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What is OfficeCalendar? Sharing Microsoft Outlook
Calendars and More...

OfficeCalendar is a simple software program that allows you to share Microsoft
Outlook calendars without Microsoft Exchange Server. You can also share Outlook
Contacts and Tasks with OfficeCalendar and create a consolidated Group Calendar
view of multiple users’ Outlook calendars.

Whether you have a dedicated server computer or a basic peer-to-peer network,
OfficeCalendar can be installed on practically any Microsoft Windows® based
network. Each person wishing to share Outlook calendars, contacts, and/or tasks
with OfficeCalendar must have a copy of Microsoft Outlook 2000, XP, or 2003.
However, OfficeCalendar can work with a mixture 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 create sub-
folders under each of your Outlook objects (calendar, contacts, and tasks) for each
other person that is sharing their Outlook information with you. For Example, if you
have a total of four users sharing Outlook with each other, OfficeCalendar will
configure your Calendar folder structure similar to the illustration below:

=SB4 Outiook Today - [Personal Folders]
Your calendar 4—{_. 6.':" Calendar ]
[(@} Group Calendar ]7— The OfficeCalendar

Group Calendar (puts

(3 Jones Ronald e - T,
Your colleague's @, Leslie,Cindy sﬁ'lgla calendar view)

calendars

¢S Thompson,Scott

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 a consolidated Group Calendar view (puts everyone’s appointments into a single
calendar view).

Nothing changes in the way you use Outlook after 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 one of your colleague’s calendar, just
navigate 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 you’ve clicked on the synchronization button, the
appointment you added from within your copy of Outlook will then be added to the
OfficeCalendar database. The appointment will then be added to your colleague’s
Microsoft Outlook calendar upon their next synchronization of OfficeCalendar.
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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 others people’s Outlook calendar as well as communicate
with the OfficeCalendar Server, which in turn passes your calendar updates to other
user’s Outlook 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.asp. You only need to

download the trial version of OfficeCalendar once — the software you’ll need for
all of your office’s workstations are included within this download.

2. Install of the OfficeCalendar Server Software

The second thing you’ll need to do is install the OfficeCalendar Server software.
The OfficeCalendar Server software is only installed on one computer. The
OfficeCalendar Server software can be installed on any computer connected to
your office’s network. If you have a dedicated computer in your office that acts as
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 isn’t a network server per-se, you will need to select
one of the workstations on your network to install the OfficeCalendar Server. 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.

3. Add user accounts to the OfficeCalendar Server

Once you've installed the OfficeCalendar Server, you will need to open the
OfficeCalendar Server application and add a user account for all of the users in
your office that will share Outlook calendars, contacts, and tasks.

4. Ensure that the OfficeCalendar 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. This is done for your convenience so that each user on your
network doesn’t have to download the OfficeCalendar software separately.
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During the initial installation of the OfficeCalendar Server, the OfficeCalendar
installer copies the OfficeCalendar Client installation files to a specified folder and
attempts to create a network share on this specified folder for you. However, this
may not work on some computers.

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

Finally, after you have created user accounts for all of your users, the
OfficeCalendar Client is installed on each person’s computer that will share
Microsoft Outlook calendar, contacts, and tasks in your office.

Installing the OfficeCalendar Server

1.

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

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

A
)

ocinskall exe

From the Welcome to the OfficeCalendar setup screen, please note that you
will only need to install the “ocinstall.exe” file you downloaded once. During the
initial setup, 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.

8 OfficeCalendar. Server Setup §|
Welcome to the OfficeCalendar setup. J—
Flease read the following important information before continuing. l:y
Ice_alendar Lhent sefup Ehat 15 created on Ehis computer oy This insCaller, »

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

It is strongly recommended that vou exit all Windows programs befaore continuing with
this installation,

IF a previous version of OfficeCalendar Server is running, it will be stopped
automatically before installation.

If you have any other programs running, please dick Cancel and close those programs
before restarting this installer.

Otherwise, click Mext to continue.

Mext » | [ LCancel
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4. If you do not have Microsoft’s .NET Framework installed on your computer you
will see the screen below — please proceed to step 4a. If you do have the
Microsoft .NET Framework installed on your computer you will not see the screen
below -- please proceed to step 5 (on page 7).

B OfficeCalendar Server Setup

Required: Microsoft NET Framework 1.1 J—
Micrazoft MET iz required to continue. [;:?’

The "Microzaft MET Framework must be installed on each machine where you plan to instal
OfficeCalendar. OfficeCalendar waz developed uzing the new Microzoft MET technologies tao bring
you the most up-to-date software available. The install iz extremely eazy and involves no advahced
technical skill

The Microzoft MET installer will be downloaded automatically next and will be saved to be
available for any client installations on vour network.

< Back ] | Mesit » | ’ LCancel

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.

Installing .NET

i The Microsoft \NET Framevsork, rstalar b about bo start., ‘When & has complebed, you vl be returned bo the nesd

s i the OffceCalandsr ratalar,
= ]

c. Review the license agreement for the Microsoft .NET Framework, then click the 1
agree radio button; and click the Install button to proceed.
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I Microsofl .MET Framework 1.1 Setup

" 'l! License Agreement

MIC rosﬂft. - & capy of this beerse = ovadlshle for prntisg at
bttp o macrosoft comfwlnkFLinkld=1 2283 )
. SUPPLEMENTATL EMD USEE

u LICEMSE AGEEEMENT FOR
WMTOROSOET SORETW ART M

| heirve read, understood and agres 1o the beims of the
I. End Lisar Licerise Agreement and so sigrafy by chcking
|

"1 agres and procesding o wee the product.

Corce

d. When the .NET Framework installation is complete you’ll see the dialog box
below; click OK to return to the OfficeCalendar Server installation.

5 Microsoft .NET Framework 1.1 Setup El =

Installation of Mictosoft NET Framework 1.1 iz complate,

5. Select an installation folder for the OfficeCalendar Server (for ease of support we
recommend that you choose the default location of C:\Program
Files\OfficeCalendar Server); and click Next.

B OfficeCalendar Server Setup

Irstallation Falded
Winere wowld you ke DificeCalerds Server to be intalied? IT:E’

The softvears will be mataled i the loldes nbad beloer, To pelect & dilevent locabion, sithes bps n &
e path, on chick Charge to beovse bor an exizting folder,

Ircskall DifceC slandls Sarve b

[ \Program Pl Dol sy Sorve

[_choek | [ Hea> || Cocel |

6. Select 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.
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B8 QOfficeCalendar, Server Setup le

OfficeCalendar Client Installation Files —
Where would you like the Client Install files to be installed? w

Choosze a path where you would like to store the file necessary to install the OfficeCalendar Client. |t
iz recommended that you accept the default value given below. If you do need to change the path,
click the Change button. Thiz inzstaller will attempt to share this folder on your network so pour
clients can connect from their computers, *When the installation is complete, be sure to check the
permizsions on thiz folder.

Install Client Files to:

C:hocalclient H Change... ]

’ < Back ] | Mext » ’ Cancel ]

7. Please read the OfficeCalendar license agreement; click the I agree to the
terms of this license agreement radio button; and click Next.

E& OfficeCalendar Server Setup g|
License Agreement J—
Flease read the following license agreement carefully. [3:?
SOFTWARE LICENSE AGREEMENT A~

IMPORTAMT INSTRUCTIONS: Pleaze carefully read the following instructions and Software
License Agreement before downloading.

By downloading and installing OfficeCalendar you agree to follow these important instructions:

Make a backup copy of your data before installing OfficeCalendar. Lookout Software is not
responzible for lost or duplicated data.

Instructions for making a backup copy of your data in Outlook:

1. Dpen Microzoft Outlook -

(%) i agree ta the terms of thiz license agresment

(O | da nat agres to the terms of this license agreement

’ < Back ] I Mest » l ’ LCancel ]

8. From the Ready to Install dialog box; click Next.
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B8 OfficeCalendar Server Setup

X

Ready to Install
Y'ou are now ready to install OfficeCalendar Server 2.4.0.0 [:y

The installer now has enough information to install DfficeCalendar Server on your computer.
The following settings will be used:
Install folder: C:\Program Files\OfficeCalendar Server

Please click Mext to proceed with the installation,

’ < Back ] | Mest » | ’ LCancel ]

9. Once the OfficeCalendar Server setup has successfully installed; click Next.

B8 OfficeCalendar Server Setup f'5_<|

The OfficeCalendar Server 2.4.0.0 installation iz complete.

The next screen shows important infarmation that will help you
complete the necessary steps to finish zetting up
OfficeCalendar. If pou are not used ta inztalling client/zerver
applications, pleaze read the next screen carefully.

Click next to proceed...

(] ET

Start the OfficeCalendar Server after installation.

@
=

off

-~

Lookout Software
WWW.OFFICECALENDAR.COM

Mest » | ’ LCancel ]

10. The What’s Next screen briefly describes the steps you’ll need to perform after
installing the OfficeCalendar Server. Please take a minute to read through the
What’s Next screen text, and click Next.
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B OfficeCalendar Server Setup E|

What's Next? - Pleaze Read =
Thee bicllomving in & bl surnmeany o hows b complete you Dificelslards seup w

Yauw have finkshed installing the OficeCalendar Server. This is the central data
reposBony for all your OficeCalendar shared data

To cormplabe installing the OficeCalandar haing Syabem, you will neaed o
Install the OfMice Calendar Citant on gach user's compauler thal will be sharnng
datawith gthirs, Thie OfceCabendar Cliend s & Separabe inglall process from
tive one you just completed. The installer for the cliend has been saved 1o the
Chocaiklient deectony. in the Clocalclient directory, you should see a

Sirlug, i Nl This i the file hal pou will fiid B install oo éach usérs
com@puier. CRr NOT redrs Call Oee Bl Jrodd dowioaded to any alfer fnaciine
Tive sevvar sionid iy Dee fos Ealled orrce oip Jonur refwork,

Aadnre wan inekall Bie cliant am woar athar neare cammniders wanwdil nsad in

[_choek | [ Hor | [ Cocal |

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 “Adding User Accounts to the OfficeCalendar
Server” on page 14 if you chose not to install the OfficeCalendar Client software
on this computer. See the below further explanation of this screen if needed.

B8 OfficeCalendar Server Setup rz|
Install Client Here? J—
Select an option and click Mext to continue. E:y

If you are only using this machine to run the OfficeCalendar Server, then pou do not need to install
the client files locally. | you are planning on uging OfficeCalendar on thiz machine, you will need to
install the OfficeCalendar Client files. Choose an option below and click Finigh.

(&) Install the OfficeCalendar Client files locally naw...

(O | don't need ta install the OfficeCalendar Client lacally...

‘wihen you click Finish, this installer will close itzelf and the Server installation will be complete and
successful. If you chooze to install the client files uzing the option above, the installer for the
OfficeCalendar will start automatically.

To start the OfficeCalendar Server, click the icon that has been placed on vour desktop.

Install Client Here?

You do not need to install the Client files if you are only using this particular computer to
run the OfficeCalendar Server. Select Install the OfficeCalendar Client files locally now...
option if someone is using Microsoft Outlook on this computer and wants to share Outlook
information with other users.

12. From the OfficeCalendar Client Setup Welcome screen, click Next.
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B8 QOfficeCalendar, Client Setup g|

Welcome
Welcome to the installer for OfficeCalendar Client 2.4.0.0.

Itiz strongly recommended that you exit all \Windows programs
before continuing with this installation.

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

Calendar

Otherwise, click Nest to continue.

>
=

Off

~

Lookout Software

WWW.OFFICECALENDAR.COM

| Mext » | ’ Cancel ]

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.

B OfficeCalendar Cliont Setup [%
Inaballalion Falde e
Wi waowuldl pou Boe O ficeCalersdsr Chend bo be nataled ¥ w

The coftveans will be mataled i the loldes nbad beloer, To pelect & diiesent locabion, sithes bps n &
e path, or chick Charge bo beovse bor an existing folder,

W puggest pou use She dafault foldes shoven, # ot ol possble.

Itk sl Dol sbaricias Chent bax

C-\Program Fies\DificeC ks

[_choek | [ Mew> || Cocel |

14. From the OfficeCalendar Client Setup Ready to Install screen, click Next.
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B8 OfficeCalendar, Client Setup

X

Ready to Install
Y'ou are now ready to install OfficeCalendar Client 2.4.0.0 E:y

The installer now has enough information to install OfficeCalendar Client on your computer,

The following settings will be used:

Install folder: C:\Program Files\OfficeCalendar

Flease click Mext to proceed with the installation.

’ < Back ] | Mest » | ’ LCancel ]

15. From the OfficeCalendar Client Setup Almost done... screen, click Next.

B OfficeCalendar Client Setup

Almos! done,

W

The man mstalsbon has fnidhed

Thewe st b sheges Hak reed bo be completed o configuss pour inntalabon. Pleads chok ned 1o
Firialize the inslallstion

[ <ok | [ _twtr ][ coes |

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, and proceed to the next topic “Adding User
Accounts to the OfficeCalendar Server”.
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B8 OfficeCalendar, Client Setup

Installation Successful

The OfficeCalendar Client 2.4.0.0 installation iz complete.

Thank you for choosing OfficeCalendar Client!

Flease click Finish ta exit this installer.

Adding User Accounts to the OfficeCalendar Server

Once you have installed the OfficeCalendar Server it is best to create user accounts
for all of the users that will use OfficeCalendar before proceeding to the

OfficeCalendar Client

installation.

1. Start the OfficeCalendar Server by clicking on the OfficeCalendar Server icon.

ﬁ

OfficeCalendar
Server

2. The OfficeCalendar Server and Administration console screen will appear.

= OfficeCalendar on officeserver

[ User/Resource List

<hange the ltem' rights.

List of existing users and resaurces. Click o highiiaht @
speciic item, Once highlishted, you can edit, delete or

[BEIE
[g oﬁi cecalen da r Server and Administration Console

| User/Resource Rights

saved immediately.

Select an ikem in the User Lisk and then select the rights
that item should hawe for other users below, Changes are

User ID Name

[ Tvpe |

Delete Edt | AddMew ||| User Syncs

I” cCalendar | Contacts

™ Tasks

Configure Licensing Configure Server
(DemnExpives: 3/25[2005  Enter Code | |7l;atabase | pot || Clese Console Help

3. From the OfficeCalendar Server Administration console click the Add New

button.

Add Mew
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4. Enter a username, password, the first name, last name, folder name (this is what
will be displayed in other people’s Outlook folder list) for the first user you wish
to add to OfficeCalendar; assign the default security rights for the user you are
adding; and click Save and New or Save and Close.

B User Details @

|lzermame |iame$ Pasgward |

First name |J ames Last name |,.f.-.,n.jer3.;.n

Folder Mame |Anderson, J ames

[ Create uzer as a resource. [

Existing users can ¢ read  wiite (¢ delete  this user's records.

Thiz uzer can " read " wite (+ idelete | existing user's recaords.

Cancel Save and Mew 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 Server and
Administration console you will need to remember this username and password —
if you are setting up 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 users accounts, user security
rights, etc) need to be assigned as an administrator in OfficeCalendar.

REMEMBER LOGIN INFORMATION!

User was added, You will need this user's login ko get back into the server Administration Console. IF you are setting
. this up For another person, make sure wou let them know the username and password For the Admin Consale,

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

Check the the User is OfficeCalendar 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 this
the: first user you add must be an OfficeCalendar Server Administrator.
You may assign more than one user as an Administrator.

B8 Lger Details

“Pagsveord  [Eess

First name |James Last name  |Anderson
Folder Name [T IS

[ Create user as a resouice. | This uger is an administrator, ‘

Usemame  |james

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

Ensure that the 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 browse 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 OfficeCalendar
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 installation 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 - if it is 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.

To share the c:\ocalclient folder on your network:
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1. Open Windows Explorer, and then locate the folder c:\ocalclient.
2. Right-click on the c:\ocalclient folder, and then click Sharing and 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 cannot 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 to the c:\ocalclient folder on the computer where the
OfficeCalendar Server is installed. The easiest way to do this is to click Start |
Run; and type in \\YourOfficeCalendarServer’'sComputerName\ocalclient;
and click OK. (In the example below, “ocserver” is the OfficeCalendar Server’s
computer name.)

Run 2
— Type the name of a program, folder, document, or
5 Internet resource, and Windows will open it for you.
Open: ~
[ OK l [ Cancel ] [ Browse...
“Sharing Microsoft Outlook Calendar and Contacts without Exchange Server” 16

Copyright Lookout Software, Ltd. 2003 — 2006. All rights reserved. Microsoft, Outlook, and Exchange Server are trademarks or registered trademarks of
Microsoft Corporation.
http://www.officecalendar.com

Logkout Software

s OfficeCalendar



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 displaifed at the top of the
OfficeCalendar Admin Console screen (highlighted below).

Ei OfficeCalendar on dre

OfficeGalendar

L

i o

+

User List Uﬂ]
Lisk of Existing Users available. Click o highlight & Seda
specific user, Once highlighted, vou can edit, delete or and
change the user's rights. belo
| UserID | Name | L] s

2. Double-click on the setup.exe icon (show below).

Fle Edit WVew Favorites Tools Help

eﬁack 2 -J l.w /.:_\J Search || Folders v

Address |3 Cocaldient

L configcient.xml
File and Folder Tasks %ML Document
1KB

setup.exe
= cctup Application

(£ Make anew folder
@ Publish this folder to the
Web

kad Share this folder

ted

Other Places

e Local Disk (C:)

3. From the OfficeCalendar Setup Welcome screen, click Next.
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B8 OfficeCalendar Client Setup E|

Welcome
Wwelcome to the installer for OfficeCalendar Client 2.4.0.0.

Itiz strongly recommended that you exit all Windows programs
before continuing with thizs installation.

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

Calendar

Otherwize, click Next to continue

@®
=

off

-

Lookout Software
WWW.OFFICECALENDAR.COM

Mest » | [ Cancel ]

4. If you do not have Microsoft’s .NET Framework installed on your computer you
will see the screen below — please proceed to step 4a below. If you do have the
Microsoft .NET Framework installed on your computer you will not see the screen
below - please proceed to step 5.

B OfficeCalendar Server Setup @

Required: Microsoft NET Framework 1.1 J—

Micrazoft MET iz required to continue. [;:?’

The "Microzaft MET Framework must be installed on each machine where you plan to instal
OfficeCalendar. OfficeCalendar waz developed uzing the new Microzoft MET technologies tao bring
you the most up-to-date software available. The install iz extremely eazy and involves no advahced
technical skill

The Microzoft MET installer will be downloaded automatically next and will be saved to be
available for any client installations on vour network.

l < Back ] | Mesit » | ’ LCancel

To Install the Microsoft .NET Framework:
a. Click Next to proceed with the .NET Framework download.

Please wait while the .NET Framework is downloaded (Note: this may take
several minutes)...

b. Once the .NET Framework download has completed you will see the screen
below; click OK. Click Yes to start the .NET Framework installation.
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i The Microsaft [NET Framework, iretalar s sbouk bo start. When it has complated, wou will be returmed to the neot
alar,

shap in e OfficeCalandar iret

I

Please wait while the .NET Framework files are extracted for installation...

c. Review the license agreement for the Microsoft .NET Framework, then click
the 1 agree radio button; and click the Install button to proceed.

I Micrasoft .NET Framework 1.1 Setup

" 'l| License Agreement

[ | -
Microsoft, |, oopyrof 1his Besrse i availdle for printing o
kit o macosa . comdfwlink P Linkld=1 2285 )
[ SUPPLEMENTAL END USER
a LICENSE AGREEMENT FOR.

MTCROSOET SOETWARTE

| harve read, understood and agree fo the beims of the:
End Ui License Agieement ard so sigraly by chizking
I "1 agree™ ard proceeding to uts ths product

- lgon&agee

e

Please wait while the .NET framework installs...

& Microsoft .NET Framework 1.1 Setup

.l '.| Installing Components

The following items are being installed on your computer

Microsoft MET Framewark Files

Nnet

Il. Gathering required information,

Cancel 4

d. When the .NET Framework installation is complete you’ll see the dialog box
below; click OK to return to the OfficeCalendar Client installation process.

& Microsoft .NET Framework 1.1 Setup E] m]| -

Instaliation of Microsoft .NET Framework 1.1 iz complete,

5. Select an installation folder for the OfficeCalendar Client 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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B OfficeCalendar Client Setup

Inttallaticn Folde =
Wiere would pou Boe DificeCalersds Chent bo be nataled? 1;3’

The coftveans will be mataled i the loldes Ebad belowr. To pelect & dilesent locabion, sithes bps n &
e path, on chick: Charge by beovse bor an existing folder,

W puggest pou use the dafault foldes shovn, # ot ol poseble,

Irettall Dbz aberichad Chet bt

C-\Program Fier\DificeCaber

[ <ok | [ _tiwr ][ ol |

6. From the Ready to Install screen; click Next.

& OfficeCalendar Client Setup le

Ready to Install
Y'ou are now ready to install OfficeCalendar Client 2.4.0.0

The installer now has enough information to install OfficeCalendar Client on your computer.

The following settings will be used:

Install folder: C:A\Program FileshDfficeCalendar

Flease click Mext to proceed with the installation.

’ < Back ] | Mest » | ’ LCancel ]

Please wait while the OfficeCalendar Client installs...

7. From the Almost done... screen, click Next.
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B OfficeCabendar Client Satup £
Abmost done, f—
==
Theet s nstallstion has fnished

These ane i bew segcs Bhat need b be complsted b configuis wour Fritalston. Pleads chek nexd 1o
finalize the inslalation

[_choek | [ Hwr ][ Cocal |

8. Click Finish when the OfficeCalendar Client installation is complete.

B8 OfficeCalendar, Client Setup g|

Installation Successful

The OfficeCalendar Client 2.4.0.0 installation iz complete.
Thank you for choosing OfficeCalendar Client!

Flease click Finish ta exit this installer.

Calendar

@
=

Off

~

Lookout Software

WWW.OFFICECALENDAR.COM

Finizh

9. Start Microsoft Outlook on your computer.

The OfficeCalendar Client added two icons to your Microsoft Outlook toolbar once
installed (shown in the lllustration below).
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Outlook Today - Microsoft Outlook

i Fle Edit View Go Tools Actions Help
P yiNew - | (4 | “HisendReceive ~ | CoFind | [ T

355 228
olde : Personal Folder

g calendar

=] £4% Personal Folders

& Calendar monday

84 Contacts pi30 PM-2:30PM O

# (g Deleted Items
L7 Drafts

& 2 Inhioy

tuesday
B:00 AM - 5:00 AM W

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 — please ensure that you are using the correct Username and Password
that was assignhed to you.)

OfficeCalendar Login

Username |t|:|m

Pas=word |"""

Iv iSave Login Information

Login Cancel

You’ll notice that the synchronization icon will change states to < while your
Outlook is synchronizing with the OfficeCalendar Server. Once the
synchronization is complete it will change back to its original state.

Once your first synchronization is complete you’ll notice that new folders have
been created under your root (main) Calendar, Contacts, and/or Tasks folders. A
new folder will be created for everyone that has previously performed his or her
first synchronization of OfficeCalendar, along with an additional folder under your
Calendars folder called Group Calendar. New folders will appear after other
OfficeCalendar users synchronize their Outlook with the OfficeCalendar Server for
the first time.
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If you are the first person to synchronize with the OfficeCalendar Server you will
only see the Group Calendar sub-folder under your Calendar folder. No other
items will be created for any of the other users you are sharing Outlook
information with until they have performed their first OfficeCalendar
synchronization.

Calendar - Microsoft Cutlook

| Fle Edit View Go Toos Actions Help
P lNew - | X [ g4 | Today || T]Day

5| Work Week |

All Folders
=l 6 Personal Folders coT
= E Calendar =
] Group Calendar
[&5] Contacts 3
{a] Deleted Items
L7 Drafts 4 oo
L[5 Inbox
HE 1riemal --

Once other users have synchronized their Outlook data with the OfficeCalendar

Server, their folders will appear in your Outlook folder list during your subsequent

synchronizations.

Calendar - Microsoft Outlook

! Fle Edit Vew Go Tools Actions Help
P New - | i X 2| g4 | Today || 1]Day | 5]Work Week | 7]Wes
|
Folder List Calendar
All Folders
=] %’ﬁ Personal Folders coT
= ﬁ Calendar =
ﬁ Group Calendar
ﬁ Thompson, Joan 3 am
&= Contacts
{a] Deleted Items 400
L# Drafts
[ Inbox 5 00
éi Journzl
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Administering OfficeCalendar

OfficeCalendar provides several options for administering user accounts and security
as well as advanced settings for network administrators. All of the administration for
OfficeCalendar is done from one simplified screen: the OfficeCalendar Server and
Administration Console.

From the OfficeCalendar Server and Administration Console you can:

= Add, edit, and delete user accounts and shared resource folders.

= Set a user’s security access to other Outlook user and resource calendars,
contacts and tasks information.

= Configure advanced network settings such as OfficeCalendar’s designated
network port settings

= And more...

To access the OfficeCalendar Server and Administration Console double-click on the
OfficeCalendar Server icon if the OfficeCalendar Server is not already running.

" -

;

OfficeCalendar Server

If the OfficeCalendar Server is running right-click on the OfficeCalendar Server icon
in the Windows task tray, and select Show Admin Console.

E& DfficeCalendar on dre A E“E|E|
-
[@ Oﬂl cecalend a r Server and Administration Console
~User List —User Rights
List: of Existing Users available. Click to highlight a Select a user by dicking on their name in the User List;
spedific user. Once highlighted, wou can edit, delete or and then select the rights they have for other users
change the user's rights. below, Changes are saved immediately.
Uger I | Name | ~ Uzer Folder Type Read  ‘write  Delete j
Anderson James Anderson Jennifer Calendars v v r
Eobderl E_obderj Thampson Jennifer Contacts v v r
indy indy Jones
Garrett Kevin G amett Jenniter Tasks - - r
Thomas Thomas Taggart Hillary Calendars v v r
ateon Trent Matzon Hillary Contacts v v r
Floger Foger Jennings Hillary Tasks [v¥ [v¥ r
AVE AVE AT Allison Calendars Iv¥ Iv¥ I
SmallCon SmalCan SmallCon N I I r
Traini Trairl Traini Allison Contacts
Jack Jack Winter Allisan Tasks ¥ ¥ I
Jennifer Jennifer Fox tallony Calendars Iv Iv r
Hillary Hillary Simpson tallary Contacts v v r
Allisan Allision Grar_ﬁdey Mallory Tasks v v r
tdallary hd allary Obrien B Calend v v -
Barry Barmy Hardin any AIBNOars
¥ R am Crntacts Iv Iv r j
Delete | Edit | Add Mew | User Syncs |© Calendar |¥ Contacts [% Tasks

Configure Licensing Configure Server
’1‘55"5 Allowed: 30 Enter Code | ’7 Database | Part | Close Console | Help |
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Adding New OfficeCalendar User Accounts

1. Open the OfficeCalendar Server and Administration Console.

2. Click the Add New button.

Add Mew

3. Enter the user name, first name, last name, and password for the user you
wish to add to OfficeCalendar; type in a unique name to display the folder on
user’s Outlook folder list in the Folder Name field (optional); and assign the
basic security rights for the user you are adding by clicking on the appropriate
radio buttons (you may assign more detailed security rights once you’'ve added
each user).

E& User Details @
] TPaggwond e

FRINAME |i-3l'l'l'3$

First name |J ames Last name |,.f_-.,n.jer3.;.n

Falder Mame I':'l.r'||:||3r:5:|:|r'|__ James

[ Create uzer as a resource. [ Thiz uzer is an adminiztrator,

Existing uzers can & read ¢ wiite ¢ delete  this user's records.

Thiz uzer can ™ read & wite ¢ delete  ewisting uzer's records.

Cancel Save and Mew Save and Cloge

If the user you are adding will administer the OfficeCalendar Server, be sure to check
the This user is an administrator check box. At least one OfficeCalendar user
must be assigned as an administrator, and thus the first user you add to
OfficeCalendar will be automatically assigned as an OfficeCalendar Server
Administrator. More than one user can be can be assigned as an OfficeCalendar
Administrator.

4. Save the user account information you’ve added:

A). Click Save and New to finish adding the user to the OfficeCalendar
Server, and immediately add a new user.

Save and New

-Or-
B.) Click Save and Close if you do not wish to add any other users.

Save and Close
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Editing OfficeCalendar User Accounts

1. Open the OfficeCalendar Server and Administration Console.

2. Highlight the user account you want to edit in the User List, and click the Edit
button.

3. Edit the user’s details.

4. Click Save and Close.

Deleting OfficeCalendar User Accounts

1. Open the OfficeCalendar Server and Administration Console.
2. Highlight the user account you want to edit in the User List.

3. Click the Delete button; a message will appear asking to confirm the action to
delete the user; select Yes if you are sure you want to delete the user.

Deleting a user from OfficeCalendar will free up an additional user license. However,
when an OfficeCalendar user account is deleted, the deleted user account
information will remain in the OfficeCalendar database. This is done to notify the
OfficeCalendar Client software for others users that User X no longer exists, and thus
Users X’s subfolders are removed from their Microsoft Outlook folder structure. Once
a user is deleted, you can NOT add it back to the OfficeCalendar database. You will
need to create a new user account with a unique First Name + Last Name
combination.

Setting a User’s Security Rights in OfficeCalendar

OfficeCalendar provides a full complement of security settings that can be applied to
each user. This allows the OfficeCalendar administrator to easily determine for each
user whose calendars they can see; whose calendar information they can add/edit;
and which calendars from which they can delete information.

There are four types of security settings that can be applied to an OfficeCalendar
user:

= Read — check the Read access checkbox to allow a user to view another user’s
specified Outlook object (calendar, contacts, and/or tasks). By default, every new
user you add to OfficeCalendar has Read access to all other user’s Outlook
objects.

= Write — check the Write access checkbox to allow a user to add new items to,
and modify existing items of, other specified user’s Outlook object (calendar,
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contacts, and/or tasks). By default, every new user you add to OfficeCalendar
has Write access to all other user’s Outlook objects.

Delete - check the Delete access checkbox to allow a user to delete items from
other specified user’s Outlook objects. By default, delete access is not selected
when adding a new user to OfficeCalendar. NOTE: Use caution when granting
another user Delete access. Information can easily be inadvertently
deleted and is not easily recoverable, if recoverable at all.

Administrator — check this box for each user you want to give access to the
OfficeCalendar Server Administration Console. It is a good practice to have at
least two individuals marked as “administrator” in OfficeCalendar. Once marked
as administrator, a user can log into the OfficeCalendar Server and
Administration Console with their user account’s user name and password.

To set a user’s access to other user’s Outlook objects (calendar, contacts, and/or

tasks):

1. Open and log into the OfficeCalendar Server and Administration Console.

2. From the User List, highlight the user account you want to edit.

3. Choose the security setting you want the user to have with respect to each other

OfficeCalendar user’s Outlook objects (calendar, contacts, and/or tasks) by
checking and/or un-checking the corresponding access.

When changing security settings for an OfficeCalendar user, each time you change a
setting by checking or un-checking a box, the security setting is automatically saved
without the need to perform any further action.

Sample Security Settings

In the following example we will set William Brown'’s security access to the following
criteria:

William can read, write/edit, and delete appointments on Cindy Anderson’s, Jamie
Thompson’s, Andy Jackson’s calendars; but has no access their contacts and
tasks.

William has no access Jenna Black’s Outlook items.
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—User List —User Rights

List of Existing Users available. Click to highlight a Select a user by dicking on their nams in the User List;
spedific user. Once highlighted, you can edit, delete or and then select the rights they have for other users
change the user's rights. below. Changss ars saved immediately.

User 1D | Name | User Folder Type Read ‘rite Delete
wiliam | William Brown | cindy Calendars v [v [v
!:inl;l‘_.' Sind*_.r ’E'T‘;dem':'n cindy Contacts [ [ [
J:nm E:: ;_Ind-l;? Ia u:i:fns =L cindy Tasks [ [ [
jenna Jenna Black jamis Calendars [v [v [v

jamie Contacts [ [ [
jamie Tasks [ [ [
andy Calendars [v [v [v
andy Contacts [ [ [
andy Tasks [ [ [
jenna Calendars [ [ [
jenna Contacts [ [ [
jenna Tasks [ [ [

Note about “Read” Security Access:

In the example above, William does not have Read access to Cindy’s, Jamie’s, or
Andy’s contact or task items. Therefore, OfficeCalendar will not create Contacts or
Tasks sub-folders for Cindy, Jamie, or Andy in William’s copy of Microsoft Outlook.

Another important thing to note is that along with not adding any sub-folders for
Jenna, the Group Calendar folder under William’s main Outlook Calendar folder will
not include any items for Jenna; it will only show items for himself, Cindy, Jamie,
and Andy.

Managing OfficeCalendar shared resource folder accounts

With OfficeCalendar you can create and share Outlook Calendar and Contacts
resource folders. Resource folders are Calendar and Contacts folders that are not
necessarily associated with a user, although they could be if you wish to use them
for that specific purpose. Resource folders are defined Calendar and Contacts folders
in Outlook which are typically used for things like a company contacts folder, firm-
wide trial calendar (for attorneys), conference room scheduler, etc.

You can NOT create shared Tasks resource folders with OfficeCalendar.

Adding shared resource folder accounts

Adding a shared resource folder account is almost identical to creating an
OfficeCalendar user account. To add a shared resource folder account to
OfficeCalendar:

1. Open the OfficeCalendar Server and Administration Console.

2. Click the Add New button.
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Add Mew

3. Enter a user name, first name, last name, and password for the resource
account you wish to add to OfficeCalendar; type in a unique name to display the
folder on user’s Outlook folder list in the Folder Name field (optional); check the
box Create user as a resource; and assign the basic security rights for the user
you are adding by clicking on the appropriate radio buttons (you may assign
more detailed security rights once you’'ve added each user).

8 User Details E|
Uzername |Largel2::|n Passworg | meee
First name  |LargeCon Last hame  |LargeCon

Folder Mame |Large Conference Room

[ Thiz uzer is an adminiztrator.

Exizgting uzers can ¢ read & wiite  delete  thiz uzer's records.

Thiz uzer can {+ { r ewizting user's reconds.

Cancel Save and Mew Save and Cloge

4. Save the resource folder account information you’ve added:

A). Click Save and New to finish adding the user to the OfficeCalendar
Server, and immediately add a new user.

Save and New

-Or-
B.) Click Save and Close if you do not wish to add any other users.

Save and Close |

Editing and deleting shared resource folder accounts

The same procedures used to edit and delete OfficeCalendar user accounts are used
for editing and deleting OfficeCalendar shared resource folder accounts. Also, the
same procedure used to set OfficeCalendar user account security is used to set
security for OfficeCalendar shared resource folders.
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Configuring OfficeCalendar to Work Over a Specified Network
Port

By default OfficeCalendar communicates across networks on port number 1802.
Network administrators my either need to know this port number for a specific
purpose, or change it if it conflicts with another application that communicates
across the same port. Also, if you have users that synchronize their Outlook
calendars across the Internet, your network administrator may need to open or
create and exception port 1802 on the company’s firewall for Microsoft Outlook and
OfficeCalendar.

The port number setting for OfficeCalendar is configured on both the OfficeCalendar
Server and the OfficeCalendar Client (Outlook add-in). Thus, if you change the port
number at the OfficeCalendar Server, you will need to change the port number
setting on ALL OfficeCalendar Clients from within Microsoft Outlook.

To change the port number setting on the OfficeCalendar Server

1. Open the OfficeCalendar Server and Administration Console.
2. Click the Port button.

3. From the Configure Server Port Number dialog box, change the Port
Number, and click Save.

Configure Server Port Number

Server Port Number

Set Port Mumber for Office Calendar Server. After setting new Port, please restart the server to take
new Port Mumber in effect.

Port Numbsr:

Save | Cancel |

To change the port number setting on the OfficeCalendar Client to
correspond with the OfficeCalendar Server

1. Open Microsoft Outlook.

2. Click on the Configure OfficeCalendar icon.
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3. From the Configure OfficeCalendar dialog box click on the Server
Connections tab, type in the Port Number, and click Save.

51 Configure OfficeCalendar

OfficeCalendar Client Configuration
Configure connection detailz and client configuration

Sync Settings  Server Connections lLlser Details

Primary Server Mame |OC5ER'|,|'ER

Primary Server Port |13|:|2

4. In order for the port a number change to take effect, you must close and re-open
Microsoft Outlook.

5. Repeat steps 1 through 4 until all other Outlook Clients that have the
OfficeCalendar Outlook add-in Client installed.

Configuring the OfficeCalendar Client

Each OfficeCalendar user has configuration settings that allow them to connect to the
OfficeCalendar Server; pre-set how often OfficeCalendar will automatically
synchronize with the OfficeCalendar Server for the purpose of sending and receiving
updates; switch between working online and offline with the OfficeCalendar Server
while using Outlook; and more.

To open the OfficeCalendar Client configuration settings simply click on the
Configure OfficeCalendar icon from any computer Outlook and the OfficeCalendar
Outlook add-on are installed.

The OfficeCalendar Client Configuration screen has several tabs that enable users to
easily navigate to the appropriate area of configuration. The first tab-screen that
appears upon opening the OfficeCalendar Client Configuration screen is titled Sync
Settings. You'll also see the tabs Server Connections, User Details, Support and
About on the Configure OfficeCalendar screen as well.
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& Configure OfficeCalendar EI

OfficeCalendar Client Configuration
Configure connection detalls and client configuration settings.

Sync Settings lServer Connections | User Dekails ] Suppork ] About ]
Connection setking: f* Orline  Offline
Synchronize appointments; f* Yes " Mo
Synchronize contacks; * Yes " Mo
Synchronize basks; ¥ Yes i~ Mo
Automatically synchronize every 15 minutes
Pracess Group Calendar Falder (* Yes " Mo
Synchronize folders at startup " Yes = Ma

] | Cancel Apply

The Sync Settings Tab

The Sync Settings tab includes the following configuration options:

= Connection Setting — this allows the user to choose whether or not they want
to work online or offline from the OfficeCalendar Server while working in
Microsoft Outlook. This is a useful feature for users with notebook computers,
particularly where work is often performed while away from the office, and the
notebook computer is not connected to the office’s LAN (local area network).
Selecting the Offline radio button will turn off “Can’t find OfficeCalendar Server”
prompts, which occur each time OfficeCalendar tries to synchronize updates with
the OfficeCalendar Server and is unable to make a connection. Also, in-office
desktop users may want to use this feature from time-to-time in instances where
they need to work in Microsoft Outlook, while the computer that runs the
OfficeCalendar Server is shut down for maintenance.

Canneckion setting: " Cnline & Cfffine ‘ |

Reference the topic “Working Offline” (page 50) for more details about this
topic.

= Synchronize appointments — this allows the user to choose whether or not
they want to synchronize their Microsoft Outlook calendar appointments with the
OfficeCalendar Server. This option exists for several reasons. First, it provides an
additional level of security for the end user, ensuring that their Outlook calendar
appointments will never leave the confines of their computer. Second, it provides
increased synchronization speed as it is one less option that OfficeCalendar has
to update while synchronizing Microsoft Outlook with the OfficeCalendar Server.
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Synchronize appoirtrents: * Yes " Ho ‘ |

= Synchronize contacts — this allows the user to choose whether or not they
want to synchronize their Microsoft Outlook contacts with the OfficeCalendar
Server. This option exists for several reasons. First, it provides an additional level
of security for the end user, ensuring that their Outlook contacts will never leave
the confines of their computer. Second, it provides increased synchronization
speed as it is one less option that OfficeCalendar has to update while
synchronizing Microsoft Outlook with the OfficeCalendar Server.

Synichronize contacts; " Yes * ho | |

Quick Tip

The Microsoft Outlock Contacts object represents the single largest
data set that OfficaCalendar synchronizes. If you have a large number
of Microsoft Outlook contacts, setling the Synchrenize contacts
option to Mo could potentially improve the speed in which
OfficeCalendar synchronizes with the OfficeCalendar Server and
possibly improves the performance of Microsoft Outlook during
OfficeCalendar synchronizations.

l Server Connections | User Details ] Support ]

Connection setking: (" Online ¢ OFfline

Synchronize appointments: {* Yes " Mo

Synchronize conkacks: " Yes |

= Synchronize tasks - this allows the user to choose whether or not they want to
synchronize their Microsoft Outlook tasks with the OfficeCalendar Server. This
option exists for several reasons. First, it provides an additional level of security
for the end user, ensuring that their Outlook tasks will never leave the confines of
their computer. Second, it provides increased synchronization speed as it is one
less option that OfficeCalendar has to update while synchronizing Microsoft
Outlook with the OfficeCalendar Server.

Synchronize basks: " Yes * No ‘ |

= Automatically synchronize every — this allows the user to set how often they
wish to synchronize their Outlook data with the OfficeCalendar Server. The
default setting for this field is 15 minutes. While we do not recommend that you
set this field for less than 15 minutes, it can be set as low as 10 minutes for
those that need more frequent updates. A user can, however, click the
Synchronize OfficeCalendar icon on the Outlook toolbar to manually invoke the
synchronization between their Outlook and the OfficeCalendar Server any time
wish to get an immediate update.

Automatically syrchronize every : 15 minukes ‘ |
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= Process Group Calendar folder — this allows the user to choose whether or not
they want to create and process a Group Calendar within their Microsoft Outlook
Calendar folder group.

By default, OfficeCalendar creates a Group Calendar in each user’s copy of
Microsoft Outlook. The Outlook Group Calendar includes the selected individual’s
appointments as well as every user’s appointment for which they have rights to
view; aggregated in a single calendar view.

This option to choose whether or not to process the Outlook Group Calendar
exists for several reasons. First, a user may not have a need to view a Group
Calendar within Microsoft Outlook. Choosing not to create a Group Calendar
keeps their Microsoft Outlook Calendar folder cleaner and thus easier to navigate
with one less folder. Second, it provides increased synchronization speed as it is
one less option that OfficeCalendar has to update while synchronizing Microsoft
Outlook.

Process Group Calendar Folder i+ Yes ™ bio | I

Refer to the topic “Using the Outlook Group Calendar” (page 46) for more
information about OfficeCalendar’s Outlook Group Calendar.

=  Synchronize folders at startup — this allows the user to choose whether or not
they want to synchronize their Microsoft calendar, contacts and tasks
immediately upon the startup of Microsoft Outlook. By default, this option is set
at “No.” This option exists for several reasons. First, it provides the user with an
immediate synchronization at startup, and voiding the set time interval that must
be passed for the first synchronization to occur. Second, this option will instantly
notify the user if the OfficeCalendar Server cannot be reached after trying to
synchronize with the OfficeCalendar Server at startup.

I Synchronize folders at startup " Ves ~ Mo ‘ |

Reference the topic “Working Offline” (page 50) for more details about what to do
if the OfficeCalendar Server cannot be reached.

The Server Connections Tab

As previously described, OfficeCalendar is a client/server application, whereby the
OfficeCalendar Client communicates with the OfficeCalendar Server. Before the
OfficeCalendar Client can communicate with the OfficeCalendar Server, two primary
configuration settings must be present: the Server Name and the Server Port. The
Server Name represents the full computer name of the computer that is running the
OfficeCalendar Server (an IP address can be substituted for the computer name),
and the Server Port represents the TCP port for which the OfficeCalendar Server and
Client communicate over.

The Server Connections tab, found in the Configure OfficeCalendar dialog box,
contains both Primary and Secondary Server connection settings. Most
OfficeCalendar Client users will only need the Primary Server Name info configured
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and, if the OfficeCalendar Client is installed from the shared c:\ocalclient folder,
this info will be automatically configured. Thus, it is likely that a user will never need
to do anything with these settings.

51 Configure OfficeCalendar @

OfficeCalendar Client Configuration
Configure connection detaills and client configuration settings.

Sync Settings  Server Connections lLIser Details | Support | about |

Primary Server Mame |SEF1'u'EF11

Primary Server Port |13|:|2

Secondary Server Mame |53|23|24|233

Secondary Server Pork |13|:|2

[w Prompt when swiktching servers

ak. | Cancel Apply

The Secondary Server info was designed to add another level of convenience for
mobile notebook users that often work both in-office and out-of-office. While working
in-office the user can connect via TCP using the full computer name of the
OfficeCalendar Server, and while working out-of-office the user can sync to the
OfficeCalendar Server over the Internet using the IP address or DNS name of the
OfficeCalendar Server (see the topic Synchronizing Outlook calendar over the
Internet for more information). When using Outlook, OfficeCalendar will always try to
connect to the OfficeCalendar Server with the settings it last connected with. If it
can’t connect it then moves to next settings and tries to connect until it finds a way
to successfully connect with OfficeCalendar Server or times out.

The User Details Tab

The User Details tab, found in the Configure OfficeCalendar dialog box, shows
when the last OfficeCalendar synchronization (Last synchronization) was
performed by the OfficeCalendar Client software, as well as who current user
(Current user) login is set to.

A Reset User button is also included in the User Details tab, which simply resets
the saved user login information.
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& Configure OfficeCalendar @

OfficeCalendar Client Configuration
Configure connection details and client configuration zettings.

Sync Sektings ] Server Conneckions l Suppork ] fbout ]
Last synchronization: 5152006 3:19:15 PM

Current user: James

If wou have saved the user login on this machine
and wou need to edit the login, click the butkon
ko the right and wou will be prompted to log in

the next time vou svnchronize. Reset Lser

k. | Catizel | |

The Support Tab

The Support tab, found in the Configure OfficeCalendar dialog box, contains two
buttons: Show Files and Reset.

The Show Files button provides access to files that can be helpful when support is
necessary. These files should not be edited or removed unless under the direction of
an OfficeCalendar staff member

The Reset button provides access to a support function when needed. This routine
should only be run under the direction of an OfficeCalendar staff member.
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& Configure OfficeCalendar [E

OfficeCalendar Client Configuration
Configure connection detalls and client configuration settings.

l About ]

The Show Files bukton provides access to files that can be helpful
when support is necessary. These files should not be edited ar
removed unless under the direckion of an OfficeCalendar staff
member,

Show Data Files |

The Reset butkon provides access to a support function when
needed, This routine should only be run under the direction of an
CfficeCalendar staff member,

Reset Group Calendar | Reset Entire Sync |

k. | Cancel | |

The About Tab

The About tab, found in the Configure OfficeCalendar dialog box, contains version
information and the release date of the OfficeCalendar Client software.

¥ Configure OfficeCalendar @

OfficeCalendar Client Configuration
Configure connection detaills and client configuration settings.

Lookout Software

E@Oﬁicecalendar

OfficeCalendar Client
Copyright 2003-2006 Lookout Software, Led, Al Rights Reserved
Yersion 2.4.0.0 - Released May 22, 2006

htbp: /e, officecalendar ., com

F, Cancel
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Synchronizing Outlook Calendars over the Internet

OfficeCalendar is designed from the ground up using Microsoft's new .NET
architecture. The Microsoft .NET framework for developing applications is optimized
for exchanging data over the Internet, and OfficeCalendar is no exception.

With OfficeCalendar you can share Outlook calendar, contact, and task information
with your co-workers while working remotely over an Internet connection.
OfficeCalendar's .NET technology makes it easy for employees working from home,
remote offices, or traveling out of town to connect to your office's central
OfficeCalendar Server to send and receive updates as often as they like.

You will need to have a dedicated IP address on the computer that runs your
OfficeCalendar Server, or you'll need to subscribe to an inexpensive dynamic DNS
service like TZO (www.tzo.com), in order to synchronize and share your Outlook
calendar, contact, and task information over the Internet using OfficeCalendar.

To synchronize and share your Outlook calendar, contact, and task information with
your co-workers over the Internet using OfficeCalendar:

1. Click on the Configure OfficeCalendar icon from within Microsoft Outlook

2. From the Configure OfficeCalendar dialog box, click on the Server
Connections tab.

3. Type in the IP address (or dynamic DNS name) of your OfficeCalendar Server in
the Primary or Secondary Server Name field (refer to the Server
Connections tab on page 35 to determine the appropriate Server Name field to
use).

4. Click Apply, and then click OK to close the Configure OfficeCalendar dialog
box.
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Ei Configure OfficeCalendar E

OfficeCalendar Client Configuration
Configure connection detalls and client configuration settings.

Sync Settings  Server Connections lLIser Details ] Suppart ] about ]

Primary Server Mame |SER'u'ER1

Primary Server Port |13|:|2

Secondary Server Mame |53.23.24.233

Secondary Server Port |13|:|2

[v Prompt when switching servers

k. | Cancel Apply

As long as Outlook is open on your computer, it will synchronize with your main
office every 15 minutes, or however often your personal ""Automatically

synchronize every" duration preference is set to. You can also get instant updates
by clicking on the Synchronize OfficeCalendar icon on your Outlook toolbar.
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Using OfficeCalendar

Because the OfficeCalendar Outlook add-in Client becomes a part of Microsoft
Outlook once it’s installed, you continue to use Outlook as you always have. The only
differences you’ll notice about your Microsoft Outlook is the addition of the
OfficeCalendar toolbar, and the addition of your co-worker’s shared Outlook
Calendar, Contacts and Tasks folders listed directly under your own corresponding
Outlook Calendar, Contacts and Tasks folders.

L AN

=1 ] Calendar
| Anderson, Tim
| Group Calendar
:E Robertson, Cindy
| Tinsley, Andrew
] wells Katrina
=l (8] Contacts
8 =| Anderson,Tim
8 =| Robertson, Cindy
8 =| Tinsley, Andrew
8= Wells, Katrina
¥ ‘5] Deleted Items (121
Li#| Drafts
[# [ -] Inbox
JH J0urnal
L@ Junk E-mail
[+ [ Mews
o | Motes
U= Cuthox
L= Sent Items
=l | Tasks
%] Anderson,Tim
& Robertson,Cindy

S Timaleas Aedesn

Logging into OfficeCalendar from Microsoft Outlook

The first time you open Microsoft Outlook after installing OfficeCalendar:

1. Click on the Synchronize OfficeCalendar icon.

2. From the OfficeCalendar Login dialog box, enter your assigned Username and
Password.
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OfficeCalendar Login

Username ||

Password |

[ Save Login Information

Login Cancel

3. If you want to save your login information so that you will not have to enter your
password each time OfficeCalendar synchronizes, check the Save Login
Information check box.

4. Click the Login button.

Setting how often you send and receive your Outlook’s Shared
Calendar, Contact, and Task Information Updates

By default, your OfficeCalendar Outlook add-on Client will synchronize with the
OfficeCalendar Server to send and receive updated Outlook shared calendar, contact,
and task information every 15 minutes. OfficeCalendar allows you to change this
setting more or less often if you wish.

To change the frequency of your OfficeCalendar Outlook add-on Client’s
synchronization:

1. Open Microsoft Outlook on your computer.

2. Click on the Configure OfficeCalendar icon.

3. Click on the Sync Settings tab from the Configure OfficeCalendar dialog box;
enter your desired synchronization duration in the Automatically synchronize
every field; and click Apply, and then click OK to exit the Configure
OfficeCalendar dialog box.
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B8 Configure OfficeCalendar @

OfficeCalendar Client Configuration
Configure connection detallz and client configuration settings.
Server Connections | User Details ] Suppork ] Abouk ]
Zonnection setting: fo Online © Offline
Synchronize appoinkments; (v Yes ™ Mo
Synchronize contacts: (¢ Yes " Mo
Synchronize tasks: (& Yes i~ Mo
Automatically synchronize every 15 rinutes
Process Group Calendar Folder (¢ Yes " Mo
Synchronize Folders at skartup + Ve ~ Mo
0. Cancel

It is not recommended that you set the automatic synchronization time below 15
minutes because the lower value you set in this field will increase the number of
requests being made across your local area network, which could potentially cause
slower performance of other network applications.

Sharing Microsoft Outlook Calendars with OfficeCalendar

Viewing, entering, editing, and deleting appointments for another user is the same
as entering them for yourself when using Outlook with OfficeCalendar.

The key thing to remember when viewing, adding, or editing data for other users you
are sharing Outlook calendar data with is that you must navigate to the specified
user’s Calendar sub-folder. OfficeCalendar will automatically create sub-folders for
each of your co-workers under your main Microsoft Outlook Calendar folder as shown
in the illustration below.

Calendar - Microsoft Outlook

! Fle Edit ¥ew Go Tools Actions Help
P iiNew - | X 13 g9 | Today || T]Day |/
P A !

Folder List Calendar

All Folders
=] (c?ﬁ' Personal Folders coT

= ﬁ Calendar =

ﬁ Group Calendar
am
ﬁ Thompson, Joan 3
&= Contacts
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If one or more of your co-worker’s calendar does not appear in your list of Outlook
calendars once you have performed a few synchronizations, one of the following
scenarios may apply:

= The user has not executed their first synchronization yet. Each OfficeCalendar
users must run at least one synchronization before other user’s can see their
shared Outlook calendar information.

= The user may have selected to not synchronize their appointments with the
OfficeCalendar Server.

= You do not have the minimum “Read” security access to their Outlook calendar.
Contact your OfficeCalendar Administrator to inquire about having your security
access changed with regards to the user in question.

Making an Appointment Private

OfficeCalendar gives you the ability to hide the details of your private appointments
that you don’t want others to see, even for those in which you share your Outlook
calendar.

To create a private appointment:
1. Create or open the appointment that you want to make private.

2. Select the Private check box in the lower right corner.
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B Quarterly Tax Review - Appointment
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3. Click Save and Close.
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Quick Tip

How can you tell if your appointment is marked Private?

If you have marked an appointment on your Outlook calendar as
Private you will see a key icon beside the appointment’s description
when viewing your calendar in Microsoft Outlook.

The details of appointments you mark private are not viewable by
anyong, even by those that have permission to share your Outlook
calendar information. Those that do have permissions to see your
appaintments will only see the start time and end time of your private
appointment, and will only see a subject of “Private Appointment” —
all other details of the appointment will be hidden.

8 o0 B &2 Quarterly Tax Review

oo A private appointment as
9 seen on your calendar.

1N a0

8 0 2 Private Appointment

9 ]| A private appointment as
seen on your colleague's
calendar.

10 oo

Using the Outlook Group Calendar

Once you have performed your first OfficeCalendar synchronization, you’ll also notice
that an extra Calendar sub-folder was created in your Outlook software program
called Group Calendar. The OfficeCalendar Outlook Group Calendar is a Calendar
folder that aggregates both your and your co-worker’s appointments into one
calendar. Anytime an appointment is added, edited, or deleted to/from one of your
co-workers calendars, it will be updated automatically in the Outlook Group Calendar
folder upon the next OfficeCalendar synchronization.

OfficeCalendar’s Outlook Group Calendar is particularly useful when you need to
determine two or more people’s availability for a particular day and time. When
viewing the OfficeCalendar Outlook Group Calendar, each appointment is identified
by the corresponding person the appointment applies to by displaying their name
next to the appointment’s description (see screenshot below).
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Group Calendar
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[Andersan, Tim] Meet with Atkorney

[Company Calendar] New Product Techniques Class (Conference Room)

At present, OfficeCalendar’s Outlook Group Calendar is only for viewing appointment
information. You can not create, edit or delete appointments on the OfficeCalendar
Group Calendar. If you view the OfficeCalendar Group Calendar folder and determine
that an appointment needs to be created based upon a co-workers availability, then
you’ll need to navigate to that user’s Calendar sub-folder and create, edit or delete
the appointment as desired; or you can use Outlook’s group scheduling/Meeting
Request function to create an appointment for one or more people (see topic Group
Scheduling with OfficeCalendar’s Group Calendar for instructions). If you attempt to
add, edit, or delete an appointment from the OfficeCalendar Outlook Group Calendar,
it will automatically get removed from the Group Calendar upon your next
synchronization.

Group Scheduling with OfficeCalendar’s Outlook Group
Calendar

If you wish to schedule an appointment for more than one person at a time, use
Microsoft Outlook’s Meeting Request function.

To create a meeting request in Microsoft Outlook:
1. From the File pull down menu; select New| Meeting Request.

2. In the To field, type in the email address of each person for which you are
requesting a meeting. Optionally, you can click the To button and select each
persons name from your Outlook Address Book if the names of each person you
are inviting exist within it.
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3. Complete the rest of the fields in the Meeting dialog box and attach files if
necessary, and click Send.

Each person will receive an emailed meeting invitation. Once they’ve accepted the
meeting request, it will automatically be written to their Outlook calendar, which will
subsequently update their associated shared Calendar folder in your copy of
Microsoft Outlook with the appointment, as well as your OfficeCalendar Outlook
Group Calendar upon their next OfficeCalendar synchronization.

Sharing Microsoft Outlook Contacts with OfficeCalendar

Viewing, entering, editing, and deleting contact information for other users is the
same as entering them for yourself when using Microsoft Outlook with
OfficeCalendar.

The key thing you must remember when viewing, adding, or editing data for other
users you are sharing Outlook contact data with is that you must navigate to the
specified user’s Contacts sub-folder. OfficeCalendar will automatically create sub-
folders for each of your co-workers under your main Outlook contact folder as shown
in the illustration below.

Robertson,Cindy - Micre

! Fle Edit Wew Go Tools
DG dNew v |3 X | ¥

Folder List

All Folders

= E;&_Eersanal Folders =
+| [ calendar
-1 =] Contacts
8= Anderson, Tim
'E: Robertson, Cindy
83| Tinsley, Andrew
8= Wells,Katrina
+| fa) Deleted Items

If one of your co-worker’s contact folder does not appear in your list of contact
folders in Microsoft Outlook after you have performed your first few
synchronizations, one of the following scenarios may apply:

= The user has not executed their first synchronization yet.

= The user may have selected to not synchronize their contacts with the
OfficeCalendar Server.

= You do not have the minimum “Read” security access to their Outlook contacts.
Contact your OfficeCalendar Administrator to inquire about having your security
access changed with regards to the user in question.
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Making a Contact Private

OfficeCalendar gives you the ability to hide contacts that you don’t want others to
see, even for those in which you share Outlook contacts.

To create a private contact:

1. Create or open the contact that you want to make private.
2. Select the Private check box in the lower right corner.

3. Click Save and Close.

Your private contacts are not viewable by anyone, even by those that have
permission to share your Outlook contacts.

Sharing Microsoft Outlook Tasks with OfficeCalendar

While you can view, enter, edit and delete items directly from your co-works shared
Outlook Calendar and Contacts folders, sharing Outlook tasks in OfficeCalendar
works differently.

In order to create or assign a task to someone else in Outlook using OfficeCalendar,
you must use Outlook’s built-in Task Request feature.

To create or assign a task to someone else:
1. Open Microsoft Outlook.
2. Click on the File drop down menu; select New | Task Request.

3. In the To field, type in the email address of each person for which you are
making a Task Request. Optionally, you can click the To button and select each
persons name from your Outlook Address Book if the names of each person you
are inviting exist within it.

4. Complete the rest of the fields in the Task Request dialog box, attach files if
necessary, and click Send.

Each person will be emailed a Task Request. Once accepted, the task (from your task
request) will automatically be written to their Outlook task list, and will subsequently
update their associated shared task folder in your copy of Microsoft Outlook with
task.

The key thing you have remember with shared Outlook tasks while using
OfficeCalendar is that tasks for other users can only be created by using the Task
Request function in Microsoft Outlook. Creating tasks for yourself can be performed
as normal.
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If one of your co-worker’s task list does not appear in your list of task folders in
Outlook after you have performed your first few synchronizations, one of the
following scenarios may apply:

= The user has not executed their first synchronization yet.

= The user may have selected to not synchronize their tasks with the
OfficeCalendar Server.

= You do not have the minimum “Read” security access to their task list. Contact
your OfficeCalendar Administrator to inquire about having your security access
changed with regards to the user in question.

Creating Private Tasks

OfficeCalendar gives you the ability to hide tasks that you don’t want others to see,
even for those in which you share Outlook tasks.

To create a private task:

1. Create or open the task that you want to make private.
2. Select the Private check box in the lower right corner.

3. Click Save and Close.

Your private tasks are not viewable by anyone, even by those that have permission
to share your Outlook tasks.

Working Offline

OfficeCalendar was specifically designed to allow laptop users to disconnect from the
home office’s computer network, and to continue use Microsoft Outlook while at
home or on the road while working offline. Any changes made by the offline user to
his/her own Outlook calendar, contacts and/or tasks; as well as other user’s
calendars, contacts and/or tasks will get updated as soon as the user re-connects
with the office network, and runs the OfficeCalendar synchronization. Optionally, the
offline user can synchronize their Outlook changes over the Internet. Refer to the
topic Synchronizing Outlook Calendars over the Internet for more details.

Upon opening Microsoft Outlook on your computer while it is disconnected from your
office’s network, the OfficeCalendar could not be reached dialog box will appear
once it tries to synchronize with the OfficeCalendar Server. To work offline, choose
Work Offline. This will disable OfficeCalendar synchronization until it is re-enabled
(switched back to Online mode).

“Sharing Microsoft Outlook Calendar and Contacts without Exchange Server” 49
Copyright Lookout Software, Ltd. 2003 — 2006. All rights reserved. Microsoft, Outlook, and Exchange Server are trademarks or registered trademarks of
Microsoft Corporation.

http://www.officecalendar.com

- OfficeGalendar

Loaskut Software



OfficeCalendar, Server could not be reached.

Server Not Found
The OfficeCalendar Server could not be contacted,

If wou are temporarily disconnected from the network, click Ignore and
OfficeCalendar will mot try to reconnect again until Outlack is closed and reopened.

You can disable OfficeCalendar b clicking the work, offline button, OfficeCalendar
will not reconnect until reenabled. You can reenable OfficeCalendar by clicking on
the configure button on the toolbar,

If possible, wou can start the server and then click the retry button to attempt to
conneck again,

To wiew or change the server settings, click the Configure button. If wou make
any changes to the server's configuration, click the Retry button when you retum
to thiz dialog.

LConfigure | lgnore | otk Offling | lroubIeSh00t| Betry |

When you come back into your office, and connect to your office’s network, you will
want to switch back to Online mode. Switching to Online mode and running the
synchronization will update all of the changes you have made to your co-workers
calendar, contacts, and tasks, as well as all of the changes they have made to your
Outlook calendar, contact and task information.

To re-enable OfficeCalendar to work online:

1. Open Microsoft Outlook.
2. Click on the Configure OfficeCalendar icon on the Microsoft Outlook toolbar.

3. From the Sync Settings tab click the Work Online radio button.

B Configure OfficeCalendar

DfficeCalendar Client Configuration
Configure connection defailz and client configuration settings.

i Server Connections | User Details I Support |

|

Connaction setting; * Orline §  OFfline
Synchronize appointments: * Yes " Mo
Synchronize contacts: i Yes % Ma

4. Click Apply to re-enable OfficeCalendar to work online, and then click OK to
close Configure OfficeCalendar dialog box.

You will now be able to update your copy of Microsoft Outlook with your co-worker’s
Outlook calendar, contact, and task information, and update the OfficeCalendar
Server with changes you made to Outlook since your last online work session.

“Sharing Microsoft Outlook Calendar and Contacts without Exchange Server” 50
Copyright Lookout Software, Ltd. 2003 — 2006. All rights reserved. Microsoft, Outlook, and Exchange Server are trademarks or registered trademarks of
Microsoft Corporation.

http://www.officecalendar.com

s OfficeCalendar

Logkout Software



Purchasing OfficeCalendar Licenses

OfficeCalendar is a highly affordable and easy-to-use alternative to Microsoft
Exchange Server for sharing Outlook calendar, contact, and task information. For
pricing and/or to purchase OfficeCalendar software licenses, visit our website at
http://www.officecalendar.com/purchase/purchase.asp, or call/email us at:

866-847-7512 (toll free)
214-329-4500 (direct dial)
sales@officecalendar.com

Getting Help with OfficeCalendar

If the OfficeCalendar Server cannot connect to your network once OfficeCalendar
tries to synchronize, the OfficeCalendar could not be reached dialog box will
appear.

OfficeCalendar Server. could not be reached.

Server Mot Found
The OfficeCalendar Server could not be contacted,

If wou are tempararily disconnected from the network, click Ignore and
OfficeCalendar will not try to reconnect again until Qutlook is closed and reopened.

You can disable Officecalendar by clicking the work, offline button, OfficeCalendar
will nok reconnect until reenabled, You can reenable CfficeCalendar by clicking on
the configure buttan on the taolbar,

If possible, wou can start the server and then click the retry button to attempt to
conneck again,

To wiew or change the server settings. click the Configure button, If vou make
any changes to the server's configuration, click the Fety button when you retum
ta thiz dialog.

LConfigure | lgnore | Work Offline | LoubleShoot| Retry |

Click Troubleshoot to scan and test the connection between the OfficeCalendar
Client and Server.
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B8 TroubleShoot Network Connections

X

OfficeCalendar Network Scanner

Choose Sean to test the connection between this OfficeCalendar Client and the
OfficeCalendar Server(s) listed below.

Server Name Port Type

jack a0z Frimary Select a zerver name and
chooze Remove if desired.

Remove

Scanning wil alzo gearch your nebwork for other OfficeCalendar Server
installations nat curmently designated as wour Primary or Secondary Server.

To test connectivity to an OfficeCalendar Server PC by designating the Static P
Address, enter it below and chooze Add .

StaticIP Port 1802 Add

2 Canfigure | | | Sean | Cloze |

After testing the connection between your OfficeCalendar Client and Server, you may
also choose to scan for installed firewall software by clicking on Find Firewall.
Firewalls can block connectivity between your OfficeCalendar Client and Server, in
which case an exception must be created.

B TroubleShoot Network Connections El

OfficeCalendar Network Scan Results

Server Name Part Type Connection

Primary FAIL code 20 [7)fad 3B Corfigure

LOS-SALEST 1802 Auto detected  PASS
LOS-OCSERY... 1802  Autodetected  PASS

LOS-TEST4 1802 Auto detected  PASS w| 71 Spnc Now

Thig OfficelCalendar Client waz not able to locate the specified server. The specified server
may be turned off or may be inaccessible due to network. configuration or your internal
firewall policy. Check with your network. administrator to determine whether or not your
network, iz configured to allow connectivity to the specified zerver PC. To check for
inztalled firewall software on this PC. choose the "'Find Firewal” button below. Alsa, if the
specified server has firewall software installed, an exception must be created on the server
PC to allow connectivity over the specified port,

Reset Scan | Find Firewsall | Close

ce@

For more help with OfficeCalendar visit our online support department at
http://www.officecalendar.com/support.

Removing the OfficeCalendar Client from Outlook

To remove the OfficeCalendar Client from Outlook:

1. Close Microsoft Outlook.
2. Click Start; Control Panel.
3. From the Control Panel dialog click Add or Remove Programs.
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4. Select OfficeCalendar from the list of Currently Installed Programs; and

click Remove.
5. Follow the on-screen instructions.

Removing the OfficeCalendar Server

1. Click Start; Control Panel.

2. From the Control Panel dialog click Add or Remove Programs.

3. Select OfficeCalendar Server from the list of Currently Installed
Programs; and click Remove.

4. Follow the on-screen instructions.
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