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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, tasks and email) for
each other person that is sharing their Outlook information with you. For example, if
you have four users sharing Outlook with each other, OfficeCalendar will configure
your Calendar folder structure similar to the illustration below.

= €4 personal Folders

H3| Engineers

m iroup Calendar

] Jones, Ronald
j Leslie, Cindy
] Moore, Scott
4] Service Technicians

Your calendar

The OfficeCalendar
Group Calendar
(automatically created
with everyone's
appointments included)

I

Customized
editable
Group Calendars

Your colleague's
calendars

Your personal Outlook calendar is always at the top of the calendar structure (this is
the same for your Outlook contacts and tasks as well). Each other person you are
sharing Outlook calendars with is listed by name directly under your calendar along
with 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.

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
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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.

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

Once 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 OfficeCalendar
Installation and User’s Guide.

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, 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
=

acinstall 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
initial setup, the OfficeCalendar Server installer will create a shared network
folder which will be used to install the OfficeCalendar Client software for Microsoft
Outlook. Click Next to proceed with your OfficeCalendar installation.
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*# OfficeCalendar Server Setup

S

‘Welcome to the DificeCalendar setup. ’
Please read the iollowing impattarl irformation beloe cortinung [

| B

WELCOME!
Wekome to the instaler for OfficeCalendar,

DO NOT reinstal this fle to any other computer, The server, which you are instaling
rawi, should only be instalied ance on your network. Once: the server software is
nstalled, each computer in your office with Micrasoft Outiook wil run the
OfficeCalendar Chent setup that is created on this computer by this installer,

Click hera for step-by-step instructions to guide you through the complate installation
pracess,

It is strongly recommended that you exit al Windows programs before continuing with
this instalatien,

[ heas | [ goncel

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 .NET
installation prompt -- please proceed to step 5.

To install the Microsoft .NET Framework:

oo

Click Next to proceed with the .NET Framework download.

Once the download has completed you will see the screen below; click OK to
start the .NET Framework installer.

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.

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

From the Installation Folder dialog box 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.

From the OfficeCalendar Client Installation Files dialog box 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.

From the License Agreement dialog box please read the OfficeCalendar license
agreement; click the I agree to the terms of this license agreement radio
button; and click Next.

From the Ready to Install dialog box; click Next.

Once the OfficeCalendar Server setup has successfully installed; click Next.
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1= OfficeCalendar Server Setup (==

The OfficeCalendar Server 6.5.0.0 installation is complete.

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

g — OfficeCalendar. If you are not use to installing client/server

& (v} applications, please read the next screen carefully.

20

3 = Click Next to proceed...

30

T — [¥] Start the OfficeCalendar Admin Console after installation.
0]
82

The easy and affordable way
to share Microsoft Outiook
Calendars.

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.

*# OfficeCalendar Server Setup

What's Next? - Please Read LT
The fellowing is & bral simmmasy o bow Lo complets pour DifizeCalendsr satup

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

To complete installing the OfficeCalendar sharing system, you will need to
install the Office Calendar Client on each user's computer that will be sharing
data with others. The OficeCalendar Client is a separate install process fram
the aneé you just completed. The installer for the client has been saved to the
Cwocalclient directory. In the Cocallient directory, you should see 3
setupS000.exe file. This is the file that you will need to install on each user's
computer. DO NOT reinstall the file you downloaded 1o any other machine.
The server should only be instalfed once on your network.

Rafara v install the Aiant an vware ather nears rammidare wan will nead tn

e [ comca ]

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

Install Client Here? L_.:;E
Sebect an option and click Firish 1o continue

I you ace ariby using this maching to run the DificeCalendar Server, then pou do not need 1o instal
the chent ll=s lacally, I you 2ee planning on using DificeCalerdas on this machine, pou wil reed to
irizdall the DificaCalendar Chent 2. Choose an option balow and chick Firizh

(® Install the OfficeCalendar Chent fies locally now...
) | donit need to install the OfiiceCabendas Client locally..

When you chck Finish, thes installer wall close #self and the Server nstallabion will be complete and
succassiul I wou choose lo nstal the Chant filss uzing the aption abave, the instaler for the
OificeCalendar wall start sutomatically.

To stat thes OficeCalendar Serves, chck the icon that has been placed on your deskhop.

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 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.

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

14. From the OfficeCalendar Client Setup Ready to Install screen, click Next.
15. From the OfficeCalendar Client Setup Almost done... screen, click Next.

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

Installation Successful
The OfficeCalendar Client 6.5.0.0 installation is complete.

@
E E Thank you for choosing OfficeCalendar Client!
G
ol o Please click Finish to exit this installer.
2 C
s O
S —
°S
Q
2
5

The easy and affordable way
to share Microsoft Outlook
Calendars.

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.

OfficeCalendar, Registration @

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

Enter your login credentials to activate OfficeCalendar Online.

License Agreement

Master Subscription Agreement ~
TERMS OF USE OF OFFICECALENDAR OMLINE:
BY CLICKING THE CHECKE DX DISPLAYED
BELOM, wOU [™OU” aMD/OR ™vOURT) AGREE TO
THE FOLLOWING TERMS AMD COMDITIONS [THE
"AGREEMENT"] GOVERNING YOUR USE OF
OFFICECALEMDAR OMLIME [THE "SERVICE"],
USED IN COMJUMCTIOM WITH THE
OFFICECALENDAR SOFTWARE PRODUCT
["OFFICECALEMDART), PROVIDED BY LOOKOUT
SOFTWARE LLC ["COMPANY). IF YOU ARE
EMTERIMG INTO THIS AGREEMEMNT OM BEHALF
OF & COMPANY OR OTHER LEGAL ENTITY, ¥yOU
REPRESENT THAT YOU H&VE THE AUTHORITY
TO EIND SUCH ENTITY TO THESE TERMS AMD
COMDITIOMS, IM WHICH CASE THE TERMS
"¢OU" OR "vOUR" SHALL REFER TO SUCH
EMTITY. IF¥OU DO MOT HAYE SUCH
AUTHORITY, OR IF w0 DO MAOT AGREE WITH
THESE TERMS AND COMDITIONS, ¥OU SHOULD
MOT CHECK THE BOx DISPLAYED BELOW AMD
YOU MAY MOT USE THE SERYICE.

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

[v | agree ta the terms of this license agreement

Cancel Cantinue
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18. OfficeCalendar Online is an optional feature that allows OfficeCalendar users to
access and edit their Outlook shared calendars, contacts and tasks online while
away from the office. OfficeCalendar Online is free to use during the
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 for OfficeCalendar Online account, make
sure the Sign in to existing account option is selected. Then enter in the

email address and password that you provided during your registration. Then
click Submit.

OfficeCalendar Registration @

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

Enter your login credentials to activate OfficeCalendar Online.
Account

{* Sign in toexisting account

" Create new account

Sign in to existing account

Email |

Password |

Reguest Password | Submit |

b) If you did not register online for your OfficeCalendar Free Trial Support
account while downloading your OfficeCalendar 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 your registration information. Then click Submit.
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OfficeCalendar Registration [=3al

0 View Qutlook folders over the web!
OfficeCalendar Online (web access to Outiook folders) is
available free to all OfficeCalendar Premium Maintenance

Plan subscribers and OfficeCalendar Free Trial Support
participants.

Enter your login credentials to activate OfficeCalendar Online.
Account

(" Sign in to existing account

{* Create new account

Create new account
If you @re ¢
ha

urrently using the fres trial of OfficeCalendsr and
i ' =] omplete

CompanﬂLoc-kout Software

First Mame|Jamas Last Name |Anderson

Address 1[14800 Quorum Drive
Address 2[Suite 210
City|Dallas State | TX =l
Postal Codd 75254
Country| UNITED STATES OF AMERICA |

fere  [214325-2500

# of potential OfficeCalendar user{18 EI:
Email | tsoftware.com  Password |~
Enai” [scftware.com 8225 [~

Register Later | Submit |

c) Upon submitting your OfficeCalendar Online registration information you will
be asked a unique name for your organization’s OfficeCalendar Online

account. Enter a unigue name (most people use their company name or
initials assuming it’s available); and click Submit.

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

You may only enter letters, numbers and underscores.

https://www_officecalendaronline.com/|jookoutsoft _login

d) 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).

addiew | B | Deste | User Symcs 17 = =
Configure Licensing
oo Expres: (412008 | Pisgister Fres Trial || Enter Code | Cloge Consle | e |

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.
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OfficeCalendar

Online Account successfully created.

==

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

use OfficeCalendar Online.

Adding User Accounts to the OfficeCalendar Server

Once you have installed the OfficeCalendar Server it is best to create user accounts
in the OfficeCalendar 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.

COfficeCalendar
Admin

2. The OfficeCalendar Administration Console screen will appear.

5 OfficeCalendar on ey EloX

By Lookout Software =

OfficeCalendar [ ==

Aecounts/Seculy | Configuation | Support | DificeCalendar Oriine |

User/Resource List

changs the kem's rights.

List of encisting users and resources, Chick bo highlight &
spesific kem, Once highighted, you can edi, delete or

Administration Console

User/Resource Rights
Selact an iteen in the User Lisk and then ssbsct: the rights
that e should have for other users below. Changes are
saved immediatety.

Chach A | Unechieck: A

W I

Ulgaea |0 Fird Hame | LastHame | Type e Folder T: Fead | Wite | Delete
fucdd News Ed Delete Lier Symes |2 F F

Configure Licensing

Demo Expiras:  44/2009 Enker Coge: oge Corsole Help

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

Add Mew
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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.

Also, if the user you are currently adding will be syncing his/her BlackBerry
device via OfficeCalendar Online; or if they will exclusively use OfficeCalendar
Online because they do not have a copy of Microsoft Outlook please check the
Online Only/Mobile User checkbox. This helps OfficeCalendar with special
administrative functions.

v N =

|Username |Jameg Password |‘““

First name |Jameg Last name |An-:|er5c-n

Folder Name|Andzrson, James

i ¥ ¥ Online Only/Mobile User.

Existing users can? none { read ™ write © delete this user's records.

This user can " none  read & wnlﬁ delete existing user's records.

Cancel | Save and New | Save and Close |

5. You will see a screen titled Remember Login Information! after saving a new

OfficeCalendar administrator. In order to log into the OfficeCalendar
Administration console at a later time you will need to remember this username
and password - 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! x|

] Liser v sckcdang, Yiouy vl isad thid ueiar's lngn ko gat Buck ifko the server Adminiitration Cordels, [F you e setling thel up For ancther perdon, maks
s yony ek thass know the usarmame e pesoscrd for Ehe fdmin Corecls,

[ 1]

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

"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 April 20, 2009.

http://www.officecalendar.com

15

By Lookout Software =% .
OfficeCalendar lg



Quick Tip

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

User Details [t S

Username IJames Password I——

First name Im Last name [Andm

| Folder Name[Anderson, James

" Create user as a resourcé¥ This user is an administratd¥ Online Only/Mobile User.
Existing users can( none ( read & write (" delete this user's records.
This user can " none ( read & r«vme(‘ delete existing user's records

Cancel Save and New Save and Close

Ensure that the OfficeCalendar Client Installation Folder

Is shared on your network

Ensure 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.
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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.

=

ocaldient
Quick Tip

What if you can’t share the ocalclient folder?

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

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

1. From each workstation where you are installing the OfficeCalendar Outlook add-in
Client, browse to the c:\ocalclient folder on the computer where the
OfficeCalendar Server is installed. The easiest way to do this is to click Start |
Run; and type in \\YourOfficeCalendarServer’'sComputerName\ocalclient;
and click OK. (In the example below, “ocserver” is the OfficeCalendar Server’s
computer name.)

Run EJ E|

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

Open: [Vlocserver ocaldient] w

[ Ok ] [ Cancel ] [ Browse...
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Quick Tip

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

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

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

= OfficeCalendar on WKG-Server

By Lookout Software

OfficeCalendar ..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-click on the setup6500 icon (show below).

-
Name

‘es

B2

configclignt:  setup6500

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

Welcome
Welcome to the installer for OfficeCalendar Client 6.5.0.0.

1=

:z_’ — It is strongly recommended that you exit all Windows programs
S [} before continuing with this installation.
2T
é [ If you have any other programs running, please click Cancel,
()] close the programs, and run this setup again.
S —
& 8 Otherwise, click Next to continue.
()]
2

The easy and affordable way
to share Microsoft Outiook
Calendars.

13 Next > J [ Cancel ]

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 .NET
installation prompt -- please proceed to step 5.

To install the Microsoft .NET Framework:

Click Next to proceed with the .NET Framework download.

Once the download has completed you will see the screen below; click OK to
start the .NET Framework installer.

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.

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

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.

"8 OfficeCalendar Client Setup

Installation Folder y Lb-‘
Yafhere would you ke DificeCalendar Chert to be mstalled? -

The soltware will be nstalled in the foldar Rsted below. To select & diferent location. ekher lype ina
e path, o click Changs 1o beowse for an existing foldsr,

Wi sugoest poul uise the dafaull older dhowe, if a1 all possible.

Irsstall DificeCalesndar Chent oo
CAPiograi Fes\DifieaCalendai
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6. From the Ready to Install screen, click Next.
Please wait while the OfficeCalendar Client installs...
7. From the Almost done... screen, click Next.

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

|+ OfficeCalendar Client Setup \EI

Installation Successful
The OfficeCalendar Client £.5.0.0 installation is complete.

E E Thank you for choosing OfficeCalendar Client!
S
bl = | Please click Finish to et this installer.
8 C
8 @
S
°0
)]
O
5

The easy and affordable way
to share Microsoft Outlook
Calendars.

9. Open Microsoft Outlook on your computer.
The OfficeCalendar Client added the OfficeCalendar toolbar as well as an

OfficeCalendar menu option to your Microsoft Outlook toolbar (shown in the
illustration below).

[t~ Outlook Today - Microsoft Outlook

EEiIe Edit View Go Tools Acdions Help | OfficeCalendar

| 3 Mew - @ _j send/Receive » | [0 Search address books -
EEry
Mail « || % personal Folders -

Fawvorite Folders

b

- Mond:
U] Inbox

Click on the Synchronize OfficeCalendar icon.
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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.)

OfficeCalendar, Login

Uzername |T|:um

Pazsword |’="="‘

v iSave Login Information

Login LCancel

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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i~ Calendar - Microsoft Outlook

EEiIe Edit View Go Tools Acdions Help OfficeCalendar

| [ Mew - =TI g4 | Today | @] Search addressbooks -
X AD -
Calendar % Day Week
L | Movember 2008 3
(€
SMOTW TEF S € (2 Novembe
1 30 sunday
2 3 4 56 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 35 26 27 28 29
30 1) 2 3 4 5 & o a
2] Al Calendar Items
My Calendars
| Calendar [9)

[] &4 Large Conference
[] E5 small Conference

[] &5 Group calendar
[] E5 Jones, Catherine

[] %5 rRobinson, Ben -

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
OfficeCalendar Installation and User’s Guide 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, refer to the topic "Configuring your organization’s OfficeCalendar
Online account” in the Guide to OfficeCalendar Online and OfficeCalendar Mobile
for BlackBerry), you can begin synching each client’s Outlook information to their
OfficeCalendar Online account so they can access their Outlook calendars, contacts

and tasks online.
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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
and editing 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 90.

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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2

COfficeCalendar
Adrnin

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

#8 OfficeCalendar on

By Lookout Software

Offl CECB |&nda r 2+ B Administration Console

Accounts/Secuty | Configuation | Suppait | OificeCalends Orine |

User,/Resource List User/ Resource Rights

List of existing users and resources. Click to highlight & Select an item in the User List and then select the rights
specific kem. Onos highlighted, you can edit, delste or that fbem should hawe for other users below, Changes are

change the bem's rights. saved immedistely.
Check All [ Lincheck 28
W [ r

Lizer ID Fitst Mame | LastMame | T Uszes | Fobder Type | Fead | Wite | Delete | &
[Hcole  [Hicole  [Eermedy [A Cathesne 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. 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.

= OfficeCalendar on = o

By Lookout Software

OfficeCalendar [ ==

User/Resource List
List of existing users and resources. Chick ko highlight &
specific kem. Onos highlighted, you can edit, delste or
change the item's rights,
(R s

Accounts/3ecurty ILIwGlu.w| Group Calendars | Configuration | Free/Busy | Supped | OfficeCalendar Ondne |

Administration Console

User/ Resource Rights

Select an ibem in the User List and then select the rights
that e should hawe for other users below, Changes are
saved immedistely.

Filter by Check All [ Uncheck 81

Usar Group |l Users

hal I [ ™

Lizer I Fieso Mame | LastMame | T Lizer | Folder Type | Fead | wiite | Deleis | &
[ Eermedy |5 Catherne Tasks = E E
Aoy u Ben Cabsndans
Robinton u Bes Contacts [+]
Jackson 1] Hen Tasks =
Coréerence R Jugstin Cabendans
Cordspance R Jugtlin Contacts [+]
Justin Tazks
SmaliCon Calendas
SmaliCon Contacts
SmaliCon Tazks
LageCon Cabendars ol
£ »
_addiew | gt | Dets | User Syncs |2 F =
Configure Licensing
Demo Expires:  4/17/2000 Enter Coge Chﬁs(mmh| bl ]

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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I
| Username IRobed Password |‘-'

First name |Roben Last name IThompson

Folder Name|Thompson. Robert

User Group IGeneraI LI New User Group

Group Group Calendar | In Group | View Group I R o
Calendar | Group Calendar Calendar
Folders

™ Create useras aresource. | This useris an administrator. | Online Only/Mobile User.

Existing users can{ none ¢ read { write {* delete this user's records.

This user can " none © read " write (5' existing user's records.

Cancel | Save and New | Save and Closel

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 37 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 46 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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H Username |Robert Password ]"""

First name |Robert Last name ]Thompson

Folder Name|Thompson. Robert

User Group |Genera| L] New User Group

Group Group Calendar I In Group | View Group l e
Calendar | Group Calendar Calendar
Folders

[ Create useras aresource. | This user is an administrator. [~ Online Only/Mobile User.

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

This user can " none " read ¢ write

existing user's records.

Cancel | Save and New | Save and Closel

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

Administrator. More than one user can be can be assigned as an OfficeCalendar
Administrator.

Also, if the user does not use Microsoft Outlook (uses OfficeCalendar Online web
interface only) be sure to check the Online Only/Mobile User check box.
OfficeCalendar handles some administrative functions differently for those users that
only user the OfficeCalendar Online interface.

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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add

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

User Group - New

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

Mew User 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

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. 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.

Move To 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

ok | cancel |
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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 E| — Izl

By Lookout Software [
. i i Administration Console

OfficeCalendar
Accourts/Secuily  User Groups | Group Calendars | Configuraion | Free/Busy | Suppart | OfficeCalendar Orline |

Groups Users

WserlD) = I
Fﬂﬁmﬂfjfm Attormeys Tuskiny Justinn Jackeon
Trial Attorreys Cak Catherine Jones
pddMew |  Edk | Defets | Move To Group., ..
Configure Licensing
DemoExpres:  5[28/2008 Enter Code Cloge Corscle | e |

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 @
Username IBen Password I“‘
First name |Ben Last name IRobinson

Folder Name|Robinson, Ben|
[” Create user as a resource. [V This user is an administrator. [~ Online Only/Mobile User.

Existing users can{ none ( read { write (* delete this user's records.

This user can " none  read (" write (¥ delete existing user's records.

Cancel ] Save and New [ Save and Closel

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.

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.
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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
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 mot have proper seculty setlings in the DificeCalendar Sdmin Console o delete calend
e Meeling’. Your changes were discarded Please contact your adminisinabor if wou feel this is
I 8o,

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,
Catherine 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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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 Lrns
User GEroup I‘c"I Users ﬂ User Group |48 Users hdl I - r
UserlD | FistMame | LastName | Type | Uses | Fuolder Type | Read | White | Delete |

Mikki [ Micole  [Kennedy [& | Justin Calendars [

Justin Justin Jackson ] Justin Contacts O O a

Cat Calherine  Jones 1] Justin Tasks a O a

Ben Ben FRobinzon J Cat Calendars [+l | 1

Jenna Jenna Black 1] Cat Contacts a a O

Cat Tasks O O a

Ben Calendars [ M M

Ben Contacts [l | O a

Ben Tasks O O Ll

Jenna Calendars O O O

Jenna Contacts g O 0O

Jenna Tasks O O 0O

addiew |  Edt | Delete | Lser Synes [V Cale = F

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.

"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 April 20, 2009.
http://www.officecalendar.com

By Lookout Software |

OfficeCalendar ==

34



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 usars with one dlick. If the box below Check
All/Uncheck All is selected corresponding to either Read Wirite or Dalefe,
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 Group and Wew Group
security rights.
*Note: Security rights can still be applied to users individually, as shown in the
screens below.

User/Resource Rights

Select an jtem 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 [AlUsers 7| & T T
Lser | Folder Type | Read [ wiite | Delete |
Justny Cabndsz: [ EH
Justin Cortacts EM 0O 0O
dustiey Tasks

Cat Calendaiz

Cal Cortact:

Cal Tasks

Ben Cakendss [ [ M
Ben Cordacts = O a
Ben Tasks

Jenna Calendaiz

Jering Cortacts

Jening Tasks =) O O

Accourts/Secuity | User Groups  Group Calendars |Curl'p.l-:b;\n| Free/Busy | Suppot | DificeCalendar Onfne |

Group Calendars Users
Arson Hesrings Chedk All | Uncheck Al pind-C A v T——
Custody Hearings r i~ i
Divarce Hassings
G Cadapudar InGmpl"."l-me|UmlD |Nem-a |T1.'p-a |
E ] Jussting Justin Jackson Ll
Cal Cathesine Jones 1L
O =) Jenna Jenna Black ]

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 Taskfolders 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. 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 37 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 46 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.

User Details (=3
Username  |LargeCon Password [~
Firstname |l arge Lastname |Corference

Folder Name]Large Corference Room|

User Group IGeneral _:J New User Group

Group Group Calendar I In Group | View Group | R it
Calendar | Group Calendar Calendar
Folders

[V Create user as aresource. | [=

Existing users can?{ none ( read { write * delete this user's records.

This user can s o) = c existing user’s records.
Cancel Save and New Save and Close
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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

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 Outilook Group
Calendars” (page 84) 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.
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Group Calendar - Mew

Name |Service Technicians

ok | Cancel |

_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.

MHew Group
Calendar

**NOTE: For technical reasons, you cannot 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.

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.
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OfficeCalendar

¥ou are about to delete selected group calendar, Continue?

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.

& OfficeCalendar on El - El

By Lookout Software

OfficeCalendar [ ==

Aecounts/Secuily | User Groups  Group Calendars |Eorl'|gum| Free/Buty | Suppot | OlficeCalendar Criine |
Group Calerdars Users

Administration Console

Catherine Jones L
Ben Aobinson U
Jenna Elack u

RS

addtiew | E@ | Delte |

Chesck. &0l { Lincheck 4l ::;'E’"u all Lzere =
Custody Hearings - -
&Nﬂw I Group | Wiew Gioup | Use 1D | Hame [ Typa |
Morset ary Heanrgs E Hikki Hicode Kernedy A

L] Justin Jugtinackson U

Configure Licensing
Diemao Expires: Sfaafao0e

"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 April 20, 2009.
http://www.officecalendar.com

OfficeCalendar ==

By Lookout Software

39



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.

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.
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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.

3. Under TCP Port on the Configuration tab, change the TCP Port Number, and
click Apply.
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OﬁiCECE|EHdEI r e Administration Console

Aceounts/Secunily | Uszer Geoups | Group Calendars  Configur
Database type
% Access
" SOL Server
Access

[ratabass e path
|I::'»Eru-::.meftsard Settingz\DfceCalendar Serveioffcal mdb J

Suppait | DificeCalendar Orline |

Apphy Aeset
Configure Licensing

DemoExpires: 52812008 Enter Code Cloge Corscle | e |

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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* 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 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 21), 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 [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 [}:-s’:'//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 and offline with the OfficeCalendar Server
while using Outlook; and more.

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

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

OfficeCalendar Client Configuration
Configure connection details and client configuration settings.

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

Connection setking: f* Orline © Offline
Synchronize my appoinkments: i* Yes (™ Mo
Synchronize my conkacks: i* Yes " Mo
Swnchronize my kasks: i+ “Yes " Mo
Automatically synchronize every 15 minukes
Select Group Folders and users Select...
Synchronize folders at startup v Yes Mo
Turn on Motification of Appointments v

2k, | 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.

?%‘.‘:E)'i;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.

Connection setking: ™ Online & Cffline ‘ |
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Reference the topic "Working Offline” (page 89) 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.

Synchronize contacts: i Yes + No | |

Quick Tip

The Microsoft Outlook Contacts object reprasents the single largest
data set that OfficeCalendar synchronizes. If you have a large number
of Microsaft 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.

lServer Cannections | User Details ] Suppork ]

Conneckion setting: " Online @ Offline

Synchronize appointrments; f* Yes i Mo

Synchronize contacks: i 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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Synichronize kasks: ™ 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.

Aukomatically syrechronize every : 15 mifuEes | |

» 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
46) for more information about OfficeCalendar’s Outlook group calendars. Refer
to the topic "Selecting Group Calendars and User Folders” (page 77) 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 v Yes ~ Mo ‘ |
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Reference the topic "Working Offline” (page 89) 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 81) for more
details about appointment notifications.

Turn on Motification of Appointments [+ | 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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* 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 "Synchronizing Microsoft Outlook Data
from Remote Users Using OfficeCalendar” on page 62 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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8 Configure OfficeCalendar E|

OfficeCalendar Client Configuration
Configure connection details and client configuration settings.

Sync Settings ] Server Conneckions  WUser Details lSuppDrt ] About ]
Last synchronization: 212812005 2:26:54 PM

Current user: Zatherine

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

the next time you synchronize, Recet Lsar |

] | 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 details and client configuration settings.

avnc Setkings ] Setver Conneckions ] User Details  SuUppark l.ﬁ.bnut ]

The Show Data Files button provides access to OfficeCalendar data
and loq files, Please do not delete or modify these Files,

Debug Mode | Show Data Files |

The Reset butkons provide access to a support funckion when
needed,

Reset Group Calendars | Resek Entire Sync |

Dedupes Outlook Calendar, Contacks and Tasks,  Dedupe Outlook |

] | 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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8 Configure OfficeCalendar E

OfficeCalendar Client Configuration
Configure connection details and client configuration settings.

avnc Setkings ] Setver Conneckions ] IUser Details ] Suppork About l
By Lookout Software

OfficeCalendar ==

Product ID: OfficeCalendar Client
Wersion: 6.0.0.0

Release Date: April 21, 2009

wighSite: httphunian. officecalendar.com

QM.H

Copyright 2003-2009 Lookout Software, LLZ, All Rights Reserved

] | 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 58 to determine the appropriate Server Name to use).

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

*# Configure OfficeCalendar, E

OfficeCalendar Client Configuration
Configure connection detailz and client configuration zettings.

Sync Sekbings  Server Connections lUSEr Details | Support | about |

Primaty Server Name |SER'-.-'ER1

Port Murnber |1E502

IP Address of Primary Serwver |61 25.47.7573

Port Murnber |18EI2

[w Prompt when switching servers

k. Cancel Apply

As long as Outlook is open on your computer, it will synchronize with your main
office every 15 minutes, or however often your personal “Automatically
synchronize every” duration preference is set to. You can also get instant updates
by clicking on the Synchronize OfficeCalendar icon on your Outlook toolbar.
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Using OfficeCalendar

Because the OfficeCalendar Outlook add-in Client becomes a part of Microsoft
Outlook once it's installed, you continue to use Outlook as you always have. The only
differences you’ll notice about your Microsoft Outlook is the addition of the
OfficeCalendar toolbar and 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.

é%*_‘:'/’_:li;l

=@ ::f::; Calendar (9]
:ﬁ Group Calendar
Eﬁ]ackmn, Justin
Eﬁ]nnes, Catherine
:ﬁ Large Conference Room
:ﬁ Robinson, Ben
:ﬁ Small Conference Room
= &= Contacts
4= Jackson, Justin

4= Jones, Catherine
4= Large Conference Room
4= Robinson, Ben
4=| Small Conference Room
@ Deleted Items
L7 Drafts
= [ 7} Inbox
| Immediate Action Items
[ ©ld Posts
| Partner Ingquiries

[ Sales
| Website Feedback

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

R abincon Ban
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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

Uzername |

Pazzword |

[ Save Login Infarmation

Login | | LCancel

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.

v" Modify or change OfficeCalendar email synchronization settings.

"Sharing Microsoft Outlook Calendar and Contacts without Exchange Server” 56
Copyright Lookout Software, LLC 2003 — 2009. All rights reserved. Microsoft, Outlook, and Exchange Server are trademarks or registered trademarks of
Microsoft Corporation. Last update April 20, 2009.

http://www.officecalendar.com

By Lookout Software s
OfficeCalendar [9



To open the Email Sharing for OfficeCalendar Configuration dialog box:

1. Click on the OfficeCalendar drop-down menu in your Microsoft Outlook toolbar.

-
.

wns  Help | OfficeCalendar i
G} Search 3 Configure J Email sharing
Go to OfficeCalendar website Calendar/Contact/Task sharing
. About
2 Per v

Wednesday, December 03, 2008

e s Tl

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 lLlser Shares] Settings] 51

Select an Outlook folder and click. ..

|.-’-'-.rtiu:|es

Add Share |

- @ Perzonal Falders ”
+ ] Calendar
+- 5= Contacts
fal Deleted Itemns
L7 Drafts
=1L Inbow
+- 1 2wfired Account

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 Fuldler Name: I"ﬁ"'m pers:;‘n for which you
pirson for which yoau - are sharing
are sharlng ™ der Path: | v\Personal Folders\nbashArticles 1
Full Mame: T homas Anderson /
E -mail ltandmw@a‘dﬂsml. com*
Select th - Save your
L] 7 i settings
rights you wishf=— ....I_ Wit Access T
to grant [v Delete Access
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|

Folder Mame: |.-“-‘-.rti|:|es

Faolder Path: |"-\."\PEFSDI"IEI| FoldersinboxsArticles

Full Marmne: |Ben R obinzon

E-mail: |hrnhinsnn@andersanart.n::n:nm
-
Iv 'Wiite Access

Iv Delete 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 Configuration E|
My Seway [User Shaves || Setiings | Suppon |

Fplecl g cunent share ond click

[t Shate
| E mall I Frchad M aern I Fiokdei Patti I Sl
sE—— o Haman Redoatas WPersonal Fobder s\ Inke’Human Aasdnces Bgkree
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w oo Fios Webnats WPt sonal Fokdel s\ nbee’ Fiss Wisbwarn Bkren
See ool Team Afbiies "Peisonal Foldels\ndo’ T aafm Sdxie: Bkren

Closn

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
¢ 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

By Shares] er Shares  Settings l Suppn:nrt]

only when | click on "Sync' button j

_ _ duritg each sendfreceive
=V O LW L iy whien | click on "'Sync bubton

Send updates

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. 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. 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

By Shares] Usger Shares  Settings l Supp-:nrt]

Send updates ||:Iuring each zend/receive j

b aximum zize of sunchronization email |5 El: kB

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.

Email Sharing for OfficeCalendar Configuration

kdy Shares] |zer Shares] Seftings  Suppart

Shove Data Files |

Remove Duplicates |

Feszet Spnc |
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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 Configuration

My Shares. | User Shares | Setings | Suppott |
Select an Outlook Iolder and clck. ..
[HA Select  curent share and chick
AddShwe | EShae | DelsteShae
= 1 Inbon A |[Mame [ Emsdl [ Feldas Stalus ||
# [ FbepShame Thomas Alevar,..  mienewEollic.,  HA Active
« | Anti-Dupe Catheine Jone:  mreneea@olfic..  Press Releazs..  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
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.
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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|

Hes © = [re s St com]

wizhes o zhare the following Outloak, falder with wou:
Folder Mame: Refemals
Folder Tope:  Mail

Frezs the Accept button if you wigh to ghare thiz
perzon’s selected Outlook folder. Press the Reject
buttan if you do not wigh to share this person’s folder
ar if pau da nat knaw this peraan.

WI 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.

Create New Folder r§|

M ame:
|We|:- Referralz

Falder containg:

| [

Select where to place the folder:

- €4t Perzonal Folders A
+ ] Calendar
+- 5= Contacts
L# Draftz
+-0 7 Inbox
A Joumal
L@ Junk E-mail
| Mates
[ Outhox
+ ] R55 Feed:
U= Sent ltems ¥

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

Shared Folder, Successfully Added §|

Congratulations!

The zelected zhared folder has been zuccessfully configured.
[rpartant fote;

The owner's data will be added upon the nesxt succezsful zend and receive
cycle of Email Sharing far OfficeCalendar e-mails between wou and the
zhared folder's owner. Azsuming vou have rightz to add records to the owner's
folder, vou may do 20 now,

[ Don't show thiz mezzage 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
Outlook folder then simply click the Reject button in the Invitation to share
Outlook folder dialog box.

Invitation to share Outlook folder, E|

L ] L S s |

wizhes to share the following Outlook folder with wou;
Folder Mame: Refemals
Falder Tope:  Mail

Prezz the Accept buttan if you wigh ta ghare thiz
perzon’s selected Outloak folder. Press the Reject
button if pow do not wish to share thiz person’s folder
or if wou do not know thiz perzon.

Accept | Reject

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

Mp Shares lLlser Shares] Settings] Suppl:nrt]

Select an Outlook falder and click...

Perzonal Folders Select a cument share and click...
| Edit Share | Delete Share |
o Marne | Email | Folder | Catuz |
+ Thomas Alexan.. . HR Active
+- = Contacts Catherine Jones .. Presz Relegle...  Active
+ (5] Deleted ltems Jugtin Jackson ... Wwebinars Lictive
/) Drafts Cathering Jones . Articles Active
S BB b Ben Rohinzon Referrals 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

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

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

1. Open Microsoft Outlook on your computer.

2. Click on the Configure OfficeCalendar icon.

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

OfficeCalendar Client Configuration
Configure connection detailz and client configuration zettings.

Sync Sektings lServer Conneckions | User Details ] Suppark ] Abouk ]

Connection sekking: fv Cnline © Offline
Synchronize my appointments: i* ‘Yes ™ Mo
Synchronize my conkacks: i+ Yes (™ Mo
Synchronize my tasks; i* Yes (™ Mo
Automatically synchronize every 15 minutes
Select Group Folders and users Select...
Synchronize folders at startup (= Yes = Mo
Turn on Matification of Appointments [+

k. 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.

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.
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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[Recshve group contains & collection of Outleok accounts and
yh  Folders. You can specfy the tasks that vl be perfarmed on the group
<! during a sendfreceive.

Group Mams SandfRecerse when
[l fveeeunts Ol s OFflre | N,

13

c

Satting Fior group "All Aocounts”

Inchude this group in send recene (F3).
| [#] Schedule an automatic sendfrecetve every | 5 =l -rmut&s.l
[] Perfoem an sutomatic sendfreceive when eadking.

Whien Outoak i OFflre

Inchude this group in sendfrecenve (F9).
[[] schedule an automatic serdfreceive svery | 10 3 | minutes,

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.

By default, OfficeCalendar includes the default Group Calendar in your list of group
calendars available; but the option to view it is unchecked by default during
installation of the OfficeCalendar Client. To show the default Group Calendar, click
the check box next to “"Group Calendar” and it will appear in your Calendar sub-
folders after the next synchronization.

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

1. Click on the Configure OfficeCalendar icon.
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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 zettings.

Sync Sektings lServer Conneckions | User Details ] Suppark ] Abouk ]

Connection sekking: v Cnline © Offline
Synchronize my appointments: i* ‘Yes ™ Mo
Synchronize my conkacks: i+ Yes (™ Mo
Synchronize my tasks; i Yes (™ Mo
Automatically synchronize every 15 minutes
Select Group Folders and users Select... ]
Synchronize Folders &b startup {* Yes = Mo
Turn on Matification of Appointments [+

] Cancel |

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.

"Sharing Microsoft Outlook Calendar and Contacts without Exchange Server” 69
Copyright Lookout Software, LLC 2003 — 2009. All rights reserved. Microsoft, Outlook, and Exchange Server are trademarks or registered trademarks of
Microsoft Corporation. Last update April 20, 2009.

http://www.officecalendar.com

By Lookout Software =% .
OfficeCalendar l?\g/”



]

Select Synchronization Objects
Group Calendars | u:erF,;ﬁgrgl

O Group Calendar
HEHE

[ Manages

[=] 5ales Staif

I Save I 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 Synchronization Objects §|

Group Calendars

Check All / Uncheclk All

v v v Filter by User Group
I zer | Eamndml Eonm“.l Tasks | |AHUsem _:J
William
Cindy
Jamie O
Andy O
Jenna O
SmallCon O O

Save ‘ Cahcel ‘

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
synchronization speed if OfficeCalendar does not have to update all available group
calendar folders and other user folders while synchronizing with Microsoft Outlook.
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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 Adions Help OfficeCalendar
| ] Mew @ . gH | Today | @} Search addressbooks -
XA

Calendar < Day Week

4 December 2008 » TN
I_ _I I_ _I
s M TW T F 5 € (2 Decembg

1 2 3 4 5 & 7 ===

7( 8 9 10 11 12 13

14 15 16 17 18 19 20
21 22 23 24 25 26 2T
28 29 30 =1

2] All Calendar Items -

My Calendars |

| calendar (9)
[ ] Large Conference —
] ﬁ small Conference -
[ Group Calendar
] ﬁ lones, Catherine 17 pm
[ robinson, Ben -
|:| ﬁ Jackson, Justin

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:

5
| »
—

= 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.
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* 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.

¢ Edt View 0Go Teols Actions Help OfficeCalendar

Mew =/ & X | % il Todoy |G Sechoddremsbosks = @ g
A
lendar & Doy | Week | Month @ St work week

s S S S—— ™ e g

rh‘ﬂHhTﬁmwmﬂm75HmpM
Staet: 10242007 12:00:00 PM End: 102472007 2:00:00 Pl
Vsubdect: Chent Lunch: Atans Communications

~Hew thent
Conference Room &

If multiple changes or additions are made to your calendar between syncs, all
changes are condensed into one notification window.

"Sharing Microsoft Outlook Calendar and Contacts without Exchange Server” 7 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 April 20, 2009.

http://www.officecalendar.com

By Lookout Software

OfficeCalendar ==



To turn appointment notifications on or off, see "Turn on notification of
appointments” (page 58).

Todey | (1] Search acdeess books - W

"4 6 OfficeCalendar Alerts

4

U |

L
"

[Craated by Termy on Mordey. October 22 2007 55715 PM
Sl 1072572007 2:00:00 PM End: 1072572007 3-00:00 PM
Subgect: Finandcial calendar mestng: inbemal

Ioreated by Terry on Monday. October 22 2007 55515 PM B
Seaet: 10202007 5:30:00 AM End: 10V242007 11:00.00 AM
Subgect: Project detads meeting: Pyrned Vertures

Diedestid by Tesry on Monday, Octaber 22 2007 55827 PM
Soat- 1072172007 1:30:00 PM End: 1072272007 3.00:00 PM
Subgect: Mew chert conmulation

Mhocdfied by Termy on Mondary, October 22, 2007 5:58.00 FM
San- 107222007 3:00:00 FM End: 10/22/°2007 3:30:00 FM
Subgect: Corflerence Call: MO, nc

W

-y
e

kL
[ |

Condergntt Rosm &

Finanial ¢

Conferend
Conderence Calt MOE. b

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

Mosdfied by Temy on Monday. October 22, 2007 4:33:56 FM
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.

Dy W B s & Lawrsint pissalw with TTRAL - Appoenimeent - m x
i
- Appoiniment Irvien Frormat Sext Bedddng Ll
W@ (S e -0 @ REGE) ¥
Lave & e 'w e £ T fzinng
Trvile Aparlmesl - ueesie Teme  Colegente
Chope Alendees i Pormud < ¥ Romieden Mone Tanes E B Lowimparance
Artizng Sheoaw Cipticann Priofing
Sumjeit Livwri il | wber Wil FTREL
Lacatsarn Cord pleree B £ -
Slart Yime:  Fri 2002008 A 200 P =[] am day werst
Enamsme:  Fra2oido0s w400 e -
Ea
Rrwirw the cade agairat TTYEL for Pinancial frausd. Closed door podoy. -
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 appointments 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.

100 | Lawsuit review with TTY&L
- Conference Room C
N\ |
— Your private appaintment
as seen on your calendar
d

1 00 || Private Appointment
L

N\ B

Your private appointment .
as seen an your colleague's
calendar

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).

Dy Week Meonth (=) Show work week ) Show full week
& 2 February 18 - 22, 2008 s -
18 Manday 1% Tusiday 20 Wedneday 21 Thussday 2 Friday
[Robinson, Ben] Owt of Oifice: Business; Mets, Ancons
‘
[Aackson, Justin] Chent
[Jones, [Kenned | [Robins: |
Cathefine] Micole] | Ben]
(TSR] ) Conlfedende B Updabesd | Guiy's & e
[Jacksan, lustin) [Bones, A | [Hackson
Farent-Teacher Confesence | | Catherine] LT L] frmrergg Lo
Maddy's schiool CED
acksor | [Jones, | [Kenned| | [Kemnedy, Efl_'}:rmun [Rebinsen, | e
Jastin] | Calbedin | Migods] Hicebe] I === Ben| Lunth - | -
Executiv | Client | Emands: | | Errands: {Hackzon, Kelly Ballsk [Fomes. ey
Board | Lunch n] Falphongo's | ‘Cakherin |0
Linch | Maticck’ :::‘,hm Eaians e I
=, iive Garden EREVE|
[Vackson, hestin] Chent [Rabinse | [Kennec | [Kemned
Pollowap appoantment Ben] Tesinirsg | Teaining
Acme Industries office - Rewiew | Mikki Bao FM'.k.IIqu|
Sownioam ::‘“ (IEYTR [lones,
Robare Caitverin
T Budget
Rewvew
rruﬂing GAPF'S
| [Kernedy, Nicole] Updated: || l'.-'.!r-‘--:ri eftice

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, b4

\:{I/ Is this appointment for another user?

w |

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.

= Select Userfs for Appointment: g|
Select the user/s wiho will 222 this apponbment appess in their personal
calandar,
Hot Sedected Selecled

Michael Scaotts Add

‘wiilliarn Browin

Cindy Anderzon < Plaasonrs
Jamie Thonngson

Andy Jackson
Jenna Black AddAl>
Tesry Thompsan

< Remove &l

ok | cece |

* 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 and Tasks with
OfficeCalendar

Viewing, entering, editing, and deleting contact and task 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 and task data with, is that you must navigate
to the specified user’s Contacts or Tasks sub-folder. OfficeCalendar will automatically
create sub-folders for each of your co-workers under your main Outlook Contacts
and Tasks folders as shown in the illustrations below.

i

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

Sdlew - | 5 X 5 & -

%A@ L
Contacts &
2] Al Contact rems -
My Contacts *
5= Contacts

8= Scotts, Michael
A= Jackson, Justin
%= lones, Catherine
%= Robinsan, Ben
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i~ To-Do List - Microsoft Cutlook

File Edit View Go Tools Acio
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A A @
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2] Al Task Items -

My Tasks

W To-Do List

& Tasks

<] Robinson, Ben
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& Jackson, Justin

& Small Conference Room
& Large Conference Room

b3

If one of your co-worker’s Contacts or Tasks folder does not appear in your list of
Contacts or Tasks 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 or tasks with the

OfficeCalendar Server.

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

Making a Contact or Task Private

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

To create a private contact or task:

1. Create or open the contact or task that you want to make private.

2. Select the Private button in the Options section.

3. Click Save and Close.
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Your private contacts and tasks are not viewable by anyone, even by those that have
permission to share your Outlook contacts and/or tasks.

Working Offline

OfficeCalendar was specifically designed to allow laptop users to disconnect from the
home office’s computer network, and to continue use Microsoft Outlook while at
home or on the road while working offline. Any changes made by the offline user to
his/her own Outlook calendar, contacts and/or tasks; as well as other user’s
calendars, contacts and/or tasks will get updated as soon as the user re-connects
with the office network, and runs the OfficeCalendar synchronization. Optionally, the
offline user can synchronize their Outlook changes over the Internet. Refer to the
topic "Synchronizing Microsoft Outlook Data from Remote Users Using
OfficeCalendar” on page 62 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

Server Mok Found
The OfficeCalendar Server could not be conbacted.

IF you ane temporanty deconnected from the network, deck Ignore and
OfficeCalendsr wall nok bry bo reconnect sgain untl Outlook i dosed snd reopened.

Woul can disabds OfficeCalendar by chcking the worls of fle butkon. CffiosCalendar
well ok recornect urtil resneblad. You can resnsbls OfficeCalandsr by cicking on
the configure buthon on the toclbar,

IF possible, you can start the server and then chok the retry button to stbemgt to
cornect again.

To views of change the s oeltings, chck the Configuie button, IF pou make
anj.i changes 1o the server's configuesion, click the: Rietny butlon wihen pouw iebuin
tio his dhaiog

Coriigure lonore | ‘Wok Ofine | Troublehoot || Fety |

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.

1-%0@;'

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.
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To re-enable OfficeCalendar to work online:

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

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

* Configure OfficeCalendar

OfficeCalendar Client Configuration
Confguwe connection detad: and clent configuration settings.

Suppiork | Ay
" Offline

Sync Settings | Server Connections | User Details

Connection setting:

* Yes " Mo

Synchronize my appointments:

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.

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.
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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.

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

1. Create a blank SQL Server Database.

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

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

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

= OfficeCalendar on

By Lookout Software

OfficeCalendar

Database type
" Access

{* SOL Server

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).
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# OfficeCalendar on
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OfficeCalendar

.-’-'-.cu:u::unts#Seu:urity] LlserGru:uups] Group Calendars  Configuration

Database type TCF
" Access
{* SOL Server

- S0L Server

SOL Server |foicecalendar

[ atabase |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.

SUL Server
SOL Server |officecalendar

Database  |nfficecalendar

~ Connect using: T E
" windows authentication
i SOL Server authentication

Logir M ame; |sa

EEEE

Pazzword:

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 Databaze Structure

&pply | Heszet |

Enter Code Close Console | Help |

7. 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, le

"officecalendar’’ haz been located. |norder to use thiz databaze

configuration for OfficeCalendar the contents of this database will be
ovenrittern and any exizting data will be deleted. Click Ok to continue with
configuration. If you are unzure click the Knowledge Baze Article

How bo configure Office Calendar bo wark with SOL Databasze.

OF. | Cancel

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

OfficeCalendar

Database struckure created successfully, Save this settings?

9. 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

COfficeCalendar 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

I
A

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

support for them. Please contact your system administrator, local computer
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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

By Lookout Software

OfficeCalendar

.-’-'-.u:cu::unts.-’Seu:urity] Llserﬁru:uups] [Eroup Ealendars] Configuratioy  Free/Busy l Suppnrt] [ ffic
Free/Busy Settings 2 3

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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= OfficeCalendar on
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OfficeCalendar

.-’-‘-.c:-:n:nunts.-"Sec:urity] Llsean:nups] [araup Ealendars] Corfiguration Free/Busy lSuppDrt] ff
Free/Busy Settings

Administration Co

State Free/Busy iz not configured

Server Mame |

FTP Faolder Marme |OfCalFreeBusy |

Folder Path | C:\netpubtfprootsOfC alFreeBusy

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.

= OfficeCalendar on

By Lookout Software

Oﬁ:lcecalendar oo+l Administration Consale

Accounts/Secuity | Uses Groups | Group Calendars | Configuistion  Free/Busy | Suppert | DificeCalendst Driine |
Free/ Busy Settings

State Fres/Buszy iz not configued

Server Mame |

FTP Folder Name | DiCalFreeBusy
| Folder Path [C:\Inetpub\tprool\DiCalFreeBiusy | |

I Create fp uzes with blark password (requined for Dutinok %)
Create | | |

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

Administratic

—Free/Busy Settings

State Frees/Buzy iz not configured

Server Mame |

FTP Fﬁme [OfCalFreeBusy
Fal ath IE:HInetpubetprnutHDfEaIFreeBusy

[ Create ftp uzer with blank. pazzword [reguired for Outlook P

Create | Fiemcuvel Feset |

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.

DfficeCalendar

potential zecurnity wulherability and zhould only be done wunder the discretion of o

": By enabling Free/Busy support for Dutlook #P wou are enabling the uze of blank
2 information please see Knowledge Base Article: Enabling Free/Busy Support for 0

WV 1 have read and Lnderstand the above,

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

.ﬁ.ccnuntSa’SecurityI |Jzer Grnupsl Eroup Ealendarsl Configuration
—Free/Busy Settings

Administratic

State Free/Busy iz not configured

Server Mame |

FTF Falder Mame |DfEaIFreeB LIzy

Falder Path IE:'&Inetpul:u"xftpn:uut"ul:lfEaIFreeEusy

[ Create ft h blank paszword [required for Outlook =P

Create || Hemu:uvel Heset I

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 OfficeCalendar B =]

The zetup of Free/Busy has been completed on the OfficeCalendar Server
maching. Ta begin wuzing Free/Busy, vou must alzo configure FTP Part 21 ok
the OfficeCalendar Server according to the free/Busy Systern Heguirements

Ok |

7. Click the Turn On Outlook Free/Busy check box to start the OfficeCalendar
Free/Busy Server.
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.-’-'-.u:cu::unts.-’Seu:urityI LlserGru:uupsl [Eroup Ealendarsl Corfiguration FreedBusy | 5
—Free/Busy Settings

Administrat]

State Free/Busy iz configured

Server Mame |

FTF Folder Mame |DfEaIFreeE Ly

Folder Path II::"-.Inetpul:u'\ftpn:u:ut'xl]fEaIFreeBuS_l,l

[T Create ftp uzer with blank pazsword [required for Outlook

3 Create | Hemu:wel Bezet

||_7 iTurn 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 OfficeCsbendar Adrmiristrator has mads changes bo the OfficeCalendar Server irstalstion that sffect this OfficeCalendasr Chent. In order for thesa changes
to bakor effect, Cuklook on this computer must be sxibed and restarted.

Click. K bo Exit and Restart Cuthook, or dick Cancel bo Exit and Restart kater,

I o ][ canem |

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:

a. Open Microsoft Outlook.
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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.

FreefBusy Options g]
Options

Free/busy information is used by people sending meeting requests, to determine when
wou are available for meetings,

Publish |12 monthis) of Calendar Freefbusy information on the server

pdate freefbusy information on the server every 10| minukes

Inkernet Free Busy

Publish at my location:

Ftp: ffofcaluser: 23875291 748802942 7@l RJOFCalFreeBusy)%names . vfb
Search location: | Ftp:ffofcaluser: 23675291 74858029427 @0 RJOFCalFresBusy %enar
[ (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 an OfficeCalendar client cannot connect to your OfficeCalendar Server trying to
synchronize, the OfficeCalendar Server could not be reached dialog box will
appear.

OfficeCalendar Server could not be reached

Server Mok Fownd
The OfficeCalendar Server could not be conbacted.

IF you ane bemporarnly deeconmected From the nstwork, chck Tgnore and
OfficeCalander vl nok bry bo réconmect sgain untl Outlook i dosed snd reopensd.

Wou can disabls OfficeCalendar by chcking the work of e button. CfficeCabendar
well pok recornect urkil resnablsd. You can resnsbls OfficeCalendsr by cicking on

the configure buthon on the tookbar
If possible, you can start the server and then chok the retry button to stbemgt to
corfecl A,

To v o change the saives gellings, chok the Configue bultcew IF wou make
sry changes 1o the server's conhgueahion, click the Rietry bullon wher pou istum
L Hhig dhsliog

Configuee [ Lomers | Swark: [lifine | TroubleShoct [ fewy |

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

Officel slendar Network Scanner
Choote Sean o leit the corrmction beteen thit QibeaCalerds Chanl and the
OifceCalenda Server(z] kshed balow

Served Name Pt Trpe

jack 1502 Premay Select a server name and
choose Remove f desied

Remowve

Scanning vl ko search pour rebwork: for other DfficeCslendar Server
nol curently demgrsted Bt pour Prmany of Secondany Sener.

T betl corncinaty bo ar OfficeCalendar Server PT by decsignating tha 5Late [P
Addesss, erdes i below and chooos Add .

Statie P | Pon [1E0Z Add

Cloga |

4B Configue | | | Sean |

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.

# TroubleShool Network Connections

OfficeCalendar Network Scan Results.

Primary FAIL code 20 [
LOS-SALES 102 Autodetectsd  PASS L]
LOSOCSERY.. 1802 Adedsected  PASS L2
LOS-TESTA 1802 Autodetected  PASS L L1 ﬂ Syne How

This OfficaCamnda Cherd vea raoh sble 1 ocabe the speciod perver. The speciied e
iy bt o o ool ey b incearible dus 1o neshwork, confguahion of pour nteenal
faewal pofcy. Chack with pour rebwon. adminisiston 1o delemine whather o ol pour
retweodk 15 configured b sllow connecinety bo the spechsd seiver PC. To chesck: foe
wistadad [reveal sollwans on the: PC, chooss the “Fred Faewal butbon below. Also, § the
speched sanver s vl soltwans inslaled, an sscepbion s be cleabed on the ser
PL 1o allows conreschivity o Bhe specifisd port

RecetScan | Find Freval | Closs

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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http://www.officecalendar.com/support/support.aspx

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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