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What is OfficeCalendar? Sharing Microsoft Outlook
Calendars and Mor eé

OfficeCalendar is a simple software program that allows you to share Microsoft

Outlook calendars without Microsoft Exchange Server. You can also share Outlook

email, contacts , distribution lists  and tasks with OfficeCalendar , and create editable

group calendars where multiple usersd Outl ook cal end:za
single calendar folder for easy group scheduling.

Whether you have a dedicated server computer or a basic peer -to - peer network,
OfficeCalendar can be insta  lled on practically any Microsoft Windows® based

network. Each person wishing to share Outlook calendars, email, contacts, tasks
and/or distribution lists with OfficeCalendar must have a copy of Microsoft Outlook
2000, XP, 2003 or 2007 . However, OfficeCal endar can work with a combination of
these Outlook versions. OfficeCalendar does not work with Microsoft Outlook

Express, which is a different product from Microsoft Corporation.

Once OfficeCalendar is installed and configured on your network it will crea te sub -
folders under each of your Outlook objects (calendar, contacts, tasks and email ) for
each other person that is sharing their Outlook information with you. For example, if

you have four users sharing Outlook with each other, OfficeCalendar will confi gure
your Calendar folder structure similar to the illustration below.

= \E;Ef_!:‘ersnnal Folders
| Calendar

Your calendar

The OfficeCalendar
Group Calendar

I

i Engineers (automatically created
ﬁ Group Calendar with everyone's

appointments included)

4] Jones, Ronald
:ﬁ Leslie, Zindy
| Moore, Scott
F4] Service Technicians

Customized
editable
Group Calendars

Your colleague's
calendars

Your personal Outlook calendar is always at the top of the calendar structure (this is

the same for your Outlook contacts and tasks as well). Each other person you are

sharing Outlook calendars with is listed by name directly under your calendar along

with customi zed group calendars that show multiple us:c
single calendar view (see ACustomi zed editable Group

Shared Outlook email folders also appear as sub -folders , but you can change the
name of the shared folder that willdisplay under your I nbox once youbve ac
the invitation from another user to share their email folder.

Nothing changes in the way you use Outlook af ter OfficeCalendar is installed.

Entering appointments, contacts, etc. in Outlook with OfficeCalendar installed is

accomplished in exactly the same way it was before OfficeCalendar was installed. For

example, if you want to add an appointment to a colleag ueds calendar, just navi
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to their Calendar folder from within your own Outlook, and enter the appointment
item just as you would in your own calendar. Once your automatic synchronization

has run, or youbdbve clicked on t heoidmgentgduaddedi zati on but
from within your copy of Outlook will then be added to the OfficeCalendar database.

The appointment will then be added to your <coll eagued
upon their next synchronization of OfficeCalendar . Each change made to  your

Outlook calendar, contacts and tasks by other users will prompt a notification of their
change during your next sync. All changes made to an Outlook appointment, contact,
distribution list and task are also documented in a history report for easy refe rence .

OfficeCalendar Installation Overview

There are two components to the OfficeCalendar software program: the

OfficeCalendar Server and the OfficeCalendar Client . The OfficeCalendar Server
is the central bridge for which all Microsoft Outlook users communicate and exchange
data between each other. The OfficeCalendar Client is a Microsoft Outlook add -in that

becomes part of your Microsoft Outlook program. The OfficeCalendar Client allows

you to view and modify other peopbwmdnunic@ietwithook cal endze
the OfficeCalendar Server, which in turn passes your calendar updates to other

usersd Outl ook calendars, and vice versa.

The five basic steps to setting up OfficeCalendar are:

1. Download the trial version of OfficeCalendar

Download the trial version of OfficeCalendar from our website at

http://www.officecalendar.com/downloads/download.aspx . You only need to
download the trial version of OfficeCalendar once i1 thesoftware youdl |l need for
al | of your officebs workstations are included with

2. Install the OfficeCalendar Server Software

The second thing youdll need to do is install the C
The OfficeCalendar Server software isonly installed on one computer . The

OfficeCalendar Server software can be installed on any computer connected to

your officeds networ k. I f you have a dedicated comp
a network file and/or application server then you could install the OfficeCalendar

Server software on that computer. If you are installing OfficeCalendar on a peer -

to-peer network where there i s-sepfybuwd neectoselect k server p
one of the workstations on your network to install the OfficeCalendar Ser ver. The

OfficeCalendar Server and the OfficeCalendar Client can be installed and utilized
on the same computer without problems.

Microsoft Outlook does not need to be installed on the computer that is running
the OfficeCalendar Server unless you will be using the OfficeCalendar Client
software on the same computer as well.
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3. Add user accounts to the OfficeCalendar Server

Once youdve installed the OfficeCalendar Server, yo
OfficeCalendar Administration Console  and add user accounts for all of the users
in your office that will share Outlook calendars, contacts and tasks. Email sharing
is set up using a different method, which is explained in the OfficeCalendar
Install ation and User6s Gui de.
4. Ensure that the Off iceCalendar Client installation folder is shared on your
network

The initial OfficeCalendar Server installation also copies the OfficeCalendar

Outlook add -in software required for each Outlook user to a folder called

c:\ ocalclient . Thisis done for your  convenience so that each user on your

net work doesndét have to download the OfficeCalendar

During the initial installation of the OfficeCalendar Server, the OfficeCalendar

installer copies the OfficeCalendar Client installation files t o0 a specified folder and
attempts to create a network share on this specified folder for you. However, this

may not work on some computers.

5. Install the OfficeCalendar Client add -in on each Microsoft Outlook
workstation

Finally, after you have created use r accounts for all of your users, the

Of ficeCalendar Client is installed on each personods
Microsoft Outlook calendar, contacts and tasks in your office.

Installing the OfficeCalendar Server

1. If you have not done so already, downlo ad the OfficeCalendar trial version from
our website at  http://www.officecalendar.com/downloads/download.aspx

2. Double -click on the ocinstall.exe file that you downloaded from
www.officecalendar.com

i

-
= W
ocinstall, exe
3. Fromthe Welcome to the OfficeCalendar setup screen, please note that you
wi || only need otinstaliexes toa Ifli Ilteheyofiu downl oaded once. D
initial setup, the OfficeCalendar Server installer  will create a shared network

folder which will be used to install the OfficeCalendar Client software for Microsoft
Outlook . Click Next to proceed with your OfficeCalendar installation.
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8 OfficeCalendar Server Setup

Welcome to the OfficeCalendar setup.
Please read the folloving impattant irfoemation balae cortinung

| @

WELCOME!
Wekome to the instaler for OfficeCalendar.

DO HOT reinstal this fle to any other computer, The server, which you are instaling
riow, should only be instalied once an your network. Once the server software is
installed, each computer in your office with Micrasoft Cutiook will run the
OfficeCalendar Chient setup that is created on this computer by this instaler,

Click here for step-by-step instructions to guide you through the complete installation
process,

It iz strongly recommended that you exit al Windows programs before continuing with
iz installation.

et | [ Concel
4, Ifyou donot have Microsoftdés . NET Framework installed on
will see the screen  below i please proceedto step 4a .Ifyou do have the
Microsoft .NET Framework installed on your computer y ou will not see .NET
installation prompt  -- please proceedto step 5.

To install the Microsoft .NET Framework:

a. Click Next to proceed with the .NET Framework download.

b. Once the download has completed you will see the screen below; click OK to
start the .NET Framework installer.
c. Review the license agreement for the Micr osoft .NET Framework, then click the I
accept the terms of the License Agreement check box ; and click the Install
button to proceed.
d. Whenthe NETF r amewor k installation is complete youdl |l s
below; click Finish to return to the OfficeCalendar Server installation
5. From the Installation Folder dialog box s elect an installation folder for the

OfficeCalendar Server (for ease of support we recommend that you choose the
default location of ~ C:\ Program Files \ OfficeCale ndar Server );and click Next .

6. Fromthe OfficeCalendar Client Installation Files dialog box s elect an
installation folder for the OfficeCalendar Client installation files (for ease of
support we recommend that you choose the default location of C:\ ocalclient ),

and click Next .

7. From the License Agreement dialog box p lease read the OfficeCalendar license
agreement; click the | agree to the terms of this license agreement radio
button; and click  Next .

8. Fromthe Readyto Install dialog box;click Nex t.

9. Once the OfficeCalendar Server setup has successfully installed; click Next .
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|- OfficeCalendar Server Setup @

The OfficeCalendar Server 6.5.0.0 installation is complete.

The next screen shows important information that will help you
complete the necessary steps to finish setting up

g | OfficeCalendar. If you are not use to installing client/server
s (v} applications, please read the next screen carefully.
2T
§ f= Click Next to proceed...
§ 2 [¥] Start the OfficeCalendar Admin Console after installation.
(O]
S

The easy and affordable way
to share Microsoft Outiook
Calendars.

10. The What 6s Nextten briefly describes the steps
installing the OfficeCalendar Server. Please take a minute to read through the
What 6 s Naeerttext, andclick  Next .

8 OfficeCalendar Server Setup

What's Next? - Please Read e
The felloving is & briel summaey on how lo complete your OfficeCalendar setup.

You have finished installing the OfficeCalendar Server. This is the central data
repository for all your OfficeCalendar shared data.

To complete installing the OfficeCalendar sharing system, you will need to
install the OfficeCalendar Client on each user's computer that will be sharing
data with ethers. The OfficeCalendar Client is a separate Install process from
the ane you just completed. The installer for the client has been saved to the
Chocalchient girectory. In the Chocalclient directory, you should see 3
setupS000.exe file. This is the file that you will need to install on each user's
computer. DO NOT refnstall the file you downloaded to any other machine.
The server should only be instalfed once on your network.

Rafara v install the Sisnt an vane athar irears cammidars wan will naad ta S

11. From the Install Client Here? screen, choose whether or not you want to install
the OfficeCalendar Client software on this computer, and click Finish . Proceed to
step 12 if you chose to install the OfficeCalendar Client software on this
computer. Proceed to the topic fiAdding User Accounts to the OfficeCalendar
Ser v ean page 18 if you chose not to install the OfficeCalendar Client software
on this computer. See below if further explanation of this screen if needed.
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8 OfficeCalendar Server Setup

Install Client Here? ea s
Select an option and click Finish 1o continue

I pou aee anly using this machine bo run the OificeCalendar Sever. then pou do not need to instal
the chent fles locally, I pou ae planning on using DificeCalenda on this machine, pou will eed to
iritall the OificaCalsndar Chent fles. Choose an option below and chek Firizh.

(% Inatall the OificeCalendar Chent fles locally now...

() | donit need bo inztall the OfficeCalendar Chent local..

When you chck Finish, this installer wall cloze #self and the Server installation will be: complete and
successiul. If you choose fo instal the Chent files using the option above, the instalier for the
OfficeCalerdar vl start sutomatically.

To stast the OfficeCalenda Serves, chck the icon that has been placed on your deskbop.

Install Client Here?

You do not need to install the OfficeCalendar Client files if you are only using this particular

computer to run the OfficeCalendar Server. Select Install the OfficeCalendar Client fil es

|l ocally nowé option if someone is using Microsoft Outlook on t

share Outlook information with other users.
12. From the OfficeCalendar Client Setup Welcome screen, click Next .

13. From the OfficeCalendar Client Setup Installation Folder screen, choose a
folder to install the OfficeCalendar Client software to, and click Next . We suggest
you use the default folder shown for ease of support.

14. From the OfficeCalendar Client Setup Ready to Install screen, click Next .
15. From the OfficeCal endar Client Setup Al mo st d osoreel click Next .

16. You will see the Installation Successful screen (shown below) once the
installation for the OfficeCalendar Client is complete; click Finish to close the
OfficeCalendar Client Setup
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|'= OfficeCalendar Client Setup @

Installation Successful
The OfficeCalendar Client 6.5.0.0 installation is complete.

Thank you for choosing OfficeCalendar Client!

Please click Finish to exit this installer.

By Lookout Software

OfficeCalendar

The easy and affordable way
to share Microsoft Outiook
Calendars.

17. You will now see the registration screen s for OfficeCalendar Online once your
OfficeCalendar installation is complete. Please read the OfficeCalendar Online
license agreement; click | agree to the terms of this license agreement radio
button. Then click  Continue

OfficeCalendar, Registration @

e 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.

Emter your login credentials to activate OfficeCalendar Online.

Licenze Agreement

Master Subscription Agreement ~
TERMS OF USE OF OFFICECALEMNDAR OMLIME:
BY CLICKING THE CHECKE QX DISPLAYED
BELOW, vOU (O™ AMD/0OR ™vOUR™ AGREE TO
THE FOLLOWING TERMS AND COMDITIONS [THE
"AGREEMENT"] GOVERNIMG YOUR USE OF
OFFICECALEMDAR OMLIME [THE "SERWICE"],
USED IM COMJUMCTION WITH THE
OFFICECALENDAR SOFTwWARE PRODUCT
["OFFICECALEMDAR™, PROVIDED EY LOOKOUT
SOFTWARE LLC ["COMPANY™). IFYOU ARE
ENTERING INTO THIS AGREEMENT OM BEHALF
OF & COMPaNY OR OTHER LEGAL ENTITY, vOU
REPRESEMT THAT ¥0OU HAVE THE AUTHORITY
TO BIND SUCH ENTITY TO THESE TERMS AND
COMDITIONS, M WHICH CASE THE TERMS
"OU" OR "vOUR" SHALL REFER TO SUCH
ENMTITY. IFYOU DO NOT HAVE SUCH
AUTHORITY, OR IF w0 DO MOT AGREE WiTH
THESE TERMS AND COMDITIONS, ¥OU SHOULD
MOT CHECK THE BOx DISPLAYED BELOW AMD
“OU bAY MOT USE THE SERYICE.

" elcome
Az part of the Service, Compang will provide you with
uze of the Service, including a browser interface and o,

v | agree to the terms of this license agreement

Cancel Cantirue
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18. Offic eCalendar 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
OfficeCalendar trial period, a  nd we encourage all trial users to test this feature.
Please follow the steps for the option most appropriate for you:

a) If you previously registered your for OfficeCalendar O nline account , make
sure the Sign in to existing account option is selected. Then enter in the
email address and password that you provided during your registration. Then
click Submit
OfficeCalendar Registration @

Q View Outlook 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.
Account

{* Sign in toexisting account

" Create new account

Sign in to existing account

Email |

Password |

Reguest Password | Submit |

b) If you did not register online for your OfficeCalendar Free Trial Support
account while downloading your OfficeCalendar tri al, you can register now for
both free trial support and your or gani z &fficeGateddar Online trial
account. Make sure the option for Create new account is select ed, and
enter in your registration information. Then click Submit
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OfficeCalendar Registration (==al

0 View Outlook 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.
Account

" Sign in toexisting account

* Create new account

Create new account

If you are currently using the free trizl of OfficeCalendar and

have NOT regi 0 recen rizl Support, complete
Calendar Free T

endar Online =

rial Support
coount will be

Compa I'I‘,"|LDO|<0LI1: Software
First Name|James LastNan"eW
Address 1/14800 Quorum Drive
Address 2|Suite 210
City|Dallas State |TX =l
Postal Codd 75254
Country| UNITED STATES OF AMERICA |

e [2143252500

# of potential OfficeCalendar user{13 EI:
Email | teoftware com  Password |~
Eomi” [#software com  EXTLs [

Register Later | Submit |

¢) Upon submitting your OfficeCalendar Online registration information you will

be asked a unique name for your organizationés Of
account. Enter a unique name (most people use their company name or

initials assuming ités available); and click Subm

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

You may only enter letters, numbers and underscores.

https://www_officecalendaronline.com/|jookoutsoft _login

d) Ifyou do not wish to register for OfficeCalendar Free Trial Support or an

OfficeCalendar Online trial account , click Register Later . You will have the
opportunity to sign up for these accounts simultaneously at any time by
clicking the Register Free Trial button in the OfficeCalendar Administration

Console (see screenshot below).

addmew | Edt | Delete | User Smcs [0 = F
Configure Licensing
Domo Expres: 442009 | Regster Free Trial || Enter Cod | Cloge Console | e |

19. If you followed step 18a or 18 b, you will see a popup notifying you that your
or gani z &fficeGateddsr Online account has been created.
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OfficeCalendar (=2

Online Account successfully created.

For further details  or to learn more about using OfficeCalend ar Online and
OfficeCalendar Calendar Mobile for BlackBerry click here for in _structions on how to

use OfficeCalendar Online

Adding User Accounts to the OfficeCalendar Server

Once you have installed the OfficeCalendar Server it is best to create user accounts
in the OfficeCalendar Admin istration Console for all of the users that will use
OfficeCalendar before proceeding to the OfficeCalendar Client installation.

1. Open the OfficeCalendar Admin istration Console by clicking on the
OfficeCalendar Admin icon.

e

OfficeCalendar
Adrmin

2. The OfficeCalendar Administration Console screen will appear.

 OfficeCalendar on Sy (=T

By Lookout Software

OfficeCa|endal’ it Administration Console

Accounks/Seculy | Configusation | Support | DificeCalendar Orine |
User/Resource List User,/Resource Rights
List of existing users and resounces, Click bo highlght & Select an ieen in the User Lisk and then select the rights
specific kem, Onoe highlighted, you can odit, delete or that ikem shoukd have for other users below. Changes are
changs the tem's rights. saved mmediately,
Chesck, All | Uncheck Al
¥ I

Usei D | Fuel Name | Last Hame | Type | Usen [ Fobder Type [ Read [ wike | Dalets

HAuckd Newr Edk Delote User Symes [+ F F
m::e::“?;:am Enter Coge Clogs Conscle Help
3. From the OfficeCalendar Administration Console clickthe Add New button.

Add Mew
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http://officecalendar.fileburst.com/documents/oconline.pdf
http://officecalendar.fileburst.com/documents/oconline.pdf

4, Entera Username , Password , Firstname , Lastname , and Folder Name

(this is what wildl be di splayed i nforehefrgr peopl eds

user yo u wish to add to OfficeCalendar. This user will be automatically assigned
as the default Admini  strator. Then assign the default security rights for the user
you are adding; and click Save and New  or Save and Close

Also, if the user you are currently adding will be syncing his/her BlackBerry

device via OfficeCalendar  Online ; or if they will exclusively use OfficeCalendar
Online because they do not have a copy of Microsoft Outlook please check the
Online Only /Mobile User checkbox. This helps OfficeCalendar with special
administrative functions.

e I =

|Username |James Password |*““

First name |Ja|1'|eg Last name |p.n.;|e|-gc.|-,

Folder Name|Andsrson, James

r i ¥ Online Only/Mobile User.

Existing users can® none { read ™ write T delete this user's records.

This user can " none © read r|tel"" delete existing user's records.

Cancel | Save and New | Save and Close |

5. You will see a screen titled Remember Login Information! after saving a new
OfficeCalendar administrator. In order to log into the OfficeCalendar
Administration  console at a later time you will need to remember this username
and password T if you are setti ng up an administrator account for another
person, be sure to let them know the username and password. Only those users
that need to access administrative functions (creating/editing/deleting user
accounts, user security rights, etc) need to be assigned as an administrator in
OfficeCalendar. However, we do recommend that you have at least two (2)
administrators defined in your OfficeCalendar database.

REMEMBER LOGIMN IMFORMATICHN! (]

L] Liser woird cicing, Yiowy wll Pt thi uebar's liogen Bo et Busck ko Ehe server Adminsbrabion Cormole, [F you e satiing Bt up For ancther perion, maks
s yon ek thass lncw Ehe usarriama sed peseword For the Rdmin Corecls,

[ 1]

6. Repeat steps 3 and 4 until you have finished adding all users for your installation
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Quick Tip

Check the This user is an administrator check box if the user you
are adding will administer the OfficeCalendar Server. At least one user
must be an OfficeCalendar Server Administrator, and thus the first
user added always has this box checked. You may assign more than
one user as an Administrator.

User Details [

Username IJames Password [—-

First name IJames Last name [Andm

. Folder Name[ﬂnderson, James

[ Create user as a resourceé¥ This user is an administratd¥ Online Only/Mobile User.

Existing users can(" none (" read & write (" delete this user's records.

This user can " none  read & 7 ei(” delete existing user's records

Cancel Save and New Save and Close

Ensure that the OfficeCalendar Client Installation Folder
Is shared on your network

Ensure thatthe c:\ ocalclient folder on the computer where you installed the
OfficeCalendar Server is shared on your network so that all workstations wishing to
use OfficeCalendar can br owse to it in order to install the OfficeCalendar Client for
Microsoft Outlook. All workstations needing to install the OfficeCalendar Client will
need access to this shared folder.

During the initial installation of the OfficeCalendar Server, the OfficeC alendar

installer copies the OfficeCalendar Client installation files to a specified folder and

attempts to create a network share on this specified folder. However, this may not

work on some computers. The default location for the OfficeCalendar installat ion files
is c:\ ocalclient . You can quickly determine if this folder is shared to other network

users by browsing to the c:\ folder (on the computer where you installed the
OfficeCalendar Server) with Windows Explorer or My Computer. Locate the

ocalclient  folder 7 ifitis shared to other network users, the folder will have a hand

just under the folder as shown in the illustration below.

ocaldient

If the OfficeCalendar installer was unable to create a share on your designated

OfficeCalendar Server computer, you can easily create a share manually by following

the instructions below.
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To sharethe  c:\ ocalclient folder on your network:

1. Open Windows Explorer, and then locate the folder c:\ ocalclient
2. Right-click onthe c:\ ocalclient folder, and then click  Sharingand  Security
3. Select the check box  Share this folder on the network ;and click OK.

You will now notice that c:\ ocalclient folder now has a hand beneath it to indicate
that it is shared on your network.

-

ocaldient
Quick Tip

What if you can’t share the ocalclient folder?

If, for some reason, a workstation cannol open the shared ocalclient
folder there is a simple altemative to installing the OfficeCalendar
client: simply copy the entire ocalclient folder to another drive on your
network that is accessible to the workstation, and have the workstation
install from this new accessible share.

Installing the OfficeCalendar Add-on Client on
Microsoft® Outlook Workstations

1. From each workstation where you are installing the OfficeCalendar Outlook add -in
Client , browse tothe c:\ ocalclient folder on the computer where the
OfficeCalendar Server is installed. The easiest way to do this is to click Start |
Run;andtypein \\Your Of fi ceCal endar Ser ver Adecé@ldienp ut er Na me
and click OK. (In the example below, Afocserviesrd he OfficeCalendar Ser

computer name.)

— Type the name of a program, folder, decument, or
g Internet resource, and Windows will open it for you.

Open: ~|
I Ok ] [ Cancel ] [ Browse... ]
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Quick Tip

Don't know your OfficeCalendar Server's computer
name?

If you do not know the name of the computer where your OfficeCalendar
Server is running simply open the OfficeCalendar Server program on that
computer. Open the OfficeCalendar Server program by right-clicking on the
OfficeCalendar Server icon (shown below) in the task tray and selecting
Show Admin Console. If the icon is not in the task tray, then the
OfficeCalendar Server will need to be started.

The OfficeCalendar Server's computer name is displayed at the top of the
OfficeCalendar Administration Console screen (highlighted below).

* OfficeCalendar on WKG-Server

By Lookout Software

OfficeCalendar .@,

AccountsS ecurity l En:nnfiguratin:nn] Suppn:nrt]

User/Resource List User/
List of existing users and resources, Click ko highlight a Select
specific item. Once highlighted, wou can edit, delete or that ite
change the iken's rights, saved

2. Double -click onthe setup 6500 icon (show below).

-

inks Name

ments

‘es J

: configcli
»

3. From the OfficeCalendar Setup Welcome screen, click Next .
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|~ OfficeCalendar Client Setup =)

Welcome
Welcome to the installer for OfficeCalendar Client 6.5.0.0.

It is strongly recommended that you exit all Windows programs
before continuing with this installation.

If you have any other programs running, please click Cancel,
close the programs, and run this setup again.

By Lookout Software
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Otherwise, click Next to continue.

The easy and affordable way
to share Microsoft Outiook
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Net> | [ Cancel ]
4, Ifyou donot have Microsoftds . NET FrameworKk nstalled
will see the screen below T please proceedto step 4a below. Ifyou do have the
Microsoft .NET Framework installed on your computer y ou will not see .NET
installation prompt  -- please proceedto step 5.
To install the Microsoft .NET Framework:
a. Click Next to proceed with the .NET Framework download.
b. Oncethe download has completed you will see the screen below; click OK to
start the .NET Framework installer.
c. Review the license agreement for the Microsoft .NET Framework, then click the I
accept the terms of the License Agreement check box; and click the Instal |
button to proceed.
d. Whenthe NETF r amewor k installation is complete youoll
below; click Finish to return to the OfficeCalendar Server installation
5. Select an installation  folder for the OfficeCalendar C lient installation (for ease of
support we recommend that you choose the default location of C: \ Program
Files\ OfficeCalendar); and click Next .
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8 OfficeCalendar Client Setup

Installation Folder ed |
whene would peu e DifizeCalendar Chert 1o be naallsd? -

The soltware will be installed in the folder isted below. Toiewadﬂmrubwm either lype in &
rew path, o click Change lo beowse for an exasting folder

i suggest wou ute the defaul Tolder shown, if &l all possible.

Irztall DificaCalandar Chant Lo
C:\Program Fles\0ificeCslendar

6. Fromthe Ready to Install screen, click Next .
Please wait while the OfficeCalendar Client install sé
7. Fromthe Almostdone €é scr eenNextc!l i ck

8. Click Finish when the OfficeCale ndar C lient installation is complete.

|'= OfficeCalendar Client Setup (]

f Installation Successful
The OfficeCalendar Cliert 6.5.0.0 installation is complete.

£
g E Thank you for choosing OfficeCalendar Cliert!
=1
i | Please click Finish to et this installer.
g
g8
s
°S
)]
-0
5

The easy and affordable way
to share Microsoft Qutiook
Calendars.

9. Open Microsoft Outlook on your computer.

The OfficeCalendar Client  added the OfficeCalendar toolbar as well as an
OfficeCalendar menu  option to your Microsoft Outlook toolbar (shown in the
illustration below).
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i~ Cutlook Today - Microsoft Outlook

Efile Edit Wiew Go Tools Actions Help | OfficeCalendar

| 3 MNew - @ _j Send/Receive ~ | [f] Search address backs -

N A @
Mail « || % Personal Folders -
FaUTitE Folders - Mond:
-] Inbox
Click on the Synchronize OfficeCalendar icon.
The OfficeCalendar Login dialog box will appear; type your Username and

Password and click Login . (Note: Each OfficeCalendar Client login must be
unique T please ensure that you are using the correct Username and Password
that was assigned to you.)

OfficeCalendar, Login

Uzername |T am

Paszzword |*"="‘

v Save Login Information

Login Cancel

@
Youbll notice that the synchroni z*‘?twhileyouri con will «c¢h
Outlook is synchronizing wit ~ h the OfficeCalendar Server. Once the

synchronization is complete it will change back to its original state.

Once your first synchronization is complete youoll
been created under your root (main) Calendar, Contacts, and/or Tas ks folders. A

new folder will be created for everyone that has previously performed his or her

first sy nchronization of OfficeCalendar. Also , OfficeCalendar creates a default

Group Calendar folder, which will appear under your Calendar folder (shown

below) .

If you are the first person to synchronize with the OfficeCalendar Server you will
only see the group ¢ alendar s and resource user folder (s) that you have rights to
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