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OfficeCalendar Online

What is OfficeCalendar Online ?

OfficeCalendar Online provides the functionality to view your Outlook calendars, contacts and tasks via
the web, from anywhere at anytimgust like accessing Outlook folders on your desktop, OfficeCalendar
Online allows you to see, edit and delete your personal and shared Outlook calendars, contacts and
tasks Online via a web browser. This feature is exclusi@ficeCalendar Premium Maintenance &
Upgrade Protection Plasubscribers and provides an invaluable way for those who need constant access
to Microsoft Outlook to see and mogitheir schedules, contact information and task lists but simply do
not have access to their computer with Microsoft Outlook installed due to travel, working from home, or
other reasons.

OfficeCalendar Online also includes a binikveb services for synobnizing data between
Outlook/OfficeCalendar and BlackBerry smartphone devices.

Creating an OfficeCalendar Online Account

L¥ @2dz FNB I fAO0OSyaSR hFFAOS/ It SyRIN ! aSNX

1. Open your OfficeCalendar Admin Consoliek on theOfficeCalendar Onlinab; and clickhe Setup
Online Accound dzii G 2 ¥ X

By Lookout Software
. G H Administration Console
OfficeCalendar

Accounts/Secur rfiguration ] Support  OfficeCalendar Online ]

OfficeCales line is not provisioned for your account. If you would like to provision your acco

| Setup Online Account

C anfimora Colfinnec

2. You will now see the registration screens for OfficeCalendar Online once your OfficeCalendar
installation is complete. Please read the OfficeCalendar Online license agreementagte& to
the terms of this licensegreementradio button. Then cliciContinue


http://www.officecalendar.com/products/support_maintenance_upgrade_protection.aspx
http://www.officecalendar.com/products/support_maintenance_upgrade_protection.aspx

OfficeCalendar Registration @

@' View Qutlook folders over the web!

OfficeCalendar Online (web access to Outlook folders) is
available free to all OfficeCalendar Premium Maintenance
Plan subscribers and OfficeCalendar Free Trial Support
participants.

Enter your login credentials to activate OfficeCalendar Online.

License Agreement

M aster Subscription Agreement ~
TERMS OF USE OF OFFICECALEMNDAR OMLIME:
BY CLICKING THE CHECKEBOX DISPLAYED
BELO, viOU [™~OU” AMD/OR ™vOUR™ AGREE TO
THE FOLLOWING TERMS AND COMDITIONS [THE
"AGREEMENT"] GOWERNING YOUR USE OF
OFFICECALEMDAR OMLIME [THE "SERWICE"],
USED IM COMJUMCTION WITH THE
DOFFICECALENDAR SOFTWARE PRODUCT
["OFFICECALEMDAR™, PROVIDED EY LOOKOUT
SOFTWARE LLE ["COMPANY"). IFYOU ARE
EMTERING INTO THIS AGREEMEMNT OM BEHALF
OF & COMPa&NY OR OTHER LEGAL ENTITY, ¥OU
REPRESEMT THAT ¥0OU H&VE THE AUTHORITY
TO BIND SUCH ENTITY TO THESE TERMS AND
COMDITIONS, M WHICH CASE THE TERMS
"OU" OR "vOUR" SHALL REFER TO SUCH
EMTITY. IFyOU DO MOT HAYVE SUCH
AUTHORITY, OR IF v0U DO MOT AGREE WwWiTH
THESE TERMS AND COMDITIONS, ¥OU SHOULD
MOT CHECK THE BOx DISPLAYED BELOW AND
“OU bAY MOT USE THE SERYICE.

" elcome
Az part of the Service, Compang will provide you witk
use of the Service, including a browser interface and

W | agree to the terms of this license agreement

Cancel | Cantirue |

3. Enter in the email address and password that we have on file for your OfficeCalendar customer
account. Then clicBRubmit



OfficeCalendar Registration ==

0 View Outlook folders over the web!
OfficeCalendar Online (web access to Outicok folders) is
available free to all OfficeCalendar Premium Maintenance
Plan subscribers and OfficeCalendar Free Trial Support
participants.

Enter your login credentials to activate OfficeCalendar Online.
Account

{* Sign in to existing account

-

Sign in to existing account

Email |

Password |

F!equestPasswordH Submit |

4, OYVGSNI I dzyAljdzS yIFYS 6Y2a0G LIS2LX S dza &lable)kédd NJ O2 Y LI
clickSubmit

[ Generate your OfficeCalendar Online Link @

You are allowed up to 100 characters.

‘You may only enter letters, numbers and underscores.

https:/fwww_officecalendaronline.comj|lookoutsoft _login

LT &2dz FNB FyYR hFFAOS/ It SYRIFNJI ¢CNRIFT | &SNX

1. Open your OfficeCalendar Admin Console and click oR#ugster Free Triddutton at the bottom
of the Accounts/Securityt | 6 X

addMew | Bt | Delste | User Syres Y F =
Configure Licensing
Demo Expires:  #/4/2009 Reegisher Free Trial || Enter Code | Clogs Contole el

2. You will now see the registration screens for OfficeCalendar Online once your OfficeCalendar
installation is complete. Please read the OfficeCalendar Online license agreementagtie to
the terms of this license agreememadio button. Then clicatinue.



OfficeCalendar Registration @

@ View Qutlook folders over the web!

OfficeCalendar Online (web access to Outiook folders) is
available free to all OfficeCalendar Premium Maintenance
Plan subscribers and OfficeCalendar Free Trial Support
participants.

Enter your login credentials to activate OfficeCalendar Online.

License Agreement

M aster Subscription Agreement ~
TERMS OF USE OF OFFICECALEMNDAR OMLIME:
BY CLICKING THE CHECKEBOX DISPLAYED
BELO, viOU [™~OU” AMD/OR ™vOUR™ AGREE TO
THE FOLLOWING TERMS AND COMDITIONS [THE
"AGREEMENT"] GOWERNING YOUR USE OF
OFFICECALEMDAR OMLIME [THE "SERWICE"],
USED IM COMJUMCTION WITH THE
DOFFICECALENDAR SOFTWARE PRODUCT
["OFFICECALEMDAR™, PROVIDED EY LOOKOUT
SOFTWARE LLE ["COMPANY"). IFYOU ARE
EMTERING INTO THIS AGREEMEMNT OM BEHALF
OF & COMPa&NY OR OTHER LEGAL ENTITY, ¥OU
REPRESEMT THAT ¥0OU H&VE THE AUTHORITY
TO BIND SUCH ENTITY TO THESE TERMS AND
COMDITIONS, M WHICH CASE THE TERMS
"OU" OR "vOUR" SHALL REFER TO SUCH
EMTITY. IFyOU DO MOT HAYVE SUCH
AUTHORITY, OR IF v0U DO MOT AGREE WwWiTH
THESE TERMS AND COMDITIONS, ¥OU SHOULD
MOT CHECK THE BOx DISPLAYED BELOW AND
“OU bAY MOT USE THE SERYICE.

" elcome
Az part of the Service, Compang will provide you witk
use of the Service, including a browser interface and

W | agree to the terms of this license agreement

Cancel | Cantirue |

3. OfficeCalendar Online is an optional feature that allows OfficeCalendar users to access and edit their
Outlook shared calendars, contacts and tasks online while away from the office. OfficeCalendar
Online is free to use during the OfficeCalenttal period, and we encourage all trial users to test
this feature. Please follow the steps for the option most appropriate for you:

4. If you previously registered your for OfficeCalendar Online acamatkie sure thé&ign in to existing
accountoption isselected. Then enter in the email address and password that you provided during

your registration. Then clicRubmit



5.

OfficeCalendar Registration @

O View Outlook folders over the web!
OfficeCalendar Online (web access to Outlcok folders) is
available free to all OfficeCalendar Premium Maintenance
Plan subscribers and OfficeCalendar Free Trial Support
participants.

Enter your login credentials to activate OfficeCalendar Online.
Account

= Sign in toexisting account

" Create new account

Sign in to existing account

Email |

Password |

Reguest Password | Submit |

T2NJ 620K FNEBS

If you did not register online for your OfficeCalendar Free Trial Support account while downloading
your OfficeCalendar trigjou carlNBE 3 A A G SNJ y 2 &

OfficeCalendar Online trial account. Make sure the optiorCi@ate new accounis selected, and
enter in your registration information. Then cliSkibmit

0 NR | f

a



OfficeCalendar Registration (==al

0 View Qutlook folders over the web!

OfficeCalendar Online (web access to Outlcok folders) is
available free to all OfficeCalendar Premium Maintenance
Plan subscribers and OfficeCalendar Free Trial Support
participants.

Enter your login credentials to activate OfficeCalendar Online.

Account
™ Sign in to existing account
+ Create new account

Create new account

If you are currently using the free trial of OfficeCalendar and
hawve NOT reg i ee Trizl Support, complete
the form below and y ree Trial Suppont
account and your OfficeCalenda crount will b2
crested simuliansously.

Company|Lookout Software
First Name]James LastNan\eW
Address 1/14800 Quorum Drive
Address 2[Sutte 210
City|Dallas State | TX -l
Postal Codg75254
Country| UNITED STATES OF AMERICA ~|

Phone

Number |214-325-4500
# of potential OfficeCalendar user{18 3

Email | tsoftware.com  Password|™"
Confirm Confirm
Emzil  |Asoftware.com  Eicwen w‘l

Register Later | Submit |

6. Upon submitting your OfficeGaidar Online registration information you will be asked:reatea
dzy AljdzS yIFYS F2N &2dzNJ 2NBFYAT FdA2y Qa8 hTFFAOS/ I f SyF
a I Y

F
LIS2LX S dzaS GKSANI O2YLI ye yIYS 28bnityAdGAl € & a dzY'’

Generate your OfficeCalendar Online Link (==
You are allowed up to 100 characters.

You may only enter letters, numbers and underscores.

https://www_officecalendaronline.com/|lookoutsoft -login

Addbew | gk | Dees | User Sres 7 F =

Configure Licensing
Desmo Expires:  4/4/200% Register Free Trial || Enter Cods | mm| Help |

#11 ZFECOOET ¢ UT OO 1 OCAT EUAOQGEIT 180 | EAEEAA# AT A
L¥ &2d2Q0S ONBFGSR Iy hTFAOS/ It SYRFNI hytAyS | 002dzy

OfficeCalendar Online sync process and configure the OfficeCalendar Online sync settings in the
OfficeCalendaAdministrationConsole.



If you chose not tereate an OfficeCalendar Online account immediately following installation but wish
to do so now please refer tstep 18mn pagel?. Then follow the steps opagesl5-18for instructions
on how to create your OfficeCalendar Online account.

1. Open the OffieCalendar Administration Console and click on the
OfficeCalendar Onlingab at the top.

2. ClicktheSyncNowd dzii G2y 1 2 ééy’()KNBYAT S Fftf dzASNERQ AYyT2NXYI
OfficeCalendar Online account.

8 OificeCalendar on EI O E|

By Lookoul Softwans

OffiCECE|E ndal" N Administration Console

Acoounts/Secuty | Corfpastion | Support  OfficeCalends Driine |

Conluguns 5eltng:
™ Acivsbe Drlne Spnc: Gy How |

SncEvey [172 =] hows ShowLogs |

Auden (£ el I|uhr-t9wrm¥;.lms.mm

A Passvond [

W Spnchionize apponiments F Spnchionize contacls i Syrchoonins o

Qe alandar Dinlng Aocount
bt M vevens (il slenadarnkre comfiiaibe. kit

Configure Licensing
Derv Expires: 112542008 Enber Cioger Clorge Conespbe ke

3. A popup dialog will appear notifyingyouth@& § OKNR Y AT I GA2Yy 6AGK &2dzNJ 2NBI
OfficeCalendar Online account has occurred. ©i€k

OfficeCalendar,

Cnline synchronization completed successFully,

4. You and all other users that have been created in the OfficeCalendar Administration Console can
now begin logging into their OfficeCalendar Online accounttess their individual and shared
Outlook calendar, contact and task folders. You can find your unigue login URL to your
2NBI yATFGA2y Qa hTTFAOS OfideGaléridlar Dalittab in zhy SfficeCaléngadzy i A Y
Administration Console.



& DfficeCalendar on

By Lokeut Soltwars S
O ffl CEC a | e nd ar @ Administration Console
Acoounts/Secusiy | Confpaston | Support  DficeCalends Drline |

Cenlgure 5 ellng:
[~ Ackvatn Oring Spnc Sy How

Sy Every II.'E j hocamy Show Logt |

Hurden [ sl ||uhr-:w.|.:rmsm.um

Ao Pszweed [
W Spnchionize apponiments # Synchionize contacls v Syrchoonizs Lok
Offscelsbsndar Dinne Account
hettpeg vevors (gl sbenafer i mbres Comy faleob i En
Configure Licensing
Derves Expires: 1112642008 Enker Coge Chogs Console el

5 Tology G2 @2dz2NJ hFFAOS/ It SYRIFENJ hytAyS | 002dzyG s aAi YL
Online login URL. Users can log in using the User Name and Password assigned to them in the
OfficeCalendar Administration Console. For more information about @ificeCalendar Online,

L SIFasS NBFSNI G2 GKS hFFAOS/ FESYRIFINI Lyaagrttlrdazy
http://officecalendar.fileburst.com/documents/ocuserguidev65.pflffou have not done so already.

NOTE:If a user logs into their OfficeCalendar Online account before syncing their Outlook client
information with the OfficeCalendar Server, their onlin@lendar, contact and task folders will at first
appear blank. Once the user syncs their Outlook client with the OfficeCalendar Server, their Outlook
folder information will appear in OfficeCalendar Online. Calendar information will be available for all
future and recurring appointments, and for past appointments up to 30 days prior to the current date.

Accessing your Outlook Calendars, Contacts and Tasks with OfficeCalendar
Online

Once you have performed your first OfficeCalendar Online synchroniz #)ryou can access your

hdzift 221 OFf SYRINARX O2yidl Oda FryR GlFala @Al GKS 6So
account. Once logged in online, you can also create, edit and delete in your Outlook calendar, contact

and task folders. Changes made imyoopy of Outlook and in OfficeCalendar Online are synchronized

to stay current with one another.

lf 6K2dAK GKS f23Ay 'w[ F2NJ &2dz2NJ 2NHFYATF{GA2yQa hT¥
organization, user login credentials are unique toleaser. To log in to OfficeCalendar Online and

access your personal and shared Outlook calendars, contacts and tasks, you will use your OfficeCalendar
user name and password (the same login you used to synchronize OfficeCalendar).


http://officecalendar.fileburst.com/documents/ocuserguidev65.pdf

1. Open your web browser, antype in the unique OfficeCalendar Online URL created for your
2NBIFYyATFGA2Yy® LT @2dz FNByQd FFYAEAFNI gAGK GKAA |
the login URL can be found under t@éficeCalendar Onlinéab in the OfficeCalendar
Admnistration Console.

2. Type in your OfficeCalendar user name and password that is unique to your OfficeCalendar user
account.

By Lookout Software

OfficeCalendar ]
‘. ~

Justin

Sign In

3. Once you have logged in, you can begin viewing and editing your personal and shared Outlook
calendar, contact and task folders via the web. The Outlook information shown in each calendar,
contact and task folder will be as recent as your last synchroaizédithe OfficeCalendar Server
and OfficeCalendar Online through the OfficeCalendar toolbar in OuilNoke: Calendar
information will be available for all future and recurring appointments, and for past appointments
up to 30 days prior to the current ate.)
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Synchronizing OfficeCalendar and OfficeCalendar Online

The OfficeCalendar Server resides on a local computer, but OfficeCalendar Online is a hosted service. To
A38YyOKNRYAT S OKIy3aSa o0SiGsSSy GKS (62 eadebydzad aidSt
synchronizing each part separately.

To instantly synchronize all of your Outlook folder information to OfficeCalendar Online you must

manually update it using the OfficeCalendar Online button in the OfficeCalendar toolbar. OfficeCalendar

will onlyupdate OfficeCalendar Online with the most recent information that was available during the
last OfficeCalendar sync. If you have made changes since the last OfficeCalendar sync, please click to the

OfficeCalendar sync button in the toolbﬂ first beforesynchronizing to OfficeCalendar Online if you
would like those changes to be available online.

1. Open Microsoft Outlook

2. Click the Synchronize OfficeCalendar Online icon.




,2dzQf £ y2GA0S GKFG GKS aey :‘h(vN%WduﬂGutlbdki‘syfyndhr@ﬁzMg gAft
with the OfficeCalendar Online Server. Once the synchronization is complete it will change back to its
original state. You will not notice any changes in Microsoft Outlook.

If you make changes to your Outlook calendantact or task folders in OfficeCalendar Online, you can
instantly update those changes in your copy of Outlook.

1. Open Microsoft Outlook

2. Click the Synchronize OfficeCalendar Online icon.

3. After the OfficeCalendar Online icon changes back to its nastatd, click the Synchronize
OfficeCalendar ican

All of the changes you made online to your Outlook calendars, contacts and tasks will be available in
Outlook. Any changes you made to your shared Outlook calendars, contacts and tasks will be viewable
to other users during the next sync to OfficeCalendar and OfficeCalendar Online.

Using OfficeCalendar Online

Once you have logged into your OfficeCalendar Online account, there are several things you can do from
here. Most importantly you can view, createdit and delete not only your personal and shared Outlook
calendar, but you can also view, create, edit and delete your personal and shared Outlook Contact and
Task folders.

OfficeCalendar Online also offers several views for your Outlook foldersaM@ee your calendars by
Day, Work Week, Week and Month views, and navigation from date range to date range is as easy as if
you were using Outlook.
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Accessing your Outlook folder list is simple. Just click on the calendar, contact or task folder icbu wou
like to view and information in that folder will appear in your browser.
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Editing Outlook Calendars, Contacts and Tasks Online

Once you have logged into your OfficeCalendar Online, you can modify and edit your personal and
shared Outlook Calendar, Gants and Tasks folders.



Creating a new Outlook calendar appointment

=

Log into OfficeCalendar Online.

Click on the Outlook Calendar folder or dolder where the appointment will be created.

3. Doubleclick the time slot on the calendar where you would like new appointment to occupy.
TheNew Appointmentdialog will appear.*

4. Fill'in the calendar details and cliSkve and Close

N

Mew Appointment

o - -
H K Cancel t:} 'l i ﬂ
Save B Clope Mpoidment | Recsmerce  Categaed  Propetes Wy Tirra: Ton
o ra— Tpars
Appontment
Susbyect Sor Conlerenoe
Lo Eval [ Revenid Asees
SR b BazaeNte | ) AU ] Al day et
Eradl i DATMONR | ] oM A

Ering all memos and reports relating to this meeting

*If you doubleclick in an Outlook calendar stédlder and nothing happens, this means that you do not

KFEgS 1 00Saa G2 ONBIGS Iy FLILRAYGYSYy(d Ay GKAA dza SN
Administrator check your security rights in the ©ffCalendar Administration Console (&eiting a

' ASNDN& { SOdzNARG& whphigehd). Ay hFFAOS/ It SyYyRI N

Editing or deleting an existing Outlook calendar appointment

Log into OfficeCalendar Online.

Click on the Outlook calendar folder or sigider where theappointment is located.

Doubleclick the appointment you need to modify or delete. The appointment dialog will appear.*
Modify the calendar details and cliSave & CloseOr clickDeleteto delete the appointment.

PR

*If you open an existing calendar apptinent and the Save & Close and/or Delete actions are inactive,

GKA&a YSIya GKFG 82dz R2 y2i KI @S | 00Saa G2 SRAO Yy
folder. Please have your OfficeCalendar Administrator check your security rights in teCalkéindar

Administration Console (sdeS G G Ay 3 I ! aSNDRa { SOdahNpageO)wA IKGa Ay hi

Options available in an online Outlook calendar appointment



When creating or editing an appointment in OfficeCalendar Online, you are presented wetialsev
options in the appointment ribbon to add details to the appointment.

RecurrenceThis option is for appointments that will have a recurrent pattern.

CategoriesHere you can assign an appointment one or more color categories, which are set in the
Accaunt Settingstab in OfficeCalendar Online (for more information on this feature, see page 100).

Properties:Select whether the appointment is Busy, Tentative, Low/Normal/High Importance, etc.

History: This is a log of all of the changes that the appointhies undergone since its creation. For
more information on Tracking History, see sectioh LILI2Z A Y G YSYy i b20GAFAOI dnk 2y &
page 81.

Time ZonesThis adds time zone information options to the appointment start and end times. This is
usefd if an appointment time is starting in one time zone and ending in another.

Creating a new Outlook contact

1. Log into OfficeCalendar Online.
2. Click on the Outlook Contacts folder or dolder where the appointment will be created.
3. Doubleclick inside the emty blue area in Contacts folder. T@B®ntactdialog will appear.*
4. Fill'in the contact details and cli@ave and Close
Contact X
: ?j(-:m & A % &
Save B Close General Dietads Categories Haotes Froperbes
[ ey e
Geneal
Company VLA Venbares
Job titie: Saley rep
File as Angderson, Tom -
Intemet
E-mail 1 W | raedesondliveay.com

Web pagpe address.  rEpcwew voavenhures, com

Phone numbars
Business % |[..] sssomsseno

Company % D

Hame

(]
mobile = |[..]

Addresses
Busness »| 55102 Corporate Drive
View.,. San Marino, CA BB10Z

[] This is the
maling address

Y



*If you doubleclick in an Outlook contact sdfblder and nothing happens, this means that you do not

KFIoS 1 00Saa G2 ONBIFGS | O2ydGlrOG Ay (GKAa dzaSNRa /2
Administrator check your security rights in the Office@dbr Administration Console (s&etting a

P'ASNNRa { SOdzNRiGe& whpbiehd) Ay hFFAOS/ It SYyRI N

Editing or deleting an existing Outlook contact

Log into OfficeCalendar Online.

Click on the Outlook Contacts folder or dolder where the contact record Iscated.
Doubleclick the contact you need to modify or delete. The contact dialog will appear.*
Modify the contact details and cliave & CloseOr clickDeleteto delete the contact.

PR

*If you open an existing contact record and the Save & Close abD#lete actions are inactive, this

YSIya (KIFIG e2dz R2 y2i KIFI@S | 00Saa G2 SRAG | yRk2NJ
have your OfficeCalendar Administrator check your security rights in the OfficeCalendar Administration
Console(se&SGiAYy3 | ! aSNRa { SOdzidpage4pwA IKGa Ay hTFFAOS/ I
Options available in an online Outlook contact

When creating or editing a contact in OfficeCalendar Online, you are presented with several options in
the contact ribborto add details to the catact.

Details:¢ KAd 3IAPSa GKS O2y il O NBO2NR FRRAGAZ2YLFE RSGFA
Nickname, etc.

CategoriesHere you can assign a contact one or more color categories, which are setiodbent
Settingstab in OfficeCalendar Onliri@r more information on this feature, see page 100).

Notes:Write any additional details in this area.
Properties:This shows the Importance and other contact details.

Also, your Outlook contact folders can be filtered alphabetically while viewing yatedghkontact
information.
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Creating a new Outlook task

Log into OfficeCalendar Online.

Click on the Outlook Tasks folder or dolder where the task will be created.
Doubleclick inside the empty white area in Tasks folder. Taskdialog will appear.*
Fill in the task details and cli@ave and Close

PoODdPE



Task w

H @ Xe= v ¥ S8

Save & Close General Detals (n:u:gipru:—"_. “fl::-}:‘."-;hl:'s
Actions Show
General
Subject Update employes directory for HR
Start Date: osm1z009 |75
Due Date: psnsz008 |5
Sabus! Mot Started bt
Pricrity Lowr w
% Complete: 0%
Complete: ]
Cramer
MNotes:

*If you doubleclick in an Outlook task stfblder and nothing happens, this means that you do not have

I 00S&aa G2 ONBFGS I Glral Ay GKA& dzaSNIDA reHeék]l a F2f R
your security rights in the OfficeCalendar Administration Console{(seal G Ay 3 | | aSNRa { SOd
OfficeCalendapn page 40

Editing or deleting an existing Outlook task

Log into OfficeCalendar Online.

Click on the Outlook Tasks foldersub-folder where the task record is located.
Doubleclick the task you need to modify or delete. The task dialog will appear.*
Modify the task details, then clickave & CloseOr clickDeleteto delete the task.

PR

*If you open an existing task record atige Save & Close and/or Delete actions are inactive, this means

GKFG &2dz R2 y20 KI@S | 00Saa G2 SRAG FyRk2NJ RSt SOS
OfficeCalendar Administrator check your security rights in the OfficeCalendar Admiorsttainsole

(see{ SGGAY3 I ! aSNRa { SOdahpagedt) wi IKGA Ay hFFAOS/ ISy
Options available in an online Outlook task

When creating or editing a task in OfficeCalendar Online, you are presented with several options in the
task ribbon to add detail® the task

Details:This gives the task record additional details, such as Mileage, Billing Information, etc.



CategoriesHere you can assign a task one or more color categories, which are setdodbent
Settingstab in OfficeCalendar Online (for neoinformation on this feature, see page 100).

Properties:This shows the Importance and other takitails.

Account Settings tab

TheAccount Setting$ab in your OfficeCalendar Online account is used to set your time zone
information, Daylight Savings Time preference, date and time formats, calendar default start and end
times, item counts per page, and personal default views for when you first sigrOfficeCéendar

Online.

You can also assign unique color categories for your Calendar folder appointments in the Account
Settings tab. OfficeCalendar Online will automatically sync all default Outlook calendar colors, but if you
have changed the coloisasignments in your Outlook you will need to assign them under the Account
Settings tab as well so the corresponding color will appear in your OfficeCalendar Online Calendar.
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To sign out of your OfficeCalendar Online account, simplySigekOutn the top right corner of the
screen.
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OfficeCalendar Mobile for BlackBerry smartphone devices

What is OfficeCalendar Mobile for BlackBerry?

You already get your emailelivered to your BlackBerry wirelessly through your cell phone carrier, but

still have to connect your BlackBerry to your computer with a USB cord in order to sync it with your
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until you get back into the office

OfficeCalendar Mobile for BlackBernhas this problem and gives ytatal freedom to move about
freelyX I £ £ 2 6 Ay 3 @& Bedeivdicalendal goRtact-agdRask folder updatéselessly (Ovethe-
Air).

The new OfficeCalendar Mobile for BlackBerry application is designed specifically for BlackBerry devices
and enables them to wirelessly (ovitre-air) sync contact, task and calendar information between your
Outlook/OfficeCalendr installation and BlackBergmartphonedevice. With OfficeCalendar Mobile for
BlackBerry you get full twavay overthe-air wireless synchronization beeen your BlackBerry and your
calendar, contact and task folders. Thus, if someone at the officeaddppointmento your calendar

while you are out and about, the new appointment will wirelessly spngour BlackBerryf you add an
appointment to your BlackBerry while out and about, other users will seeyibur sharectalendar

folder or fromMicrosoft Outlook orOfficeCalendar Online.

What do you need to run OfficeCalendar Mobile for BlackBerry

The following items are needed in order to use OfficeCalendar Mobile for BlackBerry:

M OfficeCalendar installation with an OfficeCalendar Online Account

1 ASupported BlackBerry Device (see next topic below for list) with an active wireless Internet
data plan

1 A copy of OfficeCalendar Mobile for BlackBerry installed on your BlackBerry
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BlackBerry Storm 9530 (v4.7.X.X);
BlackBerry Bol8000 (v4.6.x.X);
BlackBerry Curve 8900 (v4.6.X.X);
BlackBerry Curve 8300 Series:

o BlackBerry Curve 8300;

o BlackBerry Curve 8310;

o0 BlackBerry Curve 8320 (v4.5.x.X);

o BlackBerry Curve 8330;
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o BlackBerry Curve 8350i;
1 BlackBerry Pearl Flip 8200 Series:
o BlackBerry €arl Flip 8220 (v4.6.X.X);
o BlackBerry Pearl Flip 8230;
1 BlackBerry Pearl 8100 Series:
o BlackBerry Pearl 8100;
o BlackBerry Pearl 8110;
o BlackBerry Pearl 8120 (v4.5.x.x);
o BlackBerry Pearl 8130;
1 BlackBerry 8800 Series:
o BlackBerry 8800;
o BlackBerry 8820v4.5.x.X);
o0 BlackBerry 8830;
1 BlackBerry 8700 Series (v4.5.x.X):
o BlackBerry 8700c;
BlackBerry 8700g;
BlackBerry 8700r;
BlackBerry 8703¢;
BlackBerry 8705g;
BlackBerry 8707g;
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calendar, contacts and tasks

Before installing and using OfficeCalendar Mobile for BlackBerry please disable all afgnaiar
Contact(Address Book andTaskssynchronization processes between your BlackBerry and Microsoft
Outlook.The most common process forishs through the BlackBerry Desktop Manager. You can
continue to synanything between Outlook and your BlackBerry other than these items. However, two
separate applications syncing the same items (calendar, contacts, tasks) between Outlook and your
BlaciBerry would likely result in duplicate entries.

Also, please note thatt this time the OfficeCalendar Mobile for BlackBerrpglication will only sync
with the defaultCdendar, Contact and Task lftersfor each specified Outlook/OfficeCalendar user.
There currently is no option for syncing Outlook/OfficeCalendasfslders.

Installing and Configuring the OfficeCalendar Mobile for BlackBerry
application on your BlackBerry smartphone device

Step 1: Install OfficeCalendar Mobile for BlackBerry on Your BlackBerry Device
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http://www.officecalendar.com/bb

2. Click on thebownloadbutton from theDownload OfficeCalendar Mobile for BlackBerep
page and follow any eacreen prompts.

*:BlackBerry

Download OfficeCalendar Mobile for... 7; @ edge 7.
OfficeCalendar Mcbile for,

BlackBerry

1.0.0.0

Lookout Software

155.3KB

Step 2: Configure your OfficeCalendar for BlackBerry to connect with your
OfficeCalendar Online Account

1. Open the OfficeCalendar Mobile for BlackBerry Application by clicking on OfficeCalendar Mobile
for BlackBerry icon.

Note: You will find OfficeCalendar Mobile for BlaB&rry icon in one of two placeslepending
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2. Carefully read through th&/elcomemessage and click theonfigure Synbutton.









