SAVE. (See figure below.) 
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You will be taken to the sync summary dashboard. 
 

 
 

11. Click the blue back arrow to return to the tenant dashboard.  
12. Check the Update Cache box under the Sync Status pane in the top-right corner of the 

dashboard.  
13. Click SYNC NOW to run a manual sync. (See figure below.) 
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Sync Public Folder Notes 
1. Log in to the CiraSync tenant dashboard. 
2. Click the + in the Notes pane to begin creating a sync tunnel.  
3. Select Public Folder as the source type. (See figure below.)  

 

 
 
You will be taken to STEP 1: Select Public Folder. (See figure below.)  
 

 
 

4. Select the Public Folder Sticky Notes you would like to sync.  
5. Click NEXT. You will be taken to STEP 2: Choose target mailboxes. (See figure below.)  
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6. Select the user mailboxes you would like to use as the target for the sync.  
 
NOTE: To sync to a Contact Collection, click the COLLECTIONS tab and select 

the desired collection to use as the sync target.  

 

7. Click NEXT. You will be taken to Step 3: Specify note list options. (See figure below.)  
 

 
 

8. Provide a name for the Public Folder Note.  
a. Click the + next to Notes and provide a name to sync the Public Folder Note to a 

subfolder. Skip to Step 9 to sync the Public Folder Notes to the target’s main 
Notes folder.  

9. Click SAVE. You will be taken to the sync summary page. (See figure below.) 
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10. Click the blue back arrow to return to the tenant dashboard.  
11.  Check the Update Cache box under the Sync Status pane in the top-right corner of the 

dashboard.  
12. Click SYNC NOW to run a manual sync. (See figure below.) 
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Syncing Salesforce Contacts to Smartphones with 

CiraSync 

 
NOTE: Before you can sync Salesforce Contacts, you need to have purchased the 

Salesforce Connector option when you purchased your CiraSync licenses. If you 

have an active CiraSync license and would like to use CiraSync to sync Salesforce 

contacts, contact our Customer Success Team at  support@cirasync.com. 

 

1. Log in to the CiraSync tenant dashboard. 
2. Click the + in the Contact Lists pane. 
3. Click Salesforce. (See figure below.) 

 

 
 

4. Select the Salesforce user you would like to use as a source. You will be taken to STEP 1: 
Select Salesforce items. (See figure below.) 
 

 
 

5. Click NEXT. You will be taken to STEP 2: Choose Target mailboxes. (See figure below.) 
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6. Select the user you would like to use as the target.  
 
NOTE: If you would like to use a Contact Collection as a sync target, click 

the COLLECTIONS tab and select the collection you would like to use as the 

sync target. 

 

7. Click NEXT. You will be taken to STEP 3: Specify contact list options. (See figure below.) 
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8. Provide a name for the contact list.  
a. Check Populate Outlook Auto-Complete List if you want these sync contacts 

appear in the Outlook Auto-Complete list. 
b. Click the + next to Contacts to create a subfolder to sync the contact list to. Skip 

to Step 8c if you want to sync to the default Contacts Folder. 
c. Check the box next to Merge existing only, don’t add contacts to the merged 

set if you want to merge duplicate contacts.  
9. Click SAVE. You will be taken to the sync summary dashboard. 
10. Click the blue back arrow to return to the tenant dashboard. 
11. Check the Update Cache box under the Sync Status pane in the top-right corner of the 

dashboard. 
12. Click SYNC NOW to run a manual sync. (See figure below.) 
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Support and Resources 
For support and answers to commonly asked technical questions including licensing questions, 

check out the resources listed below: 

• CiraSync Support Homepage—The Support Homepage provides technical articles and 

FAQs to troubleshoot any problems you may encounter on CiraSync or the capabilities 

of the CiraSync SaaS platform.  

• Licensing Support—The Licensing Support Page provides answers to adding and 

removing licenses plus how to generate quotes.  

• Security FAQ and CiraSync Privacy Policy—The Security FAQ pages and Data Privacy 

Policy addresses how Cira Apps Ltd. handles user data.   

• Contact Us—You can always submit a support ticket by sending an email to 

support@cirasync.com. Our Customer Success Team (rated 5 stars on G2 Crowd and 

Capterra) is happy to help you with any issues you may have!   

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

About Cira Apps Ltd. 
Cira Apps Ltd. is a SaaS company with solutions that enhance Office 365 productivity for iPhone 

and Android business users. CiraSync, the flagship product, is used by more than 6,000 

companies to provide productivity gains and cost savings of contact and calendar automation. 

The company is headquartered in San Jose, California. Learn more at www.cirasync.com.  

http://www.cirasync.com/
tel:(202)747-0888
https://cirasync.com/support-home/
https://cirasync.com/support/licensing/
https://cirasync.com/data-security-2/
https://cirasync.com/data-privacy-policy/
https://cirasync.com/contact-us/
mailto:support@cirasync.com
https://www.g2crowd.com/products/cirasync/reviews
https://www.capterra.com/p/183198/CiraSync/#reviews
http://www.cirasync.com/

