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What is OfficeCalendar? Sharing Microsoft Outlook
Calendars and Mor eé

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

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

emalil, contacts , distribution list s and tasks with OfficeCalendar, and create editable

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

Whether you have a dedicated server computer or a basic peer -to-peer netw ork,
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 configu red 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 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)
1| Backup (14)

|:| £ Scotts, Michael .

TGhE Ufggfecﬁéendﬂl‘ | jﬁ Jackson, Justin :gﬁ%ﬁglrfagms
roup ar E .

(automatically created H4] Jones, Cathering
with everyone's —Q—:ﬁ Group Calendar
appﬂlnhﬂenls Indl.lded} Wﬁ Rnbinsnnr Ben

[ £ Custody Hearings Customized eitable
[ 5] 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 per son you are

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

with customized group calendars that show multiple us:t
single calendar view (see fiCustomi zed edd.tabl e Group

Shared Outlook email folders also appear as sub -folders, but you can change the
name of the shared folder that will display under yol
the invitation from another user to share their email folder.

Nothing changes in the wa y you use Outlook after OfficeCalendar is installed.
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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 appo i ntment to a colleagueds calendar,
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 youdve cl i ctoehltton,the appomtmsnyyowadded ni z a

from within your copy of Outlook will then be added to the OfficeCalendar database.

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

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

the OfficeCalendar Server, which in turn passes your calendar updates to other

usersd Outl ook calendars, and vice versa.

The five basic steps to setting up OfficeCalendar are:
1. Download the trial version of Offic eCalendar

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 ithe software youodll need
al | of your officebs workstations are included with

2. Install the OfficeCalendar Server Software

The second thing you dédllthe OffeeCdlentlanSeder software.i n s t

The OfficeCalendar Server software is only installed on one computer . The
OfficeCalendar Server software can be installed on any computer connected to
your officeds networ k. I f you hav éicecahatchedschs cat ed ¢ omp

a network file and/or application server then you could install the OfficeCalendar

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

to-peer network where there i ssefypuwdlnaecdttoseledd server p
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 inst alled on the computer that is running
the OfficeCalendar Server unless you will be using the OfficeCalendar Client
software on the same computer as well.

Add user accounts to the OfficeCalendar Server

Once youdve installed the Ofvifilneedeo@pehtbendar Server, yo

OfficeCalendar Administration Console and add user accounts for all of the users

in your office that will share Outlook calendars, contacts and tasks. Email sharing

is set up using a different method, which is explained in the section

AConfiguring Outl ook emaiohpafjeo65der sharingo

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
net work doesndt oadthe®ffide@alentlarwaftware 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.

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 Clientisinst al |l ed on each personébés computer
Microsoft Outlook calendar, email, contacts and tasks in your office.

Installing the OfficeCalendar Server

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

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

A
22

ocinstall exe

From the Welcome to the OfficeCalendar setup screen, please note that you

t hat

wi || only need otinstaliexes toa Ifli Ilteheyofiu downl oaded once. D
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initial setup, the OfficeCalendar Server installer will create a shared network
folder which w ill be used to install the OfficeCalendar Client software for Microsoft
Outlook . Click Next to proceed with your OfficeCalendar installation.

4, Ifyou donot have Microsoftdés . NET Framework installed on
will see the screen  below i please p roceedto step4a .Ifyou do have the
Microsoft .NET Framework installed on your computer you will not see the screen
below -- please proceedto step 5 (on page 9).

8 OfficeCalendar Server Setup

Reguired: Miciosoft . HET Framewmk v2.0 TR
Mictozalt MET iz requited o eonliraes,

The "Micresodl MET Framewaik™ must be irstaliad on asch maching whene wou plen b install
DihceCalends, DifceCalendar was developed using the new Meciosolt NET technclages to bang
youl the most up-bo-date softwate avalable, The install i evtiemely aasy and involees no sdvanced
techinical shil

The Micso=alt MET instaler will be dowrloaded sutomatically nest and vill be saved bo be
availabla fior ary cherd installstions on pou nebeork.

To install the Microsoft .NET Framework:

a. Click Next to proceed with the .NET Framework download.
b. Oncethe download has completed , click OK to startthe .NET Framework

installer.
c. Review the license agreement for the Microsoft .NET Framework, then click the I
accept the terms of the License Agreement check box; and click the Install

button to proceed.
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h:_: Microsoft NET Framework 2.0 Setup

End-User License Agreement

End-User License Agresment Cid

MICROSOFT SOFTWARE SUPPLEMENTAL LICENSE TERMS
MICROSOFT .NET FRAMEWORK 2.0

Microsoft Corporation (or based on where you lve, one of its afflistes) boenses this
cupplement bo you, I you are hiensed bo use Microsoft Windows operating system
cofbware (the “softwars™), you may use this supplament. You my mot use it if you do
rok haee & bcense for the software. You may use a copy of this cupplement with each
walidly boensed copry of the software,

w

Bry hicking "I accepk the barmes of the License Agreement™ and procesding bo use the

prosduct, 1 indicabe thak [ hawve read, undersbood, and sgreed bo the terms of the End-Liser
License Agresment.

[¥]1 accept the terms of the License Agreement

[ < Back, ]l Trstall > |[ Cancel J

d. When the .NET F ramework installation is complete, click Finish to return to the
OfficeCalendar Server installation

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 .

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 .

7. Please read the OfficeCalendar license agreement; click the | agree to the
terms of this license agreement radio button; and  click Next .
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8 OfficeCalendar Server Setup

License Agreement TR
Please read the lollovang boense agieement carefully,

[SOFTWARE LICENSE AGREEMENT |
IMFORTANT INSTRUCTIONS: Please catehuly read the folowng inshuchons ard Softwane
License Ageement behore downloading
By downloading and mstaling QificeCalendar wou sgree to lollow thess mmpaitart instrucions

Make & backup copy of pour data belore nslalng DifceCalendsr, Lookowt Soltware i rot
resparisible Iot lost o duplcaled dala,

Imstictions Boe makirg & backup copy of your dala in Outook:

1. Opern Microsoit Dutiook

b
(%) | agree to the terms of this boense agresment
(3 1 do not agree 1o the teims of this bcerse agresment
[ « Back || et » ]i Cancel ]
8. Fromthe Readyto |Install dialog box;click Next .
9. Once the OfficeCalendar Server setup has successfully installed; click Next .
8 OfficeCalendar Server Setup [El
H The: DificeCalendsr Seiver 61,000 installation is complele.
o Thua roest seneen shows mpodant mlfomstion that vl help pou
& Hiver reecessaly shaps bo finish selling up
= OfficelCabandar i yow are not use bo instaling chent/samer
g (48] appheation:, please iead th ned scisen cansfully,
g E Click Mest to proceed. .
:’5.' % Stant the DificaCabendis Admin Console alter installstion.
O
Q@
O
The @asy and affordabie way
o share Microsolt Ouliook
Calandars.
[ Hest » i [ Cancel I

10. The What 6s Nextten briefly describes the steps

installing the OfficeCalendar Server. Please take a minute to read through the
What 6 s Naeerttext, and click  Next .

11. From the Install Client Here? screen, choose whether or not you want t o install

the OfficeCalendar Client software on this computer, and click Finish . Proceed to
ASharing Microsoft Outlook Calendar and Contacts without Exchange Serveo 10
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step 12 if you chose to install the OfficeCalendar Client software on this

computer. Proceed to the topic fiIAdding User Accounts to the OfficeCalendar
Ser v eanage 16 if you chose not to install the OfficeCalendar Client software
on this computer. See below if further explanation of this screen if needed.

8 OfficeCalendar Server Setup

Inztall Client Here? TR
Sedect an option and click Firish Lo conlinue

IF oo 0 oy wesing Wi machine bo run the OifceCalendar Senver, then pou do not need 1o inslal
the chent llas locally, If pou ae planning on uzing OificeCalends on this machine, you will reed o
mstall the DihcaCalerdar Clent flas. Choose an option below and ebek Finish,

(® Install the OfficeCalendar Chent fleg locally now...
() | don't reeed bo irstall the OfficeCalendan Clent localy...

When you chck Finizh, thes installer wall close kel and the Server nctallation will ke complete and
successiul I wou choosze 1o nstal the Chert files using the option above, the instales for the:
OificeCalendar will start subomaticaly.

To stest the OfficeCalendas Serves, chok the icon that has been placed on your deskiop.

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
locally nowé option if someone is using Microsoft Outlook on t

share Outlook information with other users.

12. From the OfficeCalendar Client Setup ~ Welcome screen, click Next .
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8 OfficeCalendar Client Setup [El

Welcome
‘Welcame bo the mstaller for OfhceCalendas Chent 6.1.0.0

It iz shronghy recommended Hhat vou et 8ll Windows peograms
before confiruing with this installation.

IF s b sny olher peegrams urning. please chek Cancel,
close the programs, and un thes setup again

i By Lookoul Soffware JI.;[
OfficeCalendar [ =

Oltheaivize, chek Mest Lo conlinue.

The easy and affordabie way
I share Microsolt Ouliook
Calendars.
[ tets || coce |
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 e ase of support.
14. From the OfficeCalendar Client Setup Ready to Install screen, click Next .

15. From the OfficeCalendar Client Setup Al mo st d osoreeg click Next .

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

17. You will now see the registration screen s for OfficeCalendar Online once your
OfficeCalendar installation is comp lete. Please read the OfficeCalendar Online

license agreement; click | agree to the terms of this license agreement radio

button. Then click  Continue

ASharing Microsoft Outlook Calendar and Contacts without Exchange Serveo
Copyright Lookout Software, LLC2003 i 2009. All rights reserved. Microsoft, Outlook, and Exchange Server are trademarks or registered trademarks of
Microsoft Corporation. Last update May 5, 2009.

http://www.officecalendar.com

By Lookout Software

OfficeCalendar ==



OfficeCalendar. Registration E

G View Qutlook folders over the web!

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

Licenze Agreement

Enter your login credentials to activate OfficeCalendar Online.

kM azter Subzcription Agreement

TERMS OF USE OF OFFICECALENDAR OMLIME:
B CLICKIMG THE CHECKBO:= DISFLAYED
BELOWw, ¥'OU ™~oU™ aNDAOR ™OUR™) AGREE TO
THE FOLLOWIMG TERMS AMD COMDITIOMNS [THE
"AGREEMEMT" GOWERMING Y¥OUR USE OF
OFFICECALEMDAR OMLIME [THE "SERWICE™],
USED IM COMJUMCTION wI1TH THE
OFFICECALEMDAR SOFTWARE PRODUCT
["OFFICECALEMNDAR™), PROVIDED BY LOOKOUT
SOFTWARE LLC ["COMPANY"). IF¥0OU ARE
ENTERING INTO THIS AGREEMEMNT OM BEHALF
OF & COMPAMY OF OTHER LEGAL EMTITY, YOU
REPRESENT THAT %0l HAVE THE AUTHORITY
TOBIND SUCH EMTITY TO THESE TERMS AMD
COMDITIONS, IM *»HICH CASE THE TERMS
"OU" OR "vOUR" SHALL REFER TO SUCH
EMTITY. IF¥0OU DO NOT HAYE SUCH
AUTHORITY, OR IFY0U DO HOT AGREE WITH
THESE TERMS AMD COMDITIONS, ¥OU SHOULD
MOT CHECE. THE BOX DISPLAYED BELDW AMD
wOU MaAY MOT USE THE SERYICE.

"Weloome
Az part of the Service, Company will provide pau with

[v | agree to the terms of this license agreement

Cancel Continue

uze of the Service, including a browser interface and 4

18. OfficeCalendar Online is an optional feature that allows OfficeCalendar users to
access and edit thei r Outlook shared calendars , contacts and tasks  online w
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 mos

t 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 organizationods

may want to use your company name or an abbreviation of your company
name), and enter in the email address and pa ssword that you provided du

online registration. Then click Submit

ASharing Microsoft Outlook Calendar and Contacts without Exchange Serveo
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OfficeCalendar Registration

0 View Outlook folders over the web!

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

Enter your login credentials to activate OfficeCalendar Online.

Account
D atabaze Mame

* Sign in to existing account
" Create new account

Sign in to existing account

Ernail |

Pazzword |

Request Pazswaord | | Subrmit |

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 organizationds O
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 you r company name or an abbreviation of your company name) and
your registration information. Then click Submit
ASharing Microsoft Outlook Calendar and Contacts without Exchange Serveo 1 4
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OfficeCalendar. Registration E|

“ View Qutlook folders over the web!

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

Enter your login credentials to activate OfficeCalendar Online.

Account

D atabaze Mame

" Sign in to existing account
{* [Create new account

Create new account

If wou are currently using the free trial of Office Calendar and
hawe MOT registered to receive Free Trial Support, complete
the Form belows and wour Office Calendar Free Trial Support
account and pour OfficeCalendar Online account will be
created simultaneously.

Company |
First Marne Ii Laszt Marne Ii
Address 1 |

Address 2 |

City | State |Please Select +
Poztal Eu:u:lel

Country |F'Iease Select ﬂ

Fhiane
Mumber

# af patential OfficeCalendar users |0 El:
E il | Paszword
Canfirm Canfirm
Email | Fazszward
R eqister Later | | Subrmit |

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).

addmew | Bl | el | User ez 7 = F
Configure Licensing
Domo Expros:  4f4f2008 | Regisber Fren Trial || Enter cogs | Choge Corscle | e |
19. If you followed step 18a or 18b, you will see a pop up notifying you that your
organizationds OfficeCalendar Online account has
ASharing Microsoft Outlook Calendar and Contacts without Exchange Serveo 1 5
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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 Admi  nistration 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.

Cfficealendar
Admin
2. The OfficeCalendar Administration Console screen will appear.
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& OfficeCalendar on s ey El = |Y|
By Lookout Software m
= Administration Console
OfficeCalendar [ =
Aecounts/Secuily | Configusation | Suppott | DfficeCalendar Online |
Usier/ Resource List User/Resource Rights
List of ecisking users and resources, Chick bo highlight & Sedeck an ibeen in the User List and then selsct the rights
mﬁﬁ.gﬂmwm.m:mm,duiﬂvw ithat iem sheoudd have For other users below. Changes are
changs the ibems rights, savad mmmadiabaty.
' Chanck Al [ Uinchasck Al
¥ = [
UssiID | Fitsd Name | Last Mame | Typs | Llze | Foder Type | Fiead | wike | Delets |
podMew |  Edk | Delete | UserSymes [+ F o
Configure Licensing
Demo Expiras:  4[4/2008 Erker Code Cloge Conscle | 1o |

3. Fromthe OfficeCalendar Administration Console
Bdd e

4. Entera Username , Password , Firstname , Lastname , and Folder Name
(this is what wildl be di spl ayed i nforthefirsr
user yo u 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 ar e adding; and click Save and New  or Save and Close

clickthe Add New button.

peopl eds

User Details E'
|lzermame |J ames Paszword |
First name |J ames Last mame |.-'1'-.r‘u:ler3|:|r‘|

Folder Mame |Andersor, James

[ v

Existnguzerzscan ¢ none © read @ wite O delete this uzer's records.

Thiz uzer can " pnone O read ™ wiite O delete esisting user's recaornds,

Cancel Save and Mew Save and Cloge
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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 t 0 remember this username
and password T 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 LOGIMN INFORMATION! [

' Liser vaans acking, You vl rsad this usar's ngin to gt Buack inbo the server Adminitration Cormole, [F you are setting ths up For ancother persan, maks
e yin lek thees bncw the usamame s pesswecrd For Ehe fdmin Corecls,

[ ]

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

Quick Tip

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

User Details ['5_(|
Ilzermame |Jameg Paszword |
First name |Jame$ Last name |.-'1'-.nc|erscun

Folder Mame |.-i'-.n|:|erSDr‘|, James
| Create user as a resource. [+ Thiz user iz an administrator.
Exizting users can © none © read ™ wiite O delete thiz user's records.

This uzer can " none © read ™ wite © delete existing uzer's records.

Cancel Save and New 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 goto Control Panel
2. Fromthe menulist , choose Administrative Tools , then Services

3. Scroll down and highlight OcalService

4 Services

DcalService Name | Description | status |
B Microscft Office Dia..,  Run portio, .
Eiop the service 8R4 M5 Software Shada.., Managess...
Brumimesa ByNet Logon Supports p...
Sy Netieeting Remote... Enables an..,
Description: %Netwaktnme‘:tm Manages 0., Started
OfficeCalendar Service &8y Netwiork DOE Frawides f...

SNetwork DOEDSOM  Manages D...
SRyNetwork Location A...  Collects an...  Started
By Nebwocek Provisiorin. ., Manages ..,
NT LM Security Sup...  Provides s...

2 alSa i
SRy 0ffice Source Engine Savesinst...
%Pﬂfﬁmb}]ﬁ A, Collecks pe..,

%Piug and Flay Engbles & ... Started
SRy Portable Madia Seri,..  Retrisvest...
S Print Spadler Loads Fles ...  Started

%Pr:-tmd Skorage Provides pr...  Starbed

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 st opped wi | | not I mpede your
continue using Out | onoknédtth ebye saibnmipel yt o send and
wit h 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

optionto Stop theser vi ce, youdl I c hRestaste. t he opti on

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

Ensure thatthe c:\ ocalclient folder on the computer where you installed the
OfficeCalendar Server is shared on your network so that all workstations wishing to
use OfficeCalendar can 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.

Duri ng 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 ¢:\ 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 i ifitis shared to other network users, the folder will have a hand
just under the folder as shown in the illustration below.

-

ocaldient

If the OfficeCalendar  installer was unable to create a share on your designated
OfficeCalendar Server computer, you can easily create a share manually by following
the instructions below.

To sharethe  c:\ ocalclient folder on your network:

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

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

ocaldient
Quick Tip

What if you can’t share the ocalclient folder?

If, for some reason, a workstation cannot open the shared ocalclient
folder there is a simple altemative to installing the OfficeCalendar
client: simply copy the entire ocalclient folder to another drive on your
network that is accessible to the workstation, and have the workstation
install from this new accessible share.

Configuring your organizationds O
account

I f youbve created an OfficeCalendar Online account f¢
to activate the OfficeCa lendar 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 15. Then follow
the steps on pages 13-15 for instructions on how to create your OfficeCalendar

Online acco unt.

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

2. Clickthe SyncNow button to synchronize all wusersd infor ma
organi zati onds Offlifeiaccautal endar
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& DiiceCalendar om El L EI

By Lookoul Softwars

OfficeCalendar L’ administration Console

Acoounis/Secusty | Corfguation | Suppot  DlfceCalends Drine |

Conligune 5elling:
I Actvats Oring Spnc Sy Hlowe

SpncEvery [172 x| how Shaw Log:

Hudean [ ol ||ur|r-:wurr-ds:.u|x.ufn
ey —

=] Spnchionize sppoinimens = Synchionize contacls W Symchoonios Lok

Ol sbendy Dok Sccodirk
betp P eeners (gl abend e pomrali b i

Configure Licensing
Diires Expories: 11f280a Erker Coge Cloge Console Heip

3. A popup dialog will appear notifying you that synchronization with your

organizationds OfficeCalendar Onl|lOKne account

OfficeCalendar

Online swnchronization completed successFully,

4. You and all other users that have been created in the OfficeCalendar
Administration Console can now begin loggi ng into their OfficeCalendar Online
account to access and edit their individual and shared Outlook calendar, contact
and task folders. You can find your uni
OfficeCalendar Online account in the OfficeCalendar Online tab in the
OfficeCalendar Administration Console.
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& (fficeCalendar on

By Lockout Software WIS
OffICEC alenda r [L\L;‘j/ Administration Console

Acoounis/Secuty | Corfpustion | Suppot  DlfceCalends Drine |

Conlugure S el tng:
[ Ackvats Dring Spnc Sy How |
Sync Every |I.'2 j hiouafs Show Logt |
Hudean [ el ||ur|r-:wurr-ds:.u|x.ufn
i Patied [
W Spnchionize spponiments W Spnchionize contecls W Symchoonize Lo
Offcalssnds Onlne Socount
betp 4\ Pevors (fficeCabendinkre pomratieb i
Configure Licensing
Deree Expres: 1 /2642008 Enber Coge Cloge Conscle b

5. Tolog into your OfficeCalendar Online account, simply browse to your
or gani z &fficeGateddar 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
tosecton Al nstantly Updating your Outl ook Calendar, Cot

with your OfficeCalendaronPagéd hhe Accounto

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 Serve r, 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 tothe c:\ ocalclient folder on the computer where the
OfficeCalendar Server is installed. The easiest way to do thisisto click Start |
Run ;andtypein \\Your Of fi ceCal endar Ser ver decldienp ut er Name
and click OK. (In the example below, Afocserviesrd he OfficeCalendar Ser

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

Open: [\locserver \ocaldient] v|

I 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 ..g,

Accounts!Security l En:-nfiguratin:nn] Supp-:nrt]

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

2. Double -clickonthe setup 6100 .exe icon (show below).
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& ocalclient

Fle Edt View Favortes Tooks Help
@m- © ¥ O sexd [ rokers [T

: Address r_] C:localcient

File and Falder Tasks -

Other Places

g Local Disk (1)

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

2 OfficeCalendar Client Setup [El

) Welcome
‘wielcome to the nstaller for OfficeCalendar Chent 6.1.0.0.
b= It iz shicmgly secommended that pou et ol Windows programs
% before contirning with this instsilstice,
E = IF yous have sny olher peograms urning. please chok Cancel,
Leb] elase the programs, and un this sehup gain
a @ DOthervise, chick Meat o conlinue.
Q
Q
O
The easy and affordabie way
fo share Microsolt Outiook
Calandars.
[ dets || Concel
4. Ifyou donot have Microsoftds . NET Framework installed on
will see the screen below T 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 proceedto step5 .
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w8 OfficeCalendar Client Setup

Reguired: Microsoft HET Framewmk v2.0 TR
Mictozolt MET i requied o conlirmes,

The "Microsolt MET Framewak™ must be irgtalied on each machne whene wou plan to install
DiifceCalendar. DifweCalendar was developed using the new Miciosolt MET technologies to brng
you the most up-to-dale softwate avalable. The install i evtiemely aasy ard irvobees no advancad
Neschinical dhil

The Miceosalt MET instaler will be dowrloaded sutomatically nest and vall be saved o be
availabla fior ary cherd installstions on pou nebeork.

[ « Back |[ it » 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
sever al mi nut es) é

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 The Microsolft NET Framessork, instaler b= sbouk ba shart. ‘When & has complabed, you vwill be returmed o the nesdt
alar,

stan in e OfficeCalandar iret

L= ]

Please wait while the .NET Frame work files are extracted for insta

c. Review the license agreement for the Microsoft .NET Framework, then click
the | accept the terms of the License Agreement check box ; and click the
Install  button to proceed.
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fr Microsoft .MET Framework 2.0 Setup

End-User License Agreement

End-User License Agresnent S

MICROSOFT SOFTWARE SUPPLEMENTAL LICENSE TERMS
MICROSOFT .NET FRAMEWORK 2.0

iMicrosoft Corporation (or based on where you lve, one of its afflistes) boenses this
cupplement bo you, I you are hiensed bo use Microsoft Windows operating system
cofbware (the “softwars™), you may use this supplament. You my mot use it if you do
irok haree & bcense for the software. You may use a copy of this supplement with each

twalidly boensed copry of the software,
w

Bry hicking "I accepk the barmes of the License Agreement™ and procesding bo use the
prosduct, 1 indicabe thak [ hawve read, undersbood, and sgreed bo the terms of the End-Liser

License Agresment.

[+]1 accept the terms of the License Agreement

[ <sock | [ maa> |[ comcel |

Please wait whilethe NET f r amewor k install sé
d. Whenthe NETF r amewor k installation is complete youoll
below; click Finish to return to the OfficeCalendar Client installation process.

ja Microsoft .MET Framework 2.0 Setup

Setup Complete

Microsolt MET Framework 2.0 has been successlully installed.

It i highly recommended that vou download and install the lakest service packs and
sescurity updabes For this product.

Fer more information, visik the Following Web site:
Product Support Center
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Select an installation  folder for the OfficeCalendar C  lient installation (  for ease of
support we recommend that you choose the default location of C: \Program
Files\ OfficeCalendar); and click Next .

8 OfficeCalendar Client Setup

Inztallation Foldes m
wihiere would yow ke DfficeCalendsr Chart bo be ristallad?

The solbeans will be nstaled in the folder Ested below. To select & diferent location, either fype in &
new path, of click. Change 1o beowse for an exasting folder,

‘e suaggest pou use the dafault fokder shown, il al all possible.

Irsstall OfficeCalerdar Chent bo:
C:\Program Fles\DficaCalends
[ dests || Concel
6. Fromthe Ready to Install screen, click Next .

8 OfficeCalendar Client Setup

Ready to Install ]
“'ona ane mow ieady Lo install DifieaCalerds Chenl 6.1.0.0

The irstallar nony has enough infermaton to melall OlficeCalendsr Chant on vour computer.

The follovang setlings will be used
Irvstall fchder: C:\Progeam Filez\OfficeCalendar

Please chek Mewst 1o procesd with the installabion.

[ < Back |[ et » i[ Cancel |

Please wait while the OfficeCalendar Client install sé
7. Fromthe Almostdone ¢é scr eenNextcl i ck
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8 OfficeCalendar Client Setup

Almost done.... m

T ensiny installation has finished

There are & few steps that reed bo be completed Lo conliguie your installation. Please chck Med o
finalize the installation.

E et » I[ Cancel |

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

8 DfficeCalendar Client Setup El

Installation Successful
The OificeCalendar Chart 6.1.0.0 installation is complebs.

Thank, pou for choosing OfficeCalendar Cherdl
Fleate chek Frash o &t thes irstalle,

By Lookout Softwarn [
OfficeCalendar [;@

The sasy and affordabie way
o share Microsolt Ouliook
Calendars.

9. Start Microsoft Outlook on your computer.

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

EEiIe Edit View Go Tools Adions Help | OfficeCalendar

jJﬂEW o @ -j Send/Receive - | [ Search address books -

R A@ -
Mail « || 25" Personal Folders -
Favorite Fold %
a\l'C:I 2 roders Mﬂndi
U] Inbox
Click on the Synchronize OfficeCalendar icon.
The OfficeCalendar Login dialog box will appear; type your Username and

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

OfficeCalendar Login

Uzername |T|:um

Pazsword |’="="‘

v Save Login Information

Login | | LCancel

-
Youbll notice that the synchroni :*‘?Wﬁ]ilaymuri con will «c¢h
Outlook is synchronizing wit ~ h the OfficeCalendar Server. Once the

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

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

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

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

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

below) .

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

i~ Calendar - Microsoft Outlook

EEiIe Edit View Go Tools Acdions Help OfficeCalendar

| i New - | @ X @ | Today | ] Search addressbooks  » | (@)
XA
Calendar « Day Week
4 April 2009 [ (_ _) " _
cM TW T F s © () April 06 - 10,
1 2 3 4 b Monday

5 6 7 & 9 10 11

12 13 14 15 16 17 18
19 20 21 22 23 24 25
28 27 28 29 30

}11 All Calendar Items
My Calendars

| calendar [11)

[ 4 Jackson, Justin

O :ﬁ Large Conference Room
[] & robinson, Ben

| :ﬁ small Conference Room
1 4 Jones, Catherine

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 fold ers.

OfficeCalendar email sharing uses your Outlook email send/receive

synchronization to share your email folders with other users. Please refer to the

secton A Configuring Outl ook emaiohpafjeo65df@r shari ngo
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 usersd profiles have beemndynOinforiead etnd ay ¢

Online account through the OfficeCalendar Administration Console (for steps on how
todo this,see AConfi guring your organizationdés OfficeCalend
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accoumhpage2l ), you can begin synching each clientos Ot
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.

Youbéll notice that the synchroni:ﬁ‘?wmleyouricon wi l |l c¢h
Outlook is synchronizing with the OfficeCalendar Online S erver. 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 organizat ionds OfficeCalendar Online account,
Outlook calendar, contact and task folders are now available online for access

and editing through your individual OfficeCalendar Online login, set up through

the OfficeCalendar Administration Console. For i nstructions on how to access

OfficeCalendar Online, see section AAccessing your Outl,ook Calendars
Contacts and Tasks with OfficeCal endnegpage®0.l i neod

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:

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

A Create and add users to customized user groups.

A Create and add users to one or more group ¢ alendars with  In Group /View
Group access.

A Set a usero06s secur i tuflookusecandresourcecalerddrse r O

contacts and tasks information.
A Configure advanced network settings and other advanced options for larger
groups.
A Manage your settings for your organizationés Office

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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COfficealendar

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

# OfficeCalendar on e g

By Lookout Software

Offl Ceca |&nda r 2 B Administration Console

Accouniz/Securty | Canhiguation | Suppart | DfficeCalendss Orime |

User,/Resource List User/ Resource Rights
List of exdsting users and resources. Click to highlight & Select an item in the Uiger List and then sslact the rights
sperific bam. Onos highlighted, you can edit, delste or that fbem should hawe for other users below, Changss are

change the tem's rights. saved immedistehy.
Check All [ Unchesck 8l
W [w r
Uzer ID Fitl Name | Last Mame | T User | Fobder Type [ Read | wiite [ Delste | &
[Heole I Micole | Kennedy [A ] Cathesme Tasks (=] E E
Catherire Catherire Jones u Ben Calendaiz
Ben Ben Rabinson u Ben Cabacts [+
Juskn dustin Jackson U Ben Tasks =
SmallCon Snadl Corference R Juestin Calendaiz
LaegalCon Lage Corferance R Jutlin Canbacts =
Jusstin Tasks ]
SmaliCon Calendar:
SrnaliCor Conbacts =
SmaliCon Tasks
LavgeCon Calendars ] o
< >
_addiew | Edt | Dejete | User Synes |7 F F
Configure Licensing
Demo Expires:  4f17/2003 Enter Cogde Close Consobe Help

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. OfficeCalendards fAAdvancec

A User Group creation and administration

A Customer Group Calendar creation and administration

A Configuraton settings for OfficeCalendarédés Outl ook Free
A 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 select ing Show Advanced Features
With the Advanced features shown, youéll notice three (3) additio
Of ficeCalendar Admi n Cons #seeGraipsma Group Galeadars g b o x :

and Free/Busy

= OfficeCalendar on

By Lookout Software

User/Resource List
List of eadsting users and resources. Click Lo highlight &
specific kem. Onos highlighted, you can edit, delete or
change the item's rights.

OfficeCalendar 'E, Administration Console

Accounts/Security II.IwGlu.w[ Gioup Calendars | Configuration | Free/Busy | Supped | DfficeCalendar Onne |

User/ Resource Rights

Select an item in the User List and then select the rights
that fbem should hawe fior other users below, Changes are
saved immediately,

Filter by Filber by Check Al [ Unchesck o
User Group | Al Users o Usar Group |2l Lsers hal [ = [w r
Uszer ID Fitl Name | Last Name | T User | Fokdet Type | Fead | wiite | Detate | &
[Micole T Hicole [ Kermedy (A | Catherne Tasks = E E
Catherire Catherne  Jones u Ben Calendars
Ben Ben Robinson u Ben Cinbacts [+] =5
Justn Justn Jackson i} Ben Tasks =] []
SmallCon Smadl Corference R Juestin Calendars =
LaegeiCon Lage Corferance R Jugtlin Cinbacts = ]
Justin Tazks ]
SmaliCon Calendaiz [
SraliCor Canbacts = 5
SmaliCon Tasks [ [
Laigelon Cabenadais ] 1 ~
4 *
_addbew |  Edt | Depte | User Syncs |2 = ~
Configure Licensing
Deme Expires:  4f17/2009 Enber Code Cloge Consae | kel |

With the Advanced features shown,
or editing Offic eCalendar users includes additional options, which allows
administrators to configure user accounts for the advanced User Group and Group
Calendar features.

youdll also notice
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User Details X]

| zemame [queit Fazzword | """

First name | Riobest Lastname | Thompson

Foldes Mame | Thompson, Robest

Uzes Group [Eewine Technicians ﬂ Hew Llzer Group

o Group Calendar | in Giroup | View Gioup | T
Calendar | Sewvice Techricians E Calendar
[
O O

Foldars Irestalizrs
Engneers

[ Creale user a2 a resource, [T This user is an administator,

Existing users can © none O read O waite ¢ delste this user's recosds,

This user can " none O read 0 wile ¢ delete ewsting user's records.

Concel |  SaveandMew | SaveasndCiose |

These AAdvancedo features are explained and demonstr

throughoutthe Of f i ceCal endar Userds Gui de. However, if
Of ficeCalendar customers and donét require these
recommend that you simply leaved them turned off. This will keep your

OfficeCalendar installation streamlined for faste r setup and data entry.

Adding New OfficeCalendar User Accounts

1. Openthe OfficeCalendar Administration Console

2. Clickthe Add New button.

Bdd e

3. Enterthe User name , Firstname , Lastname ,and Password for the user you

wish to add to OfficeCalendar; type in a unigue name to display the folder within
other user s Out | ook f Bolderdlame | ifisld (opfional).t hY®u can also
create and add users to user groups (reference thetopic fA Managing

Office Cal endar Us er orGpageu3?y $odomore details), as well as group

calendars with  In Group and/or View Group access (reference the topic

AManaging Group Calendars foronGagup forSmleedul i ngo
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

ri ghts once youbdbve added each user).
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User Details El

| zemame [queit Fazzword | """

First name | Riobest Lastname | Thompson

Foldes Mame | Thompson, Robest

User Group | Service Technicians | Hew User Growp

T Growp Calendar | in Group | iew Group | TR
calendar | Service Technicians E Calendar
]
O O

Foldars Irestalizrs
Engneers

[ Creale user a2 a resource, [T This user is an administator,

Existing users can © none O read O waite ¢ delste this user's recosds,

This user can " none O read 0 wile ¢ delete ewsting user's records.

Cancel | SaveandMew | SaveandCiose |

If the user you are adding will administer the OfficeCalendar Server , be sure to check
the This useris an administrator check box. At least one OfficeCalendar user

must be assigned as an administrator, and thus the first user you add to

OfficeCalendar will be automatically assigned as an OfficeCalendar Server

Administrator. More than one user can be can be assigned as an O fficeCalendar
Administrator.

4, Save the user account information youbve 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 a ny other users.

Save and Close |

Editing OfficeCalendar User Accounts

1. Openthe OfficeCalendar Administration Console

2. Highlight the user account you want to edit in the User/Resource List , and click
the Edit button.
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3. Edit the userodos detail s.

4. Click Save and Close

Deleting OfficeCalendar User Accounts

1. Openthe OfficeCalendar Administration Console
2. Highlight the user account you want to delete inthe User/Resource List

3. Clickthe 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 accou nt is deleted, the deleted user account

information will remain in the OfficeCalendar database. This is done to notify the

OfficeCalenda r Client software for others users that User fiXd no longer exists, and

thus User fiX 6ossubfolders 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

Offi ceCalendar 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 spec  ial 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 OfficeCal  endar (not to be confused
with g roup calendars where a person or re source can be in more than one g roup
calendar).

By default, OfficeCal endar Ceerneatadic cdnbedeldlesler Gr oup,

Adding OfficeCalendar User Groups

1. Openthe OfficeCalendar Administration Console
2. Clickonthe User Groups tab, and clickthe Add button.

add
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3. Enterthe Name for the new user group, and then click OK.

User Group - New

M arne |Installers

ok | Cancel |

-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 inthe User Details  dialog box.
Enter the Name for the new user group, and click OK.

Mew Lzer Group |

Editing OfficeCalendar User Groups

1. Openthe OfficeCalendar Administration Console

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

Edit
3. Enterthe new Name forthe user group, and then click OK

Deleting OfficeCalendar User Groups

3. Openthe OfficeCalendar Administration Console and click onthe 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, iuUsing the Move to Group
Functi)ono

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

6. Clickonthe 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.

Delete
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OfficeCalendar

ou 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. Openthe OfficeCalendar Administration Console and clickonthe 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. Clickonthe Move to Group button.

Maowe Ta Graup... |

4. Select the new user group you want to add the user to, and then click OK.
Select Group El
User Groups
Irt_r:t,alfers

Service Technicians

ok | cancel |

Sample User Groups
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User groups can be customized to fit your specific environment or needs. In this

example,setup f or an attorneysé office,
and placed the appropriate users in each.

= OfficeCalendar on El 0 @

By Lookout Software ¥

Oﬂ:icecalenda r g | Administration Console

Accounks/Secuity  User Goups [smml Corfiguration | Free/Busy | Support | DificeCakendar Cirkine |

Groups Users
oy Ao Uisarlly | Paners |

Fardy Practics Attormeys Tushing Justin Jackson
Caersl .
Trial Attorneys Cak Cathering Mo

fudd M it Defete | Mowe To Group...
Configure Licensing
Demo Expres:  5/28/2008 Enter Coge Cloge Corscle | e |

Setting a Userods Security

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:

A None 1 checkthe 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.

specified Outlook object (calendar, contacts, and/or tasks). By de

A Read i checkthe Read access checkbox to all

user you add to OfficeCalendar has

objects.
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A  Write 1 checkthe Write access checkbox to allow a user to add new items to,

and modify existing items of, other specified userd
contacts, and/or tasks). By default, every new user you add to OfficeCalendar
has Write access to alll ot her userds Outl ook object

A Delete - checkthe Delete access checkbox to allow a user to delete items from
ot her specified us erNGCTE @setcduton wheroghaptiegc t s .
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.

A Administrator T 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
|l east two individuals marked as fiadministratoro in
as administrator, a user can log into the OfficeCalendar Administration Consol e

with their user accountdés user name and password.

User Details E|
|lzermame |E &n Paszword  [#=
First name |B eh Last mame |F||:||:|ir|3|:|r|

Folder Mame |Robinson, Ben

[ Create uzer as a resource. [ Thiz uzer iz an administrator,

Existnguzerzscan ¢ none © read @ wite O delete this uzer's records.

Thiz user can " nome O read ™ wite © delete esisting user's recornds.,

Cancel 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/o r del ete security rights to User Bb6s C

User A wil!l be able to read, write and/ or del et e di st
Contacts folder.

To set a userb6s access to other userbd6s Outl ook object
tasks):

1. Open and logintothe  OfficeCalendar Administration Console
2. Fromthe User/Resource List , highlight the user account you want to edit.

3. Choose the security setting you want the user to have with respect to each other
Of ficeCal endar us er dcalen@ay tohtact landmmigsks)dy s
checking and/or un  -checking the corresponding access.
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When changing security settin gs for a OfficeCalendar user, each time you change a
setting by checking or un  -checking a box, the security setting is automatically s aved
without the need to perform any further action.

Quick Tip

If a user without the proper security rights to another user attempts to
medify an Qutlook element in a shared folder, a message will prompt on the
next synchronization notifying 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 Usaer A's next sync and the
appointment will reappear in User B's calendar.

L 10fficeCalendar Mlert : - =

“fou do rot have proper security sedlings in the OfficeCaslendar Admin Corsole 1o delete calenda
e Meeling’. Your changes were discarded Please contact your adminisinabor if wou feel this is
I BIT0E.

Sample Security Settings

In the following example we will set Ni col e Ke seoudtylaca@ss to the following
criteria:
A Nicole can read, write/edit, and delete appointments on Justin Jacksonods
Catherin eJonesd® and Ben Robi;bumaandaccessaHeiecordaats s
and tasks.
A Nicole has no access Jenna Blackéds Outl ook items.
ASharing Microsoft Outlook Calendar and Contacts without Exchange Serveo 42

Copyright Lookout Software, LLC2003 i 2009. All rights reserved. Microsoft, Outlook, and Exchange Server are trademarks or registered trademarks of
Microsoft Corporation. Last update May 5, 2009.

http://www.officecalendar.com

By Lookout Software |

OfficeCalendar ==



Accounts/Secuity | User Groups | Group Calendass | Configurstion | Free/Busy | Suppest | OfficeCalendsr Online |
User/Resource List User/Resource Rights
List of existing users and resources. Click to highlight & Seleck an tem in the User Lisk and then select the rights
specific item. Once highlighted, you can edit, delste or that ikem should have For other users below, Changes are
change the item's rights. saved imrndiatiely, ChedlcAlL{ Uncheck A1
Filter by Filker by Lo
User GEroup I‘c"I Users ﬂ User Group |48 Users hdl I - r
UserlD | First Name | Last Mame | Type | User | Folder Type | Read | Wiite | Delste |

Mikki [ Micole  [Kennedy [& | Justin Calendars ¥

Justin Justin Jackson ] Justin Contacts O O a

Cat Catherine  Jones 1} Jusstin Tasks O O O

Ben Ben FRobinzon J Cat Calendars [+l | 1

Jenna Jenna Black U Cat Contacts a O O

Cat Tasks O O a

Ben Calendas [ M M

Ben Contacts [l | O a

Ben Tasks O O Ll

Jenna Calendars O O O

Jenna Contacts O O O

Jenna Tasks O O 0O

addiew |  Edt | Delete | Lser Synes [V Cale = F
Note about fAReado Security Access:

In the example above,
Benorslennabs contact
Contact s or Task s sub-folders for
Microsoft Outlook.

or
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Quick Tip

UUse 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, Winite or Dalafe,
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 fn Groupand Wew Group
security rights.

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

uswfitasm ﬁid'll:s '

Select an item in the User List and then select the rights
that item should have for other users below. Changes are

saved immediately,

Filter by Cheack All § Uncheck All
WerGrowp [AlUses ¥ B T T
Lser | Folder Type | Read | wiite | Delete |
Justin Cabrndas E EH E
Justn Contacts = a (]
dustin Tazks

Cat Calendanz

Cal Corfacts

Cat Tasks

Een Cakendas [ EH @ E
Ben Contacts [+ | O
Ben Tazks

Jenna Calendaiz

Jdenina Contacts

Jenna Tasks E O 0O

Accounts/Secuity | User Groups  Group Calendars |Eurl'g.l-:h:n| Free/Busy | Support | DificeCalendar Onbre |

Group Calendars Users
Arson Hesrings Chedk All { Uncheck Al | r—p————
Custody Hearings r 2 Group
Driviarce Hesrings:
Groes Calaedas InGmleErmm|UmlD |N-ema |T1.'pu |
E [] Jusstiny Justin Jackzon U
Cat Cathesire Jones U
O | Jerna Jenra Black u

Managing OfficeCalendar shared resource folder accounts

With OfficeCalendar you can create and share unlimited Outlook Calendar , Contact
and Task resource folders. Resource folders are Calendar , Contact and Task 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 , Contact

and Task folders in Outlook which are typically used for things like a company
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contacts folder, firm  -wide trial calendar (for attorneys), conference room scheduler,
team project task list  etc.

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. Openthe OfficeCalendar Administration Console

2. Clickthe Add New button.

Bdd e

3. Entera User name , Firstname , Lastname ,and Password forthe resource
account you wish to add to OfficeCalendar; type in a unique name to display the
folder on userds Out | Foldér Naméd dieddr(optional;thedkthe t h e

box Create user as a resource . You can also create and add resource folder
accounts to user groups (referencethetopic A Managi ng OfficeCal endar Use
Gr o u p enopage 37 for more details) , as well as group calendars with In Group

and/or View Group  access (referencethetopic fA Managing Group Calendars
for Group Sc hendpage i4th fpranore 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 El

L@ |Lagelim Pazsward |

First name ||_ugg Last name ||:nnfgrmg

Folder Nams |Lags Conference Foom

User Group | General »|  MNew User Goup

Group Giroup Calendar [ I Ginoup | Wi Group I Mew Group
Calenidar Group Calersdar [¥] [¥] Calendar
Folders

Edelingusers can | none ¢ read ™ wite O delete this user's iecords.

This uzes can L = read = exishing user's records,

Cancel ] Save and Mew ] Save and Cloze

4, Save the resource fol der account i nformat.

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 ¢ alendar folders,

select the users/resources that are included in these group calendars, and assign

who the group ¢ alendars will be visible to. Users with the appropriate security rights

can add, edit and delete appointment items directly from group c alendar folders.

Refertothetopic AGr oup Scheduling with OfficeCalendarés Out |l
Calendars 0 (page 84) for more information about OfficeCalendar 6s Outl ook group
calendars.

Adding Group Calendars

1. Openthe OfficeCalendar Administration Console

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

Add Flew

3. Enterthe Name forthe new group c alendar, and then click OK.

Group Calendar - New

Name |Service Technicians

ok | Cancel |

-Or-

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

Mew Group
Calendar

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

Editing Group Calendars

1. Openthe Offic eCalendar Administration Console

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

Edit

3. Enterthenew Name forthe group ¢ alendar folder, and click OK.
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When u sers that can see the selected group ¢ alend ar synchronize again after the
group calendar is edited, the new group ¢ alendar name will replace the previous
name.

Deleting Group Calendars

1. Openthe OfficeCalendar Administration Console

2. Click onthe Group Calendars tab. Under Group Calendars , highlightthe 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 a re sure you want to delete the group calendar.
OfficeCalendar,

Use e xtreme caution when deleting a group ¢ alendar folder, as this action affects all

users associated with the group calendar. However, if a group ¢ alendar folder is

inadvertently deleted, it may be recreated by adding it again.

Using In Group/View Group Calendar Functions

After a group c alendar folder is created, OfficeCalendar administrators can add users

to and/or give them rights to view multiple group calendars withthe InGroup and

View Group  functions.

1. Openthe OfficeCalendar Admi nistration Console

2. Click onthe Group Calendars tab. Under Group Calendars , highlightthe g roup
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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Oﬂ:icecalendar st Administration Console
Aecounks/Secuily | User Groups  Groap Calendars |wm| Free/Busy | Suppot | OfficeCalendar Oriine |
Group Calendars Users -
Check all { Uncheck Al ot T |
Cusbody Hesrings r I
?ﬂw I Group | Wiew Gioup | Use |0 | Mame [ Typa |
Monetary Heanngs E Hikki Hicode Kernedy A
O Justin JustinJackson U
Ca Cathwiine Jonas L
Een Ben Aobinson U
Jerna Jenna Black u
addbew | Bt | Delete |
Configure Licensing
Demo Expires:  5/28{2008 Enter Code Cloga Conscle | Help ]
In the above example, both Nicoled s aCatlerine 6 sppointments will appear in the

Group Calendar AArson Hearings 6 as bot h I|h@reup bption selected. Also,
both Nicole and Catherine will seethe Group Ca |l e n dAason Hearings 0 from within
the Outlook folder list as both the have the  View Group  option selected.

Ben6s appointments wil IGroup €a |lagpnpddason Heanngst d ea s Int h e
Group option is not selected for him; but he will be able to see the Group Calendar

fArson Hearings 0 a s Vieww@roup option is selected for him.  Thus, unlike Nicole

and Catherine , B e 1 dppointments will  not appearinthe Group Cal e n dAason i

Hearings 0. H owever, he willbe  ableto seethe Group Calendar.Ben 6 s abil ity to
interact with the ~ Group Calendar is determined by the rights for which he has to

Nicoled s & Catderine 6 s appoi nt meActdosnts/Sacurity h e tab.

Justinds and Jennads appoi nt meMrtssomnwi Hdarniontg sap pGracupg n
Calendar, nor will they be able to see the fAiArson Hez:
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 o nly need to be included in the group c alendar, but they also need
to view the group ¢ alendar 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

everyoneels ed6s appointments in order to schedule appropri

User is In Group Calendar, but CANNOT View Group Calendar

This would be appropriate, for example, i f an exter mi
agentsod6 appointments on a c¢al enlkduleappropridtdlyei r secr et ary
However, the field agents do not necessarily need to see the group ¢ alendar 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 in cluded in other group ¢ alendars,
but does not have any reason t 0 be included or see a certain group ¢ alendar that is
meant for other users.

Setting a Userodés Security Rights in Grouj

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 Xandare InGroup Cal endar X, User A will not be able t
appointments if User A does not have the right to vie
with the Accounts/Settings tab.

Configuring OfficeCalendar to Work Over a Specified Network
Port

By default OfficeCale ndar communicates across networks on port number 1802.

Network administrators my either need to know this port number for a specific

purpose, or change it if it conflicts with another application that communicates

across the same port. Also, if you have us ers that synchronize their Outlook

calendars across the Internet, your network administrator may need to open or

create and exception port 1802 on the companyds firev
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 OfficeCalend ar C lients from within Mic  rosoft Outlook.

To change the port number settings on the OfficeCalendar Server

1. Openthe OfficeCalendar Administration Console

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

click Apply .

= OfficeCalendar on El O le

By Lookout Software

Oﬂ:icecalenda r g | Administration Console

Accounks/Secuily | User Groups | Group Calendars  Configu
Database type
% Access
" SOL Server

Access

D stabase e path
|C\Documerts and Settirngs\DfficaCalerdar Serverolfcal mdb J

Suppoit | OificaCalendar Orne |

Configure Licensing
Demo Expires: 52872008 Erker Coge Cloge Conscle | 1o |

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

1. Open Microsoft Outlook.

2. Click onthe Configure OfficeCalendar icon.

3. Fromthe Configure OfficeCalendar dialog box click on the  Server
Connections  tab, type inthe  Port Number ,and click Save .
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* Configure OfficeCalendar

OfficeCalendar Client Configuration
Configure connection detailz and client configuration 4

Sync Settings  Server Connections lLIser Dekails ]

Frimary Server Mame |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 1through 4 until all other Outlook Clients that have the
OfficeCalendar Outlook add  -in Client installed.

Managingy our organi zationob6s OfficeCal ende

If you have set up your OfficeCalendar Online account and performed the initial

synchronization to your organizationés OfficeCalendar
OfficeCalendar Admi nistration Console(see A Conf i guring your organizati on
Of ficeCal endar Onl onmpage &t)cyoucantciioose 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 a ccount will reflec  t any changes
immediately.

1. Openthe OfficeCalendar Administration Console
2. Click OfficeCalendar Online tab.

3. Checkthe box nextto  Activate Online Sync.
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OfficeCalendar [i==>  Amnsiation consote

Accouris/Security | User Groups | Group Calendars: | Conhiguration | Free/Busy | Support  DlfficeCalendas

Configure 5ettng:
b Antorate Dnbire S3nc

SencEvery |12 *| howis
Admin Emal | johvmen et ofe.com
I " P' |n|-

¥ Synchionize sppoinimendts [ Syrchionize contacts [ Synchionize tasks
Seve I Aepet |

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

OfficeCalendar [f==> "omnetetontonsie

Accouris/Securiy | User Groups | Group Calendars: | Conhiguration | Free/Busy | Support  DlfficeCalendas

Configure 5ettng:
W Activate Dok Sy

SuncEvery |12 - h:u.ft[
Admin Emal | johvisen el ofe.com
I " P' |n|-

¥ Synchionize sppoiniments ¥ Syrchionize contacts [ Synchionize tasks
Seve I Aepet |

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 [,L_E:I'//L‘ Administration Console

Acoourds/Securiy | User Groups | Group Calendars | Configuration | Free/Busy | Support  OfficeCaleridas

Configure 5ettng:
W Activate Dnkre Sy

Sync Every 102 | howis

Fdmin Emad | [ohrdsenmsg ofe.oon

I [ Synchionize spponimendts [ Syrichionize contacts ¥ Synchionize tasks
Seve r— Fepet

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 a nd 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 instal led.

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 . Youbl | a |l s oSewer €onnettiens t a,bJser Details , Support and
About onthe Configure OfficeCalendar screen as well.
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8 Configure OfficeCalendar

OfficeCalendar Client Configuration

Connection setking:

Configure connection details and client configuration settings.

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

x|

i* Orline © Offline

Synchronize my appoinkments:
Synchronize my conkacks:

Synchronize my basks:
Automatically synchronize every

Select Group Folders and users
Synchronize Folders at skarkup

Turn on Motification of Appointments

i* Yes (™ Mo
i* Yes " Mo
v ‘Yes " Mo

15 minukes
Select...

i+ Yes (™ Mo
[w

ok

| Cancel | Apply

The Sync Settings Tab

The Sync Settings tab includes t

he following configuration options:

A Connection Setting i 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 w hile away from the office, and the

notebook comput
Selecting the Offline r a di
prompts, which occur each time

the OfficeCalendar Server and is unable to make a connection.

er i's not connected to

0O button WahbbttdrmdofOf fiiceCal

OfficeCalendar tries to synch ronize updates

their connection setting to Offline , the Synchronize OfficeCalendar icon will turn
to a red AX0 icon to notify users thangthégrhey ar
Outlook information to the OfficeCalendar Server.

?%*.‘:ﬂi;l

Also, in -office desktop users may want to use this feature from time -to-tim
instances where they need to work in Microsoft Outlook, while the computer that

runs the OfficeCalendar Server i

Connection setking:

s shut down for maintenance.

" Online % Offline ‘ |
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Reference the topic  AiWorking Offline 0 (page 89) for more details about this
topic.

A Synchronize appointments T 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 u ser, 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 wit h the OfficeCalendar Server.
Synchronize appointments: = Yes " Ko ‘ |
A Synchronize contacts i 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 Serve r.
Synchronize contacts: " Yes i+ Ho | |
Quick Tip

The Microsoft Outlook Contacts object represents the single largest
data sat that OfficeCalendar synchronizes. If you have a large number
of Microsoft Outlook contacts, setting the Synchronize contacts
option to No could potentially improve the speed in which
OfficeCalendar synchronizes with the OfficeCalendar Server and
possibly improves the performance of Microsoft Outlook during
OfficeCalendar synchronizations.

Zonneckion setting: " Online ¢ Offline

Synchronize appoinkments; i+ Yes " Mo

Synchronize conkacks: ™ Yes |

A 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 kasks; " Yes * Ko ‘ |

A Automatically synchronize every T 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 mifuEes ‘ |

A Select Group folders and users T this allows users to choose which Outlook
group ¢ alendars ; and other user/resource calendar, contact and task folders in
which they wish to synchronize.

This option to select which group ¢ alendar folders and which users to synchronize

with exists for several reasons. First, a user may not have a need to view a

certain g roup 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 C  alendar 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 top ic fiManaging Group Calendars for Group Scheduling 0 (page

46) for more information about Of fi ceCal endardlendarsuRefeo ok group c
tothetopic iSel ecting Group Calendar s (paged77)ferer Fol der so
more inf ormation about selecting which group ¢ alendars and users to

synchronize.

A Synchronize folders at startup T 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 fiNo. o This option exists for several reasons. Fi
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 e Yes Mo ‘ |
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Reference thetopic A Wor ki ng Of(pagei 89 for more details about what to
do if the OfficeCalendar Server cannot be reached.

A Turn on Notification of Appointments T this allows the user to choose
whether or not they are notified of appointment additio ns, modifications and/or
deletions within their calendar made by other users. If notifications are turned
on, a popup dialog will appear in the userds
synchronization if any appointment modi ficati

calenda r 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
AAppoint ment fNcations and Tr dpadei 8i)gforidorest or y o
details about appointment notifications.

Turm on Motification of &ppointments W | 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 Of ficeCalendar Server and C  lient 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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* Configure OfficeCalendar E|

OfficeCalendar Client Configuration
Configure connection details and client configuration settings.

Sync Settings  Server Canmections lLIser Details | Support | about |

Primary Server Mame |SER'u'ER1

Port Murnber |15|:|2

IP Address of Primaty Server |

Part Mumber |

[ Prompt when switching servers

2k, 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 fiSynch ronizing Microsoft Outlook Data

from Remote Users Using OfficeCalendar 0 on page 62 for more information).
When using Outlook, OfficeCalendar will always try to connect to the OfficeCalendar
Server with the settings it | ast connected with.
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 inthe  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
(Currentuser ) loginis se tto.

A Reset User  button is also included in the User Details  tab, which simply resets
the saved user login information.
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The Support Tab

The Support tab, found inthe  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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