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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
email, contacts, distribution lists and tasks with OfficeCalendar, and create editable
group calendars where multiple users’ Outlook calendar data is combined into a
single calendar folder for easy group scheduling.

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, email, contacts, tasks,
and/or distribution lists with OfficeCalendar must have a copy of Microsoft Outlook
2000, XP, 2003 or 2007. However, OfficeCalendar 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 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.

My Calendars *
Your calendar .| Calendar (40)
i Backup (14)
[] E5] Scotts, Michael
2 ’ ) Your colleagues’
The OfficeCalendar 1| Jackson, Justin
Group Calendar - :ﬁ ; calendars

automatically created &
Emm -e'u'erg,ronz's —Q—:ﬁ Group Calendar
appointments included) ?] Robinson, Ben

[ 4] Custody Hearings Customized editable
] ] Arson Hearings - group 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 customized group calendars that show multiple users’ appointments rolled into a
single calendar view (see “Customized editable group calendars” caption above).

Shared Outlook email folders also appear as sub-folders, but you can change the
name of the shared folder that will display under your Inbox once you’ve accepted
the invitation from another user to share their email folder.
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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 a 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. 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 reference.

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 people’s Outlook calendar as well as communicate with
the OfficeCalendar Server, which in turn passes your calendar updates to other
users’ 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.aspx. 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 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.
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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 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 section
"“"Configuring Outlook email folder sharing” on page 70.

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.

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.

5. 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, email, 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/download.aspx.

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

il
2

ocinstall, exe

3. 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
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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.

*# OfficeCalendar Server Setup

Welcome to the OfficeCalendar setup. 1]
Please read the following important irformation belone continung

WELCOME!

Welcome to the installer for OfficeCalendar,

D0 NOT reinstall this fie to any other computer, The server, which you are instaling
o, should only be instalisd once on your netwark. Once the server software is
installed, each computer in your office with Microsoft Outlook will run the
OfficeCalendar Chent setup that is created on this computer by this installer,

Chick here for step-by-step nstructions to guide you through the complete nstallation
process.,

It iz srongly recommendad that you et all Windows programs before continuing with
this instalation.

|Bm> ][E-rml

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 10).

*® (OfficeCalendar Server Setup

Requied; Microsoft MET Framewomk v2.0 IR
Mictozalt MET is nequired o confirnes,

The "Microsolt MET Framewsark™ must be installed en each machine where you plan to install
OihceCalendar, DifceCalendar was developed using the new Miciosolt NET technologies to bing
youl the most up-to-date softwate avalable, The install i etiemely aaty ard involes no advanced
lechnical ghil

The Mictosalt MET instalies will be dowrdoaded sutomatically et and will e zaved Lo be
availabls for ary chert installstions on your nebeork.

[ < Back I[ Hiet » i[ Cancel |
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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.

Thes Microsolft NET Frameswork retallar b= shout bo start, ‘When & has completesd, you wall be refurmed to the neot

shep in the OfficeCalendar irstaller

e |

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 Install
button to proceed.

it Microseft .MET Framework 2.0 Setup

End-User License Agreement

End-User License Agreenvent Eid

MICROSOFT SOFTWARE SUPPLEMENTAL LICEMSE TERMS
MICROS0OFT .MET FRAMEWORE 2.0

Microsoft Corporation (or based on where you lve, ore of itz affliates) koenses this
supplement bo you, IF you are kensed o use Microsoft Windows operating system
coftwara (the “softbwara”), you may use this supplement. You My mot use it if you do
ook have & boensa for the software, You may uss a copy of this supplement with each
vabdly boensed copy of the software,

w

By dicking "I accepk the berms of the Licensa Agreement™ and procesding bo use the

product, 1indicaba that [ have read, understood, and agreed bo the berms of the End-User
Licerss Agrasmment.

[¥]1 sccept the berms of the License Agresnnent

[ < Back ]l Ingtall > |[ Caral ]

d. When the .NET Framework installation is complete you’ll see the dialog box
below; click Finish to return to the OfficeCalendar Server installation.
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fa Microsoft NET Framework 2.0 Setup

Setup Complete

Microsoft NET Framework 2.0 has been successiully installed.

It is highly recommended that yvou download snd irskall the labest service packs and
security updates For this product.

For more information, visit the Following Web site:

Product Support Center

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.

8 OfficeCalendar Server Setup

Installation Folder T
wihere would you ke OffceCalendss Server 1o be irstalled?

The soltwane will be nslalled in the bolder isted below. To select & difenent location, e lppe in 3
i path, of chek Change Lo biowse for an easling folde,

Inghall DilicaCalends Semer bol

C\Frogram Fles\DificeCaierdar Server

[ « Back I[ Heat > i[ Cancel |

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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¥ OfficeCalendar Server Setup

ahere would you ke the Chent Irstall e 1o be nstalled?

It i recommeandad that pou sccept the defaul valus gheen below, I pou do nead 1o changs the

chents can cormect from thein computess. When the installation is complate, ba sure to check the
perrnisticns on ks folder,

Irsshall Chent Files o

DificeCalendar Client Installation Files m

Choose & path whene yow would Boe 1o sloe the Bes necessany Lo mslal the QlfceCalendar Chent
path, chek e Change bulbon, Thiz inclalles vall silempt to shane this foldes on poul natwork, 20 i

i (@)

[ « Back IE et > i[ Concel

7. Please read the OfficeCalendar license agreement; click the I agree to the

terms of this license agreement radio button; and click Next.

## OfficeCalendar Server Setup

Please read the follovang beense agreemer carefully,

IMPORTAMT INSTRUCTIONS: Please canchdly read the lollowsng mstiuchons and Software
Lecenie Agreement before downloading,

B dewrloadng snd mataling DihceCalerda pou sgree 1o folow these mpaitart inshechions:

Make & backup copy of your deta belote nslaling DifceCalendsr, Lookout Soltwars i ot
tesporible lot ot o dupbested dala,

Instiuctions foe making & backup copy of wour dats in Duthoolk:

1. Open Microsoll Duthook

(%) | agiee ko the benms of this kcense agreement
(3 | da ot agree 1o the teams of thiz bcense agreement

License Agreement m

|SOFTWARE LICENSE AGREEMENT ~

[  Back || Het ][ Cancel

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

Ready to Install T
‘o ane now tesdy Lo install DifcaCalende Serves 5000

The irstaller now has enough information to metall DifceCalendar Server on pour compuber,
The following seflings wil be used:

Irsshall ichder: C:A\Prageam Files\DihcaCalendar Sever

Pleaze chck Mewt 1o peocesd with the installation.

[ « Back |[ Headt > I[ Cancel |

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

8 (OfficeCalendar Server Satup El
N The DfficeCalendar Seaver 50,000 installstion is complste.
. Thee riest sereen shows impoelant mfoimsation that vl help pou
&) complete He necessary steps bo finish salling up
|- OificalCabendas. [ you ane not use ba irstaling chent/sener
[1»] apphcations, please read the new scieen cansfully.
% E Click Nesd bo proceed. .
:_’5.' % Stat the OtficeCabendar Admin Console alter installation.
Q
@
2
The easy and affordabie way
o share Microsol Ouliook
Calendars.
[ tiet> ][ concel ]

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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8 OfficeCalendar Server Setup

What's Next? -- Please Read TR
T e fellovang is & brsd summaey on how 1o complate your DificeCalendsr setup

You have finished installing the OfficeCalendar Server. This is the cantral dala
repository for 3l your OficeCalendar shared data.

To complete installing the OfficeCalendar sharing system, you will need to
install the OfficaCalendar Client on each user's computer that will be sharing
data with others. The OfficeCalendar Client Is a separate install process from
the one you just completed. The installer for the client has been saved o the
Cwcalclient directory. In the Chocalclient directory, you should see a
satupS000.axe file. This is the file tiat you will need to install on each users
computer. DO NOT reinstall the file you downloaded o any other maching,
Tha sarver should only be installed ance on your heiwork.

Reafare waa inskall the Sliant an wnor ather near's fammdars v will nead ta

[um>][:m|

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 20 if you chose not to install the OfficeCalendar Client software
on this computer. See below if further explanation of this screen if needed.

*# (OfficeCalendar Server Setup

Install Client Here? IR
Select an option amd clck Firish bo conlinue

IF o e orily weing this machine bo o the OificeCalendear Server, then pou do not need to instal
the: chent lles locally, I wou aee planring on using OiicsCalends on s maching, you vill reed bo
rztall the DificaCalardar Chent Bz Choose an option below and ebek Finich

(#) Irztall the DificeCalendar Chent fles localy now...

(73 | don't nead b inestall the DfficeCalendas Clard locally. .

‘When pou chick Finish, thes installer wall close kel and the Server nstallation will be complete and
successhul I you choose to mstal the Chent fles using the option above, the instales for the
OificeCalenda will stark aubomaticaly.

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

Fiish

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 files
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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.

*8 OfficeCalendar Client Setup El

Welcome
‘wielconme ta the nstaller for OfficeCalendas Chent 5.0.0.0

It iz shionghy recommended that youw et all Windows poograms
bebore confiruing with this installalion,

F s e sny other peograms urming, plesse chok Cancel,
clase the progeams, and iun this selup sgain

) By Lockout Software g
OfficeCalendar [ =

Oz, chek Mest 1o conlinue.

The easy and affordabie way
o share Microsolt Ouliook
Calendars.

[ tet> | [ concal

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.

*® (OfficeCalendar Client Setup

Installation Folder
Ywhere would you ke OificeCalendar Chart 1o be nstaled?

new path, of click Change Lo browse for an enasting foldar,
e suggest pou use the default fobder showr, if st all possible.

Irstall DificeCalendar Clent o

The saltwane will be nslaled in the bolder ksted below. To select 5 diferent locstion, ekbed lppe in &

C\Piogeam Fles\DificaCalerds

[ Hest » i[ Cancel

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

Ready to Install ]
‘o ane now tesdy o install DifcaCalerds Chent 5.0.0.0

The irstaller now has encugh information to metall DificeCalendar Chant on pour computer.

The following setlings will be used:
Iristall iokder: C:\Progeam Filez\0lficeCalenda

Please chck Mewt 1o procesd with the installation.

[ « Back |[ Heat > i[ Cancel

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

8 (OfficeCalendar Client Setup

Almost done. ... m

The main nstallalicn has finished

There aie & few sheps that reed bo be complated 1o configuie vour nstallaion Please chck Medt 1o
finalize the installation.

B> | [ cocel |

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 El

Installation Successful
The OfficeCalendar Chert 5.0.0.0 installation is complete.

Theank vou for choosing OfficeCslendss Chardl
Flease chek Firish bo et this instalier,

By Lookout Softwarng
OfficeCalendar |:;

The easy and affordabie way
o share Microsolt Ouliook
Calendars.

L_Ersh |

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

“ View Outlook folders over the web!

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

Enter your login credentials to activate OfficeCalendar Online.

Licensze Agreement

M azter Subzcription Agreement .
TERMS OF USE OF OFFICECALEMDAR OMLIME:
B CLICKING THE CHECKEODX DISPLAYED
BELOW, v'OU ™~OU” AMD/OR ™OUR™ AGREE TO
THE FOLLOWING TERMS AMD COMDITIOMS [THE
"AGREEMENT'") GOWERMING YOUR USE OF
OFFICECALEMDAR OMLIME [THE "SERWICE"].
LSED IM COMJUMCTIOM I1TH THE
OFFICECALEMDAR SOFTWARE PRODUCT
["OFFICECALEMDAR™), PROVIDED BY LOOKOUT
SOFTWARE LLC ["COMPANY"]. IF ¥0U ARE
EMTERIMG INTO THIS AGREEMENT OM BEHALF
OF & COMPANY OF OTHER LEGAL EMTITY, w0U
REPRESENT THAT %0l HAWE THE AUTHORITY
TO BIND SUCH EMTITY TO THESE TERMS AMD
COMDITIONS, IMHICH CASE THE TERMS
00" OR "vOUR" SHALL REFER TO SUCH
EMTITY. IF¥OU DO MOT HAVE SUCH
ALITHORITY, OR IFY'0U DO MOT AGREE “ITH
THESE TERMS AMD COMDITIONS, vOU SHOULD
MOT CHECK. THE EOx DISPLAYED BELDW AMD
wOU MAY MOT USE THE SERVICE.

W eloome

[v | agree to the terms of this license agreement

Cancel Continue

18. OfficeCalendar Online is an optional feature that allows OfficeCalendar users to
access their Outlook shared calendars, contacts and tasks online while away from
the office. OfficeCalendar Online is free to use during the OfficeCalendar trial
period, and 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 information online on the OfficeCalendar
website for your OfficeCalendar Free Trial Support account after you clicked to
download your OfficeCalendar trial, make sure the Sign in to existing
account option is selected. Then specify a personalized database account
name for your organization’s OfficeCalendar Online account (for example, you
may want to use your company name or an abbreviation of your company
name), and enter in the email address and password that you provided during
online registration. Then click Submit.
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OfficeCalendar. Registration

0 View Outlook folders over the web!

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

Enter your login credentials to activate OfficeCalendar Online.

Account
Databasze Mame |

* Sign in to existing accaunt
[ Create new account

Sign in to existing account

Email |

Pasgwiord |

Request Paszword | Submit |

b) If you did not register online for your OfficeCalendar Free Trial Support
account while downloading your OfficeCalendar trial, you can register now for
both free trial support and your organization’s OfficeCalendar Online trial
account. Make sure the option for Create new account is selected, and
enter in a personalized database account name (for example, you may want
to use your company name or an abbreviation of your company name) and
your registration information. Then click Submit.

"Sharing Microsoft Outlook Calendar and Contacts without Exchange Server” 1 8
Copyright Lookout Software, LLC 2003 — 2009. All rights reserved. Microsoft, Outlook, and Exchange Server are trademarks or registered trademarks of
Microsoft Corporation. Last update February 2, 2009.

http://www.officecalendar.com

By Lookout Software =% o
OfficeCalendar [9’ S



OfficeCalendar. Registration

“ View Outlook folders over the web!

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

Enter your login credentials to activate OfficeCalendar Online.

Account
Databasze Mame |

" Sign in to existing accaunt
* Create new account

Create new account

If pou are currently using the free trial of Office Calendar and
hawe MOT registered to receive Free Trial Suppart, complete
the form below and pour Office Calendar Free Trial Support
account and your Office Calendar Online aceount will be
created simultaneously .

Company |
Firzt Marne Ii Last Mame Ii
Address 1 |

Address 2 |

City State |Please Select -
Postal Code

Courtry |F'Iease Select ﬂ

Fruone
Mumber

# of potential DfficeCalendar users |0 3:
Ernail Pazsword
Confirm Ii Confirm Ii
Email Paszword
Regizter Later | Submit |

c) If you 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).

oddbew | Bt | Doete | User Syres o = =
Configuere Licensing :
Dermo Expres:  2127j2000 | Regiter Free Tria_|| Enter Coge | Coge Console | belp
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19. If you followed step 18a or 18b, you will see a popup notifying you that your
organization’s OfficeCalendar Online account has been created.

OfficeCalendar

Online Account successfully created.

Adding User Accounts to the OfficeCalendar Server

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

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

g

CfficeCalendar
Admin

2. The OfficeCalendar Administration Console screen will appear.

"Sharing Microsoft Outlook Calendar and Contacts without Exchange Server” 20
Copyright Lookout Software, LLC 2003 — 2009. All rights reserved. Microsoft, Outlook, and Exchange Server are trademarks or registered trademarks of
Microsoft Corporation. Last update February 2, 2009.

http://www.officecalendar.com

By Lookout Software uaa
OfficeCalendar l9



& OfficeCalendar on

User/Resouroe List

By Lookout Software

OfficeCalendar [ ==

[ Aecourks/Seculy | Configuaion | Support | DfficeCalendar Online |

List of eccishineg users and resouress, Chiek bo highlght &
speciic kem, Onoe highlighted, you can edit, delete or

Administration Console

User/Resource Rights
Salack an ibeen in the Lsar Lisk and then selsct the rights
that item shodd have For other users below. Changes are

chengs the ikem's rights. saved mmmedistely.
s a Chack Al { Uncheck A1
e [+ =
Upet D | Finsd Name | Last Mame | Type | Uz | Foddes Type | Read | wiie | Delete |
AddMew |  Edt | Delete | Wear Synes |7 - F
Configure Licensing
DemoExpres: 52812008 Enter Code Cloge Corsole | teo |

3. From the OfficeCalendar Administration Console click the Add New button.

add Mew

4. Enter a Username, Password, First name, Last name, and 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. This user will be automatically assigned

as the default Administrator. Then assign the default security rights for the user
you are adding; and click Save and New or Save and Close.

User Details

Lzemarne |J ames

First mame |J ames

E3

HEREK

Paszward

Last name |.-'-‘-.nu:|ersu:|n

Folder Mame |Andersor, James

-

Existingusers can ¢ none © read ™ wiite © delete this user's records.

Thiz uzer can (" hone © read & wiite © delete existing user's records.

LCancel

Save and New Save and Cloze

"Sharing Microsoft Outlook Calendar and Contacts without Exchange Server”

Copyright Lookout Software, LLC 2003 — 2009. All rights reserved. Microsoft, Outlook, and Exchange Server are trademarks or registered trademarks of

Microsoft Corporation. Last update February 2, 2009.
http://www.officecalendar.com

By Lookout Software

OfficeCalendar

21




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 - if you are setting 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 LOGIN INFORMATION! E

L] Liser woird g, Yiowy wll Fiad thi uebar's oG B et Busck inbo Ehe server Adminsbration Cormole, [F you e setiing thil up For ancther person, maks
s yon ek itheass encew Ehe ussrmiame sod pasomond For the Rdmin Corsols,

[ ]

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

Quick Tip

Check the This user is an administrator check box if the user you are
adding will administar the OfficeCalendar Server. At least one user must be
an OfficeCalendar Server Administrator, and thus the first user you add must

be an OfficeCalendar Server Administrator. You may assign more than one
usaer as an Administrator.

User Details E'
Uzermame |J ames Pazgword |
First name |J ames Last namne |.-“-‘-.nu:|ersu:|n

Folder Mame |ﬁndersnn, James
[ Create uszer az a resource. [v This uzer iz an administrator.
Existing userz can © none € read ™ wite O delete thiz user's recards.

Thiz uzer can (" none © read & wite © delete existing user's records.

Canecel Save and Hew Save and Cloze
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Starting and Stopping the OfficeCalendar Windows
Service

The OfficeCalendar Server includes two components: the OfficeCalendar
Administration Console and the Windows Service (OcalService). With the
OfficeCalendar Windows Service running, users will be able to update their shared
calendar, contact and task information through synchronizations even if no one is
logged into the computer running the OfficeCalendar Server. However, the computer
running the OfficeCalendar Server must be turned on for Windows Service to be
active.

If, for any reason, you wish to stop the OfficeCalendar Windows Service, you can do
so by following these simple steps:

1. On the OfficeCalendar Server PC, click Start and go to Control Panel.
2. From the menu list, choose Administrative Tools, then Services.

3. Scroll down and highlight OcalService.

=4 Services

OcalService Name | Description. | Status | &
Ry Microsoft Office Dia.., Run portio...
Slop the service M5 Software Shado.., Manages s...
Brualtresen e Sanet Logon Supports p...
Ry NetHesting Remote... Enables an..,
Description: Synetwork Connections  Manages o...  Started
OfficeCalendar Service g Network DDE Provides n..
o Network DOE LSDM Manages D...
ERyNebwork Location A, Collects an...  Started
Ry hetwcek, Frovissanin. .

SRaNT UM Security Sup...
2 OcalService

R Cffice Source Engine

%Pmcrmm-;s A..n  Collecks pa.,

Pl and Flay Enzbles ac... Started
SRaPortsble Media Seri.,. Retrisvest..,

Sy Print Spocker Loads fles ... Starked

RaProtected Storage

4. On the left hand column, click Stop the service.
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If the OfficeCalendar Windows Service is stopped, Outlook users will not be able to
send and receive shared calendar, contact and task updates. However, having the
OfficeCalendar Windows Service stopped will not impede your users’ ability to
continue using Outlook...they simply won't be able to send and receive (synchronize)
with the OfficeCalendar Server until the OfficeCalendar Windows Service is restarted.
To restart the OfficeCalendar Windows Service, simply follow the same steps above
for stopping the OfficeCalendar Windows Service. However, instead of choosing the
option to Stop the service, you'll choose the option Restart.

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:\ocaiclient folder on your network:

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.
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-

acaldient
Quick Tip

What if you can’t share the ocalclient folder?

If, for some reason, a workstation cannot open the shared ocalclisnt
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.

Configuring your organization’s OfficeCalendar Online
account

If you've created an OfficeCalendar Online account for your organization, you’ll need
to activate the OfficeCalendar Online sync process and configure the OfficeCalendar
Online sync settings in the OfficeCalendar Administration Console.

If you chose not to create an OfficeCalendar Online account immediately following
installation but wish to do so now please refer to step 18c on page 19. Then follow
the steps on pages 17-20 for instructions on how to create your OfficeCalendar
Online account.

1. Open the OfficeCalendar Administration Console and click on the
OfficeCalendar Online tab at the top.

2. Click the Sync Now button to synchronize all users’ information to your
organization’s OfficeCalendar Online account.
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® DificeCalendar on EI = E|

By Lookoul Softwars

OffiCECB|EI'IdE!I' oA Administration Console

Accounts/Secuiy | Corhgasion | Suppan  DficeCaands Drine |

Conlaguis 5 elling:
™ Ackvsts Drine Sme Sl |

Sync Every |1.'2 j becis 5.|'1-u-n'||'L1:n;|:1

Fuen [ rroad ||uhr-tw.|.:mm.mm

o Pasoweed [

W Spnchionzs appoeinents ' Spnchionize contacls W Syrachions Lok

Officelalenda Dinling Socount
bt A vevens (il slendarlnbre comiiialibran

Configure Licensing .
Deerra Expiras: 1 iasdz00a Erber Coge Cloge Conscle Heler

3. A popup dialog will appear notifying you that synchronization with your
organization’s OfficeCalendar Online account has occurred. Click OK.

OfficeCalendar

Online synchronization completed successFully,

4. You and all other users that have been created in the OfficeCalendar
Administration Console can now begin logging into their OfficeCalendar Online
account to access their individual and shared Outlook calendar, contact and task
folders. You can find your unique login URL to your organization’s OfficeCalendar
Online account in the OfficeCalendar Online tab in the OfficeCalendar
Administration Console.
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OﬁlCECElEI‘IdaF th_/ L. Administration Console

Accounts/Secusty | Corfigustion | Suppodt  OfceCalandy Onine I

[ nlngiing S elhnge
I Ackvats Orlins Sync LSmeion |

Sy Every II.'.‘: j =T Shosy Logt

Huen [ rroad ||uhr-tw.|.:mm.mm

Furan Pz zwod | .

W Spnchionzs sppoinenis M Spnchioncs contacl: W Syrachionins (ot

Officelalsnda Dinling Socount
bt Avovors (Mgl slendarlnbre comirialib it

Configure Licensing
Do Expres: 1112502008 Erker Cogde Cloge Conscle bele

5. To log into your OfficeCalendar Online account, simply browse to your
organization’s OfficeCalendar Online login URL. Users can log in using the User
Name and Password assigned to them in the OfficeCalendar Administration
Console. For more information about setting up your OfficeCalendar Online, refer
to section “Instantly Updating your Outlook Calendar, Contacts and Tasks
with your OfficeCalendar Online Account” on page 36.

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

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

Open: [V\ocserverlocaldient] vl

[ OK ][ Cancel ][ Browse... ]

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 pém}

Accounts/Security l Eunfiguratiun] Suppnrt]

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

2. Double-click on the setup5000.exe icon (show below).
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Fia Edt Wiew

Favorites  Tooks Help
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Aeddriss | |0 Crhocaldesnt

File aned Folder Tasks =

Other Flaces

[ corfigcent el
[153] | P Doument

gt Local Dk (€]

3. From the OfficeCalendar Setup Welcome screen, click Next.

8 OfficeCalendar Client Setup El
Welcome
‘Welcome o the mstaller for DfhceCalenda Chent 5.0.0.0
] [t iz shrcmghy secommended thet you et o Windows peograms
g biefore combiruing with thiz instailstion.
E c If pees have any olher programs urning. please chick Cancel.
QO elose the progeanms, and un This selup Bgain
a @ Dthervize, chck Mest lo conlinue,
@]
@
2
The easy and affordabie way
1o share Microsoft Outfook
Calendars,
| teds || cCowe |

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.
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w8 OfficeCalendar Client Setup

Requied: Microsoft MET Framewmk v2.0 IR
Mictosolt MET is nequited ho conlires,

The "Microsolt HET Framewark™ must be installad on each machine whene you plan to install
OificaCalends, DifceCalendsr was developed usirg the new Miciosolt NET techncloges bo bing
youl the most up-to-date softwate avalable, The install i etiemely aaty and involees no advanced
technical ghil

The Mictosolt HET instalies will be dowrdoaded sutomatically nest and will be zaved lo be
availabla for ary chert installslions on your nebeork.

[ « Back |[ Mt > i[ Cancel

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.

i Thes Microsoft NET Framessork iretalar b= sbout bo start, When it has complated, you valll be refurned bo the neok

e in e OfficeCalander rstallar

-

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

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
Install button to proceed.
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fa Microsoft NET Framework 2.0 Setup

End-User License Agreement

End-Lser License Agresnvent

IMICROSOFT SOFTWARE SUPPLEMENTAL LICENSE TERMS
IMICROSOFT (NET FRAMEWORE 2.0

IMicraseft Corporation (or based on where you lnea, one of its affiliabes) hoenses this
supplement bo you, IF pou are beensed bo use Microsoft Windows operating system
software (the “softbeara”), you may use this supplement. You My mot use it if you do
rok hixrve & bcense For the software. Yow may use a copy of this supplement with each
reabdly boensed copy of the software,

b

By dicking "I accept the berms of the License Agreement™ and proceeding bo use the
product, 1indicabe that [ have read, understood, and agreed bo the berms of the End-User

Licerise Agresment.

[+]1 accept the terms of the License Agreement

| <Back || memalz || cawel |

Please wait while the .NET framework installs...

d. When the .NET Framework installation is complete you’ll see the dialog box

below; click Finish to return to the OfficeCalendar Client installation process.
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ia Microsoft .MET Framework 2.0 Setup

Setup Complete

Microgoft NET Framvework 2.0 has been successfully installed.

It is highly recommended that yvou download snd irskall the labest service packs and
security updates for this product.

For more information, visit the Following Web site:
Product Support Center

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.

w8 OfficeCalendar Client Setup

Installation Foldes
wihere would you ke OffceCalendss Chart to be nstallad?

i path, of chek Change Lo biowse for an easling folds,
Wi suggest pou use the defaul lokder shown, if al all possible.

Iriekall DificaCalardar Clent o
C:\Piograrm Fles\DiheaCalarda

The soltwane will be inslsled in the bolder isted below. To select & diferent location, either lype in &

|

[ Hed > i[

Cancel

6. From the Ready to Install screen, click Next.
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v OfficeCalendar Client Setup

Ready to Install ]
‘o ane now tesdy o install DifcaCalerds Chent 5.0.0.0

The irstaller now has encugh information to metall DificeCalendar Chant on pour computer.

The following setlings will be used:
Iristall iokder: C:\Progeam Filez\0lficeCalenda

Please chck Mewt 1o procesd with the installation.

[ « Back |[ Heat > i[ Cancel |

Please wait while the OfficeCalendar Client installs...

7. From the Almost done... screen, click Next.

 OfficeCalendar Client Setup

Almost done. ... m

The main installation has finished

There aie & faw sheps that reed bo be complatad 1o conliguie vour mstallaion. Plaase chek Mest 1o
fnalize the installstion.

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

Installation Successful
The OfficeCalendar Chert 5.0.0.0 installation is complete.

Theank vou for choosing OfficeCslendss Chardl
Flease chek Firish bo et this instalier,

By Lookout Sofware I
OfficeCalendar [,g

The easy and affordabie way
o share Microsolt Ouliook
Calendars.

L_Ersh |

9. Start 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).

() Qutlook Today - Microsoft Outlook

EEiIe Edit View Go Tools Acdions Help | OfficeCalendar

.jJﬂEW - @ —j Send/Receive = | [ Search address books -
0 A@
Mail « || 2 personal Folders -

Faworite Folders

rr

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 - please ensure that you are using the correct Username and Password
that was assigned to you.)
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OfficeCalendar Login

Uszername |T|:|m

Paszword |’="="‘

v Save Login [nformation

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. 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 calendars and Resource user folder(s) that you have rights to
view under your root 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.
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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.

Setting up and sharing your Outlook email folders with OfficeCalendar is different
than setting up and sharing your Outlook calendar, contact and task folders.
OfficeCalendar email sharing uses your Outlook email send/receive
synchronization to share your email folders with other users. Please refer to the
section "Configuring Outlook email folder sharing” on page 70 for
instructions on setting up, configuring, and using OfficeCalendar email sharing.

Instantly Updating your Outlook Calendars, Contacts
and Tasks with your OfficeCalendar Online Account

Once all users’ profiles have been synchronized to your organization’s OfficeCalendar
Online account through the OfficeCalendar Administration Console (for steps on how
to do this, see "Configuring your organization’s OfficeCalendar Online
account” on page 25), you can begin synching each client’s Outlook information to
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their OfficeCalendar Online account so they can access their Outlook calendars,
contacts and tasks online.

1. Open Microsoft Outlook

2. Click the Synchronize OfficeCalendar Online icon.

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

You will not notice any changes in Microsoft Outlook. By synchronizing your
Outlook with your organization’s OfficeCalendar Online account, all of your
Outlook calendar, contact and task folders are now available online for access
through your individual OfficeCalendar Online login, set up through the
OfficeCalendar Administration Console. For instructions on how to access
OfficeCalendar Online, see section "Accessing your Outlook Calendars,
Contacts and Tasks with OfficeCalendar Online” on page 96.

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
Administration Console.

From the OfficeCalendar Administration Console you can:

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

*» Create and add users to customized user groups.

= Create and add users to one or more group calendars with In Group/View
Group access.

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

» Configure advanced network settings and other advanced options for larger
groups.

» Manage your settings for your organization’s OfficeCalendar Online account.

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

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

& OfficeCalendar on E| O El
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Demo Expires:  12/16/2008 Erter Code Cloge Console |t |

Showing or Hiding Advanced Features within the Admin
Console

OfficeCalendar offers several advanced features that most customers do not require.
By default, these features do not show within the OfficeCalendar Administration
Console. This keeps the OfficeCalendar Administration Console streamlined for faster
and easier administration. OfficeCalendar’s “"Advanced” features include:

= User Group creation and administration

= Customer Group Calendar creation and administration

= Configuration settings for OfficeCalendar’s Outlook Free/Busy Server
= User Group Filters
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These features can easily be shown by right-clicking on the OfficeCalendar Server
icon in the Windows task tray, and selecting Show Advanced Features.

With the Advanced features shown, you’ll notice three (3) additional tabs within the
OfficeCalendar Admin Console’s main dialog box: User Groups, Group Calendars

and Free/Busy.

8 OfficeCalendar on El = El

By Lookout Software

OfficeCalendar [ ==
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With the Advanced features shown, you’ll also notice that the dialog box for adding
or editing OfficeCalendar users includes additional options, which allows
administrators to configure user accounts for the advanced User Group and Group

Calendar features.
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j New User Gioup
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Installers O O
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Carwel | Save and Hew I Save and Close I

These “Advanced” features are explained and demonstrated in more depth
throughout the OfficeCalendar User’s Guide. However, if you are like most
OfficeCalendar customers and don’t require these advanced features, we highly
recommend that you simply leaved them turned off. This will keep your
OfficeCalendar installation streamlined for faster setup and data entry.

Adding New OfficeCalendar User Accounts

1. Open the OfficeCalendar Administration Console.

2. Click the Add New button.

Add Mew

3. Enter the Username, First name, Last name, and Password for the user you

wish to add to OfficeCalendar; type in a unique name to display the folder within
other user’s Outlook folder list in the Folder Name field (optional). You can also

create and add users to user groups (reference the topic "Managing
OfficeCalendar User Groups” on page 42 for more details), as well as group
calendars with In Group and/or View Group access (reference the topic
"Managing Group Calendars for Group Scheduling” on page 51 for more
details). Then 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).
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User Details @

L)z &mmane ||=| abert Passvannd

First name |F|ut.gﬂ Last name |Thum5m
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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 assignhed 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 |

Editing OfficeCalendar User Accounts

1. Open the OfficeCalendar Administration Console.
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2. Highlight the user account you want to edit in the User/Resource 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 Administration Console.
2. Highlight the user account you want to delete in the User/Resource 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 User “X’s” subfolders are removed from their Microsoft Outlook folder list. 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.

Managing OfficeCalendar User Groups
Overview

OfficeCalendar administrators have the option in the OfficeCalendar Administration
Console to create and add users to user groups. User groups are usually created to
classify users with something in common (such as co-workers in a certain
department, or a special committee), and are very useful if you have a larger
number of users. Administrators can create as many user groups as necessary, but a
user may only belong to one user group within OfficeCalendar (not to be confused
with group calendars where a person or resource can be in more than one group
calendar).

By default, OfficeCalendar creates the User Group, “General”, which can be deleted.

Adding OfficeCalendar User Groups

1. Open the OfficeCalendar Administration Console.

2. Click on the User Groups tab, and click the Add button.
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3. Enter the Name for the new user group, and then click OK.

User Group - New

Marmne |Installers

| ok | LCancel |

_Or_

You can also add a new user group when you are adding or editing an OfficeCalendar
user account. Simply click on New User Group in the User Details dialog box.
Enter the Name for the new user group, and click OK.

Mew Uszer Group |

Editing OfficeCalendar User Groups

1. Open the OfficeCalendar Administration Console.

2. Click on the User Groups tab. Under Groups, highlight the user group you want
to edit and click the Edit button.

Edit |
3. Enter the new Name for the user group, and then click OK

Deleting OfficeCalendar User Groups

3. Open the OfficeCalendar Administration Console and click on the User
Groups tab.

4. In order to delete a user group, all users that are in the user group you want to
delete must be moved to another user group. You can do this using the Move to
Group function (refer to the next topic, "Using the Move to Group
Function”).

5. After the user group is empty and no users are listed under the group, make sure
the user group you want to delete is highlighted.

6. Click on the Delete button. A message will appear asking to confirm the action to
delete the user group; select Yes if you are sure you want to delete the user

group.
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Delete |

OfficeCalendar

‘fou are about ko delete "Engineers” group, Continue?

OfficeCalendar will not delete a user group if active users are still listed under the

user group in question. Therefore, it is impossible to delete user accounts by deleting
user groups.

Using the Move to Group Function

To move one or more users from one user group to another:

1. Open the OfficeCalendar Administration Console and click on the User
Groups tab.

2. Highlight the user group with the user accounts you want to move. Then highlight
the user account you want to move to another user group.

3. Click on the Move to Group button.

Mowve Tao Group... |

4. Select the new user group you want to add the user to, and then click OK.

Select Group E|
User Groups
Installers

Service Technicians

[ ] o |
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Sample User Groups

User groups can be customized to fit your specific environment or needs. In this
example, set up for an attorneys’ office, we have created three different user groups
and placed the appropriate users in each.

& OfficeCalendar on r;l — El

By Lockout Softwara B
H oL Administration Console

OfficeCalendar
Accourte/Securty  User Groups | Group Calendars | Corfiguration | Free/Busy | Suppart | DificeCalendar Orine |

Groupes Users

WserlD | Maeme I
F-urmrdy:rm ALtormeys Tuskiny Justin Jackson
Trial Attormeys ca Catherine Jones
fddMew |  Ede | Dejets | Morve Tos Greup. ..
Configure Licensing
DemoExpires:  S[28/2008 Enker Coge Cloge Conscle | el |

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:

* None - check the None access checkbox if you do not want a user to have any
rights at the time of creation. Larger organizations will find this useful to avoid
changing the default security settings for long user lists.

= 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
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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,
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. NOTE: Use caution when granting
another user Delete access. A user with delete access can delete items
from a shared folder at any time, and once an Outlook item is deleted it
may not be recoverable.

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 Administration Console

with their user account’s user name and password.

User. Details g|
|l zermame |Ben Paszword  [#=
First name |Ben Last name |H|:||:|ir|3|:|r|

Folder Mame |Fh:u|:nins-:un, Ben

[ Create user as a resounce. [ This user iz an administrator,

Existinguzers can ¢ mone O read @ wiite © delete this user's recards.

Thiz user can " mone O read ™ wite © delete esisting user's records.

LCancel Save and Mew Save and Cloge

The same security rights that apply to the Outlook Contacts folder apply to Outlook

Distribution Lists because they are objects within the Contacts folder. For example, if
User A has read, write and/or delete security rights to User B’s Contacts folder, then

User A will be able to read, write and/or delete distribution lists within User B’s
Contacts folder.

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

tasks):
1. Open and log into the OfficeCalendar Administration Console.

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

"Sharing Microsoft Outlook Calendar and Contacts without Exchange Server”
Copyright Lookout Software, LLC 2003 — 2009. All rights reserved. Microsoft, Outlook, and Exchange Server are trademarks or registered trademarks of
Microsoft Corporation. Last update February 2, 2009.

http://www.officecalendar.com

46

By Lookout Software .
OfficeCalendar [9



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 a 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.

Quick Tip

If a user without the proper security rights to another user attempts to
modify an Outlook element in a shared folder, a message will prompt on the
next synchronization nntiﬁrln? the user that he/she does not have the rights
to do so and the element will return to its original state.

For example, if User A does not have the rights to delete appointments in
User B's calendar, but does so regardless; a security rights notification
message similar to the one below will appear on Usar A's next sync and the
appointment will reappear in User B's calendar.

& 10fficeCalendar Alert ===

‘fou do mot have proper securly seflings in the DfficeCalendar Admin Console 1o delete calenda
fern Mesting’, Your changes wene discarded. Flease contact your sdrmirisinator if wou leel this i
N BIT00.

Sample Security Settings

In the following example we will set Nicole Kennedy’s security access to the following
criteria:

= Nicole can read, write/edit, and delete appointments on Justin Jackson’s,
Catherin Jones’ and Ben Robinson’s calendars; but has no access their contacts
and tasks.

= Nicole has no access Jenna Black’s Outlook items.
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User/Resource List
List of existing users and resources. Click bo highlight &
speckic item. Once highlighted, you can edit, delete or

User/Resource Rights
Sedeck an tem in the User Lisk and then select the rights
that ikem showld have For other users below, Changes are

Accounts/Secuity | User Groups | Group Calendars | Configuration | Free/Busy | Suppart | OfficeCalendar Online |

change the item's rights. saved immedistely,
Filter by Filter by Gct AN Hnchack A2
Liser Group |40 Users = User roup |4 Users - r r r
User I | FirstMame | LastMame | Twpe | User | Folder Type | Read | White | Delste |
Nikki Jusstin Calendars |
Justin Justin Jackszon J Justin Contacts O O O
Cat Catherne  Jones ] Jushin Tasks O O O
Ben Ben Robinson U Cat Calendars =]
Jenna Jenna Black u Cal Cortacts O O O
Cat Tasks O O 0O
Ben Calendars [ [
Ben Contacts O O a
Ben Tasks O O [l
Jenna cdendaz: [ O 0O
Jenna Contacks O | [l
Jenna Tasks O O 0O
addiew |  Edt | Delete | Lser Synes [ =

Note about “"Read” Security Access:

In the example above, Nicole does not have Read access to Justin’s, Catherine’s,
Ben’s or Jenna’s contact or task items. Therefore, OfficeCalendar will not create
Contacts or Tasks sub-folders for Justin, Catherine, Ben or Jenna in Nicole’s copy of

Microsoft Outlook.
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Quick Tip

Use the Filter by User Group and Check All/Uncheck All features for
faster administration with larger groups. These features can be found in the
OfficeCalendar Server and Administration Console under the
Accounts/Security and Group Calendars tabs.

For example, if users are categorized into several user groups, you can Filter
by User Group to pull up a particular user group and assign security rights
that may be specific to users in that user group.

The Check All/Uncheck All feature allows administrators to assign the
same security rights to multiple users with one click. If the box below Check
All/Uncheck All is selected corresponding to either Read Wirife or Delefe,
the entire list of users in a user group will be given that specific security right.
If the box is unchecked, that means that the security right(s) will not apply to
the list of users. This feature also applies to the o Grovgrand Mew Group
security rights.

*MNote: Security rights can still be applied to users individually, as shown in the
screens below.

L[sa‘,-’ﬁnswm ﬁiwts :

Select an ited in bhe User List and then select the rights
that item shvould have fior other users below. Changes are

saved inmedately,
Filter by Cheack All | Uncheck Al
Usergop [l =l 5
Uiser | Folder Type | Read [ wiite | Delete |
Justin Coendas [ E=
Justin Cortacts M O 0O
Justien Tasks
Cat Calendais
Cat Corlacts
Catl Tasks
Ben Calendars =1 [=] [+
Ben Cortacts = O O
Ben Taszks
Jenna Calerdaiz
Jenna Cortachs
Jenna Tasks E O 0O
Accourte/Secuity | Uses Groups  Group Calendars |Eurl'g.labun| Free/Busy | Support | DificeCalendar Orbre |
Group Calendars Users
firson Hearings Ched All { Uncheck Al P re————
Custody Haarings r i~ o
Divorce Hearings
Growp Cslendar InGlmq:uI"."l-mErul.p|UaerlD INum |T:|.'p-a |
T —— = Jusin Er—
Cal Cathesioe: Jonmz U
O = Jerns Jennas Black, u

Managing OfficeCalendar shared resource folder accounts

With OfficeCalendar you can create and share unlimited 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
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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 Administration Console.

2. Click the Add New button.

Add Mew

3. Enter a Username, 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. You can also create and add resource folder
accounts to user groups (reference the topic "Managing OfficeCalendar User
Groups” on page 42 for more details), as well as group calendars with In Group
and/or View Group access (reference the topic "Managing Group Calendars
for Group Scheduling” on page 51 for more details). Next, assign the basic
security rights for the resource account you are adding by clicking on the
appropriate radio buttons. However, because a resource folder account is not
physical user, it will not have security rights to other users; physical users will
only have security rights to the resource folder account.
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User Details @

L)z &rmane |Lagelim Passvaand |

First name ||_ugg Last name ||:ﬂnfgrgﬁcg

Folder Mame |Lugs Conference Foom

User Group | General | Mew User Group

Group Group Calendar [ In Gioup | Wiew Group I Mew Group
Calendar | Group Calendar | 1 Calenda
Folders

Emslinguserscan ¢ none ( read ™ wite © delele this user's reconds.

Thiz uzer can L = read ©  d existing user's records.

Carwel I Save and Hew ] Save and Close I

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.

Managing Group Calendars for Group Scheduling

Overview
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OfficeCalendar administrators can create and name multiple group calendar folders,
select the users/resources that are included in these group calendars, and assign
who the group calendars will be visible to. Users with the appropriate security rights
can add, edit and delete appointment items directly from group calendar folders.
Refer to the topic "Group Scheduling with OfficeCalendar’s Outlook Group
Calendars” (page 89) for more information about OfficeCalendar’s Outlook group
calendars.

Adding Group Calendars

1. Open the OfficeCalendar Administration Console.

2. Click on the Group Calendars tab, and click the Add New button.

add Mew

3. Enter the Name for the new group calendar, and then click OK.

Group Calendar - New

Name |Service Technicians

| ok | LCancel |

_Or_

You can also add a new group calendar folder when you are adding or editing an
OfficeCalendar user account. Simply click on New Group Calendar in the User
Details dialog box. Enter the Name for the new group calendar folder, and click OK.

Mew Group
Calendar

**NOTE: For technical reasons, you can not create a group calendar with the same
name as an existing User or Resource defined within the OfficeCalendar
User/Resource List.

Editing Group Calendars

1. Open the OfficeCalendar Administration Console.

2. Click on the Group Calendars tab. Under Group Calendars, highlight the group
calendar you want to edit and click the Edit button.

Edit |

3. Enter the new Name for the group calendar folder, and click OK.
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When users that can see the selected group calendar synchronize again after the
group calendar is edited, the new group calendar name will replace the previous
name.

Deleting Group Calendars

1. Open the OfficeCalendar Administration Console.

2. Click on the Group Calendars tab. Under Group Calendars, highlight the group
calendar you want to delete and click the Delete button.

Delete |

3. A message will appear asking to confirm the action to delete the selected group
calendar folder; select Yes if you are sure you want to delete the group calendar.

OfficeCalendar

Use extreme caution when deleting a group calendar folder, as this action affects all
users associated with the group calendar. However, if a group calendar folder is
inadvertently deleted, it may be recreated by adding it again.

Using In Group/View Group Calendar Functions

After a group calendar folder is created, OfficeCalendar administrators can add users
to and/or give them rights to view multiple group calendars with the In Group and
View Group functions.

1. Open the OfficeCalendar Administration Console.

2. Click on the Group Calendars tab. Under Group Calendars, highlight the group
calendar you want to add users to or give viewing access to.

3. Under Users, click on the appropriate In Group and/or View Group checkboxes
next to the user(s) listed.
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8 OfficeCalendar on El= X

By Lookout Software
. LA Administration Console
OfficeCalendar
Beeturts/Secuily | User Groups  Groun Calendars | Corfiguistion | Fiee/Buny | Suppait | DifcaCalendar Drine |
Group Calendars Users =
Check All { Uncheck All =LA T =
5 uﬂmw r - u-:arls.rn-.n-[ % J
?ﬁm I Giowp | Wiew Group | Uisss 1D | Mame [ Type |
Monetary Hearings = = Hikki Micole Bermedy A
m| || Justin Justindackson U
Cat Cathenne Jone: L
ﬁ ﬁ Ben Ber Robinson 1]
Jerna Jenna Black u
pddbew | Edt | Delste |
Configure Licensing
DemoExpires:  S[28/2008 Enter Coge Cloge Corscle | e |

In the above example, both Nicole’s and Catherine’s appointments will appear in the
Group Calendar “Arson Hearings” as both have the In Group option selected. Also,

both Nicole and Catherine will see the Group Calendar “Arson Hearings” from within

the Outlook folder list as both the have the View Group option selected.

Ben’s appointments will not appear in the Group Calendar “Arson Hearings” as the In
Group option is not selected for him; but he will be able to see the Group Calendar
“Arson Hearings” as the View Group option is selected for him. Thus, unlike Nicole
and Catherine, Ben’s appointments will not appear in the Group Calendar “Arson
Hearings”. However, he will be able to see the Group Calendar. Ben’s ability to
interact with the Group Calendar is determined by the rights for which he has to
Nicole’s and Catherine’s appointments in the Accounts/Security tab.

Justin’s and Jenna’s appointments will not appear in the “Arson Hearings” Group
Calendar, nor will they be able to see the “Arson Hearings” Group Calendar as they
have no In Group or View Group options selected.

In Group/View Group Calendar Functions Scenarios

User is In Group Calendar and can View Group Calendar

This is the most frequently used setting. A good example is a law firm, in which case
the attorneys not only need to be included in the group calendar, but they also need
to view the group calendar to see who is available for court appearances and other
scheduling matters.
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User is NOT In Group Calendar but can View Group Calendar

This calendar setting is useful, for example, if a secretary whose personal
appointments do not need to be on a calendar for scheduling, but she needs to see
everyone else’s appointments in order to schedule appropriately.

User is In Group Calendar, but CANNOT View Group Calendar

This would be appropriate, for example, if an exterminator’s office needs all field
agents’ appointments on a calendar so their secretary can schedule appropriately.
However, the field agents do not necessarily need to see the group calendar for all
other agents.

User is NOT In Group Calendar, and CANNOT View Group Calendar

This setting would apply to a user who might be included in other group calendars,
but does not have any reason to be included or see a certain group calendar that is
meant for other users.

Setting a User’s Security Rights in Group Calendars

Security rights that OfficeCalendar administrators assign to users also apply to group
calendar folders. For example, if User A and User B are both able to View Group
Calendar X and are In Group Calendar X, User A will not be able to view User B’s
appointments if User A does not have the right to view User B’s appointments from
with the Accounts/Settings tab.

Configuring OfficeCalendar to Work Over a Specified Network
Port

By default OfficeCalendar communicates across networks on port humber 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 settings on the OfficeCalendar Server

1. Open the OfficeCalendar Administration Console.

2. Click the Configuration tab.
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3. Under TCP Port on the Configuration tab, change the TCP Port Number, and

click Apply.

= OfficeCalendar on i=)H

By Lookout Software B

OfficeCalendar [ ==

Accourts/Secunily | Uszer Groups | Group Calendars  Configur
Database type
F Arcass
" SOL Serve

Access
Dratabass e path

Administration Console

Suppoit | DificaCalendar Orline |

|C:h\Drocumerts and Settirgs\DifcaCalerdar Serveriolfcal mb

e

Configure Licensing

Demo Expires: Sfzafan0e Enter Code:

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.

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

OfficeCalendar Client Configuration
Configure connection detailz and client configuration 2

Sync Setkings  Server Conneckions lLIser Cietails ]

Primaty Server Marme |OC-SER'-.-'ER|

Port Murnber 1802

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.

Managing your organization’s OfficeCalendar Online account

If you have set up your OfficeCalendar Online account and performed the initial
synchronization to your organization’s OfficeCalendar Online account through the
OfficeCalendar Administration Console (see “"Configuring your organization’s
OfficeCalendar Online account” on page 25), you can choose to automatically
synchronize database information under the OfficeCalendar Online tab.

To activate automatic database synchronization to OfficeCalendar
Online

You can set your OfficeCalendar Server to automatically sync all calendar, contact,
and/or task updates to your OfficeCalendar Online account. This way, once a user
syncs his/her client, the OfficeCalendar Online account will reflect any changes
immediately.

1. Open the OfficeCalendar Administration Console.
2. Click OfficeCalendar Online tab.

3. Check the box next to Activate Online Sync.
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OfficeCalendar [[is2>  Aemstration consote

Accourts/Securty | User Groups | Group Calendars | Configuration | Free/Busy | Support  OficeCslerdag

Configure Setting:
b Activate Onre Sirc

Sync Every 102 | houn's
Ackmin Emad | [ohigasenees ofe.com
" P' ||-u-

[ Syrchionize sppoiniments ¥ Syrchicnize contacts [ Syrichionize basks
Save I Feset |

4. Click the Sync Every drop-down menu and choose a time interval.

OfficeCalendar [[i=2>  Aemstration consote

Accours/Securty | User Groups | Group Calendars | Configuration | Free/Busy | Support  DificeCalerlas

Configure Setting:
W Acttvate Onlre Syrc

Sync Every (172 - h:m’:[
Admin Emad | |uhidisen e ofe.con
- P' |.-u-

W Synchionize spponiments [ Syrchionize contacls [+ Syrchionize tasks
Save [ Fleset |

5. Choose which Outlook folder items (appointments, contacts, and/or tasks) that
all users will sync to their OfficeCalendar Online account for online viewing. Then
click Save.
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Ofﬁcec a Ien d a r [}-E‘% Administration Console

Accouris/Securty | User Groups | Goup Calendars | Configuration | Free/Busy | Support  DlficeCalenday

Configure Setting:
W Activate Onkre Syt

Sync Every |12 w | hoand's

Acknin Emad | [ohngdecnesg ofe.com

W Syrchionze spponiments ¥ Syrchicnze contacts [+ Syrichionze basks
Save r Feset

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.

"Sharing Microsoft Outlook Calendar and Contacts without Exchange Server” 59
Copyright Lookout Software, LLC 2003 — 2009. All rights reserved. Microsoft, Outlook, and Exchange Server are trademarks or registered trademarks of
Microsoft Corporation. Last update February 2, 2009.

http://www.officecalendar.com

By Lookout Software uaa
OfficeCalendar l9



= Configure OfficeCalendar

OfficeCalendar Client Configuration
Configure connection detailz and client configuration settings.

Sync Settings | Server Connections | User Details ] Suppork ] About ]

Connection setting: f Online  Offline
Synchronize myw appointments: v Yes " Mo
Synchronize my conkacks: f* ‘Yes i~ Mo
Synchronize my tasks; (* Yes i Mo
Autamatically synchronize every 15 minukes
Select Group Folders and users Select. ..
Synchronize Folders ab startup F Yes ~ Mo
Turn on Matification of Appointments [+

] 4 | 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. When users turn
their connection setting to Offline, the Synchronize OfficeCalendar icon will turn
to a red “X" icon to notify users that they are offline and not synchronizing their
Outlook information to the OfficeCalendar Server.

?itﬂ-d;l

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.

Cionnection setking: " Online % Offline | |
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Reference the topic "Working Offline” (page 95) 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.

Synchronize appoirtrents: * Yes " No ‘ |

* 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.

I Synchronize contacts: " Yes * No | |

Quick Tip

The Microsoft Outlook Contacts object represants the single largest
data set that OfficeCalendar synchronizes. If you have a large number
of Microsoft Outlook contacts, setting the Synchronize contacts
option to Ne 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 ] Suppork ]

Connection sekking: (" Online  {* Offline

Synchronize appointments; (* Yes " Mo

Synchronize contacts: ™ 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.
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Synchronize tasks: i 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 ‘ |

= Select Group folders and users - this allows users to choose which Outlook
group calendars; and other user/resource calendar, contact and task folders in
which they wish to synchronize.

This option to select which group calendar folders and which users to synchronize
with exists for several reasons. First, a user may not have a need to view a
certain group calendars, resource calendars and/or user calendars, even though
they were given the ability to do so in the OfficeCalendar Administration Console.
Choosing not to synchronize with other users and/or one or more group
calendars keeps the Microsoft Outlook Calendar folder list cleaner and thus easier
to navigate. Second, it provides increased synchronization speed if OfficeCalendar
does not have to update all available group calendars, user calendars, and
resource calendars while synchronizing with Microsoft Outlook. However, if a user
is working offline this option will not be available.

Select Group folders and users Select... ‘ |

Refer to the topic "Managing Group Calendars for Group Scheduling” (page
51) for more information about OfficeCalendar’s Outlook group calendars. Refer
to the topic “"Selecting Group Calendars and User Folders” (page 83) for
more information about selecting which group calendars and users to
synchronize.

= 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.

Synchronize Folders at startup o+ Yes Mo ‘ |
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Reference the topic "Working Offline” (page 95) for more details about what to
do if the OfficeCalendar Server cannot be reached.

= Turn on Notification of Appointments - this allows the user to choose
whether or not they are notified of appointment additions, modifications and/or
deletions within their calendar made by other users. If notifications are turned
on, a popup dialog will appear in the user’s Outlook window after the
synchronization if any appointment modifications were made to the user’s
calendar by another user since the last synchronization. If the notifications are
turned off, the user will not see this popup dialog and will not be notified of any
appointment modifications. By default, this option is checked. Reference the topic
"Appointment Notifications and Tracking History” (page 86) for more
details about appointment notifications.

Turn on Motification of Appoinkments [ | I

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 Port Number.
The Server Name represents the full computer name of the computer that is
running the OfficeCalendar Server, and the Port Number 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 Server Name and IP Address of Primary Server
connection settings. Most OfficeCalendar Client users will only need the Primary
Server Name info configured 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.
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8 Configure OfficeCalendar

OfficeCalendar Client Configuration
Configure connection detailz and client configuration settings.

Sync Settings  Server Canmections ]LIser Details | Support | about |

Primary Server Name |SER'-.-'ER1

Port Murnber |13|:|2

IP address of Primary Server |

Part Mumber |

[w Prompt when swikching servers

] 4 Cancel Apply

The IP Address of Primary 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 Microsoft Outlook Data
from Remote Users Using OfficeCalendar” on page 67 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 E|

OfficeCalendar Client Configuration
Configure connection detailz and client configuration settings.

Sync Settings | Server Connections  User Details lSuppnrt ] About ]
Last svnchranization: 212812008 2:26:54 PM

Current user: Catherine

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

the next time wou synchronize, Reset Lser

ok | Cancel | |

The Support Tab

The Support tab, found in the Configure OfficeCalendar dialog box, contains five
buttons: Debug Mode, Show Data Files, Reset Group Calendars, Reset Entire
Sync, and Dedupe Outlook.

The Debug Mode button provides access to a support function when needed. This
routine should only be run under the direction of an OfficeCalendar staff member.

The Show Data 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 Group Calendars and Reset Entire Sync buttons provide access to a
support function when needed. This routine should only be run under the direction of
an OfficeCalendar staff member.

The Dedupe Outlook 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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8 Configure OfficeCalendar

OfficeCalendar Client Configuration
Configure connection detailz and client configuration settings.

Svnc Settings | Server Conneckions ] User Details  Support l.ﬁ.l:ucuut ]

The Show Data Files bukton provides access to OfficeCalendar data
and log files. Please do not delete or modify these Files,

Cebug Mode | Show Data Files |

The Reset butkons provide access ko a support Funckion when
needed.

Reset Group Calendars | Reset Entire Sync |

Dedupes Qutlook Calendar, Contacks and Tasks,  Dedupe Outlook

ok | 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.
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* Configure OfficeCalendar El

OfficeCalendar Client Configuration
Configure connection detailz and client configuration settings.

Svnc Settings ] Server Conneckions ] ser Dekails ] Suppork Abaut l

By Lookout Software

OfficeCalendar =

Product ID: OfficeCalendar Client
Wersion: 5.0.0.0

Release Date: Decermber 16, 2002
wiehSite; hitpwwaw.officecalendar.com

@m

Copyright 2003-2008 Lookout Sofware, LLZ, All Rights Reserved

k. | Cancel | |

Synchronizing Microsoft Outlook Data from Remote
Users Using OfficeCalendar

OfficeCalendar is designed from the ground up using Microsoft’s .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. If you
are interested in configuring TZO to enable OfficeCalendar synchronization over the
Internet, refer to the OfficeCalendar Knowledge Base Article “Synchronizing Microsoft
Outlook Data from Remote Users Using OfficeCalendar,” available online at
http://officecalendar.crmdesk.com/answer.aspx?id=4&back=search.aspx.

To synchronize and share your Outlook calendar, contact and task information with
your co-workers over the Internet using OfficeCalendar:
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4. Click on the Configure OfficeCalendar icon from within Microsoft Outlook.

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

6. Type in the IP address (or dynamic DNS name) of your OfficeCalendar Server in
the IP Address of Primary Server field (refer to the Server Connections tab
on page 63 to determine the appropriate Server Name to use).

7. Click Apply, and then click OK to close the Configure OfficeCalendar dialog
box.

8 Configure OfficeCalendar

OfficeCalendar Client Configuration
Configure connection detailz and client configuration settings.

Sync Settings  Server Canmections ]LIser Details | Support | about |

Primary Server Name |SER'-.-'ER1

Port Murnber |13|:|2

IF Address of Primary Server |E,1 7847555

Port Mumber |13|:|2

[w Prompt when swikching servers

] 4 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 menu option; 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; and the addition of
shared mail folders under your Inbox folder.

= ::ﬁ! Calendar (9]

‘ﬁ Group Calendar
‘ﬁ Jackson, Justin
‘ﬁ lones, Cathering
‘ﬁ Large Conference Room
‘ﬁ Rabinson, Ben
:ﬁ Small Conference Room
= &= Contacts
G=| Jackson, Justin
G=| Jones, Catherine
4=| Large Conference Room
4=| Robinson, Ben
4= Small Conference Room
@ Deleted Ttems
L7 Drafts
= [ 7} Inbox
| Immediate Action Items
| ©ld Posts
|1 Partner Inquiries

[ Sales
| Website Feedback

éﬂ- lournal
L@ Junk E-mail
| Motes
L= outbox
# L) RSS Feeds
= [=3) Sent Items
= i] Tasks
i]' lackson, Justin
i]' lones, Catherine
= .

e iabincon Ran
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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 assighed Username and
Password.

OfficeCalendar. Login

Uszername |

Pazzword |

[ 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.

Configuring Outlook email folder sharing

OfficeCalendar includes the ability to share your Outlook email folders with other
OfficeCalendar users, using Outlook’s Send/Receive synchronization process.

The Email Sharing for OfficeCalendar Configuration dialog contains
configuration data about shared email folders and various settings for how
OfficeCalendar processes shared Outlook email folder data.

From the Email Sharing for OfficeCalendar Configuration dialog box you can:

v View the Microsoft Outlook email folders you are sharing with other Microsoft
Outlook users (referred to as My Shares).

v View the Microsoft Outlook email folders others users are sharing with you
(referred to as User Shares).

v'  Edit and/or delete shares with other users.
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v" Modify or change OfficeCalendar email synchronization settings.
To open the Email Sharing for OfficeCalendar Configuration dialog box:
1. Click on the OfficeCalendar drop-down menu in your Microsoft Outlook toolbar.

r
h

s Help Q’I‘ficeCaIendari
[ Search 3 Lonfigure 4 Email sharing
Go to OfficeCalendar website Calendar/Contact/Task sharing
. About
¥ Per v

Wednesday, December 03, 2008

Colondaw

Tach

2. Choose Configure from the drop-down menu options, then select Email
Sharing.

My Shares Tab

The My Shares tab is the first tab you'll see when opening the in the Email Sharing
for OfficeCalendar Configuration dialog box, and this tab contains data about the
Microsoft Outlook email folders in which you share with other users. The My Shares
tab also contains several functions that allow you create new shared Outlook email

folders as well as functions that allow you edit the properties of your existing shared
Outlook email folders.

Sharing Outlook email folders from the My Shares tab

To share an Outlook email folder from My Shares tab:

1. From the My Shares tab; select the Outlook email folder you wish to share from
the Outlook email folder list on the left.
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Email Sharing for OfficeCalendar,

My Shares l Usger Shares] Settings] 51

Select an Outloaok folder and click. ..

|.-’-‘-.rtiu:|es

Add Share |

|- £4% Perzonal Folders »
+- ] Calendar
+-= Contacts
i8] Deleted ltems
LA Drafts
=07 Inbox
+- 1 &wired Accaount

2. Next, click the Add Share button above the displayed Outlook folder list.

3. From the Add Share dialog box, type in the name of the person you wish to
share the selected folder with inside the Full Name text box; then type in the
email address of the person you wish to share the selected folder with inside the
E-mail text box; then select the access rights you wish to grant to the person
you are sharing the selected folder with using the corresponding check boxes for
Write Access and Delete Access; and click Save.

Add Share X]
: nter the emall of the
nter the name of the Flder Name: Iﬁ'ﬂm person for which you
are sharing

i hich YOU - older Pah [\ Personal Folders\nbo Avicles ]!
Full Mz Thomaz Anderzon /

E-mait [tandersond@andessonart com #
e loct th e Sawve your
o v Wi settings
rights you wish} ....'_ afiite Access T3
to grant [ Dialete focess
Save Cancel I

Editing one or more of your Outlook shares

To edit one or more of your Outlook shares:
1. From the My Shares tab, select a share from the list of current shares list; and
click the Edit Share button.
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2. From the Edit Share dialog box, change the Full Name of the person you are
sharing folder data with and/or the person’s access right you wish to grant; and
click Save.

Edit Share x|

Falder Marme: |.-’-'-.rtiu:|es

Falder Path: |"~"~F'ers::nr'|al Falders\nboshArticles

Full Mame: |B en Fobinzon
E -mail: |brnbinsnn@andersnnart.|:|:|m
=

v Wirite Access

v Celete Access

| Save | Cancel

Deleting one or more of your Outlook shares

To delete one of your existing Outlook shares:

1. Highlight the user share you wish to delete; and click the Delete Share button.

2. Follow any further on-screen prompts.

User Shares Tab

The User Shares tab allows you to view and/or delete the Microsoft Outlook folders
that other users are currently sharing with you (referred to as User Shares).

Viewing User Shares

To view your current User Shares:

1. Open Microsoft Outlook if it is not already open.

2. Click on the OfficeCalendar drop-down menu; and select Configure then Email
Sharing.

3. Next; click on the User Shares tab.
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Email Sharing for OfficeCalendar Cenfiguration E|
My Shapey [User Shaves | Septtings | Suppon |

Feact pcument thare and click

Dreieter Share
| E I Fekchat Marre I Fickdai Fath I Slatug
S—— . cof [ Human Redouee WiPersonal Falders\Unbos Hurman Aateinoes Mpkres
o PR Rediustes W\Peistnal Foldets\lndePH Restunos: Agkree
o o Fied Websnatt WNPeisinal Foldets\lnbeodFass Wsbwar Agkreg
S ot Toat Abeles W\Peistnal Foldess\inBend, T gifn Satai Aekred

Clogn

Deleting a User Share

To delete a User Share:

1. Click on the User Shares tab.

2. Highlight the User Share you wish to delete; and click on the Delete Share
button.

3. Follow any further on-screen prompts.
Settings Tab

The Email Sharing for OfficeCalendar Configuration dialog’s Settings tab
contains the following settings:

e Send Updates
e Maximum size of synchronization email

Turn Off/On automatic updates through Send/Receive

By default, OfficeCalendar is set to send, receive, and process updates for shared
Outlook email folders each time you send and receive email from Microsoft Outlook.
However you can turn off this automated update function and set OfficeCalendar to
only send updates when you manually click on the OfficeCalendar Sync button on the
OfficeCalendar toolbar (or if OfficeCalendar is set to automatically synchronize on its
own, it will send shared email folder updates upon synchronization).
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To turn off automated synchronization of shared Outlook email folder updates using
Outlook’s Send/Receive function:

1. Open Microsoft Outlook if it is not already open.

2. Click on the OfficeCalendar menu; and select Configure followed by Email
Sharing.

3. Click on the Settings tab.
4. Click on the Send Updates dropdown option; and select only when I click on

“Sync” button. Then Close the Email Sharing for OfficeCalendar
Configuration dialog box.

Email Sharing for OfficeCalendar Configuration

My Shares] er Sharez  Settings l Suppu:urt]

Send updates only when | click on "Sync' button ﬂ

_ _ during each send/receive
TN T S | ol when | elick on "Senc! button

Change the maximum size of synchronization emails

OfficeCalendar gathers data from shared Outlook email folders; and attaches the
data to specially encoded emails for processing between two or more Outlook
installations.

By default, OfficeCalendar will splits this data up into multiple emails so that it will
not send any emails that contain an attachment larger than 5MB. This done because
many email account providers limit the size of attachments that can be sent or
received; and 5MB appears to be the average size limitation. Never-the-less, 5MB is
a general average, and some providers will allow larger attachments while others
have more stringent size limitations.

If you experience an issue with sending and/or receiving OfficeCalendar
synchronization emails to limitations of your emails provider with regards to
attachment size; or a user you are sharing an Outlook email folder with is unable to
receive your shared folder synchronization data; you can reduce the size of
attachments OfficeCalendar will use to send synchronization data.

If you do not experience any issues with emails file size limitation; it is highly
recommended that you leave the setting at its default unless instructed to change it
by the OfficeCalendar support team.
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To change the maximum size of synchronization emails:

1.

2.

Open Microsoft Outlook if it is not already open.

Click on the OfficeCalendar menu; and select Configure followed by Email
Sharing.

Click on the Settings tab.
Set the maximum size of synchronization email attachments using the Maximum

size of synchronization email toggle box. Then Close the Email Sharing for
OfficeCalendar Configuration dialog box.

Email Sharing for OfficeCalendar Configuration

Py Shares] User Shares  Settings l Suppnrt]

Send updates ||:|uring each zend/receive ﬂ

b aximurmn size of synchronization email: |5 3: k4B

Support Tab

The Email Sharing for OfficeCalendar Configuration’s Support tab provides
access to support and diagnostic tools. It is recommended that you access these
functions only upon the instruction of the OfficeCalendar support team.
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Email Sharing for OfficeCalendar, Configuration

by Shares] LlserShares] Seftings  Support

Show Data Files |

Femove Duplicates |

Rezet Sync |

Using Outlook email folder sharing
Sharing Outlook email folders via email synchronization

After you add a share, an invitation is sent to the user to accept or reject your
Outlook email folder share request. Once an invitation to share an Outlook email
folder has been accepted; the status of the share is then updated in the Email
Sharing for OfficeCalendar Configuration dialog box to “Active” in either the My
Shares tab and/or User Shares tab.

Email Sharing for OfficeCalendar Confipuration

My Shares | Ueer Shares | Settings | Support |
Setech an Duthook lokdes and click...
WA Select a cument share and chick.,,
AddShae | EdShae | Delete Share
= {2 Irbox ||| Mame | Erme | Foides Shalus
# (3 FtepShaie Thomas Alesar.. moenew@olfic..  HA Active
= (3 Anli-Dups Catherine Jones  moenewe@ollic...  Press Releate. . Aclive

The "Active” status then tells OfficeCalendar to begin the processing of sharing and
synchronizing the shared Outlook email folder’s data via email, all of which happens
behind the scenes without any user intervention (by default).

The processing times for the very first synchronization of a share takes the longest
since it gathers all data in the shared folder for processing, and sends it to the
person for which you are sharing the data. The time of the synchronization depends
on the Outlook email folder you are sharing, and how much data is contained within
the folder.

After the first synchronization, however, OfficeCalendar only processes changes that
have occurred between the shared email folders since the last synchronization, and
thus subsequent shared email folder synchronization processing times are much
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quicker. However, if you are sharing email folders with large attachments this may
not be the case.

For most users, Outlook’s performance will not be effected as the algorithm for
gathering data for synchronization has been designed to be efficient, being mindful
the speed at which the processing occurs, while keeping plenty of system resources
available for Outlook to continue working as normal while the processing is taking
place.

Receiving an invitation to share an Outlook email folder

When an Outlook user shares an Outlook email folder with another user via
OfficeCalendar; the user in which you specified to share the email folder with will
first receive an invitation to share the selected email folder, and then must accept
the invitation and tell OfficeCalendar where they would like the shared email folder
will be stored within their Microsoft Outlook folder structure.

Accepting an invitation to share a Microsoft Outlook email folder

1. To accept an invitation to share an Outlook email folder, after carefully reviewing
the name and email address of the inviter, click the Accept button.

Inyitation to share Outlook folder E|

M#s = wos[rb s il COM)

wizhez to share the following Outlook, folder with pou;
Falder Mame: Referrals
Folder Type:  Mail

Prezs the Accept buttan if you wizh ta share this
perzon s selected Outlook folder. Press the Reject
buttar if pau do nat wish bo share thiz person’s folder
aor if you do not know thiz person,

W Reject

2. Next, from the Create New Folder dialog box, select the default location and
name for the shared folder or create a custom name and location for the shared
folder; and click OK.
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x]

Create Mew Folder

M arme:
|We|:| Fefemals

Faolder contains:

| [

Select where to place the folder:

= @ Perzonal Folders
+ :ﬁ Calendar
+-5= Contacts
LA Draftz
+-L 7 Inbo
S Joumal
L@ durk E-mail
o | Motes
2] Outbox
+-LE)| RSS5 Feed:
L[4 Sent ltems

k. | Cancel

>

+
|

The Shared Folder Successfully Added dialog will appear; please read it to
understand what will happen next...

Shared Folder, Successfully Added ['5_(|

Congratulations!

The zelected shared folder has been successfully configured.
[rpartant Mate:

The owner's data will be added upon the next successful zend and receive
cvcle of Email Sharing for OfficeCalendar e-mails between yvou and the
zshared folder's owner. Azzuming you have rights to add records to the owner's
falder, vou rmay do o now.

[ Don't show this message again Cloze

Rejecting an invitation to share an Outlook email folder

If you receive an invitation to share an Outlook email folder, be sure to verify the
information (Name and Email Address of the Inviter) in the invitation before
accepting. If you do not know or recognize the person inviting you to share an
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Outlook folder then simply click the Reject button in the Invitation to share
Outlook folder dialog box.

Inwitation to share Outlook folder E|

Nis & s [ o i COM)

wizhes to share the following Outlook folder with pou;
Folder Mame: Heferrals
Folder Type:  Mail

Prezs the Accept buttan if you wizh to zhare this
perzon’s selected Outlook folder. Preszs the Feject
buttan if pou do nat wish to share this person’s folder
or if pou do not know thiz person.

Accept | Reject

How do you know if an invitation to share an Outlook folder has been
rejected?

If an invitation to share an Outlook email folder has been rejected, the status of the
share is updated in either My Shares or User Shares tab within the Email Sharing
for OfficeCalendar Configuration dialog box.

Email Sharing for. OfficeCalendar Configuration

My Shares l IJzer Shares] Settings] Suppl:urt]

Select an Outloak, falder and chck...

Perzonal Folders Select a curent share and click...
| Edit Share | Delete Share |
=rzonal Folders M arne | Email | Faolder | Statuz |

+- ] Calendar Thomas Alexan.. e HR Active
+- = Contacts Catherine Jones .. PreszRelegle ..  Active
¥ @ Deleted [tems JustinJackzon . Wehinars Active

7| Drafts Catherine Jones S fArticles Active
2.2 Inho Ben Robinzan - - Referals Rejected

You can later delete the share and re-invite the same user at any time and as often
as you wish.

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

*# Configure OfficeCalendar

OfficeCalendar Client Configuration
Configure connection detals and client configuration settings.

Sync Settings | Server Conmections | User Details ] Suppart ] Abouk ]

Conneckion setking: f« Online ¢ OFfline
Synchronize my appoinkments; {* ‘Yes i Mo
Synchronize my conkacks; {* Yes i Mo
Synchronize my tasks: f* Yes i Mo
Automatically synchronize every 15 rinukes
Select Group folders and users Select, ..
Synchronize folders at startup * Yec ~ Mo
Turn on Motification of Appointrments v

] 4 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.
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Setting how often you send and receive your Outlook’s Shared
Email Information

Your OfficeCalendar Outlook add-on Client will synchronize to send and receive
updated Outlook shared email information each time your Outlook is set to
Send/Receive with your mail server. You can change the time interval that
OfficeCalendar shares your email information by changing your Outlook’s
Send/Recieve settings.

To change the frequency of your OfficeCalendar email share by the Outlook
Send/Receive settings:

1. Open Microsoft Outlook on your computer.
2. Click Tools, then Send/Receive.

3. From the Send/Receive drop menu, select Send/Receive Settings then Define
Send/Receive Groups.

4. In the Send/Receive Groups dialog box, change the time interval field in the
field Schedule an automatic send/receive every () minutes. Then click
Close.

- SendMeceive Groups @@

A Send[/Receive group contains & collection of Outloak accounts and
(h,  Folders, You can specify the tasks that wal be performed on the group
<! during 4 sendfreceive.

Group Names SendfRecéoe when

Al Accounts Orineard Office | [ new... |

L

(_

Setting fior group “All Aocounts”

[] Irmchudes Ehis group in send receis (F3).
| [#] Schedule an automatic sendjreceive every | 5 = rrrmt&s.l
[CTrerfoem an automatic sendirecetve when exting,
wWhan Outlook ks Offine
[+#] Inchude this group in sendjrecens (F3).
[[]5chedude an automatic sendfreceive every | 10 2 | mirasbes,
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Selecting Group Calendars and User Folders

The ability to select which group calendars and other user folders you want to
synchronize with allows you to control which folders are viewable in your Outlook
copy. For example, if you have the rights to be included and can view Group
Calendar X, but choose not to view Group Calendar X in your folder list, you may
select to not synchronize with this Group Calendar and it will be removed from your
folder list. Keep in mind, although you choose to not view Group Calendar X, your
Outlook data will still be available to others viewing Group Calendar X.

To select which group calendars and user folders to synchronize in your Outlook
folder list:

1. Click on the Configure OfficeCalendar icon.

2. Click on the Sync Settings tab from the Configure OfficeCalendar dialog box.
Click the Select button next to Select Group folders and users.

*# Configure OfficeCalendar §|

OfficeCalendar Client Configuration
Configure connection detailz and client configuration settings.

Sync Settings lServer Connections | User Details ] Suppart ] &bout ]

Conneckion setking: f« Online  OFfline
Synchronize my appoinkments: f* ‘es i Mo
Synchronize my conkacks; i* ‘Yes i Mo
Synchronize my basks: f* Ves i~ Mo
Automatically synchronize every 15 rninukes
Select Group folders and users Select, .. ]
Swnchronize Folders at startup v Yes ~ Mo
Turn on Matification of Appointments v

ok Carizel |
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3. Select the Group Calendars tab. Check the boxes next to which group calendars
you want to see next time you synchronize; de-select those you do not wish to

see in your Outlook folder list.

Select Synchronization Objects

Group Calendars l [Jzer Fulders]

Engineers

Group Calendar

O Installers

O 5ervice Technicians

Save

Cancel

4. Click the User Folders tab. Check the boxes corresponding to other users’
Outlook data folders you want to see next time you synchronize; de-select the

folders you do not wish to see

within your Outlook folder list.

Select Synch
Group Calendars
Check All / Uncheck aAll
v v v Filter by User Group
Izer | Calend... | Caonta... | Tazks | |p‘-‘-.|||_|$ers j
“wéilliarn
Cindy
Jamie O
Andy O
Jenna O
SmallCon O O
Save | Cancel |

5. Click the Save button, then OK to exit the Configure OfficeCalendar dialog

box.

Save |

By selecting which group calendar folders and other users’ Outlook folders you want
to synchronize, you can keep your personal Outlook folder list organized and free of
unnecessary information. This will not only improve navigation, but increases
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synchronization speed if OfficeCalendar does not have to update all available group
calendar folders and other user folders while synchronizing with Microsoft Outlook.

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.

i~, Calendar - Microsoft Outlook

! File Edit View Go Tools Actions Help OfficeCalendar
| ] New - @ -~ g4 | Today | [} Searchaddressbooks -
XA

Calendar « Day Week

4 December 2008 » (&) (3
SM TW T F 5 € (2) Decembyq
1 2 3 4 5 6 7 Sunday
7 8 9 10 11 12 13
14 15 16 17 13 19 20
21 22 23 24 25 26 27
28 29 30 3

o am

2] Al Calendar Items -

My Calendars | =

1| calendar (9)
] ﬁ Large Conference =
1 ﬁ small Conference Lo
|:| ﬁ Group Calendar
|:| ﬁ lones, Catherine 15 pm
|:| ﬁ Robinson, Ben -

|:| ﬁ]ackmn,]ustin

I-FT 100

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:

| »
|
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* 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.

Appointment Notifications and Tracking History

OfficeCalendar offers the ability to receive appointment notifications within your
Outlook window when other users make changes to your Outlook calendar. The
appointment notification window only appears after your OfficeCalendar synchronizes
and someone has made additions are modifications to your calendar. There are three
things that can trigger an appointment notification:

= Someone adds one or more new appointments to your calendar.
» Someone modifies an existing appointment on your calendar.
* Someone deletes an appointment from your calendar.
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If multiple changes or additions are made to your calendar between syncs, all
changes are condensed into one notification window.

To turn appointment notifications on or off, see "Turn on notification of

appointments” (page 63).
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Viewing Appointment Notifications Tracking History

After you close the appointment notifications window, you can go back and view an
appointment’s tracking history. All changes and modifications to an appointment are
logged within each of your appointments for reference.

To view an appointment’s tracking history:

1. Open the appointment that you would like to view the history for.

2. Click the button labeled “History” in the appointment’s toolbars area.

3. A pop-up window with the appointment’s tracking history appears.
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1) Tracking History

Modfied by Teny on Monday. October 22. 2007 4:33.56 PM
Created by Temy on Monday, October 22, 2007 4:32.23 PM

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 Options section.
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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 lock icon in the appointment's description
when viewing your calendar in Microsoft Outlook.

The details of appeointments you mark private are not viewable by
anyone, 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.
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Group Scheduling with OfficeCalendar’s Outlook Group
Calendars

Once you have performed your first OfficeCalendar synchronization, you’ll also notice
that extra Calendar sub-folders were created in your Outlook software program
called Group Calendars. Group calendars are created by your OfficeCalendar
administrator, and security rights determine which group calendars will be available
to you and what you can do within your associated group calendar folders.
OfficeCalendar Outlook group calendars are customized calendar folders that
aggregate multiple co-workers’ 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 all OfficeCalendar Outlook group calendar folders
your co-workers are included in upon the next OfficeCalendar synchronization. The
same applies for you; if an appointment is added, edited or deleted to/from your
Calendar folder or one of your group calendar folders, it will be updated
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automatically in any other group calendars you are included in upon the next
OfficeCalendar synchronization.

OfficeCalendar’s Outlook group calendars are particularly useful when you need to
determine two or more people’s availability for a particular day and time. When
viewing a 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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All OfficeCalendar group calendars are editable, meaning appointments can be
created, edited and deleted to/from group calendar folders. The same security rights
assigned to you regarding access to other users’ Outlook folders also apply to group
calendar folders. With the proper security rights, you can:

= Create appointments in Group Calendar folders. You can create an
appointment in a group calendar the same way you would create an appointment
in any other Outlook calendar folder. However, upon saving the appointment,
Outlook will prompt you with a pop-up message (shown below) asking if the
appointment is for another user.
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Office Calendar X

\:g/ Is this appointment For another user?

o |

If you select No, the appointment will appear in the group calendar with only
your name next to the description. If you select Yes, the Select User/s dialog
box will follow, allowing you to select one or more of users and/or resources to
associate with the new appointment. If you choose to select other
users/resources, the appointment will be added to their individual calendar as
well as any other group calendars that your co-workers are included in. Click OK
after you are finished to exit.
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» Modify appointments in Group Calendar folders. You can also modify
appointments in group calendars just as you would any other appointment in

Outlook. After an appointment is modified, it is updated in all associated Calendar

and group calendar folders.

= Deleting appointments in Group Calendar folders. You can also delete
appointments in group calendars just as you would any other appointment in
Outlook. After an appointment is deleted, it is deleted from all associated
Calendar and group calendar folders.

Using Outlook’s Built-In “Meeting Request” Feature

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:
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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.

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 any associated OfficeCalendar
Outlook group calendars 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.

¥

i~, Contacts - Microsoft Cutlook
File Edit View Go Tools &

SdNew - | 1§ X 5 & ~

%A@ L
Contacts “
2] Al Contact Iiems -
My Contacts =
A= Contacts

8 Scotts, Michael
-] Jackson, Justin
8- Jones, Catherine
5| Robinson, Ben

"Sharing Microsoft Outlook Calendar and Contacts without Exchange Server” 9 2
Copyright Lookout Software, LLC 2003 — 2009. All rights reserved. Microsoft, Outlook, and Exchange Server are trademarks or registered trademarks of

Microsoft Corporation. Last update February 2, 2009.
http://www.officecalendar.com

By Lookout Software .
OfficeCalendar [9



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.

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 button in the Options section.

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.
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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
person’s 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.

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.
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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 Microsoft Outlook Data from Remote Users Using
OfficeCalendar” on page 67 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).

OfficeCalendar Server could not be reached
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When users turn their connection setting to Offline, the Synchronize OfficeCalendar
Icon will turn to a red “X” icon to notify users that they are working offline and not
synchronizing their Outlook information to the OfficeCalendar Server.

?Ei‘:ﬂi;l

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:
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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.

* Configure OfficeCalendar

OfficeCalendar Client Configuration
Configue connechion detads and clent configuration sethings.
Sync Settings | Server Connections | User Details | Support | abg

Conneckion setting: (" Offline

* Yes " Mo

Synchronize my appoinkments:

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.

Accessing your Outlook Calendars, Contacts and Tasks with
OfficeCalendar Online

Once you have performed your first OfficeCalendar Online synchronization, you can
access your Outlook calendars, contacts and tasks via the web using your
organization’s OfficeCalendar Online account. Although the login URL for your
organization’s OfficeCalendar Online is the same for all users in your organization,
user login credentials are unique to each user. To log in to OfficeCalendar Online and
see your personal and shared Outlook calendars, contacts and tasks, you will use
your OfficeCalendar user name and password (the same login you used to
synchronize OfficeCalendar).

1. Open your web browser, and type in the unique OfficeCalendar Online URL
created for your organization. If you aren't familiar with this URL, contact your
OfficeCalendar account administrator; the login URL can be found under the
OfficeCalendar Online tab in the OfficeCalendar Administration Console.
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2. Type in your OfficeCalendar user name and password that is unique to your
OfficeCalendar user account.

By Lookout Saftware

OfficeCalendar
. =

Justin

Sign In

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

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

OfficeCalendar Online also offers several views for your Outlook folders. You can see
your calendars by Day, Work Week, Week and Month views, and navigation from
date range to date range is as easy as if you were using Outlook.
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Accessing your Outlook folder list is simple. Just click on the calendar, contact or

task folder you would like to view and information in that folder will appear in your
browser.
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Also, your Outlook contact folders can be filtered alphabetically while viewing your
shared contact information.
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The Account Settings tab in your OfficeCalendar Online account is used to set your
time zone information, Daylight Savings Time preference, date and time formats,
item counts per page, and personal default views for when you first sign in to
OfficeCalendar Online.

You can also assignh unique color categories for your Calendar folder appointments in
the Account Settings tab. OfficeCalendar Online will automatically sync all default
Outlook calendar colors, but if you have changed the color assignments in your
Outlook you will need to assign them under the Account Settings tab as well so the
corresponding color will appear in your OfficeCalendar Online Calendar.
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To sign out of your OfficeCalendar Online account, simply click Sign Out in the top
right corner of the screen.
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Advanced OfficeCalendar Installation for Larger Groups

Lookout Software has made several advanced configuration options available to meet
the specialized needs of larger OfficeCalendar installations (50+ users). These
options currently include the configuration of OfficeCalendar to use Microsoft’'s SQL
Server as a database store, and the configuration of an Internet Free/Busy Service
for Microsoft Outlook/OfficeCalendar clients. Support for these features from Lookout
Software is limited, and Lookout Software assumes that end users wishing to
implement these advanced features will have a general knowledge and
understanding of the technologies involved. Also, the implementation of these
advanced features require certain operating systems and software licenses which are
not included or offered by Lookout Software as a part of the OfficeCalendar license.
Refer to each specified configuration option below to determine what is required.

Configuring OfficeCalendar to work with Microsoft® SQL Server

OfficeCalendar can now be configured to use Microsoft SQL Server as its database
store. However, there are no advantages to using OfficeCalendar with SQL Server
unless your installation has more than 50 physical users. In fact, small installations
that use OfficeCalendar with Microsoft SQL Server will likely see a significant
decrease in OfficeCalendar’s performance.

Larger OfficeCalendar installations (50+users) may well see greater performance in
using SQL Server with OfficeCalendar. Also, those customers that have standardized
on Microsoft SQL Server as their company’s primary database platform are likely to
have special hardware, software, and IT procedures to help them get more from
their OfficeCalendar investment.

**NOTE: In order to use Microsoft SQL Server as your OfficeCalendar data
store, you must supply your own Server and Client database licenses.
Microsoft SQL Server and Client licenses are not included or offered by
Lookout Software as a part of the OfficeCalendar license.

Things you should know before you configure OfficeCalendar to work
with SQL Server

= In order to configure OfficeCalendar to work with Microsoft SQL Server basic
knowledge and understanding of SQL Server is required. If you do not have a
basic level of SQL Server knowledge, we highly recommend that you consult with
someone who does. In particular, you will need to know how to create a blank
SQL Server Database and you will need to know how log into you SQL Server
Database. Lookout Software does not offer training and/or consulting services in
these areas of knowledge.
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OfficeCalendar should not be used with SQL Server with installations that have
fewer than 50 employees unless they are advised to do so by the Lookout
Software support department.

Data migration from Access to SQL Server is currently not offered. Thus, to run
OfficeCalendar connected to a SQL Server you will be starting from a new
database and will need to set up all users, resources, employee groups, security
settings, group calendars, and group calendar settings from scratch.

If your SQL Server installation is on a separate computer from your
OfficeCalendar Server you will need to open port 1433 on the SQL Server
computer in order for the OfficeCalendar Server application to send and receive
data to the SQL Server.

You can NOT use OfficeCalendar to connect to a existing SQL Server Database
that is used for other applications. During the OfficeCalendar Server’s setup all
contents of a SQL Server Database will be overwritten, and thus all existing data
would be deleted.

How to configure the OfficeCalendar Server to work with a SQL
Server Database

Create a blank SQL Server Database.

*Note: We recommend that you name the SQL Server Database
"OfficeCalendar” for simplicity.

Open the OfficeCalendar Administration Console, and click on the
Configuration tab.

From the Database type group box, select the SQL Server option radio button.

#= OfficeCalendar on
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4. Next, from the SQL Server group box, type in the name of your SQL Server (in
the SQL Server text box) and type in the name of the database you created in
Step 1 (in the Database text box).

*8 OfficeCalendar on
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.ﬁ.ccuuntsfﬁecurity] Uzer Erl:uups] Group Calendars  Configuration

Database type TCF
" Access
+ SOL Server

- S0L Server
SOL Server |foicecalendar

Database |foicecalendar

" windows authentication

5. Next, from the Connect using group box, choose how to connect to
OfficeCalendar, using Windows Authentication or SQL Server
Authentication. Once you've selected the appropriate option for connecting,
type in the Login Name and Password required to connect to your SQL Server.

*NOTE: If you do not know which option to use for authenticating with your SQL
Server please consult with your network administrator.

SLIL Server
SAL Server |-:uffin:eu:alenu:|ar

Database | pfficecalendar

—Connect using: | |
" Windows authentication
(¢ SOL Server authentication

Login Mame: |sa

EET

Paszward:

6. Next, click on the Create Database Structure button. This will create all the
tables and fields in the SQL Database necessary for the OfficeCalendar Server to
properly read write to the database.
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Create Databasze Structure

Apply | Heszet |

Enter Code Close Console | Help |

Next, the message below will appear; click OK to continue with OfficeCalendar’s
configuration of the database once you’ve read through the message box.

OfficeCalendar [5_<|

"officecalendar’’ haz been located. |n order to use this databasze
caonfiguration for OfficeCalendar the contentz of this databaze will be
ovenwritten and any existing data will be deleted. Click Ok to continue with
configuration, |f pou are ungure click the Enowledge Baze Article

Haow to confiqure Office Calendar to wark wath SOL D atabase.

k. | Cancel

Next, the dialog box below will appear; click Yes to save the settings.

OfficeCalendar.

Daktabase structure created successfully, Save this settings?

Finally, the message below will appear. Click OK to confirm the restarting of your
OfficeCalendar Server. Please wait several minutes for OfficeCalendar to perform
a complete restart.

OfficeCalendar

OfficeCalendar Server has been successfully reset, Server is restarting. ..
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Using OfficeCalendar’s Internet Free/Busy Server for Microsoft
Outlook

Internet Free/Busy (IFB) is a feature of Microsoft Outlook that allows you to see
when others are free or busy so that you can efficiently schedule meetings. Outlook
users have the option to publish their free/busy information to a user-specified
Uniform Resource Locator (URL) file server. You can share this URL file server with
all users or limit it to a specific set of users.

Lookout Software developed a new feature set in the OfficeCalendar Administration
Console that allows OfficeCalendar customers to create a Microsoft Outlook Internet
Free/Busy Server. This feature also automates the configuration of publishing and
retrieval of Free/Busy files for all Microsoft Outlook clients that utilize OfficeCalendar.

In summary, here is how the process works:
Initial Setup and Configuration

First, OfficeCalendar’s Administration Console automates the configuration of a URL-
based file server (utilizing Microsoft IIS with FTP) to act as a Free/Busy Server that
allows the publishing and retrieval of Free/Busy files from Microsoft Outlook clients
with a few simple mouse clicks. At the same time, the OfficeCalendar Server creates
a configuration file for each OfficeCalendar user which, upon each user’s next
synchronization, configures each user’s Microsoft Outlook Free/Busy options with the
appropriate Free/Busy publishing and search locations.

Outlook Automatically Publishes and Retrieves Free/Busy Information

Each OfficeCalendar user’s Outlook client then publishes their Free/Busy data, and
retrieves other OfficeCalendar user’s Free/Busy data on a regular basis (this is very
similar to how each OfficeCalendar client automatically synchronizes with the
OfficeCalendar Server). OfficeCalendar users then utilize Microsoft Outlook’s built-in
Scheduling viewer (shows selected Attendees Free/Busy time) to determine
appropriate time slots for scheduling a meeting when using Outlook’s Meeting
Request feature.
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OfficeCalendar's Microsoft Outlook
Free/Busy Internet Service

Microsoft Outlook Clients

A A A A

o

OfficeCalendar
Free/Busy
Server

Things you should know before using OfficeCalendar’s Internet
Free/Busy Server for Microsoft Outlook

= OfficeCalendar’s Microsoft Outlook Free/Busy Server must be installed on the
same computer in which your OfficeCalendar Server is installed.

» The computer in which your OfficeCalendar Server is installed must have
Microsoft Internet Information Services 5.0 or higher (IIS) and FTP services
installed.

= An exception for Port 21 must be enabled on your OfficeCalendar Server
computer’s firewall in order for OfficeCalendar’s Free/Busy Server to work. This is
the default port for FTP services.

» Lookout Software assumes that those customers who wish to use
OfficeCalendar’s Microsoft Outlook Free/Busy Server possess a basic knowledge
and understanding of Microsoft IIS 5.0+, FTP, Web Servers, and Network
Permissions. The applications/services above are developed by Microsoft
Corporation, and Lookout Software does not provide training, consulting or

"Sharing Microsoft Outlook Calendar and Contacts without Exchange Server” 107
Copyright Lookout Software, LLC 2003 — 2009. All rights reserved. Microsoft, Outlook, and Exchange Server are trademarks or registered trademarks of
Microsoft Corporation. Last update February 2, 2009.

http://www.officecalendar.com

By Lookout Software .
OfficeCalendar [9



support for them. Please contact your system administrator, local computer
networking consultant or Microsoft Corporation should you require general setup,
configuration or troubleshooting advice and support for them.

= ALERT for installations with Outlook XP Users - Outlook XP can not
properly store usernames and passwords in order to pass them to an FTP
Server for authentication. The only consistent way to make this work
that OfficeCalendar developers have found for this problem involves
changing the Windows registry of your server computer to allow users to
log into it with a blank password. WE DO NOT RECOMMEND THAT YOU
USE THIS OPTION AS IT POSES A SEVERE SECURITY RISK TO YOUR
SERVER COMPUTER. However, this option is available assuming you
understand and are willing to assume this risk. If you do not wish to
assume this risk, then it is recommended that you either upgrade all of
users to a newer version of Microsoft Outlook (Outlook 2003 or higher)
and resume your setup of the OfficeCalendar Free/Busy Server once that
is completed; or simply abandon the setup of OfficeCalendar’s Free/Busy
Server all together.

How to Setup OfficeCalendar’s Internet Free/Busy Server

1. From the computer in which the OfficeCalendar Server is installed, ensure that
Microsoft Internet Information Services (IIS) version 5.0 or higher and FTP
Publishing are installed and started and both services are started.

2. Open the OfficeCalendar Administration Console, and click on the Free/Busy
tab.

= OfficeCalendar on
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.ﬁ.ccnuntsJSecurity] |Jzer Grn:nups] Group Ealendars] Configuratioy  Free/Busy l 3up|:n:-rt] [ffics
Free/Busy Settings = T

Administration Con|

State Free/Busy iz not configured

Server Mame

3. In the FTP Folder Name field; type in the name of the FTP folder you wish
OfficeCalendar to create. OfficeCalendar has default name of OfCalFreeBusy in
this field. It is highly recommended that you use this default name.
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.ﬁ.ccnuntsfﬁecurity] LlserEr-:nups] Group Ealendars] Corfiguration  Free/Busy l Suppurt] ]
Free/Busy Settings

Administration Col

State Free/Busy iz not configured

Server Mame |

FTF Falder Name |0fCalFreeBusy |

Faolder Path | C:Anetpubftproct OfCalFreeBusy

4. In the Folder Path field, set the path to your ftproot folder. OfficeCalendar

applies a default path of C:\Inetpub\ftproot\OfCalFreeBusy for the Folder

Path field. Assuming you have installed Microsoft IIS and FTP Services with their

default configurations, there should be no need to change the path. Again, we
highly recommend using OfficeCalendar’s default settings when possible.

8 (MficeCalendar on

By Lookout Software

Oﬂ:lceca |enda r oL Administration Console

Accounts/Securty | User Groups | Group Calendars | Configuiation  Free/Busy | Support | OfficeCalendar Orline |
Free,/ Busy Settings

State Free/Busy iz not conhgued

Server Name |

FTF Foldet Name [DiCaFreeBusy

| FolderPath [C\Inetpub\iprool\DiCalF reeBiusy | I
b I Create Hp user with blank password [requied for Dutlook XP)

Cregte | | |

5. If you have no Outlook users currently using Outlook XP, proceed to Step 6. If

you do have users currently using Outlook XP proceed to Step 5a.

a. WARNING: Outlook XP can not properly store usernames and passwords

in order to pass them to an FTP Server for authentication. The only
consistent way to make this work that OfficeCalendar developers have
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found for this problem involves changing the Windows registry of your
server computer to allow users to log into it with a blank password. WE
DO NOT RECOMMEND THAT YOU USE THIS OPTION AS IT POSES A
SEVERE SECURITY RISK TO YOUR SERVER COMPUTER. However,
this option is available assuming you understand and are willing to
assume this risk. If you do not wish to assume this risk, then it is
recommended that you either upgrade all of users to a newer version of
Microsoft Outlook (Outlook 2003 or higher) and resume your setup of the
OfficeCalendar Free/Busy Server once that is completed; or simply
abandon the setup of OfficeCalendar’s Free/Busy Server all together. If
you fully understand and are willing to assume this risk, then proceed to
Step 5b.

b. Once you have read, understood and have determined you are willing to
assume the risk, check the box Create FTP user with blank password
(required for Outlook XP). Click the check box...

By Lookout Software

OfficeCalendar

Administratia

—Free,/Busy Settings

State Free/Buszy iz not configured

Server Mame |

FTP ﬂme [OfCalFreeBusy
Fal ath IE:‘-.Inetpul:u"xftpml:ut"'.l:lfEaIFreeEus_l,l

[ Create ftp user with blank paszword [required for Outlook =P

Create | Heml:wel Heset |

Once this box is checked, the dialog below will appear. Again, once you once
you have read, understood and have determined you are willing to assume
this risk, check the box I have read and understand the above, and click
OK.

OfficeCalendar

potential security wulnerability and should only be done under the dizcretion of

': By enabling Free/Busy zupport for Qutlook *P pou are enabling the uze of blank
information pleaze zee Knowledge Basze Article: Enabling Free/Busy Support for O

IV I have read and Lnderstand the above,

k. Carnicel
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6. Once you've ensured that settings in Steps 3 and 4 are correct; click on the
Create button.

By Lookout Software

OfficeCalendar

.-’-‘-.n::n::n:nuntsx'Se-:urit_l,lI UserErDupsl Group Ealendarsl Canfiguration
—Free/Busy Settings

Administratia

i Supp

State Free/Busy iz not configured

Server Hame I

FTP Folder Mame |EI [CalFreeBusy

Falder Path IE:HInetpuI:u'xftpru:u:ut"xDfEaIFreeBus_','

[~ Create ft~h Elank paszword [required for Outlook, P
Create || Femove | Fieset |

A dialog will appear with a notification that the Free/Busy setup is complete along
with a reminder that you must configure FTP Port 21 on your server computer;
click OK.

8 DfficeCalendar M= E

The zetup of Free/Busy haz been completed on the OfficeCalendar Server
machine. To beagin wzing Free/Busy, vou must alzo configure FTP Part 21 on
the OfficeCalendar Server according to the freeBusy Spstern Bequirements

Ok |

7. Click the Turn On Outlook Free/Busy check box to start the OfficeCalendar
Free/Busy Server.
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.ﬁ.ccnuntsfﬁecurityl Llserﬁru:uupsl [Eroup Ealendarsl Configuration  Free/Busy | 5
—Free/Busy Settings

Administrat]

State Free/Busy iz configured

Server Mame |

FTP Falder Mame II:IfI:aIFreeE Ly

Folder Path II::"-.InetpuI:u"'.ftprcucut'xDfEaIFreeBus_'.'

[~ Create ftp uzer with blank password [required for Outlook

h Create I Fiem-:u'-.-'el Beset I

||_7 {Turn On Outlook Free/Busy |

OfficeCalendar’s Free/Busy Configuration for Microsoft Outlook
Clients

1.

Once the OfficeCalendar Free/Busy Server has been setup and turned by an
OfficeCalendar administrator, each OfficeCalendar user will see the follow
message within Microsoft Outlook upon their next synchronization with the
OfficeCalendar Server...

OfficeCalendar

The OfficeCalandar Sdministrator has mada changes bo the OfficeCalendar Server iretallation that affect this OfficeCalandsr Chent. In onder For thess changes
b bk effect, Outlook on this compuber maust be edted and restarted,

Click: OF o Exit and Restart Qutlook, or chck Cancel bo Exit and Resdtark Laber,

I o>« || coom |

Once Outlook is restarted, the Outlook client is fully configured to send and
received Internet Free/Busy files. Please note, it may take several hours before
all user data is visible as all users must go through this process before their
Free/Busy data is published and retrieved by others.

2. If a user wishes, they can set the number of month(s) of calendar free/busy
information in which they publish for others to see, and set how often free/busy
information is updated within their Outlook. To access these settings:
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a. Open Microsoft Outlook.
b. From the Tools menu; click Options.
c. From the Options dialog box; click the Calendar Options button.

d. From the Calendar Options dialog box; click on the Free/Busy Options
button.

e. From the Free/Busy Options dialog box; locate the Options group settings
and change them to preference, and click OK.

Free/Busy Options g]
Opkions

Free/busy infarmation is used by people sending meeting requests, ko determing when
wou are available For meetings,

Publish |12 monthis) of Calendar Free/busy information on the server

IIpdate freefbusy information on the server every 10| minukes

Internet Free/Busy

Publish at my location:

fep:fjofzaluser: 23875291 74580294 2 7@l R JOFCalFreeBusy<names  vfh
Search location:  |Frpeffofcaluser: 23675291 7455029427 @0 RJOFCalFreaBusyi%snar
[ (] 4 l [ Cancel ]

How to Plan a Meeting Using Internet Free/Busy Information

1. In the Calendar folder, click New Meeting Request on the Actions menu.

2. On the Scheduling tab, type the name of each attendee in the All Attendees
box. Outlook follows the URL path (as previously specified) for the individuals
that you invite and automatically inserts their free/busy information in the
planner.

Outlook publishes and retrieves free/busy information every 15 minutes by default.
You can manually override this time increment by pointing to Send And Receive on
the Tools menu, and then clicking Free/Busy Information. This updates the
free/busy information immediately.
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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.aspx, 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 Fownd
The: OfficeCabendar Server could ot be contached.

IF yioun ane: bemporarily desconinected from the: network, chck Tgnore and
OfficeCalendsr vall not bry bo recannect sgain untl Outlook i dosed and reopensd.

You can disabls CfficeCalandar by chcking the work of Fline bitton. CfficeCalsndar
wall ok recornect urkll resnskled. You can resnsbls Officacslandar by chieking on

the configure button on the tookar,
IF possible, you can start the senver and then chdk the: retry button bo sthemgt to
cofnect sgain.

Tox woesw i change the senved ssllings, chck the Corfigue Button IF pou make
anyhpha-ges Io the server's conhigueahion, chek the Retnp butlon when pou ietum
1y this csios

Cofigre | lonore | Wok Ofine | TroubleShoot || Hety |

Click Troubleshoot to scan and test the connection between the OfficeCalendar
Client and Server.
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& TroubleShool Network Connections ﬁ|

OfficeC alendar Metwork Scanner
Choose Seam o best the corrmchon betesen this DibceCalarder Chanl and the
OifceCalenda Server(s] Ebed balow

Served Hams Pt Trpe

ek TR Prmay Select a sorver name and
choose Hemove i deszed

Flmwl

Scanning vl o search your retwok for other DfficeCdends Server
talstons not cumently demgnsbed st pour Frmany of Secondsy Sener.

T bed corrmcinaty bo ar OfficeCalends Served PC by designafing the Static [P
Buddesss, enbes i below and chooss Add

Sitatie P Poat 1602 Add |

4B Coripae | | | sem | Coe |

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.

 TroubleShoo! Network Connections

Officel slendar Network Scan Results

LOSSALEST 1802 Auodstectsd  PASS (1
LOS-OCSERY.. 1802 Audedsectsd  PASS L]
LOS-TEST4 1602 Auodstected  PASS W, ] Swe How

This Oificelslenda Cherd vias: rok bl 1o looate the specied erver. The speclied serer
iy bee b o oo vy b inacorirble due 1o network, conigunation of o nbeenal
feewall pofcy. Check with pour retwork: adrministeston to delemmane whether on not your
reebwodk is configured to sllow connectivity Lo the specihed server PLL To chesck b
withalled Imeveisl soltwans on the: PO, choods the “Fred Frewsl button below. Alzo, § e
e ganeer bk Brewal soltwane inslaled, an exception mu be clealed on e tave
PL 1o abows conrechivily cves the specified port

Recet Scan | Find Frewal | Close

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

Removing the OfficeCalendar Client from Outlook

To remove the OfficeCalendar Client from Outlook:
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1. Close Microsoft Outlook.

2. Click Start; Control Panel.

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

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

5. Follow the on-screen instructions.

Removing the OfficeCalendar Server

Click Start; Control Panel.

From the Control Panel dialog click Add or Remove Programs.
Select OfficeCalendar Server from the list of Currently Installed
Programs; and click Remove.

4. Follow the on-screen instructions.
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