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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.

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, 2007, 2010, 2013 and 2016. 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 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.

= 24t Personal Folders
2

=] :ﬁ Calendar

11| Engineers

ﬁ Group Calendar

1 Jones, Ronald
:ﬁ Leslie, Cindy
| Moore, Scott
1] Service Technicians

Your calendar

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

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
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
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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.

Notice to OfficeCalendar On Demand Users

OfficeCalendar On Demand users will access the Administration Console
differently and see some differences in the Administration Console screen shots and
instructions included in this guide. This is due to certain features not being
applicable for OfficeCalendar On Demand users.

OfficeCalendar Installation Overview

Things to consider when downloading OfficeCalendar

1. You can choose to run the OfficeCalendar Server app on our servers using
OfficeCalendar On Demand, or you can install it locally on one of your
PCs/Servers.

2. OfficeCalendar has a Client/Server architecture, meaning that multiple
Outlook Clients communicate via 1 central Server app. You should run only 1
Server app, therefore, do not download the trial onto each workstation.
Either sign up for OfficeCalendar On Demand, or download 1 trial to the
machine that is going to run the OfficeCalendar Server application.

3. The OfficeCalendar Server app does not require an actual server machine to
run. You can run the Server app on any PC, including a PC that will also run
the OfficeCalendar Client app. The Server app does not require Outlook to be
present on the machine where it is installed.

4. If installing locally, you will download only 1 trial installation file, and it will be
to the machine where you are going to run the OfficeCalendar Server app.
This download contains everything you need to install, set up and use
OfficeCalendar.

5. The trial version is the full product, with absolutely no feature limitations.
The OfficeCalendar Server will stop syncing in 14 days from the date of
installation. If it expires, you will not lose any Outlook data. After
purchasing, a keycode can be generated from our website that will license
your installation permanently.
"Sharing Microsoft Outlook Calendar and Contacts without Exchange Server” 6
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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.

- :H
a )
ocinskall exe
3. Please choose which installation/setup you would like to run. The OfficeCalendar

Sever can be run on our Servers via OfficeCalendar On Demand [EASIEST],
or you can choose to run it locally [EASY].

1= OfficeCalendar Server Setup X

Where would you like to install the OfficeCalendar
Admin Console

Install the Admin Console on Install the Admin Console on my
OfficeCalendar’s Secure Server computer

Easy-to-install server that runs in the

Admin Console is accessible from any St e et v

computer with an Internet connection

office
Remote users can connect without Administration can only be done from
J any special network setup (great if the computer in your office that the
you have remote users) Admin Console is installed
Data is more quickly available to
J BlackBerry, Web Only, and Remote
Outlook users
Install on OfficeCalendar's server] Install on my computer ]

If you choose to use OfficeCalendar On Demand, once you click Install on
OfficeCalendar’s server, you will be presented with a form. Once the form is
completed, you will automatically receive an Account Activation email with further
instructions. Please follow those instructions and then skip to step #7.

4. During the installation, you will be prompted to choose the Default or Advanced
installation. We recommend that our users choose the Default installation.
This makes it easier to troubleshoot issues later on.

5. Click NEXT when prompted during the installation.

OfficeCalendar requires Microsoft.Net Framework V2.0 or higher be installed
on any machine running the OfficeCalendar Server or Client apps. The
installer will auto detect if you do not have the required installation and
prompt to you install the proper version. Please follow the instructions on the
screen if prompted for this.
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6. At the end of the installation, you will be given the option to Install Client files
locally now. Choose this option if this machine has Outlook installed and will be
used as an OfficeCalendar Client. Otherwise, choose I don’t need to install the
OfficeCalendar Client files locally.

7. After you are finished, you will now see the Setup Wizard. The OfficeCalendar
Admin Console will be open in a window behind it, but please proceed with using
the Setup Wizard to configure your new OfficeCalendar Server installation. NOTE:
OfficeCalendar On Demand Users will not see all the steps included in the Setup

Wizard because some were completed during the Account activation process.

Administrator

lUsers Resource Folders Security Online Database Email Users Generate Admin
Document

Administrator: enter the information for each user who will have
rights to log into the Admin Console. You must have at least one
Administrator, so by default, the first User ID you enter will be an
Administrator. This can be changed later.

Users: each Outlook user, or Online/Mobile user, will need a User ID.
Only select Online/Mobile User if this user does NOT have Outlook.
Resource Folders: enter a folder name, and select a folder type, here
when you need to create a shared calendar/contact/task folder in
Outlook. OfficeCalendar will create a blank folder on its first sync.
Security: assign permissions for your users by selecting each user
from the drop down menu on the left, and then checking what
permissions they should have to the other user’s Outlook folders.
Online Database: this screen will walk you through setting up your
OfficeCalendar Online account, so your users can have secure web
access to their Outlook data from anywhere in the world.

Email Users: enter each user’s email address and OfficeCalendar will
email them simple to follow instructions for installing and setting up
the OfficeCalendar Client. If you do not have a way to email from the
server machine, you can skip this step. Client installation instructions
are included below.

Admin Document: this document contains all your critical setup
information (User IDs, passwords, etc...) for reference later. You can
choose to Save or Print the document. Anytime you make changes to
the critical information in your OfficeCalendar Admin Console, you will
be prompted to Save or Print a new Admin Document.

Install the OfficeCalendar Client add-in for Outlook

Important note: if your default Microsoft Outlook data file is not a PST file, you will
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be prompted with a special message to choose an existing PST file or create new a PST in
which to connect with OfficeCalendar. If you see this message and need help with
choosing an Outlook data file or creating a new data file please contact our support
team for assistance.

a.

If you chose to include the email addresses for your users when prompted by the
Setup Wizard, then please refer to the set of instructions that was emailed to

them.

If you installed the OfficeCalendar Server locally, and chose not to email
instructions to each of your clients, please do the following:

Browse from the each client to the folder on the server machine that
contains the OfficeCalendar client installation file by doing the
following Start > Run > \\SERVERNAME\OCALCLIENT. If you don't
have "Run” as an option, just type the same network path in the
“Search Programs and Files” field. The SERVERNAME is the computer
name of the machine where you have installed the OfficeCalendar
Server and is listed in your Admin Document (also, you can right click
Computer > Properties > Computer Name)

If you receive a windows message stating that it cannot find the path,
please check to make sure you’ve typed the path correctly, are using the
proper server name, and that you are networked with the server machine.

2.

Double click the client installation file Setup10000 to launch the
Client installer and click Finish when prompted.

If you are using OfficeCalendar On Demand, and chose not to email
instructions to each of your clients, please do the following:

i. Click the following link
http://officecalendar.fileburst.com/clfull/setup10000.exe and then
double click the Setup10000 file to launch the Client installer.
Click Finish when prompted

3. Open Microsoft Outlook on your computer.

"Sharing Microsoft Outlook Calendar and Contacts without Exchange Server”
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[~ Outlook Today - Microsoft Outlook

File Edit View Go Tools Acdions Help | OfficeCalendar

S New ~ | =il | 5 Send/Receive ~ | [ Searchaddressbooks =

i. If using OfficeCalendar On Demand, you will need to
configure your OfficeCalendar Client to sync with your account,
so please click the OfficeCalendar Client Configuration button
(hammer & wrench) > Server Connections tab.

= Configure OfficeCalendar &

OfficeCalendar Client Configuration
Configure connection details and client configuration settings.
Sync Settings  Server Conrections | User Details | Support | About |

" Local Server {+ On Demand Server
On Demand Server

On Demand Account Name

Test Connection

oK | T | Apply |

ii. Enter your OfficeCalendar On Demand Account name in the
proper field, and then click Test Connection to make sure
everything is configured correctly. If the test comes back
successful, click OK. If the test fails, please check your On
Demand Account Name and try again.

b. Now click on the Synchronize OfficeCalendar icon.

4|

The OfficeCalendar Login dialog box will appear; type your Username and
Password and click Login. (Note: Each OfficeCalendar Client login must be
unique - please ensure that you are using the correct Username and Password
that was assigned to you.)
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OfficeCalendar Login

Username Tam
Password ot

| Login I| 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). To see your Folder List, in Outlook click Go > Folder List

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.

= €4t personal Folders
3| 53 calendar

Your calendar

The OfficeCalendar
Group Calendar

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

appointments included)

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

Customized
editable
Group Calendars

Your colleague's
calendars

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.
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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 Guide to Setting Up OfficeCalendar Onling, 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.

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.
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= 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 on the desktop of the computer in which it is installed.

o2

COfficeCalendar
Adrnin

Log into the admin console using the Username and Password you supplied to create
the administrator’s account (if you've done so already - if not, the admin console will
open to the OfficeCalendar Quick Setup Wizard).

¢
s

ome Advanced Features

B |G F &

Accounts/Security | OfficeCalendar Support License
Online Info

Server Management

OfficeCalendar on - = X

User/Resources List " User/Resource Rights
List of existing users and resources, Click to highlight a specific item. Select a userfrom the User List and then select their permission
Once highlighted, you can edit, delete or change the item's rights. level for each other userffolder below. Changes are saved
_ immediately Check All / Uncheck All
Ellst:rrf?:c'up [A” Users "] Ellst:rrg::,up O] O
User ID First Name Last Name Type |ser Folder Type Read  Wrie Delete
ames _ [James  JQuim A anne Calendars
anne Anne Casey u anne Contacts =
robert Robert Anderson u anne Tasks
Company Ca... Company Cale.. Company Cale.. R robert Calendars
Compary Co... Company Cort... Company Cont... R robert Contacts M
Corference ... Conference Fo... Corference Ro.. R robert Tasks
thomas Thomas Anderson u Company Cale... Calendars
randall Randall Hallston u Company Cort... Contacts
jim Jim Tumer u Conference R...  Calendars
thnmas Calendams 7] [ [ &
[ AddNew | [ Edit | [ Delete | User Syncs Calendar Contacts Tasks

Adding New OfficeCalendar User Accounts

1. Open the OfficeCalendar Administration Console.

2. From the Home tab’s Accounts/Security panel click the Add New button.
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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” 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” 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).
Uszer Details x
ﬂ ﬁ T Save & New E
L ¥ Cancel
Save & Close Show Advanced
Featurss
Actions Advanced
Username iames Password
First name James Last name Quinn
Feolder Display James Quinn
Name
Creste user as a resource. 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.

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.

_Or_

B.) Click Save and Close if you do not wish to add any other users.
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Editing OfficeCalendar User Accounts

1. Open the OfficeCalendar Administration Console.

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.
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Adding OfficeCalendar User Groups

1. Open the OfficeCalendar Administration Console.

2. Click on the Advanced Features tab, and click the User Groups button.

- Ciffice
(=
- ome Advanced Features
. H A F
: 5 Gk =
=" | 1 | =
Group IUser Groups | Configuration FreeB
Calendars
Advanced Server Management
Groups
| General

3. Click the Add New button...

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

User Group - New X

H X

Cancel

Actions

Mame Installers

Editing OfficeCalendar User Groups

1. Open the OfficeCalendar Administration Console.
2. Click on the Advanced Features tab, and click the User Groups button.
3. Click on the Edit button.

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

Deleting OfficeCalendar User Groups
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1. Open the OfficeCalendar Administration Console.

2. Click on the Advanced Features tab, and click the User Groups button.

3. 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”).

a. 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.

b. 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.

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.
2. Click on the Advanced Features tab, and click the User Groups button.

3. 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.

4. Click on the Move to Group button.

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

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:
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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
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.

Uszer Details b4
i H Save & New E
L ¥ Cancel
Save & Close Show Advanced
Features
Actions Advanced
Username ron Passwaord —
First name Ronald Last name Hammond
Eolder Display Raon Hammand
ame
Create user as a resource. | This user 1s an administrator. Online Only/Maobile User.
Bxisting users can(_) none read write @ deletethls USEr's records.
This user can none read write (@ delete existing user's records.

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
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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. Click on the Accounts/Security icon in Home tab.

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

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

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

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

Quick Tip

If a user without the proper security rights to another user attempts to
modify 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 User A's next sync and the
appointment will reappear in User B's calendar.

A 1 OfficeCalendar Slert

P

‘foul do rol have peoper secisly setlings in the DificeCalendar Sdmin Carsole 1o delele calends
temn Mesting', Your changes were discarded. Flease contact pour admirisirator if wou leel this is
I GIT0E.
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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.

UsesID | FirstName | LastName | Type | Uses | Folder Type | Read | Wiite | Delete |
[Niki | Nicole | Kennedy A | Justin Calendars
Justin Justin Jackson U Justin Contacts n
Ca Catherine  Jones U Justin Tasks ]
Ben Ben Robinson U Cat Calendars
Jenna Jenna Black U Cat Contacts "
Cat Tasks o
Ben Calendars V]
Ben Contacts R
Ben Tasks B
Jenna Calendars
Jenna Contacts
Jenna Tasks

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.

Managing OfficeCalendar shared resource folder accounts

With OfficeCalendar you can create and share unlimited Outlook Calendar, Contact
and Task resource folders. Resource folders are Calendar, Contact and Task folders
that are not necessarily associated with a user, although they could be if you wish to
use them for that specific purpose. Resource folders are defined Calendar, Contact
and Task folders in Outlook which are typically used for things like a company
contacts folder, a firm-wide trial calendar (for attorneys), a conference room
scheduler, a 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.
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2. From the Home tab’s Accounts/Security panel click the Add New button.

3. From the User’s Detail dialog box, first click on the Create user as resource
checkbox

...you'll get a pop-up dialog box asking you to confirm the creation of a resource
user; click OK to continue...

Check the folder type checkbox you wish to create: Calendar, Contacts or
Tasks (in this case we are creating a Calendar).

In the Folder Display Name field type in the name you wish the folder to be
displayed as in everyone’s folder list; and click Save & Close.

User Details b 4
H’ Save & New E
L ¥ Cancel
Save & Close Show Advanced
Features

Actions Advanced
Uzername Password
First name Last name
Faolder Display
Name Company Calendar

| Create user as a resource. | Calendar Contacts Taszks

Existing users can(”) none read write @) delete this user's records.

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

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
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who the group calendars will be visible to. Users with the appropriate security rights
can add, edit and delete appointment items directly from group calendar folders.
Refer to the topic "Group Scheduling with OfficeCalendar’s Outlook Group
Calendars” for more information about OfficeCalendar’s Outlook group calendars.

Adding Group Calendars

1. Open the OfficeCalendar Administration Console.
2. Click on the Advanced Features tab; and click the Group Calendars icon.

3. Click the Add New button, enter the Name for the new group calendar, and then
click OK.

S
{ -

=
—-/ Home Advanced Features
2 %
0 e - ==L
p y i
Group User Groups  Configuration Free/Busy Se
Calendars Com.
Achranced Saner Mananamant

Group Calendars Group Calendar - New x

|i }( nch:
(]
oK

Cancel S

Wiew
Actions

Mame | Service Technicians

I 2

**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 Advanced Features tab; and click the Group Calendars icon.

w

Highlight the group calendar you want to edit and click the Edit button.

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

Deleting Group Calendars

1. Open the OfficeCalendar Administration Console.
2. Click on the Advanced Features tab; and click the Group Calendars icon.
3. Highlight the group calendar you want to edit and click the Delete button.

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

OfficeCalendar

You 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 Advanced Features tab; and click the Group Calendars icon.

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

4. Under Users, click on the appropriate In Group and/or View Group checkboxes
next to the user(s) listed.
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Group Calendars Users

Filter by
Cheeck Al | Uincheck 81 =
Cusstody Hearings - - Lz Groug [“ Lkers J
Eﬁw In Gln-.q:.l ‘View Gioup | Use D | Mame | Type |

Monstary Heatings =] ki Hicokes Kermedy &
|| Justin Justfindacksen U
[ =] Ca Cathetine Jones L
E E Een BenFobinson U
Jerna Jenna Black u

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

Setting a User’s Security Rights in Group Calendars

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

Configuring OfficeCalendar to Work Over a Specified Network
Port

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

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

To change the port number settings on the OfficeCalendar Server

1. Open the OfficeCalendar Administration Console; click on the Advanced
Features tab; and click on the Configuration icon.

2. Under TCP Port on the Configuration tab, change the TCP Port Number, and
click Apply.

g OfficeCalendar on
=)
— Home Advanced Features
= ?f}?: =0 Lﬁ]
Group User Groups | Configuration Free/Busy Server C
Calendars Conversion
Advanced Server Management
Database type TCP Port
@ Access 1802
SOL Server
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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.

i:- Configure OfficeCalendar

OfficeCalendar Client Configuration
Configure connection details and client configuration setting

'Sync Settings  Server Connections |Llser Details | Suppar

{* Local Server " On Demand Ser
Local Server

Primary Server Name |j PC

Port Mumber |1802

IP Address of Primary 5er'.'er|

Port Number |

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

--This section only applies to organizations that have the OfficeCalendar Server

installed on their own computers...it does not apply to organizations using
OfficeCalendar On Demand --
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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”), you can choose to automatically synchronize
database information under the OfficeCalendar Online settings in your Administration
Console.

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; and click on the
OfficeCalendar Online icon in the Home tab.

2. Check the box next to Activate Online Sync.
3. Click the Sync Every drop-down menu and choose a time interval.

4. 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.

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
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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.

*# Configure OfficeCalendar §|

OfficeCalendar Client Configuration
Configure connection detailz and client configuration szettings.

Sync Sefttings lServer Connections | User Details ] Suppart ] Abouk ]

Conneckion setking: (¢ Online  OFfline
Synchronize my appoinkments: (* ‘gs i Mo
Synchronize mw contacks: {* Yes i Mo
Synchronize my tasks: f* Yes i Mo
Automatically synchronize every 15 rinukes
Select Group folders and users Select, .,
Synchronize Folders ab startup * Yec ~ Mo
Turn on Matification of Appointments [+

] 4 | Cancel | Apply

The Sync Settings Tab

The Sync Settings tab includes the following configuration options:

Connection Setting - this allows the user to choose whether or not they want
to work online or offline from the OfficeCalendar Server while working in
Microsoft Outlook. This is a useful feature for users with notebook computers,
particularly where work is often performed while away from the office, and the
notebook computer is not connected to the office’s LAN (local area network).
Selecting the Offline radio button will turn off “Can’t find OfficeCalendar Server”
prompts, which occur each time OfficeCalendar tries to synchronize updates with
the OfficeCalendar Server and is unable to make a connection. When users turn
their connection setting to Offline, the Synchronize OfficeCalendar icon will turn
to a red “X" icon to notify users that they are offline and not synchronizing their
Outlook information to the OfficeCalendar Server.

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.
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Cionnection setking: " Online &+ OFfline ‘ I

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 appointments: " Yes " No ‘ I

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

I Synchronize contacts: i Yes " Ho | I

Quick Tip

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

l Server Conneckions | User Details ] Suppork ]

Connection setking: (" Online  {* Offline

Synchronize appointments: (* Yes " Mo

Synchronize contacts: ™ Yes |

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

Synichronize basks: i Yes * No ‘ |

Automatically synchronize every - this allows the user to set how often they
wish to synchronize their Outlook data with the OfficeCalendar Server. The
default setting for this field is 15 minutes. While we do not recommend that you
set this field for less than 15 minutes, it can be set as low as 5 minutes for those
that need more frequent updates. A user can, however, click the Synchronize
OfficeCalendar icon on the Outlook toolbar to manually invoke the
synchronization between their Outlook and the OfficeCalendar Server any time
wish to get an immediate update.

Automatically syrchronize every : 15 mirukes ‘ I

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.
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I Synchronize Folders at startup v Yes ~ Mo ‘ |

Reference the topic "Working Offline” 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 Mokification of Appoinkments [V | I

The Server Connections Tab

--If you are using OfficeCalendar On Demand --

If your organization is using OfficeCalendar On Demand (the hosted OfficeCalendar
Admin Console) click on the On Demand Server radio button and enter your account
name in the the On Demand Account Name field; next click the Test Connection to
ensure you’ve entered the account name correctly; and click the Apply button to save
your settings.
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=+ Configure OfficeCalendar @
OfficeCalendar Client Configuration
Configure connection details and client configuration settings.
SyncSettings  Server Connections | User Details | Support | About |

" Local Server = On Demand Server

On Demand Server

0n Demand Account Name

Test Connection

oK ‘ Cancel | Apply ‘

--1f you OfficeCalendar Server is installed on computer in your office--

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 @

OfficeCalendar Client Configuration
Configure connection details and client configuration settings.

SyncSettings  Server Connections | User Details | Support | About |

o' Local Server " On Demand Server
Local Server

Primary Server Name |j SPC

Port Number |13|:|2

IP Address of Primary 5&rver|

Port Mumber |

[v Prompt when switching servers

oK ‘ Cancel

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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* Configure OfficeCalendar E|

OfficeCalendar Client Configuration
Configure connection detailz and client configuration settings.

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

Current user: Catherine

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

the next time you synchronize, Reset Lser

ok | Carizel | |

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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= Configure OfficeCalendar El

OfficeCalendar Client Configuration
Configure connection details and client configuration settings.

Sync Settings | Server Connections ] Iser Details SUpport l.ﬁ.haut ]

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

Debug Mode ‘ Show [ata Files |

The Reset buttons provide access to a support Function when
needed,

Reset Group Calendars | Reset Entire Sync ‘

Dedupes Qutlook Calendar, Contacts and Tasks, Dedupe QOutlook,

0K ‘ 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.

i+ Configure OfficeCalendar @

OfficeCalendar Client Configuration
Caonfigure connection details and client configuration settings.

Sync Settings | Server Connections ] User Details ] Support About |
By Lookout Software 8

OfficeCalendar [ ==

Product ID: OfficeCalendar Client
Version: 7.0.0.0

Release Date: May 6, 2010

WebSite: httpJiwww.officecalendar.com

@,M

Copyright 2003-2010 Lookout Software, LLC, All Rights Reserved

oK ‘ Cancel | ‘

Synchronizing Microsoft Outlook Data from Remote
Users Using OfficeCalendar
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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.

If your organization has remote users (user that do not work in the central office),
we recommend OfficeCalendar On Demand as the best solution. However, you can
still sync OfficeCalendar clients over the internet, but it will require some additional
knowledge and tools to do so.

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:

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.

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

41
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i--* Configure OfficeCalendar @

OfficeCalendar Client Configuration
Configure connection details and client configuration settings.

Sync Settings  Server Connections | User Details | Support | About |

{* Local Server {” On Demand Server
Local Server

Primary Server Name |? PC

Port Number |18I:IZ

IP Address of Primary Ser'.'er|

Port Number |

Iv Prompt when switching servers

oK ‘ Cancel

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.

11

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.

% 71 @ ;|
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= ::u! Calendar (9]
:ﬁ Group Calendar
;ﬁjackmn, Justin
Eﬁ]nnes, Catherine
:ﬁ Large Conference Room
:ﬁ Robinson, Ben
:ﬁ 5Small Conference Room
= |&=] Contacts
G=| Jackson, Justin
G=| Jones, Catherine
f=| Large Conference Room
f=| Robinson, Ben
f=| 5mall Conference Room
@ Deleted Items
L7 Drafts
= [ 7 Inbox
|1 Immediate Action Items
[ ©ld Posts
|1 Partner Inguiries

1 Sales
_LJ Website Feedback

\éﬂ lournal
L@ Junk E-mail
o | Motes
L[4 Outbox
# L) RSS Feeds
2 =3 Sent ltems
= i] Tasks
i‘i Jackson, Justin
i‘i lones, Catherine
E .

e Rabincon Ban

Logging into OfficeCalendar from Microsoft Outlook

The first time you open Microsoft Outlook after installing OfficeCalendar:

1. Click on the Synchronize OfficeCalendar icon.

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

Uzername |

Pazsword |

[ Save Login Infarmnation

Login | | Cancel

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

4. Click the Login button.

Configuring Outlook email folder sharing

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

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

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

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

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

v"  Edit and/or delete shares with other users.

v" Modify or change OfficeCalendar email synchronization settings.

To open the Email Sharing for OfficeCalendar Configuration dialog box:

1. Click on the OfficeCalendar drop-down menu in your Microsoft Outlook toolbar.
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[ Search 2 Configure » Email sharing
Go to OfficeCalendar website Calendar/Contact/Task sharing
. About
¥ Per v

Wednesday, December 03, 2008

oo 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 l Jzer Shares] Settings] Su

Select an Outlook folder and click. ..
|.-'1'-.rticles

Add Share |

=4t Personal Folders ~
+ [ Calendar
+- 5= Contacts
fa) Deleted ltems
L# Drafts
=L Inbow
+- 1 Awired 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 email of the
nter the name of the Folder Name: Iﬁ'ﬂm person for which you
are sharing

i Which YOU. [ older Pa [\ Personal Folders\nbax Avicles ]!
Full Mz Thomaz Anderzon /

E -rail: ltandsl&u‘@u‘dﬂsml.nnm’r
&
Salect the [ ‘Wiite Acces :::ﬁ:ﬂs“r
rights you wish[™—f— s ¢ -
to grant [v Dielete 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|

Faolder Mame: |.-5'-.rticles

Faolder Path: |"-\."\PE[SDI"IEI| FoldersinboxsArticles

Full Marne: |Ben Rabinzon

E-mail: |brnbinsnn@andersunart.u:u:um
-
v '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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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 Configurnation

My Shares] er Sharez  Settings l Suppu:urt]

anly when | click on "Spnc' button j

during each send/recee
G R0 L oy whien | click on "Spnc' button
i !

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.

2.

Open Microsoft Outlook if it is not already open.

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

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

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

Email Sharing for OfficeCalendar Configuration

by Shares] lUzer Shares  Seftings lSuppDrt]

Send updates ||:Iuring each send/receive ﬂ

b amirnum size of synchronization emaill |5 3: 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

kA Shares] |Jzer Shares] Sefings  Suppart

Shawe Data Files |

Remove Duplicates |

Rezet 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: | Liser Shares | Settings | Support |
Select an Outlook Tolder and chck. ..
[HR Select a current share and chick
AddShwe | EdShae | Delste Shae
= 1) Inbox A | [Mame [ Emu [ Feldas Status ||
=-{ 3 BtepShaie Thomas Alewan..  menewSalic.,. HR Active
< | Anli-Dups Catherine Jone:  mienswi@oiic..  Press Beleaze. . Achive

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 Qutlook folder, E|

Nae & i [ i i O]

wighes to share the following Outlook, folder with pou;
Folder Mame: HReferrale
Folder Type:  Mail

Pregzs the Accept buttan if you wizh to share thiz
perzon’s selected Outlook folder. Prezs the Reject
buttan if you do not wish bo zhare this person’s folder
ar if pau do nat know this person.

W Reject

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

Create New Folder El
M ame:
|'W'e|:u Feferralz

Folder contains:

| [

Select where to place the folder:

- @ Perzonal Folders #
+ :ﬁ Calendar
+- 5= Contacts
L7 Drafts
+-1 ] Inbox
éﬂ- Journal
L@ Junk E-mail
o | Maotes
{2 Outbos
+-LF| ASS Feeds
[ Sent Items

ak. | 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 successfully configured.
[rpoartant fate;

The owner's data will be added upon the next successful zend and receive
cvcle of Ermail Sharing for Office Calendar e-mailz between vou and the
zhared folder's owner. Azzuming you have rightz to add records to the owner's
folder, wou may do £o now.

[ Don't show this message again Cloze

Rejecting an invitation to share an Outlook email folder

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

Inyitation to share Outlook folder, E|

Nads = oo [ s g COM]

wizghes to share the following Outlook, folder with pou;
Folder Mame: Referrals
Faolder Tope:  Mail

Prezs the Accept buttan if you wish to share thiz
perzon’s selected Outloak folder. Press the Reject
buttan if youw da nat wish bo share this person’s folder
or if pou 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

My Shares lLlser Shares] Settings] Supp-:nrt]

Select an Outlook falder and click. .

Perzonal Folders Select a current thare and click...
| Edit Share | Delete Share |
* Marne | Emnail | Folder | Status |

+ Thomas Alexan... «e. . HR Active
+-8= Contacts Catherine Jones .. Presz Relegle . Active
¥ E? Deleted |termz Justin Jackson ... webinars Active

/) Drafts Eatherine. Jones . Aticles .-’-'-.u:t.i\.fe
53 b Ben Robinzon Fiefemnals 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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8 Configure OfficeCalendar

OfficeCalendar Client Configuration
Configure connection details and client configuration settings.

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

Conneckion setking: (¢ Online  OFfline
Synchronize my appointments; (* gs i Mo
Synchronize my conkacks; {* Yes i Mo
Synchronize my tasks: f* Yes i Mo
Automatically synchronize every 15 rinukes
Select Group folders and users Select, .,
Synchronize Folders ab startup * Yec ~ Mo
Turn on Matification of Appointments [+

0k, 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 @@

=y A Send[Receive group conkains & collection of Outlook accounts and
G, folders. You can specfy the tasks that wil be performed on the group

during a send[receive.
Group Hams SendfReceive when

Al Accounts OrineandOffine | [ hew.. |

Satting fior group “All Aocounts™

[] Imchude Ehis group in send receins (F3).
| [#] Schedule an automatic sendfrecetvs every | 5 = rrn.ms.l
[CPerfoem an automatic sendlrecetve when exiing.
wWhan Outlook ks Offlne
[#] Inchude this group in sendjrecens (F2),
[[]schedule an automatic sendfreceive every | 100 2 | minutes,

Selecting Reminders of Appointments from Other User and
Resource Folders

The ability to select reminders of appointments from other user and resource folders
is included in OfficeCalendar Version 10.5 and up. It's important to note, however,
that this feature only works in Outlook version 2007 or higher only.

To select reminders of appointments from other user and resource folders:
1. Click on the Configure OfficeCalendar icon.

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

OfficeCalendar Client Configuration

Connection sekking:

3

Configure connection detailz and client configuration settings.

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

f« Online  OFfline

Synchronize my appoinkments:
Synchronize my conkacks:

Synchronize myw tasks:

Automatically synchronize every

f* ez i Mo
v ‘es i Mo
(* g5 i Mo

15 minukes

Select Group folders and users

Select, .. ]

Synchronize Folders at skartup

Turn on Matification of Appointments

{* Yes i Mo
[w

OE.

Cancel |

3. From the Select Synchronization Objects dialog with the Reminders tab
visible, check the reminders you wish to receive from within your Outlook and
click Save, then OK to exit the Configure OfficeCalendar dialog box.

JUpary
Select Synchronization Objects IEI
Reminders | Group Calendars I Lser Folders
T 1= Configure OfficeCalendar Reminders of appointments for users’ folders:

OfficeCalendar Client Configurat]
Caonfigure connection details and cliq

Sync Settings | Server Connections

Connection setting:

Synchronize my appointments:

Synchronize my contacts:

[ Company Calendar
[] Company Contacts
[ Company Tasks

Qutlook versions previous to Outlook 2007 do
not support the appearance of reminders from
subfolders, and as such, this feature will not
function with Outlook 2000, 2002, and 2003.

Synchronize my tasks:

Synchronize my notes:

Automatically synchronize every :

Synchronize folders at startup
Turn on Motification of Appointments

Select Reminders, Group Calendars and Users:
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Selecting Group Calendars and User Folders

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

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.

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

OfficeCalendar Client Configuration
Configure connection detailz and client configuration settings.

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

Conneckion setking: f« Online  Offline
Synchronize my appainkments: f* ez i Mo
Synchronize my contacks: v ‘es i Mo
Swnchronize my kasks: * ‘es " Mo
Automatically synchronize every 15 minukes
Select Group folders and users Select, .. ]
Swnchronize Folders at startup v Yes ~ Mo
Turn on Matification of Appointments v

ok Carizel |

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.

Saelect Synchronization Objects E]
Group Calendais | l_lgerF.;ugrgl

O Group Calendar
EHR

[ Manage:

[ 5 aes Stk

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.
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Select Synchronization Objects

Group Calendars | U I

Check All / Uncheck Al

v v v Filter by Uzer Group
I zer | Calend... | Canta... | Tazks | |AIIL|sers j
"williamn
Cindy
Jamie a
Andy O
Jenna O
SmallCon O O

Save | Cancel |

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

box.

Save

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

Sharing Microsoft Outlook Calendars with OfficeCalendar

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

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

in the illustration below.
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[~ Calendar - Microsoft Outlook
; File Edit Wiew Go Tools Adions Help OfficeCalendar
| New ~ | g3 X g | Today | @} Search address books -

Calendar « Day Week

4 December 2008 [ ]
S M TW T F 5

1 2 3 4 5 & 7 Sunday

7 8 9 10 11 12 13

14 15 16 17 15 19 20
2022023 24 25 W X
28 29 30 31

(€) (2) Decembq

g am

2] Al Calendar Items -
y Calendars % «fl 1000
] calendar (9

[] 5] Large Conference —
1 ﬁ Small Conference -

[ 5] Group Calendar
[ 5] Jones, Catherine m
[] 5 Robinson, Ben e
[ 5] Jackson, Justin

WT 100

If one or more of your co-worker’s calendar does not appear in your list of Outlook
calendars once you have performed a few synchronizations, one of the following
scenarios may apply:

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

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

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

Appointment Notifications and Tracking History
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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.

e Edt Yiew Go Teools Actions Help OfficeCalendar
Hew = g3 X g Tedsy (W)

1

lendar @ Doy | Week

PHHHMTWMWW?EmTﬁEIEEPH
FStaet: 1072072007 120000 PM End: 107242007 200:00 Pl
| Subsect . Chent Lunch: Atans Communications

T o
Maonth @ Shinw work week
L
™ Hew chent

Confergnoe Rogm &

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

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

appointments” (page 58).
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Viewing Appointment Notifications Tracking History
After you close the appointment notifications window, you can go back and view an

appointment’s tracking history. All changes and modifications to an appointment are
logged within each of your appointments for reference.

To view an appointment’s tracking history:

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

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

3. A pop-up window with the appointment’s tracking history appears.
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I Tracking History (==
Modified 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.
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SUBfEE | Ll i wan TTEAL
Laestiore  Condeienis B

Slart time:  Fri 27000008 W 2ODP [ an day rerst
Enamme: | Frloniioos L = -~
B
Reviaw the case agairst TTYEL for financial frawd. Closed door polcy. &
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 Outiook
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 appointmeant will be hidden_

< 00l Lawsuit review with TTY &L
- Conference Room C
| = -
— Your private appaintment
as seen on your calendar
i
1 00 || Private Appointment
L0

\ 2

Your private appaointment :
as seen on 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

"Sharing Microsoft Outlook Calendar and Contacts without Exchange Server” 60
Copyright Lookout Software, LLC 2003 — 2016. All rights reserved. Microsoft, Outlook, and Exchange Server are trademarks or registered trademarks of
Microsoft Corporation. Last update November 6, 2015.

http://www.officecalendar.com

By Lookout Software =% -
OfficeCalendar |9


http://www.officecalendar.com/

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
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18 Manday 1% Tusiday 20 Wedneday 21 Thussday 2 Friday
,mmam Mesa, Anzons ‘
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Cathefine] Micole] | Ben]
Conderen @ TR Updates | Guny's & [l¢ﬂh'-id
[Jacksan, lustin) [Bones, A | [Macksar
Farent-Teacher Confesence | | Catherine] LT L] frmrergg Lo
Maddy's school CEQ
| [facksor | [Jones, | [Kenned | | [Kennedy, Efl_'}:rmun [Robinson, | —
Justin] | Catbesin | Micote] | | Micste] | SAMEMENEE R Ben] Lunch - |
Executiv | Client | Emands: | | Errands: {Hackzon, Kelly Ballsk [Fomes. “"""
Board | Lsnch n] Ralphonso's | Catherin
Lunch | Matisck Lunch with [ T Luby's m"""
= it Garden _W
[Hatkson, Justin] Chent [Rabins: | [Kenne | [Kemned
Pollowap appoantment Ben] Tesinirsg | Teaining
Review | Mikki Ba FM'.HI1:I|
::'"‘ Packscr [
ke Caltheetin
T Budget
R
meeting EeTg
| [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, 4

‘_‘:{/ 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.

8 Select Liserfs for Appointment: g|
Select the user's wiho will 222 this sppombment sppesr in their personal
calendar,
Haot Selected Selected

Michael Scotts Add >

‘willizrn Brown

':"':!5"':""5”*':“" < Remave
Jarie Thommgson

Andy Jackzan

Jenna Black Add Al>

Tesy Thompson
< Aemone Al

ok |  cancel |

* 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.

P

i~ Contacts - Microsoft Cutlook

File Edit View Go Tools A&

SoNew - k3 5 X 9 & -
A @
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My Contacts =
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&= Robinson, Ben
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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.

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. You can choose to work

offline until the next sync is attempted or to work offline until Outlook restarted.

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.

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
Corfgue connechon detals and clerd configuration sethings.

Sync Settings | Server Connections | User D Support | A

Connection setting:

" No

Synchronize my appoinkments: + Yes
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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.

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
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= 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.

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 Advanced
Features tab; then click on the Configuration icon.

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

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).

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

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.

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 P§|

"officecalendar’ has been located. In order to uze this database
configuration for OfficeCalendar the contents of thiz databasze will be
ovenaritten and any exizting data will be deleted. Click Ok to continue with
configuration. If you are unzure click the Knowledge Baze Article

How to confiqure Office Calendar bo wark with SOL Database.

aE. | 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

OfficeCalendar Server has been successfully reset, Server is reskarting. ..

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
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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
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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

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.

Open the OfficeCalendar Administration Console, click on the Advanced
Features tab; and click Free/Busy icon.

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.

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.

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
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
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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...

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

OfficeCalendar

By enabling Free/Buzy zupport for Outlook #P pou are enabling the use of blank
! potertial gecurity wulherability and should only be done under the dizcretion of
information pleaze zee knowledge Base Article: Enabling Free/Busy Support for O

IV 1 have read and understand the above.

0k, Cancel

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

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

+8 DfficeCalendar [_ [T <]

The zetup af Free/Busy has been completed an the OfficeCalendar Server
machine. To begin uzing Free/Busy, vou must also configure FTP Port 21 on
the OfficeCalendar Server according to the freedBusy Systern Hequirerments

Ok |

7. Click the Turn On Outlook Free/Busy check box to start the OfficeCalendar
Free/Busy Server.

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...
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OfficeCalendar

The OfficaCalendar Admiristrator has made changes to the OfficeCalendar Sarver installstion that affect this OfficeCalsndsr Chent. In order for thess changes
b babe effect, Outlook on this computer must be exited and restarted,

Chick: OF bo Exit and Restart Oublook, or chck Cancel bo Exit and Restark Later.

I o ][ cancs |

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.
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.
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Free/Busy Options E]
Cpkions

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

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

Ipdate freefbusy information on the server every 10| minukes

Internet Free/Busy

Publish at my location:

Ftp:/fofcaluser: 23875291 7483020427 @M RjOFCalFreeBusy f%name s . vfb
Search location:  |fep:ffofcaluser: 235875291 745502942 7@l RO alFreeBusy | %anar
[ (0]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

Seryer Mok Found
The OfficeCalendar Server could not be conbacted.

IF yous ane bemporarily desconnesched From the: retweork, chick Tgnore and
OfficeCalender vall nok bry bo reconmect sgain until Outlook i dosed and reopensd.

Wil can disabds OfficeCalendar by cicking the work of Flies button. CfficeCalendar
wall mok reconnect urktil resnsblad. You can resnsbls OfficeCalandsr by cicking on

the configure butbon on the: tockbaer,
IF possible, you can start the server and then chdk the retry buthon to sttemgt to
ConfIeCh S,

Too v o change the seived sallings, chok the Cordiguie button, IF wou make
a'lyh!:ha'-gems 1o the server's conhigueahon, chck the Retnp butlon when pou ietuin
1o this:

Coriigue lonoe | Work Qifine | Troubleshoot [ Bew |

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

OfficeC alendar Network Scanner

Choote Sean o bes the corrmchion betveen thit QibceCalarder Chanl and the
OificeCalenda Senvers] Eshed balow

Served Name Pt Tope

ek TR Pamay Select @ s6rver name and
choose Remove | deszed

Remove

Scannng wall ko search pour netwok: for other DfceCaenda Server
intalstions not cumently desagnisbed a5 pour Primany of Seconday Sener,

T bed corrmcinay bo an (ificeCalsnds Serves PC by designating the State [P
Bddesss, enbes i beloww and chooss Add |

Statie P Poat 1502 Add

P ockgae | | | Sen | Cose |

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.

& TroubleShoot Network Connections

OfficeC slendar Metwork Scan Results

Primary FAIL cods 30 |
LOS-SALEST 1802 Agodstectsd  PASS L L]
LOS-OCSERV.. 1802 Audodstectsd  PASS L]
LOS-TESTH 1802 Audodetectsd  PASS L L1 ﬂﬁ“ﬂm

This Oificelslenda Cherd vias rok sble 1o kocabe the specid server. The speciiod server
oo ot Duavoted] ol o vy kot e cocisble e | neshwork, Configuration o pour inteenal
fewall pobcy. Check with pour netweor: adminstestos 1o delemine whsther on not pour
restvend: it configurad b sllow connechiity bo the: speched server PC. To chesck B
wishabd [ravial sollwans on et P, choods the “Frd Fasval Buthon below. Alto, § the
spaciied sarver bt Bewal soltware insladed, an sxcephon mus be cleabed on the serve
PL 1o abows conrectivily owves the specified port

Riecet Scan | Find Frewad | Close

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

Removing the OfficeCalendar Client from Outlook

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

2. Click Start; Control Panel.

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

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

5. Follow the on-screen instructions.

Removing the OfficeCalendar Server

Click Start; Control Panel.

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

4. Follow the on-screen instructions.

WN =
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Addendum 1: Response Templates
Introduction

ResponseTemplates for Microsoft Outlook is an intuitive addin that allows you to
store frequently used responses (including text snippets, sentences, paragraphs,
URLs, attachments, etc.) in an easy to retrieve folder storage system, enabling you
to easily find and insert the items you need into your emails. Using drag-and-drop or
by simply double-clicking on the stored item, it will automatically be pasted into the
active e-mail window. Moreover, ResponseTemplates can also be used when sending
new messages or for adding information to forwarded emails.

Think of it as a company knowledge base of answers to all
your asked questions...

Since ResponseTemplates stores all frequently used response text, URLs, and
attachments think of it as a complete source of up-to-date information on your
company, products and/or services that employees can reference for composing
emails (or even when responding to telephone inquiries).

System Requirements for Running ResponseTemplates

The primary requirement for running ResponseTemplates for Microsoft Outlook is
that you have a copy of Microsoft Outlook 2003, 2007 and/or 2010 installed on your
computer. ResponseTemplates is a Microsoft Outlook addin and cannot run without
Outlook installed on your computer. ResponseTemplates also requires the Microsoft
.NET Framework to be installed on your computer. However, upon installation,
ResponseTemplates will detect if a compatible version of the .NET Framework is
installed or not. If not, it will install it for you with your permission.

You'll need the following to run ResponseTemplates for Microsoft Outlook:

e Microsoft Outlook 2003, 2007, 2010 and 2013
e Microsoft .NET Framework 3.5 or higher

Installing ResponseTemplates for Microsoft Outlook

Installing ResponseTemplates is both quick and easy. To install ResponseTemplates:
1. If you have not done so already, download the trial version installer of Response

Templates to your computer’s hard drive from the ResponseTemplates website at
http://www.responsetemplates.com.

2. If running, please exit Microsoft Outlook.

3. Double-click on the installation icon (example shown below); and follow the on-
screen prompts until the installation is finished.
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| % ResponseTemplates |

Getting Started - ResponseTemplates Basics

When installed, ResponseTemplates becomes an integral part of your Microsoft Outlook
installation. Thus, in order to access all ResponseTemplates screens you must have
Outlook open.

Accessing Templates Manager

The first thing you’ll want to do is create some stored response templates (text, images,
attachments, URLSs, etc.). Creating and/or editing stored responses is done by opening the
ResponseTemplates Management dialog box. The easiest way to open this dialog box is
to hold the Ctrl+Win+T keys simultaneously (work with Outlook 2003, 2007, 2010 and

2013)...
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ResponseTemplates for Microsoft Outlook @

Insert Text | Attachments | URLs | Message Templates | About |

Name Location Categories &
|
3 Move Up
Move Down
oK | [ Cancel |

Other ways to access the Templates Manager ...

If you are using Microsoft Outlook 2003 or 2007 click on the New by Template drop in
your Outlook toolbar (this only appears when Mail is the active view); and choose the
Manage... option.

Or click the Manage button from the expanded ResponseTemplates task pane which is
visible from any message composition window (New, Reply, or Forward).
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If you are using Outlook 2010 or 2013 navigate to the Add-Ins tab; click on the
ResponseTemplates drop down option in the Toolbar Commands ribbon group; and click
Manage...

Or click the Manage button from the expanded ResponseTemplates task pane which is
visible from any message composition window (New, Reply, or Forward).
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Creating and Managing Response Templates

There are 3 primary types of templates you can create to insert in the Outlook email body
(when creating a new email, replying to an email or forwarding an email). The 3 primary

insert template types are:

e Insert Text — can include a combination of formatted text, URLs, images and/or

attachments. Because Insert Text can include all of these things it the most

versatile insert template type.
e Attachments — frequently used files/documents (product brochures, forms, etc.).
e URLs — frequently used web URLSs.

A fourth insert template type, Message Templates can be created as well (under the
Templates tab). However, this is considered an advanced feature and is detailed in the
Advanced Features section of this document.

Creating and Managing Insert Text

As explained above, Insert Text templates can include a combination of formatted text,
URLs, images and/or attachments. Because Insert Text can include all of these things it
the most versatile insert template type.
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To create and manage Insert Text templates navigate to the Response Templates
management console and click on the Insert Text tab...

ResponseTemplates for Microsoft Qutlook b

Inset 1§7l Attachments | URLs | Message Templates [ About |

-

Name Location Categories —_—
| Lopd ]
I (-

Creating a new Insert Text template

To add a new Insert Text template simply click the Add button from the Insert Text tab
of the Response Templates Management Console; fill in the form for the template:
1. Give your template a name (entered in the Name field).
2. [Optional] Choose one or more file attachments to accompany the template (using
the Attach button).
3. Type or copy and paste in formatted text and images for your template in the text
body.
4. Create a hotkey for your template if you wish.
5. Click the Save button to save the template.

Edit tem =N e >

|l Save | (I Attach

MName: How to add additional OfficeCalendar licenses

Attachment:

Calibri -1 - B I U % i & =
Thank you for your email. You can log into your account at any time and add the licenses, or
you can call us at 866-847-7512 and we can do it over the phone. Our number is 866-847-7512,
and we're here between 9 am and 5:30 pm central time, Monday through Friday. Your login
credentials are:

m

EMAIL:
PASSWORD:

The login link is https://www.officecalendar.com/purchase/login.aspx -

Use Hotkey: CTRL +WIN +

Managing Insert Text templates
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To manage Insert Text templates navigate to the Response Templates management

console and click on the Insert Text tab...

1. Click on the Insert Text template with your mouse (highlighting the selected

message); and use one of the following options:

a. Edit— opens the Edit Items dialog box (shown above). Simply make the

changes you desire and click the Save button.

. Delete — clicking this button will delete the selected template.
c. Move Up / Move Down — allows you move the selected template up or down

in the template list order.

d. Categories — allows you to select one or more categories for the selected
template. Categories are explained in more depth in the Organizing your

templates with categories topic below.

2. Exit from the Response Templates Management console when you are finished.

=

-~ ResponseTemplates for Microsoft Outlook

Insert Text | Attachments | URLs [ Message Templates I About |

Creating and Managing Attachments

Name Location Categories
Howto 4 dor OfccCendrien_ Cse- s |
Extend OfficeCalendar trial period C\Use... | Sales
VLost usemame and/or password >C:\Use,,, 7 Support
OfficeCalendar Reseller with no website -C:\Use... V Resellers
Declined OfficeCalendar order AC:'\UseA.. Sales
OfficeCalendar Pricing C:\Use... |Sales
rTechnicaI support needed: OfficeCalendar vC:\Use... Support
Could not download trial: OfficeCalendar A C\Use... V Support
Maintenance renewal: OfficeCalendar AC:'\Usem Support
iPhone Inquiry: OfficeCalendar C:\Use... |Sales
VBIackBerrv pricina V C:\Use... | Sales

-

m

Delete

Ai]

Move Up

Move Down

Categories

As explained above, Attachments insert templates are frequently used files/documents
(product brochures, forms, etc.) that you may need to reference and/or attach to your

email responses.

To create and manage Attachment insert templates navigate to the Response Templates

management console and click on the Attachments tab...
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ResponseTemplates for Microsoft Outlook E

UBSfLTQgJ AﬂiaChmemsri URLs | Message Templates | About |

Name Location  Categories ————
\ Add
Edit
‘ Delete

Creating a new Attachment insert templates
To add a new Attachment insert template simply click the Add button from the
Attachments tab of the Response Templates management console; and fill in the form
for the template:

1. Give your template a name (entered in the Name field).

2. Choose one or more file attachments (using the Attach button).

3. Create a hotkey for your template if you wish.

4. Click the Save button to save the template.

Edit itern EI@
|l Save | (Il Attach
MName: OfficeCalendar Quick Start Guide

Attachment: | o0 quickstarty 7.pdf(530KE)

Use Hotkey: CTRL +WiIN +

Managing Attachment insert templates

To manage Attachment insert templates navigate to the Response Templates management

console and click on the Attachments tab...
1. Click on the Attachment insert template with your mouse (highlighting the

selected template); and use one of the following options:
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e. Edit - opens the Edit Items dialog box (shown above). Simply make the
changes you desire and click the Save button.

. Delete — clicking this button will delete the selected template.

g. Move Up / Move Down — allows you move the selected template up or down
in the template list order.

h. Categories — allows you to select one or more categories for the selected
template. Categories are explained in more depth in the Organizing your
templates with categories topic below.

2. Exit from the Response Templates Management console when you are finished.

-
-~ ResponseTemplates for Microsoft Outlook @
MGEJ Attachments [URLs | Message Templates | About |
’ Name Location  Categories [T]
| OfficeCalendar Quick Start Guide (v7) (C\Users... | OfficeCalendar
OfficeCalendar User's Guide (v7) C:\Users... |OfficeCalendar
.Reversed Approval Step (OTS v3) i.C:\Users... -Ofﬁce’nmesheds
Office Timesheets Quick Start Guide {(v3) ?C:\Users... 'Office'l“lmesheets I
VDCAA Setup -OTS v3 TC:'\Users...r .OfficeTlmesheets
SQL Smress to SQL Server DB - OTS vé AC:\Ursers,,. "Of'fice'lr"lmesheets
3StepShare Quick Start Guide [CA\lsers... 355 Mave Up
NDA - ffor Resellers) ?C:‘-\Users... | Resellers Move Down
rMicrosoft Project Link Guide TC:'\Users...r .Office'ﬂmesheets
QuickB;oks imegration Guide AC:\UVsers.,. "O%ﬁceﬁmesheets i
‘Using lmport/Exbort -0TSv3 i.C:\Users... AOfﬁce’nmesheets

Creating and Managing URLs

As explained above, URLSs insert templates are frequently used web URLSs that you may
need to reference and/or insert to your email messages.

To create and manage URL insert templates navigate to the Response Templates
management console and click on the URLS tab...

-

~ ResponseTemplates for Microsoft Outlook E
| Insert Text | Attachments | Eﬁg‘] Message Templates I About |
Name Location Categories
Creating a new URL insert templates
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To add a new URL insert template simply click the Add button from the Attachments
tab of the Response Templates management console; and fill in the form for the template:
1. Give your template a name (entered in the Name field).

2. Choose one or more file attachments (using the Attach button).
3. Create a hotkey for your template if you wish.
4. Click the Save button to save the template.

Edit item = ==
| Save

Name: Support Login {CfficeCalendar)

URL: https://www officecalendar com/purchaselogin aspx fretumun=/support /ermlogin aspx

7)UseHober  CTRLswIN+ [T~

Managing URL insert templates

To manage URLSs insert templates navigate to the Response Templates management
console and click on the URLS tab...
1. Click on the URLs insert template with your mouse (highlighting the selected

template); and use one of the following options:

i. Edit - opens the Edit Items dialog box (shown above). Simply make the
changes you desire and click the Save button.
Delete — clicking this button will delete the selected template.

k. Move Up / Move Down — allows you move the selected template up or down
in the template list order.

I. Categories — allows you to select one or more categories for the selected
template. Categories are explained in more depth in the Organizing your
templates with categories topic below.

2. Exit from the Response Templates Management console when you are finished.

N
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- ResponseTemplates for Microsoft Outlook
| Insert Text | Attachments | URLs | Message Templates | About |
Name Locatio [ﬁ
Md

Support Login {OfficeCalendar) CA\Users!
How many users are needed? - OfficeCalendar 'C:\Users
lcons missing - OfficeCalendar lC:\Usefs Delete
Sync over the Intemet - OfficeCalendar CA\Users
Firewall - OfficeCalendar C:\Users
Convert Local to Hosted Server - OfficeCalendar C:\Users
Recuming Appt. Exceptions BlackBemy - OfficeCalendar C\Users]| * Moe U
Accessing Admin Console - OfficeCaelndar C:\Users Move Dowin
New Time Zone Detected C:\Users
Creating new Outlook PST - OfficeCalendar C:\Users Categories
Temmefmr linmnman ta mmun DlaaleDame M AT wlamd=r ‘ CA lames

Organizing Your Response Templates with Categories

Response Templates allows you create categories, which enable you to easily identify
and group your templates. More than one category can be assigned to a given template.

Adding new template categories

To add a new template category simply click the Categories button from any tab of the
Response Templates management console:
1. From the Categories dialog box click the New button

2. From the New Category dialog box type in a name for the new category and click

OK.

rans Lusau
m ~ Categories @
How S

lcons %OfﬁceCalendar [ New. |
Syne g DOfﬁc?lTimesheets e
Firewd %'SNewcaugory 3] |
Conve | S

Recur [[]v| Parnerships

Acces [ oK || Cancel |

New T

Creatir

Transf|

Assigning one or more categories to a selected template
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To select one more categories to a selected template click on the template name you wish
to assign one more categories, and click on the Categories button:

1. From the Categories dialog box check choose the categories you wish to assign
marking the associated checkbox.
2. Click OK when you are finish selecting categories for the selected template.

Name | ocation I

- Categories g5

How nf

[C] 3ss New...
lcons [7] OfficeCalendar ;}

[¥] Partnerships -
e WG Fesclers ]
Convel| |[C] Sales

[] Support
Recun [71v7 Upgrade
Acces|
New T
Creatir]
Transf|

[ OK || Cancel

Renaming template categories

To rename a template category simply click the Categories button from any tab of the
Response Templates management console:
1. From the Categories dialog box click the Rename button.

2. From the Edit Category dialog box rename the selected category; and click OK.

12591 | Name, Location Cateqories l
Suppg < Categories =
How nf
[C]3sS New...

Hol | |lcons{ | OfficeCalendar (T
lcol m ;DfﬁceTin'lesheeLs [ Rename I
S | |Frewd |~ HEdit category Bl
Firg Convel [ .
Cof Recun r :\.' S
Rel [ [Acces [ ok ][ Cancel |
Act New T
Nel | | Creatin
Cra | | Transf

Using Response Templates: Inserting your templates into emails

Once the Response Templates addin is installed you will see the ResponseTemplate task
pane next to the email body of any email view that is in composition mode (New
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message, Reply and/or Forward). The ResponseTemplates task pane can be expanded or

collapsed as illustrated below.
ResponseTemplates Pane Collapsed...
B EHI 0+ |

RE: OfficeCalendar Inquiry - Message (HTML)

| A

' Message Insert Options Format Text Review

2

= ) Calibri (Body) 11 ~|A A (2R )| ] Attach File
B el R

5 B I U [0 Attach Item ~
Paste Address Check
- &% A- Book Names | L& Signature ~
Clipbogd Basic Text "l Names Include
» From ~ acasey@officecalendar.com
—%
B = To... janderson @guorumprocon.com
Send
w I
L ez
)
o
E Bcc..,
o :
z Subject: ,RE: OfficeCalendar Inquiry
o
a
"
[}
-5

From: James Anderson [mailto:janderson@quorumprocon.com]
Sent: Wednesday, July 14, 2010 11:19 AM

To: sales@officecalendar.com

Subject: OfficeCalendar Inquiry

Dear Sirs,

We are interested in purchasing the OfficeCalendar Version 7 upgrade
features are?

ResponseTemplates Pane expanded...

ESIN™ ) . ¥ |5 RE: OfficeCalendar Inquiry - Message (HTML)
File Message Insert Options Format Text Review
== ) Calibri (Body) 11 v A ggﬁ 3@ [l Attach File ¥ Follow |
—j s B I U = B 0 attach tem ~ ¥ HighIm
Paste Address Check
ER ) Book Names | [ Signature ~ 4 Lowimg
Clipboard Basic Text Fl Mames Include Tags
~  ResponseTemplates X« From ~ acasey@officecalendar.com
W
:Sﬁ To... ianderson @quorumprocon.con
Ce.
El Insert Text
=) Sales Bec...
- How to add additional OfficeCalendar lic . . -
.. Extend OfficeCalendar trial period Subject: RE: OfficeCalendar Inquiry

- Declined CfficeCalendar order
- OfficeCalendar Pricing
- iPhone Inquiry: OfficeCalendar

- Black Bemy pricing R d ito:iand
..Group calendars: OfficeCalendar From: James Anderson [mailto:janderson@qu

- Sharing security: OfficeCalendar : Sernt: TVEdn%ﬁ\Eday,lJul‘éf 14, 2010 11:19 AM
- Suppart i | To: sales@officecalendar.com

- Lost usemame and/or password Subject: OfficeCalendar Inquiry

- Technical support needed: OfficeCalenc

Could not download tral: OfficeCalendar Dear Sirs,
- Maintenance renewal: OfficeCalendar
(- Resellers We are interested in purchasing the OfficeC:

When the ResponseTemplates task pane is expanded you will see your email response
templates, organized by category (if you’ve assigned templates to categories). To insert
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one or more of your email response templates simply drag and drop (or double-click on
the template) the desire template you wish to insert into the email body (see illustration

below). ..

ECIN™ B AL B RE: OfficeCalendar Inquiry - Message (HTML) o =
File | Message Insert Options Format Text Review (1
=E Y Calibri ggﬂ 3‘;2@ ] Attach File ¥ Follow Up ~ ©

B 7 _@ Attach Item v ' High Importance \
Paste Address Check Zoom
- & | ® ABook Names | L& Signature ¥ § LowImportance
Cixibgrard P Basic Text 3 Names Include Tags “| Zoom |
 ResponseTemplates X « From ~ acasey@officecalendar.com
=1 :
i @q D .
e ra To anderson@guorumprocon.com
Cc..
=) Insert Text
(- Sales Bec..,
- How to add additional OfficeCalendar lic ) = =
i Extend OfficeCalendar trial period Subject: RE: OfficeCalendar Inquiry
Declined OfficeCalendar order
OfficeCalendar Pricing There are many new exciting features in OfficeCalendar Version
~iPhone Inquiry: OfficeCalendar 7. Please refer to the What's New in v7 page on our website for a
i~ BlackBeny pricing list of detailed features at:
; Group calendars: OfficeC:;
What's New in v7 Response http://www.officecalendar.com/products/whatsnew v7.aspx
=] S_uppart
‘... Lost usemame and/or password Please let us know if we can answer any other questions.
i Technical support needed: OfficeCalenc
Could not download trial: OfficeCalendar Warm regards,
Maintenance renewal: OfficeCalendar
g "R_Es"j"ersd Anne Casey
SR acasey@officecalendar.com

You can also assign hot keys to specified email response templates. To insert a template
using a hot key combination simply position your cursor in the email message body and
press the hot key combination on your keyboard and the template will be pasted in the
email’s body.

Advanced Features

Adding and Managing Outlook Message Templates

Outlook Message Templates are primarily used for composing new email messages.
Outlook Message Templates are email message created using Microsoft Outlook and
saved in the .MSG or .OFT file format. This type of template would typically be used for
sending highly graphical emails like new product announcements, customer newsletters,
monthly sales promotions, etc.
When using this type of template it’s important to note that the actual MSG or OFT file
must be created first using the Microsoft Outlook message editor and saved in .MSG or
.OFT file format.
Adding new Outlook Message Templates to list of Outlook Message Templates
To add a new Outlook Message insert template simply click the Add button from the
Message Templates tab of the Response Templates management console:

1. Give your template a name (entered in the Name field).
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2. [Optional] Choose one or more file attachments (using the Attach button).

3. Click the browse button and select the MSG or OFT you wish to use for Outlook
Message template.

4. Create a hotkey combination for your template if you wish.

5. Click the Save button to save the template.

Sharing templates with other users

Some multi-user sites may only want to create email response templates from one
computer and have all other users connect to a central repository of shared email response
templates. For this type of situation, ResponseTemplates will allow you to connect to
templates created by other users assuming they’ve shared and given you access
permissions to the folders where their templates are stored.
The default folder locations for Response Templates files by type are as follows:
e Insert Text - C:\Users\{User Name}\App Data\Local\Lookout\Response
Templates\Text Data
e Attachments - C:\Users\{User Name}\App Data\Local\Lookout\Response
Templates\Attachment Data
e URLs - C:\Users\{User Name}\App Data\Local\Lookout\Response
Templates\URLData
e RTF Templates - C:\Users\{User Name }\App Data\Local\Lookout\Response
Templates\TemplateData

To add templates from a shared folder navigate to the Response Templates management
console and click on the templates type tab (Insert Text, Attachments, URLS, or Message
Templates):
1. Click on the Connect button; browse to the shared folder where the template you
want to connect to is stored; double-click the file you wish to add to the template
list.

2. From the Response Templates management console click OK to close the
Response Templates management console when you finished.

S
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