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Your work environment features Mirapoint mail
and calendar servers, the Microsoft Outlook
desktop client (rather than the Mirapoint
Corporate Edition client), and the Outlook
ConnectR add-in—which synchronizes calendar
events, calendar attachments, address book
entries, and to-do items between the calendar
server and your Outlook client.

Because of the inherent differences in the way
Outlook and Mirapoint Corporate Edition operate,
you have to accomplish some tasks a bit differently
than you would in a Microsoft Outlook and
Exchange Server environment. This guide provides
step-by-step procedures for performing basic
calendaring tasks using Outlook in conjunction with
Mirapoint servers, as well as instructions for
installing and configuring the ConnectR add-in.

This guide documents procedures specifically for

the following environment:

= Microsoft Outlook 2003

= ConnectR 4.1

= Calendar server running Messaging Operating
System 3.10.1-FCS/4.1.x or higher.
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ConnectR requires the following:
A PC running Microsoft Windows XP or Vista operating system.

= Microsoft Outlook 2007 or 2003 + Microsoft Office 2003 Service Pack 3 installed
on your PC.

= You have administrator privileges on your PC.

= You have network access to your calendar server.

= You have an active WebMail/WebCal Corporate Edition account.

Important: For ConnectR to operate, Outlook must not be configured with a
Microsoft Exchange server.

Note: The instructions in this guide are restricted to Microsoft Outlook Office 2003
Service Pack 3 running under Windows XP. However, the ConnectR add-in also
works with Windows Vista and Microsoft Office Outlook 2007.

Ensuring That You Have the Latest Windows Updates
In addition to ensuring that you have the correct operating system and version of
Outlook to run Outlook ConnectR, you must ensure that you have the latest
Windows installed on your PC. Among other things, having the latest updates will
prevent XML compatibility issues from occurring. To get the latest updates, do the
following:
1. Launch Internet Explorer.
2. Click Tools > Windows Update.

You will be directed to the Microsoft site for Windows updates.
3. Follow the onscreen instructions for installing available updates.

1. Launch Corporate Edition by doing the following:

a. Inyour browser, enter the following:
http://hostname/em
Note: hostname is the name of the Corporate Edition server.

b. Press Enter.
The Corporate Edition login page displays.

c. Inthe User field, enter the user name for your WebMail/WebCal Corporate
Edition account.

d. Enter your account Password.

Click .

2. ClICk Options.
In the Options window, click the ConnectR link.
The Outlook ConnectR Add-in page displays.
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What You Need to Know

If you install ConnectR 4.1 on a computer running the Microsoft Windows Vista
operating system, you might encounter the following dialog boxes. The
information below instructs you on what to do if these particular dialog boxes
display:

= You might encounter a dialog box informing you that an unidentified program
wants to access your computer:

User Account Control [
3?' An unidentified program wants access to your computer

Don't run the program unless you know where it's from or you've used it
before.

g 1 Install.exe
Unidentified Publisher

2 Cancel
1 don't know where this program is from or what it's for.

< Allow

Ttrust this program. I know where it's frem or I've used it before,

w Details

User Account Control helps stop unauthorized changes to your computer,

To ensure the successful installation of ConnectR 4.1, click the Allow option.

= You might encounter a dialog box informing you that this program might not
have installed correctly:

[<”1 Pregram Compatibility Assistant (=)

This program might not have installed correctly

| correct!
rzion of

If this program didn't ins
are compatible with this

y reinstalling using settings that
ndows.

pis Program: Unknown Program
|§ | Publizher: Unknown Publisher
Location: C:\Program Files\Mirapoint\ SynQ\MNew..\Install exe

& Reinstall using recommended settings

** This program installed correctly

Cancel

To ensure the successful installation of ConnectR 4.1, click the This program
installed correctly option.

onnectR installer (ConnectR.mai)

Note: If the ConnectR link is not available, see your system administrator.
4. Click the ConnectR installer (ConnectR.msi) link and save the ConnectR.msi to
your desktop or another directory.
Make sure that Microsoft Outlook is not running.
Double-click the ConnectR.msi file that you saved in Step 4. If an older version
of Outlook ConnectR is already installed, the installer will remove it.
7. Follow the instructions in the ConnectR - InstallShield Wizard screens to
complete the installation.

ouw
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After installing ConnectR, you need to configure your personal account.
Optionally, you can set up ConnectR to synchronize another user’s calendar and
tasks, enabling you to view that user’s most up-to-date information. Note: The
other user must set access permissions on the calendar server that allow you to
read and modify his/her calendar items.

ConnectR configuration is accomplished via the ConnectR tab within the Outlook
Options dialog box.

Displaying the ConnectR Tab

To display the ConnectR tab, do the following:
1. Launch Microsoft Outlook.

2. Click Tools > Options.

Tools | Actions Help

Send/Receive 3

Instant Search 3

Address Book.. Ctrl=3hift-B
% Organige

Rules and Alerts...
Mailbox Cleanup..
@ Empty ‘Deleted Items™ Folder
Forms 3

Macro 3
Account Settings...

Trust Center..,

Customize..

Options.

Synchronize using Connedth

Clean Synchronize using CannectR..,

3. In the Options dialog box, click the ConnectR tab.

Options

Preferences | Mail Setup | Mail Format | Spelling | Othe |EnnnactH|

Personal Account

@ Set up your personal account settings.
Users To Synchronize

:? Add a new shared user
+

Personal Account...

Uzer Mame Status
ugerl Last syne: 741142008 1:48:33 PM
4109 Help ] [ Add Shared Lser

4. Once you’ve completed the configuration of your Personal Account and Users to

Synchronize—if desired, click OK.

Setting Up Your Personal Account

1. On the ConnectR tab, click _Fersanal Account.. |
The Personal Account - ConnectR dialog box displays.

Personal Account - ConnectR El

Parsonal Account

Set up your personal account. Once this is complete, your account will be
automatically synchranized.

User Mame: |
Password W Femember Password
Server I Use Secure Connection

Help | Cancel

2. In the Personal Account section, complete the following fields:
o User Name—Enter your user name on the calendar server.
o Password—Enter your calendar server password.
o Server—Enter the fully qualified host name of your calendar server. For
example, calendar.acme.com.
Note: Keep the Remember Password option enabled, which is selected by
default.
3. Optionally, click the Use Secure Connection option.
4. Click Yo
The ConnectR installer checks to make sure the personal account information
you entered is valid.
5. In the Confirm - ConnectR dialog box, click OK.

Confirm, - ConnectR

“Your account has been verified.

o]

Important: If you ever change the Personal Account password so that it no
longer matches the password for your calendar server account, you will
encounter the Enter User Name and Password - ConnectR dialog box when
you attempt to synchronize.

Enter User Name and Password - Conne... E]

Please enter your user name and passwaord for
the following server.

Logon

Server: |

User Mame: |USE"I

Password: |

¥ Remember Password

Help | Cancel

To continue with the synchronization, you'll have to enter the password for
your calendar server account in this dialog box, and then click OK.

6. When you are finished entering your personal account information, click
oK.
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Setting Up Users to Synchronize

What You Need to Know

access permissions on the calendar server that allow you to read and modify
events. See the Configuring Access Privileges section for the procedures that
the other user must complete.

To synchronize calendar data with another user, that user must first grant you

1. If necessary, display the ConnectR tab. (See Displaying the ConnectR Tab).

2. On the ConnectR tab, click _43dSharsdUser..
The User Settings - ConnectR dialog box displays.

User Settings - ConnectR

Shared User Settings

Enter name of a shared user on the server.

User Mame: — I:l
Help | Cancel

3. In the User Name field, enter the name of another user who also has an
account on your calendar server.

4. Ensure that the user name is valid by clicking __ Y™

5. In the Confirm - ConnectR dialog box, click OK.

Confirm - ConnectR

The shared user has been verified and has
granted you access to their account.

o]

6. Click L in the User Settings - ConnectR dialog box.
The shared user displays displayed in the Users to Synchronize list on the
ConnectR tab.

Preferences | Mail Setup || Mail Format | Speling | Other | ConnectR ‘

Peisonal Account

@ Set up your personal account settings.
Users To Synchronize

:? Add a new shared user
I
m Status \

Personal Account...

N a2 Need to syne

41.049 Hep | [ Add Shared User.

7. If appropriate, close the Options dialog box by clicking L.

Once you’ve installed and configured ConnectR, you can start using it to
synchronize your calendar events, calendar attachments, address book entries,
and to-do items between the calendar server and your Outlook client. The
following pages provide step-by-step instructions for completing basic calendaring
tasks in Microsoft Outlook with ConnectR installed.

Access control permissions allow you to limit, or allow, users on your system to act
on your calendar. If you are going delegate management of your calendar to
another user, you need to grant that user the proper access permissions.

Important: You must use Corporate Edition to configure access privileges.

Granting Others Access to Your Calendar
1. Launch Corporate Edition by doing the following:
a. Inyour browser, enter the following:
http://hostname/em
Note: hostname is the name of the Corporate Edition server.
b. Press Enter.
The Corporate Edition login page displays.
c. Inthe User field, enter the user name for your WebMail/WebCal Corporate
Edition account.
d. Enter your account Password.

e. Click

2. Click the link.
3. Click Sharing Controls.

Inaturs

nal Mail

White List
Elack Lis

4. You can set access permissions for Anyone and/or specific users. Anyone is a
default user name that specifies permissions for all users. For example, if you
grant Anyone permission to modify your calendar events, then all users will be
able to do so. But by specifying access permissions for individual users, you can
control exactly who has access to your calendar and want they can do.

Complete the following steps to identify specific users:
a. Click the User link.

User: | Adld

b. In the Find Users popup window, specify the address book for your search
by clicking the Source drop-down list. You can select from the following:
o Contacts: Your contacts database.
o Groups: Your contact groups database.
o User Search: Users on your system.

€ 0K
Source: | User Search j
Mame Contacts
" _|Groups
[AI] A E Gl

External: Dornain Address Book

c. Enter a full or partial name in the Name text box. Or if you want your
search results to list all the users in the source database you specified (in
Step b), leave the text box blank.

Source IUSEr Search j

MName |ad|

d. Click .

Result: A list of names that match your search criteria display in the
window. If necessary, navigate through your results with the Alphabet links
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at top or the First/Prev/Next/Last links at top right.

/8 webmail - Corporate Edition - Find Users - Microsoft Internet Explorer i I =] 3
& Ok M Cancel
Source: User Search = Selected Users
Name:  [ad Findl
[ANNABECDEFGHIJKLMNOP STU 3] 7 [Others]
110 s | Next | Last
Add
Administrators »

»
»

e. Click the person’s name link.
Oor
If you want to specify more than one user, click Add >> for each person
and then click & OK once you’re done identifying users.
The Find Users popup window closes and the names display in the User list
on the Sharing Controls page.

5. For Anyone and/or the user name(s) you specified in Step 4, select a checkbox

to add the permissions that apply; deselect a checkbox to remove it:

o Delegate: Allows someone to manage your calendar on your behalf. A
delegate will receive copies of your meeting invitations and related
messages (including meeting response emails). If you plan to delegate
control of your calendar to another person, you need to select this option.

o Write: Determines who can modify or delete your event data; deselected
by default. If you select this option, other users can modify your calendar
using the Shared Calendars page.

o Read: Determines who can read your event data; deselected by default. If
you select this option, other users can view your calendar using the Shared
Calendars page. At minimum, you must grant this permission so that others
can share your calendar.

o Free/Busy: Determines who can access your schedule data; selected by
default. This allows the system to use your data when the Check Conflicts
option on the Add/Edit Event page is clicked, or you are selected on the
Schedules page.

o Private: Determines who can view private events on your calendar.

Sharing Controls

& Apply €3 Close

Set access permissions to your calendar and task list for other users. To change access for a selected user, type a user name
arclick"User' to find users, and then click "Add."

User; — Add

Fl Delegates Only - meeting requests and responses are sentfo my delegates, notto me

=2

Anyone - all users on my system

Delegate - delegates can manage my calendar on my behalf and receive copies of meeting invitations and related messages
Wirite - others can manage my calendar on my behalf add, delete, edit, accept, and decline meetings

Read - athers can view my calendar

FreeBusy - others can check my availability when scheduling meetings

Private - athers can view "Private” events on my calendar

Delete User Delegate Write Read FreeBusy Private

Anyane ¥ ] B

6. Once you've set the permissions, click l@Apply.
7. Click K Close to dismiss the Options window.

Denying People Access to Your Calendar
1. Launch Corporate Edition. (If necessary see Step 1 in the previous procedure.)
2. Click the Options link, and then Sharing Controls.
3. Click the T Delete icon for a specific user on your access control list.
Oor
Edit the permissions for a specific user.
4. (Optional) Edit the permissions for the Anyone user.
Click 4 Close to dismiss the Options window.

b4
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To access the Outlook Calendar, click the Calendar tab in the navigation pane.
< Mail

E Calendar 4—

&-| contacts

7] Tasks

Viewing Your Calendar

1. In the navigation pane, click 5] colendar
2. In the View menu, click Arrange By > Current Views and then choose a
viewing option:
o Day/Week/Month - Default view.
o Day/Week/Month With AutoPreview - Default view with mouse-over
preview.
Active Appointments - Future appointments and events.
Events - All events.
Annual Events - Annual events only
Recurring Appointments - Recurring appointments only
By Category - Appointments and events by category

0O 0 00 o0

What You Need to Know

= Subscribed-to events set up in Corporate Edition do not display in Outlook.
Solution: Use Outlook to set up all events.

Displaying Dates
In Day/Week/Month view, click the following buttons in the Calendar toolbar to
display a particular date view:

Today Current day

j Day One calendar day

E Yotk \Week,  Monday through Friday

7| week
31] Morith

You can also use the following keystrokes to display 1 to 10 calendar days:
ALT+1, ALT+2 ... ALT+0

One calendar week

One calendar month

Using the Date Navigator

4 January 2006 » In Day/Wgek/Month view,' thg Date Navigator
SMTWTEFS appears either on the navigation pane or above the
e — Calendar TaskPad to the right of the calendar. A box

2526 27 78 29 30 31 signifies the current date; dates with
12 4 56 7 meetings/appointments appear in boldface. Do the
§ 910111213 14 following to alter the Date Navigator display:
1516 1718 19 20 21 View a different month - Click 4 and ¥ to view the
2223 24252627 28 previous or next month, respectively.
293031 1 2 3 4 View a specific date - In the Date Navigator, click
the desired date, or click and drag to view

consecutive dates.

View a full week - Place your cursor to the left of the week you want to view,
then click when the pointer changes to a right-pointing arrow.

View two or more months - Click and drag the divider bar to widen the Date
Navigator panel until the desired number of months display.
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Viewing Another Person’s Calendar

What You Need to Know
To view another person’s calendar, that person must first grant you access

permissions on the calendar server that allow you to read and modify events.

See Granting Others Access to Your Calendar.

1. Launch Microsoft Outlook.
2. Click Tools > Options.
Tools | Actions Help
Send/Receive 3
Instant Search 3
[ Address Book... Ctrl=5hift=B
%3 Organize
Lﬁ Rules and Alerts...
Mailbox Cleanup..
@ Empty ‘Deleted Items™ Folder
Eorms 3
Macro 3
Account Settings...
Trust Center...
Customize..
Options.
Synchronize using ConnectR
Clean Synchronize using CannectR..,
3. In the Options dialog box, click the ConnectR tab.
Options
| Preferences ” tail Setup || I ail Farmnat ” Spelling || Other
Personal Account
@ Set up your personal account settings.
Users To Synchronize
:? Add & new shared user
¥
Uzer Mame Status
ugerl Last syne: 741142008 1:48:33 PM
4109 Help ] [ Add Shared Lser
4. On the ConnectR tab, click _2d3haredlser.
The User Settings - ConnectR dialog box displays.
User, Settings - ConnectR
Shared User Settings
Erter name of a shared user on the server.
Help | | Cancel
5. In the User Name field, enter the name of another user who also has an
account on your calendar server.
6. Ensure that the user name is valid by clicking _ "®-
7. In the Confirm - ConnectR dialog box, click OK.
November 2010

Confirm - ConneciR

The shared user has been verfied and has
granted you access to their account.

o]

8. Click ﬁ in the User Settings - ConnectR dialog box.

The shared user displays displayed in the Users to Synchronize list on the

ConnectR tab.

Options

| Preferences | Mai Getup | Mail Farmat | Spelling | Other ‘ ConnectR |

Personal Account

@ Set up your persanal account settings.
Users To Synchronize

:? Add a new shared user
+

Personal Account...

Uszer Mame Status
ugerl Last syne: 741142008 1:54:55 PM
N Uzerd Meed ta sync
4104 Help | [ AddShared User..

9. Click % lin the Options dialog box.

10. In the My Calendars section in the navigation pane, select the checkbox for the
shared user whose calendar you want to view. Note: The “Calendar” listed

first under My Calendars is your own.

4 June 2006 »
SMTWITFS
25293031 1 2 3
4 5678 910
1112 1314 15 16 17
1619 2021 22 23 24
2526272829 30 1
2345676

Select the My Calendars

shared user M Calendar =
whose ———— [ ur

calendar you Current View

want to view

) Day/WeekjMonth

& Day/\WeskiMonth Yiew Wwith AutaPraviey
O Active Appointments

O3 Events —
) Annual Events

3 Recurring Appaintments

p—— E

The new calendar will appear to the side of any calendar already in the view

and in a different color.

e

4 55 e

1ne® =l

Note: If the person whose calendar you are viewing has any private events
scheduled, those events will be labeled “Private Appointment.”

Copyright © 2010 Mirapoint Software, Inc. All rights reserved. 010-00560d
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A Private Appointment

Other than the time slot and date, no other details about the private event will be
viewable. (For additional details about private events, see About Private Events
below.)

About Private Events

A private event will display as "Private Appointment” to users viewing and/or
managing your calendar (as in the case of delegates). Additionally, the appropriate
time slot and day will be viewable; but, all other details about the event will be
hidden from others.

The way private events “behave” in the Mirapoint-Outlook environment differs
slightly than in the Microsoft Exchange-Outlook environment. With Exchange, you—
as a delegate—are prevented from moving or modifying the time of a private event
on a grantor’s calendar. For example, if you tried to drag the private event to a
different time slot, Outlook would prevent you from selecting and moving the
event. In the Mirapoint-Outlook environment, you can visually drag a private event
to a different time slot or drag an event border to modify the time; however, the
changes will not be saved. After making the modification and clicking anywhere
within the calendar, the following dialog box will appear:

Microsoft Office Outlook

' ‘Your changes could not be sawved because vou don't have permission ko modify some or all of the items in this folder,
. Do you wank ko save a copy of this ikem in the defaulk Folder For the item?

Click No in the dialog box. (If you click Yes, a copy of the private event will be
saved locally and appear in your calendar. You will be able to modify this copy;
but, any changes you make will not be saved to the calendar server. To prevent
possible confusion, click No in this dialog box.) Regardless of whether you click No
or Yes, the modifications you attempted to make to the grantor’s private event
will not be saved. Only the grantor can modify or delete his/her private events. To
visually restore the private event to its original state, refresh the Outlook display
(which you can do by clicking the Mail tab and then clicking the Calendar tab
again).

Note: Microsoft Outlook does not allow you to edit a recurring private event so
that an occurrence of the event series is not private.

What You Need to Know

= Subscribed-to events set up in Corporate Edition do not display in Outlook.
Solution: Use Outlook to set up all events.

November 2010
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The types of activities you commonly schedule in Calendar are:

Appointments - Activities that you schedule in your calendar that do not involve
inviting other people or reserving resources

Meetings - Appointments to which you invite people or for which you reserve
resources.

Events - Activities that lasts 24 hours or longer.

What You Need to Know

= You cannot use Corporate Edition distribution lists set up by your system
administrator when scheduling meetings in Outlook. As a workaround, you
could use Corporate Edition and the administrator-set up distribution lists
to schedule the meeting, and then use Outlook from that point on.

= Free/busy information is not available for external attendees who are not
part of your Mirapoint email/calendaring system.

= Attendee email addresses do not display on the Scheduling tab within
Outlook’s Meeting window when you first set up a meeting.

= Optional attendees (i.e., those attendees who you deem as Optional rather
than required) will be regarded as “external attendees” by the system. For
external attendees, events to which they are invited will not be scheduled
in their calendars, even if they’re valid users within your network.

Scheduling a Meeting
1. In the navigation pane, click L celendar

2. In the Outlook toolbar, click the [IIDaz or [5]%ark¥Week view modes to see
detailed time increments.

3. Inyour calendar, double-click the time slot when you want your meeting to
begin.

Calendar Calendar

My Calendars Tussday, February 14
[# Calendar
O Calendar in Archive Folders e
Current View 9
3 DayjweekiMorth 10%
& Dayjweekittoth View With Auto
<3 Active Appointments 11%
O Events
) Annual Events 12°m
O Recurring Appaintments
© By Category 1 |
Open a Shared Calendar... a0
Customize Current View. .. 2
3w
[ Mail 4%
._a; Calendar 5 00
&=| contacts —
— 6
] Tasks
7%
hlfa@E=

4. In the Appointment window, enter your meeting details (such as Subject and
comments).
i Untitled - Appointment =] 53

Elle Edt Yiew Insert Format  Teoks  Actions  Help

| save andClose | & () | A¥Recurrence... | EIvite Attendees | ¥ B | X [ & -+ - @!

appointmet | scheduing |

Subject; |

Location; | =1 tabel: [ mane |

Start time: Tue 2/14/2006 x| [rzooew | T il day event
End time: Tue 2/14/2006 =] e -]

¥ Reminder: [15 minutes | | showtine as: [ Busy ~
=l
Contacts.., | | Categeries... Private [
7 of 30



5. If necessary, use the Meeting start time and Meeting end time drop-down lists
to fine-tune the meeting time.
Mesting start time: [Tu 132006 | fiozram x|
Mesting end time: [Tus 1/3/2006 | frzanem +|
6. Click sthedding | (Scheduling tab).
7. In the All Attendees column on the Scheduling tab, enter an attendee’s user
name in the next available line. Repeat this step as necessary.
[iii Discuss New Procedures - Meeting =10l x|
File Edit Wiew Insert Format Tools  Actions  Help
i=3send | () | (@3 % | O¥Recurrence... FF Cancel Invitation | § 8 | X | @ £
Appontment | Scheduing |
Zaom: |mu% (Day View) = | [March 02, 2006 Friday, M:
10:00 1100 12:00 1:00 2:00 300 400 9:00
[ | [eraeendses | L .| |
(=1 @ [devin sulevingnirapoin. ol Il
=@jukTes |
r-
K1l [— i
M‘ Ml Meeting start time: | Thu 3/2/2006 x| [zooem =
<< | sushckiext >> | postingendtine: [rarzzoe x| oo x|
M Busy M Tentative M Out of Office [N Mo Information
8. Optionally, enter the names of one or more resources. Do this if you want to
check the availability of a resource such as a conference room and to reserve
it for your meeting. You can also click @ next to the resource name and then
specify Resource (Room or Equipment) in the drop-down list.
IAII Attendess I
= ﬂldevin
& Required Attendee k here to add a name
¥ Optional Attendes
o
9. Click Tools > Check Names to check the validity of the attendees and
resources you entered.
Tools | Actions  Help
8, Check Names |
[ Address Book... Ctr+Shift+B
The schedule grid will display free/busy times for you and your
attendees/resources. White time slots signify free time, colored time slots
mean busy.
Troubleshooting: Checking for User Names and Free-Busy Information
Here are some things you can do if Outlook doesn’t provide valid user and
resource names on the Scheduling tab and fails to display free-busy
information.
= If you can’t find other users, it's possible that lookups are using the wrong
directory service. Check to see which directory service is currently in
use:
1. In Outlook, select Tools > Address Book.
2. In the Address Book window, choose Tools > Options.
3. On the Addressing tab, do the following:

o Make sure ConnectR Connector displays in the Show this address
list first field. If it isn’t, click the down arrow ™ and choose
ConnectR Connector from the drop-down list.

o Make sure ConnectR Connector is listed first in the When sending
mail, check names using these address lists in the following
order field. If it isn’t, click ConnectR Connector and click the up
positional arrow T a appropriate.

(continued)
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Addressing ﬁ
Addressing ]

Show this address lisk First:
| CannectR Connectar |

Keep personal addresses in;
‘Contacts ﬂ

When sending mail, check names using these address lists in
the Following order:

| ConnectR Connector
Contacts

add... | Remove | Properties |

QK Cancel | Apply

= Try the Outlook keyboard shortcut Control-K to force a name lookup and
redisplay of free/busy data. Outlook uses a cache of users’ free/busy
times. At startup this cache is empty. When an event’s schedule is
viewed for the first time, Outlook requests the free/busy information for
each attendee and adds it to the cache. Users’ free/busy times are then
fetched from the cache as necessary. After a certain amount of time, the
cache entries become stale. Pressing Control-K initiates a fresh lookup
immediately.
You can also adjust the polling interval when free/busy times are
refreshed automatically in Outlook—though this technique is not
recommended because of the extra burden you can put on the server.
Refer to Outlook’s online help and search for the “refresh free/busy”
keywords for information on increasing how often free/busy times are
refreshed (default is every 15 minutes).

= With the Scheduling tab displayed, you can do the following to refresh
free-busy information: Click the Options button and the select Refresh
Free/Busy on the options menu that displays.

Mertinn skart Firne:;
Show Only Working Hours

Show Calendar Details

AukoPick 3

Refresh FreefBusy

10. Once you’re satisfied with your meeting details and identified your attendees,
click *=isend |
Scheduling a Recurring Meeting

1. In the navigation pane, click ] catendar.
2. Click Actions > New Recurring Meeting.

Actions | Help
:ﬁ New Appointrment ChrlHN

Mew All Day Event
j Mew Meeting Reguest  Chrl+Shift+0)

ﬂ Flan a Meeting. ..
g3 View Group Schedules...

Mew Recurting Appoinkment

k4

| Mew Recurting Meeking

The Outlook Meeting window opens with the Appointment Recurrence dialog
box in the foreground.
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i Untitled - Meeting i o =] 3
fle Edit View Insert Format Took  Actions  Help

=d%end | Accounts > | = (] | &4 & | ¥ Recurence... I Cancel Invitation | § 8 | X @a

5
Appaintment .
socrinert | s Appointment Recurrence B x|
1o time
Subject: Start: =| endifemoeM w| Durstion: [30minutes  +|
Lacatian: Recurrence pattern =

" Daily Recur every |1 week{s) on:

stwrttine  [We | & Wooly | apae [ wendsy [ Tussday 7 Wednasday
End time: m Citonthly | [ thusdsy [ Fridey I Saturday
| vearly

¥ Reminder: [15

~Range of recurrence
start; [wed 1j4]2008

=l @ Moenddate
 Endafter: |10 ocourrences
C Endby:  |Wed 3/5/2006 =l =]

=3 I Cancel | RamnveReturran(el

Meeting Workspace,

Contacts... | | Cateqories.. Private [

3. In the Appointment Recurrence dialog box, enter the meeting and recurrence
details and then click OK.
4. In the Meeting window, enter your meeting details (such as Subject and
comments).
tled - Recurring Meeting E =lojx

fle Edt Yew Insert Fomat Toolks  Acions  Hep

ZAsend | Accougts~ | ) | G B | A0¥Recurence... (7 Cancel Invitation | 1 B | X \:))H

Appaintmert. | scheding |

|| Inwitations have nct been sent for this meeting.

To.. | Kevin (kevvin@doc 1 mirapoink ,com)
subject: |

Location: | = tabel: [ more =

Recurrence:  Occurs every Wednesday effective 1/4/2006 from 4:00 PM to 4,30 FM,

[¥ Reminder: [15 minutes x| | Show time as: [ Busy -
Mesting Warkspace... | [~ This is an online mesting using: | Microsoft Nethesting -

Contacts... | | Catequries. .. Private [~

5. Complete steps 5-10 in the Scheduling a Meeting procedure.

Scheduling an All-Day Event

1. In the navigation pane, click [Z]<aendar...
2. Click Actions > New All Day Event.

Actions | Help

El

Mews Appointment Chrl+i

Mews All Day Event

Mew Meeting Request  CtrH-Shift+Q

Flan a Meeting. ..

View Group Schedules. ..

BB @

Mew Recurring Appoinkrment

Mew Recurring Meeting

»

3. In the Event window, enter your meeting details (such as Subject and
comments).
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ntitled - Event . —10] x|

Bl Edit Wew [nsert Fgmat  Tools  Actions  Help

|l save and Close | & (0 | ©OVRecurrence... | 5 Invite Attendees | ¢ B | X | & - % -

appontment | scheduing |

subject: |

Location: | =] Label [ hone

[V all day event

Start time: [Tue 2/14/2006 =
End time: [Tue 2/14/2006 =

I¥ Reminder: |18 hours x| b showtime as: [ Free -

Cortacts... | |

Categories. .. Private [~

=l

4. If necessary, change the event’s Start time and End time by clicking the
appropriate down arrow and selecting a different day from the calendar.

Starkt time: Tue 2/14/2006 =

End time: 4 February 2006 3
SMTW TF S
Sa03 12 3 4
W Reminde 5 ¢ 7 & 91011
12 131415 16 17 18
192021 22 23 24 25
T 1 7 oG 4
5 5 7 8 91011

Today |

5. Complete steps 5-11 in the Scheduling a Meeting procedure.
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Changing an Appointment, Event or Meeting

When you want to change an appointment, event, or meeting that you own (that
is, you set them up originally), you have one or more of the following options
available (depending on the particular item type).

= Change options for an item that is not part of series

= Change options for an entire series

= Change options for one item that is part of a series

Refer to the appropriate procedure below for your specific situation.

What You Need to Know

Attendees can make changes to events that they do not own. However those
changes will not be propagated back to the calendars of the event owner and the
other attendees upon synchronization. Only the calendar of the person making
the change will be affected. Additionally, if a person modifies an event that he
doesn’t own and then the event owner makes a change, the owner’s change will
overwrite any changes made by the attendee.

Changing options for an item that is not part of a series.
1. Open the particular appointment, event, or meeting by double-clicking the
item in your calendar.
2. Do any of the following:
o On the Appointment tab, change the options (subject, time, etc.) as
necessary.
o Add new attendees as appropriate, by doing the following:

a. Click stheduing | (Scheduling tab).
b. In the All Attendees column on the Scheduling tab, enter an attendee’s
user name in the next available line. Repeat this step as necessary.

§illi Discuss New Procedures - Meeting (o] x|
Ele Edt View Insert Fomat Tools Actions  Help

Sazend | | [ Gy | O Rewrence. . (7 Cance Inviaion | ¢ B | X | @ |

Appointment | Scheduing |

Zoom: [100% (Day View) | March 02, 2006 Friday, M:
ho:o0 1100 1zoo o0 200 300 400 9:00

[ [ [AAtendess I I

[ evin cevingmirapointcon =l

| =1 & |chuck Test

Kl} —| i
aicthers v | _ogions ~ | Mesting start time: [Thu 5/2/2006. |

<< AutoPick Next = Mesting end tme: | Thu 3/2f2006 M | |

M Busy % Tentative M outof Office I Mo Information

c. Optionally, enter the names of one or more resources. Do this if you
want to check the availability of a resource such as a conference room
and to reserve it for your meeting. You can also click & next to the
resource name and then specify Resource (Room or Equipment) in the
drop-down list.

| all attendees |
=i | devin

— -

& Required Attendee k here to add a name
&3 Optional Attendes

[#]

d. Click Tools > Check Names to check the validity and free-busy times of
the attendees and resources you entered.

Tools | Actions  Help

&, Check Names |

i Address Book.., Ctrl+Shift+B

¥

The schedule grid will display free/busy times for you and your
attendees/resources. White time slots signify free time, colored time
slots mean busy.
If free-busy times aren’t available, see Troubleshooting: Free-Busy
Information in the Scheduling a Meeting procedure.
o Delete attendees as appropriate by doing the following:

a. Click the Scheduling tab.

b. Highlight an attendee.

c. Press Delete.
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3. Click [HlZveandCiose  Additionally, if you changed the attendee list, select the
appropriate notification option and then click OK.

Send Update to Attendees i |

y\  Youheve made changes to the st of attendecs, Choose
'\ one of the following:

+ send updates only to added or deleted attendses,
" Send updates to all attendees,
¢ Don't send update.

4. In the Microsoft Outlook dialog box, specify whether you want to send a
message to the attendees notifying them of your update.

Changing options for an entire series.
1. Open the particular appointment, event, or meeting by double-clicking the
item in your calendar.

2. Click Open the series and then click OK.

Open Recurring Item

"Release Team Meeting” is a recurring
! appointment., Do you want to open

only this occurrence or the series?

" Cpen this occurrence.

¥ Cpen the seties,

3. Do any of the following:
o On the Appointment tab, change the options (subject, time, etc.) as
necessary.
o Add new attendees as appropriate, by doing the following:
a. Click stheduing | (Scheduling tab).
b. In the All Attendees column on the Scheduling tab, enter an attendee’s
user name in the next available line. Repeat this step as necessary.

i Discuss New Procedures - Meeting =4

Ele Edt Vew Inset Fogmet ool Actions  Help

send | 4 () | 8 8 | OVRecurrence... 57 Cancel Invitation | | 8 | X @ g

Appointment | Scheduling I

Zoom! |1nn% (Day Wiew) x| March 02, z006 Friday, M;
oo 1pon 12m0 100 200 300 400 900
[ [anattendees I I E—

=1 @ Hevin cdevingrmirapaintcor =i

K} — B
st v || ogtirs v |\ e e M ECE

<< | Adoriiot>> | wtngendtion: [rosprme x| o]

M Busy % Tentative B outof Office ™ Mo Information

c. Optionally, enter the names of one or more resources. Do this if you
want to check the availability of a resource such as a conference room
and to reserve it for your meeting. You can also click @ next to the
resource name and then specify Resource (Room or Equipment) in the
drop-down list.

| all attendees |
=i | devin

>

& Required Attendee k here to add a name
&3 Optional Attendes

[#]

d. Click Tools > Check Names to check the validity and free-busy times of
the attendees and resources you entered.

Taols | Actions  Help

&, Check Names |
G Address Bock,..  Ctri+Shift+B

¥
¥

The schedule grid will display free/busy times for you and your
attendees/resources. White time slots signify free time, colored time
slots mean busy.
If free-busy times aren’t available, see Troubleshooting: Free-Busy
Information in the Scheduling a Meeting procedure.
o Delete attendees as appropriate by doing the following:
a. Click the Scheduling tab.
b. Highlight an attendee.
c. Press Delete.
o Change recurrence options
a. In the Recurring Appointment window, click Actions > Recurrence.
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Actions | Help

ﬁ Mew Appointment  Chrl+r
¥ Recurrence... Chrl+G
5 Edit Series

j Ipvite Attendees

Forward as iCalendar

_'.\3 Forward Chrl+F

b. Change the options, such as time, recurrence pattern, or range of
recurrence, that you want to change.

Appointment Recurrence x|

Appointment time
|75tart: 130 P

=|  Endi [eoorm | ouration: [30minues x|

Recurrence pattern
' Daily " Every ll— day(s)
" weekly & Every weskday
© Manthly
© earty

Range of recurrence

Start: |Tue 2/14/2006 j " Noend date

© Endafter; |10 occurrences

 Endby:  |Mon2/27/2006 =l
ok | | Cancel | Remove Remrrence |

c. Click OK.
4. Click |l Save and Close .
Oor
If you changed attendee list, select the appropriate notification option and
then click OK.
[Send Updote to Attendees I

) ‘ou have made changes to the list of attendees, Choose
b one aof the Following:

@ Send updates only to added or deleted attendses,
" Send updates bo all attendses,
€ Don't send update.

Conce

5. In the Microsoft Outlook dialog box, specify whether you want to send a
message to the attendees notifying them of your update.

Changing options for one item that is part of a series

1. Open the particular appointment, event, or meeting by double-clicking the
item in your calendar.

2. Click Open this occurrence.

|

Open Recurring Ttem

“Executive Brigfing" is a recurring

! appointment, Da you wank to open
only this accurrence or the saties?
& Qpen this occurrence,

€ Qpen the series.

cConce

3. Do any of the following:
o On the Appointment tab, change the options (subject, time, etc.) as
necessary.
o Add new attendees as appropriate, by doing the following:

a. Click Stheding | (Scheduling tab).
b. In the All Attendees column on the Scheduling tab, enter an attendee’s
user name in the next available line. Repeat this step as necessary.

B Discuss New Procedures - Meeting =[3l x|

Ele Edt Vew [nset Fomat Tools Actions Help

send | o 1) | W2 8 | OvRecyrence... 5 Cancel Tnvitation | § § | X © g

Appointment | Scheduing ]

Zoom! |mn% (Day View) x| March 0z, 2006 Friday, M;
hooo 100 1m0 1o 20 @0 400 g:00
[_I_Tarasendees | [

<devin@mirapoint. con| =

K1 [I— I
Add Others w Options  w
R e . | oo =]
<< AutoFick Next >> | Meeting end time: | Thu 3/2/2006 | [zooem |

M Busy % Tertative M Ourof Office [\ No Information

c. Optionally, enter the names of one or more resources. Do this if you
want to check the availability of a resource such as a conference room
and to reserve it for your meeting. You can also click @ next to the

November 2010

resource name and then specify Resource (Room or Equipment) in the
drop-down list.

I All Attendees I
=i | devin

— -

& Required Attendee k here to add a name
&3 Optional Attendes

[#]

d. Click Tools > Check Names to check the validity and free-busy times of
the attendees and resources you entered.

Tools | Actions  Help

&, Check Names
i Address Book.., Ctrl+Shift+B

¥

The schedule grid will display free/busy times for you and your
attendees/resources. White time slots signify free time, colored time
slots mean busy.
If free-busy times aren’t available, see Troubleshooting: Free-Busy
Information in the Scheduling a Meeting procedure.
o Delete attendees as appropriate by doing the following:

a. Click the Scheduling tab.

b. Highlight an attendee.

c. Press Delete.

4. Click l=l3aveandCios=  Additionally, if you changed the attendee list, select the
appropriate notification option and then click OK.

Send Update to Attendees i x|

) ‘ou have made changes to the list of attendees, Choose
b one aof the Following:

@ Send updates only to added or deleted attendses,
" Send updates bo all attendses,
€ Don't send update.

Conce

5. In the Microsoft Outlook dialog box, specify whether you want to send a
message to the attendees notifying them of your update.

Canceling a Meeting or All-Day Event

Only the person who set up the meeting can cancel it. Exception: Delegate users

can cancel meetings on another person’s behalf. See Canceling a Meeting on

Behalf of Someone Else.

To cancel a meeting you set up:

1. Open the specific meeting by double-clicking the item in your calendar.

2. From the Actions menu, select Cancel Meeting.

3. In the dialog box, click Send cancellation and delete meeting or Delete without
sending a cancellation as appropriate.

Microsoft Office Outlook

The sttendses have nok been notHisd that
B 1 e b boer caeslad Choos
ane of the Following:

() 5end cancelation and deleks mesting,

() Delete withaut sending a cancellation,

4. Click OK.

Making an Appointment or Meeting Private
When you make an appointment or meeting private, that event will display as a
“Private Appointment” to other users viewing your calendar. This is true even for
delegates who have full read and write access to your calendar. Additionally, the
appropriate time slot and day will be viewable. However, all other details about
the private event will be hidden from others.
To make an appointment or meeting private:
1. Schedule a new appointment or meeting that you want to make private. (If
necessary, see Scheduling a Meeting.)
Or
Open an existing calendar item.
To do so, simply double-click the calendar item.
2. In the lower right corner of the Appointment or Meeting window, select the
Private check box.
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When someone else invites you to a meeting, the meeting request is delivered as a
message in your Inbox. The event also displays in your calendar.

1.
2.

3.

0 >
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. . |~ Mail
In the navigation pane, click ="~
If necessary, click the appropriate Inbox folder in the navigation pane to
display your messages.
If you see a meeting request in your message list, read the meeting details by
either double-clicking it (in which the request displays in a separate window)
or viewing it Outlook’s reading pane.
Note: In the future, you can skip this step and look for new items in your
calendar.

Click the ConnectR icon dﬁ—dl to perform a manual synchronization.

Display your calendar by clicking Gl cotene in the navigation pane.
Open the meeting request by double-clicking the item in your calendar. If the
item is a recurring meeting, click the appropriate option (Open the
occurrence or Open the series) in the Open Recurring Item dialog box.

The meeting request displays in a separate window.

B&i Facilities - Meeting =101 x|
Ele Edt Yew Insert Format Actions  Help
« Ageept | 2 Tentative | X Decine | % Propoge New Time | (] calendar., | c3 ] | X | @ - # - @ =
Appointment | Scheduing |
Pleass respond, |
Orgarizer:  userz [userz@doct . mirapoint .com] Sent: Mon 1/23/2006 1145 P
Subject:  [Farilties
Location; | =] tatel: [0 tone |
Stark time: Tue 1j24/2006 x| [aooem | T sl day event
End time: Tue 1j24/2006 x| [ |
¥ Reminder: [5 mindtes x| Bz showtime as: [ pusy -
Meeting Workspace,.. | I This s .an online mesting using;  [Microsoft MetMeeting v
Cotacts... | | Categories... Private [~

Check to see if the meeting conflicts with another commitment in your

calendar by clicking [Z]alendar...

Return to the open meeting request window.

Do one of the following as appropriate:
Accept the meeting request:

a. Click ¥ Aceept

b. Select a response option in the dialog box.
{* Edit the response before sending.
" Send the response now.

 Don't send a response,

O I Cancel

c. Click OK.
If you selected Edit the response before sending, enter your response

details in the Accepted window and then click *=12end |
Decline the meeting request:
a. Click * edine .
b. Select a response option in the dialog box.
c. Click OK.
If you selected Edit the response before sending, enter your response

details in the Declined window and then click *=12=nd |
Propose another meeting time:

a. Click. & Propose New Time I

b. In the Propose New Time dialog box, enter a different time.
c Click Propose Time |

d

In the New Time Proposed window, enter details/comments and then
click =lgend

You can create tasks (to-do items) for yourself or assign them to others.

What You Need to Know

Although there are many fields in Outlook that pertain to tasks, ConnectR only
synchronizes a few of them. See What Data is Synchronized? for the list of
fields that are synchronized.

The synchronization of recurring tasks is not supported.

Important: The event’s owner and attendees will receive an email
notifying them of the new time you’re proposing. However, that
new time will not be reflected in anyone’s calendar. The event
owner must agree to the new time and then update the event

accordingly.

In your Tasks list, completed tasks display in strikethrough text () and overdue
tasks display in red.

Tasks
| | | Subiject

Click here to add a new Task

& ([ |Drder new software
g [] |Review meeting agenda

Creating a New Task

Eall ol adbe

7.

) . N ;f] Tasks

In the navigation pane, click

Press CTRL + N or double-click a blank space.

In the Task window, enter a name for the task in the Subject field.

Optionally, provide any of the following:

o Due date and/or Start date: Click the down arrow beside the fields and
then click a date in the pop-up calendar.

o Status and/or Priority: Click the down arrow and select an applicable item
in the resulting menu.

o % Complete: Either select the displayed text in the field and then enter
your percentage or click the up/down arrows as appropriate.

Optionally, set up a reminder for the task by clicking the Reminder check box.

Then specify the reminder’s date and time by clicking the appropriate down

arrow and selecting a date in the pop-up calendar.

Optionally, assign the task to a category by doing the following:

a. Click Categories... .

b. In the Categories dialog box, click the appropriate check box(es).

c. Click OK.

Click Save and Close.

Assigning a Task to Someone Else

1.
2.

bad
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In the navigation pane, click o Tosks

Click Actions > New Task Request.

Actions | Help

s [ Mew Task Chrl+M

I|;£/_1 Mew Task Request  Ctrl+Shift+L1

In the Task window, click g
In the Select Task Recipient dialog box, make sure ConnectR Connector is
displayed in the Address Book field.

Select Task Recipient: ConnectR Connector E|

Search: (%) More columns Address Book

| ConnectR Conneckor hd

Advanced Find

Type your search keywords and click "Go’ to perform a search

Cancel
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5. Specify attendees by either typing a person’s name in the Type Name or Select

from List field or clicking a name in the displayed list, and then clicking To.

Troubleshooting: No Users Listed in Select Task Recipient Dialog Box
If no users are listed in the Select Task Recipient dialog box, do the following:
1. Click Advanced > Find.

Mew

Properties...

e

Send Cptions. ..

2. In the Find dialog box, enter any relevant search criteria and then click OK.
nd £l

Search |

Display name: 3]

Firstrame: | Last name: [
Tite: [ Alias: [
Campary: | Departrent: |
Office: [

City: |

Phone number:

"Substmng Matching |

* Begins with " Contains

e

3. Click OK.

The Select Task Recipient dialog box displays with user names that match
your search criteria.

6. Click OK.
7. Enter the task information as explained in steps 3-7 of Creating a New Task.

8. Click =zend
Responding to a Task Assigned to You
L . | Mail
In the navigation pane, click the Mail tab

2. In the message list, double-click the task assignment (which is marked with an
assigned task icon ).

-

w

Click ¥ Accent o X Becne a0 appropriate.

4. Click OK.

or

Optionally add a comment to your reply by clicking Edit the response before
sending, adding your response in the Accepted or Declined window, and then
clicking Send.

Delegating a Task Assigned to You

L X X | —4 Mail
1. In the navigation pane, click the Mail tab
2. In the message list, double-click the task you’ve accepted .
3. Click 124 Assign Task .
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Sending Status Reports About a Task Assigned to You

oA

6.
7.

1. In the navigation pane, click
2.
3. Update the task information as appropriate. For example, you can enter a new

3?] Tasks
Double-click an assigned task you have accepted.
value for % Complete.

.
Click ™ Send Status Report.
Optionally, enter additional comments if necessary. Your comments will display
in blue.

E® Task Status Report: Write intraduction to synchronization chapter - Message

Elle  Edit W¥ew Insert Format Toals Table RoboPDF  Window  Help

[Final Showing Markup +| Shaw = DN G -5 BB B B

B

i=d%end | Accounts~ | | - |G &, ¥ B | ¥ || 1] options... - | RichText -
;MTD ‘userl@docl.m\ragoint‘com

@cc., |

Subject: ‘Task Status Report: Write introduction to synchranization chapter
Haly o Ew  Jeda-iszul=s
Meed to double-check with engineer about system reguirements
Subject: write introduction to synchronization chapter

Start date: Fri 2/10{2006

Due date: Tue 2/28/2008

Status: In Progress

% Complete:

Total work: 2 hours

Actual work: 0 haurs

Requested by: User One

Click*=dgend |
Click sl 5ave and Close

Marking a Task Complete

1.
2.

=
Task

In the navigation pane, click o] Tasks

Click the check box  next to the task name.

Note: If the task was assigned to you by someone else and you mark it

complete, the task owner can overwrite your changes.
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Viewing Another Person’s Tasks

What You Need to Know

To view another person’s calendar, that person must first grant you access
permissions on the calendar server that allow you to read and modify events. See
the Granting Others Access to Your Calendar procedure.

1. If you haven’t done so already, set up the person whose tasks you want to view
as a shared user. To do so, complete steps 1-8 in Viewing Another Person’s
Calendar.

=
k
2. Click o] Tasks in the Outlook navigation pane.
3. In the My Task section in the navigation pane, click the name of the user whose
tasks you want to view. Note: The “Tasks” listed first under My Tasks are your
own.

Click the My Tasks

name of the 3] Tasks
shared ~

user whose ﬂm
tasks you Current Yiew
want to view

@ Simple List

(> Detailed List

O Active Tasks

O Mext seven Days

O Owerdue Tasks

(" By Cateqgory

O Assignment

3 By Person Responsible
(> Completed Tasks

O Task Timeline

Tip

You can also view a shared user calendars and tasks by clicking the ConnectR
Shared Calendars and ConnectR Shared Tasks folders listed under Outlook’s
personal mail folders.

=] ‘E\,ﬁ Personal Folders
] Calendar [14]
# 3 ConnectR Shared Calendars
# |_J ConnectR Shared Tasks
# 3 ConnectR Synclssues
|85 Contacts
& Deleted Items
L7 Drafts
[55] Inbox
fﬂ lournal
L Junk E-mail
o | Motes
L&) Outbox
L) RSS Feeds
L= sent Items
& Tasks
# L@ Search Falders

In Outlook shared folders are listed in the
Personal Folders tree view.
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Creating a Contact Manually

R ., 8=/ Contact:
1. In the navigation pane, click EFREERE
. Click 8% or press CTRL+N.
. On the General tab, enter information about your contact as appropriate.
Tips:
o To enter the contact’s name—Either type the name in the text field next
K Full ame. .. I

w N

to the Full Name button or clic|
details in the Check Full Name
Check Full Name

Mame details
K I
Tikle: Cr. hd
Cancel
First; IF\rthur —I

IMiddle: ||

and provide the appropriate

ialog box.

Last: |Vander|ay
Suffis: -

[~ show this again when name is incomplete or unclear

o To enter multiple phone numbers—Click the down arrow ™ beside any of
the Phone Numbers, choose a phone number type, and then enter the
number.

o To enter multiple addresses— Click the down arrow ¥ in the Addresses
section, choose a type, and then enter the address in the text box.

o To enter multiple email addresses— Click the down arrow ™ for the E-
mail field; choose E-mail, E-mail 2, or E-mail 3; and then enter the email
address.

4. Optionally, enter additional contact information on the Details tab.

5. Click [H3aveanddose ¢ you want to save your contact and enter another one,

click ﬁﬁ‘
Creating a Contact Based on a Received Message

o . -~ Mail
1. In the navigation pane, click
2. Open the message by double-clicking its Subject line in the message list.
3. In the message header, right-click any email address in the From, To, and Cc
fields. Then select Add to Outlook Contacts in the resulting menu.

File Edit Wew Insert Format  Tools  Actions  Help

aReply | (g Reply to Al | (2, Forward | =) eI X
Fram:

To: ke iTunes Music Store [itunes@new-music. tunes.com]
Co 4 schedule a Mesting. .

Subject:  Me

Add or Edit Phone Mumbers.. . 3

2 Send Mail (tunes@new-music, ikunes, conm)

Additional Actions 3
5% Create Rule...

Send Options., ..

%-| Add ko Outlook Contacts. ..

&
&= Look up Outlook Contact...

Outlook Properties...

53 Copy

The Contact window opens with the contact’s name and email address already
entered.

4. Follow steps 3-5 of Creating a Contact Manually to complete the contact entry.
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Creating a Contact Based on Your Company’s Address List

1. In any of the toolbars (Calendar, Mail, etc.), click the Address Book icon L,
2. In the Show Names from the drop-down list, make sure ConnectR Connector
is selected.

[E% Address Book: ConnectR Connector, EE‘E‘
File Edit Tools

Search: (&) More columns  Address Book

ConnectR Connector b

Advanced Find

Type your search keywords and click "Go’ to perform a search

3. If no names are displayed in the list area, do the following:
a. Select Tools > Find.
b. On the Search tab of the Find dialog box, enter some search criteria.

Search
Display name:
First name: Last name:
Title: alias:
Company Department
Office: Ciky:
Phone number:
Substring Matching
(%) Begins with ) Contains

c. Click OK.
Names in your corporate directory display in the list area.

4. Single-click a name in the list area, and then click LJJ .
5. Follow steps 3-5 of Creating a Contact Manually to complete the contact entry.

Viewing Your Contact List
You can change how your contact list is displayed.

N ., 8=/ contact:
1. In the navigation pane, click 83 contacts

2. Choose the desired view.

Current Yiew

) Address Cards

(& Detalled Address Cards
() Phaone List

) By Category

@ By Company

) By Location

} By Fallow-up Flag

Searching for a Contact

=| Contact:
1. In the navigation pane, click A s
o ]
2. In the Contacts toolbar, click it
In the Contacts search toolbar, type the contact name or other information (for
example, company name or title) in the Look for box.

w

Look For: = Search In = Contacts Find Mow Clear Cptions =

4. Click FindMaw o precs Enter.
Contact names that match your search criterion are listed.

5. To display the contact details, double-click the icon LE| for the desired person.

Deleting a Contact
1. In your Contacts list, single-click the person to be deleted.

2. Click x in the Contacts toolbar.

November 2010
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An Outlook user (a delegator) can grant another person (a delegate) access to
his/her calendar. This arrangement enables the delegate to set up and respond to
meeting requests on behalf of the delegator. A common scenario involving a
delegate user is an administrative assistant who has been granted access to his
manager's calendar and handles meeting requests on her behalf. This section
covers tasks that a delegate is likely to perform on behalf of a delegator, as well
as key information that that he/she will need to know to use Outlook with the
ConnectR add-in.

What You Need to Know

= Outlook does not recognize distribution lists set up by your system
administrator. In other words, you cannot You cannot use Corporate
Edition distribution lists set up by your system administrator when
scheduling meetings in Outlook. As a workaround, you can use Corporate
Edition and the administrator-set up distribution lists to schedule the
meeting, and then use Outlook from that point on.

= Free/busy information is not available for external attendees who are not
part of your Mirapoint email/calendaring system.

= Attendee email addresses do not display on the Scheduling tab within
Outlook’s Meeting window when you first set up an event. They will display
once the event is saved and sent.

Viewing Another Person’s Calendar

What You Need to Know

To view another person’s calendar, that person must first grant you access
permissions on the calendar server that allow you to read and modify events.
See Granting Others Access to Your Calendar.

1. Launch Microsoft Outlook.
2. Click Tools > Options.

Tools | Actions Help

Send/Receive 3

Address Book.., Ctrl+5hift-B

Crganize

Bt E

‘ Instant Search 3
| Rules and Alerts...

Mailbox Cleanup..

@ Empty ‘Deleted Items™ Folder
Eorms 3
Macra 3

Account Settings...

Trust Center..,

Customize..

Options..

Synchronize using ConnectR

Clean Synchronize using CannectR..,

3. In the Options dialog box, click the ConnectR tab.
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4.

5.

6.
7.

8.

November 2010

Options

| Preferences | Mal Setup | Mail Farmat | Spelling | Other @

Personal Account

@ Set up your perzonal account settings.
Users Ta Synchronize

@ Add & new shared user
v

Pargonal Account...

Uzer Mame Status
uzer] Last gync: 741172008 1:48:33 PM
4104 Hep | [ Add Shared User..

On the ConnectR tab, click _¢dShaedUser.. |
The User Settings - ConnectR dialog box displays.

User Settings - ConnectR

Shared User Settings

Enter name of & shared user on the server

User Name: I—
Help | (] I Cancel

In the User Name field, enter the name of another user who also has an
account on your calendar server.

Ensure that the user name is valid by clicking
In the Confirm - ConnectR dialog box, click OK.

Werify...

Confirm - ConneciR

The shared user has been verified and has
granted you access to their account.

ak I Caneel

Click LI in the User Settings - ConnectR dialog box.
The shared user displays displayed in the Users to Synchronize list on the
ConnectR tab.

Preferences ” Mail Setup || M ail Format || Speling || Other | ConnectR ‘

Peisonal Account

@ Set up your personal account settings.

Personal Account...

Users To Synchronize

ﬁ Add a new shared user
v

User Mame Statuz
uzerl Last spne: 7/11/2008 1:.54:55 P
N Ueer2 Need to syne
4109 Hep | [ Add Shared User.

Apply

9. Click % |in the Options dialog box.
10. In the navigation pane, click [&]<aendar...

11.In the My Calendars section in the navigation pane, select the checkbox for the
shared user whose calendar you want to view. Note: The “Calendar” listed

first under My Calendars is your own.

4 June 2006 3
SMTW T F S
8293031 1 2 3
4 5 678 910
1112 131415 16 17
1819202122 23 24
2526272829 30 1
2345678

Select the My Calendars

shared user Calendar =
whose —p [ 1

calendar _you Current View

want to view

) DayfweekiMonth

@ Day/WeekiMonth Yiew With AutoPreviey
) Active Appaintments

3 Events —
O Annual Events

3 Recurring Appaintments

P El

The new calendar will appear to the side of any calendar already in the view

and in a different color.

Colendar !

Thusdey, Sanary 12

12

=
|
=
T E T e —)
<o
=
N
5w
o
e
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About Private Events
A private event will display as "Private Appointment” to users viewing and/or
managing your calendar (as in the case of delegates).

A Private Appointment

Additionally, the appropriate time slot and day will be viewable; but, all other
details about the event will be hidden from others.

The way private events “behave” in the Mirapoint-Outlook environment differs
slightly than in the Microsoft Exchange-Outlook environment. With Exchange, you—
as a delegate—are prevented from moving or modifying the time of a private event
on a delegator’s calendar. For example, if you tried to drag the private event to a
different time slot, Outlook would prevent you from selecting and moving the
event. In the Mirapoint-Outlook environment, you can visually drag a private event
to a different time slot or drag an event border to modify the time; however, the
changes will not be saved. After making the modification and clicking anywhere
within the calendar, the following dialog box will appear:

Microsoft Office Outlook E

1 Wour changes could not be saved because you don't have permission to modify some ar all of the items in this Folder.
. Do you wantk ko save a copy of this ikem in the default Folder for the item?

Click No in the dialog box. (If you click Yes, a copy of the private event will be
saved locally and appear in your calendar. You will be able to modify this copy;
but, any changes you make will not be saved to the calendar server. To prevent
possible confusion, click No in this dialog box.) Regardless of whether you click No
or Yes, the modifications you attempted to make to the delegator’s private event
will not be saved. Only the delegator can modify or delete his/her private events.
To visually restore the private event to its original state, refresh the Outlook
display (which you can do by clicking the Mail tab and then clicking the Calendar
tab again).

What You Need to Know

= Subscribed-to events set up in Corporate Edition do not display in Outlook.
Solution: Use Outlook to set up all events.

Scheduling a Meeting on Behalf of Someone Else

If you’ve been given access to another person’s calendar, you can schedule
meetings on their behalf.

1. In the navigation pane, click ] catendar

2. In Outlook toolbar, select the (LIP3t or [5]WorkiWeek yiew modes to see detailed
time increments.

3. In the My Calendars section in the navigation pane, select the checkbox for the
user (delegator) who has given you permission to modify his/her calendar.
Note: The “Calendar” listed first under My Calendars is your own.

4 June 2006 »
SMTWTFS
26293031 1 2 3
4 5678 910
1112 1314 15 16 17
1619 2021 22 23 24
2526272829 30 1
2345676

Select the My Calendars

shared user & Calsndar 4
whose > [ tu

calendar you Current View

want to view

) Day/WeekjMonth

& Day/\WeskiMonth Yiew Wwith AutaPravisy
O Active Appointments

O3 Events -
) Annual Events

3 Recurring Appaintments

P E

The delegator’s calendar will appear next to any calendar already in the view
and in a different color.

4. Double-click the desired time slot within the calendar for which you’re setting
up a meeting.
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Calendar Calendar

Thursday, January 12
ALY Have 3 bal

Thursday, January 12

10™

11%
12m

4 00 | *4E Engineering all-hands (Kitchen)

E
no
The Appointment window displays.

=l

In the Appointment window, enter your meeting details (such as Subject and
comments).

titled - Appointment =loix|

© Flle Edt Miew Insert Format  Tools  Actions  Help
i saveand close | & I | C¥Recurrence... | Einvite attendees | T B | X | 4 - % - @!

Appointment | scheduing |

Subject: |

Location; | =] abel: [ nore |

Stark time: Tue 2/14/2006 x| [ooem | I allday event

End time: Tue 2/14/2006 | [ -]

¥ Reminder: |15 minutes | | showtine as: [ Busy ~

Categories. .. Private [

Contacts.., | |

If necessary, use the Meeting start time and Meeting end time drop-down lists
to fine-tune the meeting time.

x| fioznam =]

R TR

If appropriate, you can make this meeting private by clicking the Private
checkbox. To other people viewing the delegator’s and attendees’ calendars,

the meeting will simply display as a “Private Appointment.” No other details
besides the date and time will be viewable.

Mesting stark time: |Tue 1/3/2006

Mesting end time:  [Tue 1/3/2006

Important: If you schedule a private meeting for the delegator, you will no
longer have the ability to view its full details, modify it, or delete it. Only the
delegator will be able to do so.

Click - seheduina | (Scheduling tab).
In the All Attendees column on the Scheduling tab, enter an attendee’s user
name in the next available line. Repeat this step as necessary.
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i Discuss New Procedures - Meeting =]
Ble Edt View Inert Fomat Toos Actions  Help Troubleshooting: Checking for User Names and Free-Busy Information
B 30,10 & | QRearrerce, B Concellnviation | ! 8 | X @ B Here are some things you can do if Outlook doesn’t provide valid user and
Appontment | Scheding | resource names on the Scheduling tab and fails to display free-busy
Zaom: |mu% (Day View) = | [March 02, 2006 Friday, M: information. re £ . ) .
o0 1no0 1me0 00 z00 00 4w0 mOo = If you can’t find other users, it's possible that lookups are using the wrong
[ ] [afomendees | I | S directory service. Check to see which directory service is currently in
(1= Hevin scdevin@rmir apoink,con) Bl .
Slolirs | use:
! 1. In Outlook, select Tools > Address Book.
2. In the Address Book window, choose Tools > Options.
On the Addressing tab, do the following:
o Make sure ConnectR Connector displays in the Show this address
list first field. If it isn’t, click the down arrow ™ and choose
o ConnectR Connector from the drop-down list.
K1l [ — 0| o Make sure ConnectR Connector is listed first in the When sending
Addothers ¥ || GBS ¥ | g sterttimer [Thoajeizone x| [roor x| mail, check names using these address lists in the following
<< AUCPick et > | Mestingend time: [T 322006 7| [z00pM @] order field. If it isn’t, click ConnectR Connector and click the up
M Busy M Tentative M Out of Office [N Mo Information positional arrow 1 as appropriate.
. i Addressing &l
10. Optionally, enter the names of one or more resources. Do this if you want to —
check the availability of a resource such as a conference room and to reserve Addressing |
it for your meeting. You can also click @ next to the resource name and then Shaw this address list first:
specify Resource (Room or Equipment) in the drop-down list. [connectr. Connector =

& Required Attendee
3 Optional Attendes

[#]

11. Click Tools > Check Names to check the validity and free-busy times of the

| All Attendees

I keep personal addresses in:

=1/ | devin

= -

k here ko add a name

attendees and resources you entered.

Tools | Actions  Help

&, Check Names

G Address Book. ..

w
¥

Ctrl+-Shift+B

The schedule grid will display free/busy times for you and your
attendees/resources. White time slots signify free time, colored time slots
mean busy. Adjust the meeting date and times accordingly.

November 2010

|ontacts |

when sending mail, check names using these address lists in
the F i der:

add.. | memove | properis |

o cancel | by |

= Try the Outlook keyboard shortcut Control-K to force a name lookup and
redisplay of free/busy data. Outlook uses a cache of users’ free/busy
times. At startup this cache is empty. When an event’s schedule is
viewed for the first time, Outlook requests the free/busy information for
each attendee and adds it to the cache. Users’ free/busy times are then
fetched from the cache as necessary. After a certain amount of time, the
cache entries become stale. Pressing Control-K initiates a fresh lookup
immediately.

= With the Scheduling tab displayed, you can do the following to refresh
free-busy information: Click the Options button and the select Refresh
Free/Busy on the options menu that displays.

Mestinn skart Firne:

Shiaw Only Working Hours

Show Calendar Details

AukaPick 3

Refresh FreefBusy

12.Once you’re satisfied with your meeting details and identified your attendees,
click *=lsend |

13. Close the Meeting window with one of the following ways:
o Choose File > Close.

Eile | Edit Wiew Insert  Farmat

Mew 3
= Chrls
Save As...
Save Attachments. ..
¥ Delete Crl+D

5

LM Move ko Folder...  Chrl+Shife+y

Page Setup »

|3 Print Preview

= Print... Chrl+p
Close Alt+F4

¥

o Click the Close icon ilin the top right corner of the Meeting window.

Important

Don’t leave the Meeting window open. If you do, synchronization problems
can occur.
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Scheduling a Recurring Meeting on Behalf of Someone Else
If you’ve been given access to another person’s calendar, you can schedule 8. Optionally, enter the names of one or more resources. Do this if you want to

recurring meetings on their behalf. check the availability of a resource such as a conference room and to reserve
it for your meeting. You can also click @ next to the resource name and then

1. In the navigation pane, click ZCalendar... " "
specify Resource (Room or Equipment) in the drop-down list.

2. Click within the calendar for whom you’re setting up a meeting.
3. Click Actions > New Recurring Meeting. The Outlook Meeting window opens

I All Attendees I

with the Appointment Recurrence dialog box in the foreground. = |devin
. Ml=ET g —
e Sl s ERomet{Tooks T adtions | Help @ Required attendee k here to add a name
i=d5end | Accounts~ | F (] | ) 8, | CRecurrence... FHCancel Invitation | § B | X &J/E ﬂOp?\nnaI Attendes
Y
e | 3 e — Y o
T, i time: i idi 4
. > -

e e I e O et g e e anag. | VaUIdity and free-busy times of the

bmealiamy - Recurrence pattern | - ’

" Dally Recurevery |1 weekishom: Tools | Actions  Help

seime [H | el | sy [ vendsy [ russday I echasdey v

endtine:  [We | ¢ worshly W Wl W] Sy
| C ey =

[V Reminder: |15

et I— [Range of recurrence a‘/ iceihamey
start: [wed 1472006 | & Moenddste L Address Book...  Ctr4Shift+8
_Mecting Workspace, © Endafter: [10  occurrences M
C Endby:  |Wed 3/5/2006 =l =]
The schedule grid will display free/busy times for you and your

ok | | cancel | [Remveremnen | attendees/resources. White time slots signify free time, colored time slots
mean busy. Adjust the meeting date and times accordingly.

s ||| e, | Wtel‘.‘ Troubleshooting: Free/Busy Information
Here are some things you can do if free-busy times aren’t available.
4. In the Appointment Recurrence dialog box, enter the meeting and recurrence = |If you can’t find other users or perform free/busy lookups, it's possible
details (including start and end times) and then click OK. that lookups are using the wrong directory service. Check to see which

5. In the Meeting window, enter your meeting details (such as Subject and directory service is currently in use:

comments) on the Appointment tab. 1. In Outlook, select Tools > Address Book.

=lolx 2. In the Address Book window, choose Tools > Options.
3. On the Addressing tab, do the following:

o Make sure ConnectR Connector displays in the Show this

i untitled - Recurring Meeting

File Edt Wiew Insert Format Tools  Actions  Help

Ezend | accounts ™ | | @ By | O Requrence.,, [ cancelipveaton | | 8 | X | @ @

Appaintmert. | scheduing |

[/ mviations have ot been sen for this mezting. address list first field. If it isn’t, click the down arrow ¥ and
To., | [kednGei@dock mrapoint com) choose ConnectR Connector from the drop-down list.
e | o Make sure ConnectR Connector is listed first in the When
ez || = vatet [ one gl sending mail, check names using these address lists in the

following order field. If it isn’t, click ConnectR Connector and
click the up positional arrow T appropriate.

Recurrence:  Occurs every Wednesday effective 1/4/2006 from 4:00 PM ko 4:30 PM.

I Reminder: |15 minutes x| | show tme ac: [H Busy -
Addressing &‘
Mesting Warkspace... | [~ This is an online mesting using: | icrosoft Methiesting L2
Addressing |
2 Shiow this address list First:
|connectR Connectar =
Keep personal addresses in:
|contacts =
ﬂ When sending mail, check names using these address lists in
Contarts... | [ Categories. .. Private [ the fFollowing ord

6. Click scheduing | (Scheduling tab).
7. In the All Attendees column on the Scheduling tab, enter an attendee’s user
name in the next available line. Repeat this step as necessary.

[ Discuss New Procedures - Meeting o =[] Add... | Remove | Properties ‘

File Edit View Insert Format Took  Actions  Help

i=send | & () | @ % | O Recurrence... [FF Cancel Invitation | § 8 | X y;a [s'3 Cancel ‘ Apply |

apponment | Scheduing |

Zaom: |mu% (Day View) = | March 02, 2006 Friday, Mi ) . )
oo t1on tman o zon w0 4o0 = While entering attendee names on the Scheduling tab, try the Outlook
I [ keyboard shortcut Control-K to force a lookup and redisplay of

E 2 free/busy data. Outlook uses a cache of users’ free/busy times. At
startup this cache is empty. When an event’s schedule is viewed for the
first time, Outlook requests the free/busy information for each
attendee and adds it to the cache. Users’ free/busy times are then
fetched from the cache as necessary. After a certain amount of time,
the cache entries become stale. Pressing Control-K initiates a fresh
lookup immediately.

eudes ]

10. Once you’re satisfied with your meeting details and identified your attendees,
L L i click *=1gend

M‘ M‘ Meeting start time: | Thu 3/2/2006 x| [zooem =
<< AukaPick Next => Mesting end time: | Thu 3/2/2006 xl [Foo |

M Busy M Tentative M Out of Office [\ Mo Information
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11. Close the Meeting window in one of the following ways:
o Choose File > Close.

File | Edt Wiew Insert Format

New »
| save ChrS
Save As...
Save Attachments. ..
K Delete Crl+D

[ MovetoFalder... Chri+Shift+y

Page Setup »
|3 Print Preview
= Print... Chrl+p
Close Alc+F4

o Click the Close icon | in the top right corner of the Meeting window.

Important

if you do.

Don’t leave the Meeting window open. Synchronization problems can occur

Scheduling an All-Day Event on Behalf of Someone Else

If you’ve been given access to another person’s calendar, you can schedule all-day

events on their behalf.

1. In the navigation pane, click 5] colendar

2. Click within the calendar for whom you’re setting up a meeting.
3. Click Actions > New All Day Event.

Actions | Help

:E Mews Appointment Chrl+h

| ew All Day Event

j Mews Meeting Request  Chrl+-Shift+0)

_@ Plan a Meeting. ..
g4 view Group Schedules. ..

Mew Recurring Appoinkrment

4

Mew Recurring Meeting

4. In the Event window, enter your meeting details (such as Subject and
comments) in the Appointment tab.

i untitled - Event -0 x|
fie Edt Yew Inset Format  Iools  Actions  Help
|l Save and Close | 4 (] | £3Recurrence... | i Invite Attendess | | B | X v 08

Appointmert | scheduing |

Subject: |

Location: | =] Labet: [ nore: |
Starttme: | Tue 2/L4/2006 =l ¥ &l day event

End time: Tue 2/ 142006 =l

¥ Reminder: |18 hours x| ] showtme as: [0 Fres -

Contacts, .| | Categories... Frivate [

5. If necessary, change the event’s Start time and End time by clicking the
appropriate down arrow and selecting a different day from the calendar.

Start time: Tue 2/14/2006 -

End time: 4 February 2006 3
S M TW TFS
ANE 1 2 3 4
W Reminde 5 ¢ 7 & 91011
12 131415 16 17 18
192021 22232425
262728 1 2 3 4
56 7 B 91011

Today |

6. Click scheduing | (Scheduling tab).
7. In the All Attendees column on the Scheduling tab, enter an attendee’s user
name in the next available line. Repeat this step as necessary.
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B Discuss New Procedures - Meeting -18| x|
File Edit Yiew [nsert Format  Took  Actions  Help

idsend | & U |48 & | C¥Recurrence... R CancelInvitation | | & | X -y)a

appointment | Scheduing |

Zoam: [100% (Day View) =] March 02, 2006 Friday, Mi
10:00 11:00 1z:00 1:00 2:00 3:00 400 9:00
| |
-]
[— 0

Kl
Add Othe Opti
—I* g —IE‘E'"5 Y| Hesting start time: | Thu 3/2/2006 R
<< | utobickNext 2> | peetingendtime: | Th 32/2006 | [zooem =]

M Busy % Tentstive M Outcf Office [ Mo Information

Optionally, enter the names of one or more resources. Do this if you want to
check the availability of a resource such as a conference room and to reserve
it for your meeting. You can also click @ next to the resource name and then
specify Resource (Room or Equipment) in the drop-down list.

| All Attendees |
=1/ | devin

= -

& Required Attendes k here to add & name
3 Optional Attendes

o

Click Tools > Check Names to check the validity and free-busy times of the
attendees and resources you entered.

Tools | Actions  Help

8, Check Names |
G Address Book... Ctrl+Shift+B

¥
¥

The schedule grid will display free/busy times for you and your
attendees/resources. White time slots signify free time, colored time slots
mean busy. Adjust the meeting date and times accordingly.

Troubleshooting: Free/Busy Information
Here are some things you can do if free-busy times aren’t available.
= If you can’t find other users or perform free/busy lookups, it's possible
that lookups are using the wrong directory service. Check to see which
directory service is currently in use:
1. In Outlook, select Tools > Address Book.
2. In the Address Book window, choose Tools > Options.
3. On the Addressing tab, do the following:
o Make sure ConnectR Connector displays in the Show this

address list first field. If it isn’t, click the down arrow ¥ and
choose ConnectR Connector from the drop-down list.

o Make sure ConnectR Connector is listed first in the When
sending mail, check names using these address lists in the
following order field. If it isn’t, click ConnectR Connector and

click the up positional arrow T appropriate.

Addressing, &

Addressing l

Show this address lisk First:
‘ConnectR Connector ﬂ

Keep personal addresses in:
| Cantacts |

when sending mal, check names using these address lists in
the Following arde

1
2dd... | Femme | FiEREiiEs |
(continued)
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= While entering attendee names on the Scheduling tab, try the Outlook
keyboard shortcut Control-K to force a lookup and redisplay of
free/busy data. Outlook uses a cache of users’ free/busy times. At
startup this cache is empty. When an event’s schedule is viewed for the
first time, Outlook requests the free/busy information for each
attendee and adds it to the cache. Users’ free/busy times are then
fetched from the cache as necessary. After a certain amount of time,
the cache entries become stale. Pressing Control-K initiates a fresh

lookup immediately.

10. Once you’re satisfied with your meeting details and identified your attendees,
click =z=nd

-
=

. Close the Meeting window with one of the following ways:
o Choose File > Close.

File | Edit View Insert Format

Mew 3
ld save Ctrl+s
Save A5,
Sawe Attachments...
X Delete kD

=

4y Moveto Folder...  Cerl+Shift+y

Page Setup 3
|4, Print Preview
= Print... ChrHP
Close Al+F4

¥

o Click the Close icon Xlin the top right corner of the Meeting window.

Important

Don’t leave the Meeting window open. Synchronization problems can occur if
you do.

Changing an Appointment, Event or Meeting on Behalf of
Someone Else

The procedures in this section are intended for delegates modifying appointments,
events, or meetings owned by the grantor.

Important

As a delegate, you can make changes to events on behalf of attendees even though
they are not the events’ owners. However those changes that you make on behalf
of the attendees will not be propagated back to the calendars of the event owner
and the other attendees upon synchronization. Only the calendar of the person
making the change will be affected. Additionally, if a person modifies an event
that he doesn’t own and then the event owner makes a change, the owner’s
change will overwrite any changes made by the attendee.

What You Need to Know

If you need to change a resource for an existing meeting, you cannot drag and drop
a calendar item from a resource’s calendar to another resource’s calendar. To
change a resource for an existing meeting, you need to delete the unwanted
resource from the Scheduling tab (within the Outlook Meeting window) and then
enter the new resource.

Refer to the appropriate procedure listed below that applies to your specific
situation. scenario.

= Change options for an item that is not part of series
= Change options for an entire series
= Change options for one item that is part of a series

Changing options for an item that is not part of a series.
1. In the event owner’s calendar, open the particular appointment, event, or
meeting by double-clicking the item.
2. Do any of the following:
o On the Appointment tab, change the options (subject, time, etc.) as
necessary.
o Add new attendees as appropriate, by doing the following:

a. Click stheding | (Scheduling tab).
b. In the All Attendees column on the Scheduling tab, enter an attendee’s
user name in the next available line. Repeat this step as necessary.
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c. Optionally, enter the names of one or more resources. Do this if you
want to check the availability of a resource such as a conference room
and to reserve it for your meeting. You can also click & next to the
resource name and then specify Resource (Room or Equipment) in the
drop-down list.

I All Attendees I
=a | devin

-

& Required Attendes k here to add a name
3 Optional Attendes

[#]

d. Click Tools > Check Names to check the validity and free-busy times of
the attendees and resources you entered.

Taols | Actions  Help

&, Check Names |
G Address Book,.. Ctri+Shift+B

w
¥

The schedule grid will display free/busy times for you and your
attendees/resources. White time slots signify free time, colored time
slots mean busy.
If free-busy times aren’t available, see Troubleshooting: Free-Busy
Information in the Scheduling a Meeting procedure.
o Delete attendees as appropriate by doing the following:
a. Click the Scheduling tab.
b. Highlight an attendee.
c. Press Delete.
3. Click | save and Close .
4. In the Microsoft Outlook dialog box, specify whether you want to send a
message to the attendees notifying them of the update.

Changing options for an entire series.
1. In the event owner’s calendar, open particular appointment, event, or meeting
by double-clicking the item in your calendar.

2. Click Open the series and then click OK.

Open Recurring Item i x|

' "Releass Team Mesting” is a racurting
i appointment. Do you want to open
only this occurrence or the series?
¢ Open this occurrence,

5 Open the series.

3. Do any of the following:
o On the Appointment tab, change the options (subject, time, etc.) as
necessary.
o Add new attendees as appropriate, by doing the following:

a. Click stheding | (Scheduling tab).
b. In the All Attendees column on the Scheduling tab, enter an attendee’s
user name in the next available line. Repeat this step as necessary.
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c. Optionally, enter the names of one or more resources. Do this if you
want to check the availability of a resource such as a conference room
and to reserve it for your meeting. You can also click & next to the
resource name and then specify Resource (Room or Equipment) in the
drop-down list.

I All Attendees I
=a | devin

— -

& Required Attendes k here to add a name
3 Optional Attendes

[#]

d. Click Tools > Check Names to check the validity and free-busy times of
the attendees and resources you entered.

Taols | Actions  Help

&, Check Names |
G Address Book,.. Ctri+Shift+B

w
¥

The schedule grid will display free/busy times for you and your
attendees/resources. White time slots signify free time, colored time
slots mean busy.
If free-busy times aren’t available, see Troubleshooting: Free-Busy
Information in the Scheduling a Meeting procedure.
o Delete attendees as appropriate by doing the following:
a. Click the Scheduling tab.
b. Highlight an attendee.
c. Press Delete.
o Change recurrence options
a. In the Recurring Appointment window, click Actions > Recurrence.

Actions | Help

:ﬁ Mew Appointment  Cerl+r
¥ Recurrence... Chrl+G
5 Edit Series

Ipvite Attendees

Forward as iCalendar

'_'.\3 Forward Chrl+F

b. Change the options, such as time, recurrence pattern, or range of
recurrence, that you want to change.

Appointment Recurrence x|

|Vstavt:

[ Recurrence pattern
% Daily Coevery [I dayis)
 wreeldy & Every weekday

" Monthly

vl endifemopm | ouration: [0 minutes v

1 vearly

-Range of recurrence

Start; [Tue 2/14i2006 | & toend date

€ Endafter: |10 occurrences

 Endby:  |Mon227/2006 =~
[ ok | cancel | Removerecurence |

c. Click OK.
4. Click |l Save and Close N
5. In the Microsoft Outlook dialog box, specify whether you want to send a
message to the attendees notifying them of the update.
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Changing options for one item that is part of a series

1. In the event owner’s calendar, open the particular appointment, event, or
meeting by double-clicking the item in your calendar.

2. Click Open this occurrence.

|

Open Recurring Item

"Executive Brisfing” is a recurring
"\ appointment, Do you want to open

only this occurrence or the series?

¥ Cpen this occurrence,

€ Qpen the series.

cConce

3. Do any of the following:
o On the Appointment tab, change the options (subject, time, etc.) as
necessary.
o Add new attendees as appropriate, by doing the following:
a. Click Stheduing | (Scheduling tab).
b. In the All Attendees column on the Scheduling tab, enter an attendee’s
user name in the next available line. Repeat this step as necessary.

=1k

i Discuss New Procedures - Meeting
Ele Edt View Inssrt Fomat Tools  Actions Help

Sisend | 1] | () 8 | Orreasence.., T cancelmieation | ¥ 8 | X @ B

Appointment | Scheduing |

Zoom: [100% (Day View) | fareh 02, 2006 Friday, M:
ho:00 1100 1200 1:00 2:00 300 4:00 %00
[ [ [Anacendess | I [

i <evinGritapoint.cod =)

K1} [— |
Addoters v | _ogions = | Mesting start tme: |Thu 3/2/2006 | e =]
<< AutoPick Next > | Meeting endtime: | Thu 3/2/2006 | [zooem -

M Busy % Tentative M ourof office [N Mo Information

c. Optionally, enter the names of one or more resources. Do this if you
want to check the availability of a resource such as a conference room
and to reserve it for your meeting. You can also click & next to the
resource name and then specify Resource (Room or Equipment) in the
drop-down list.

I All Attendees I
=i | devin

— -

& Required Attendee k here to add a name
£} Optional Attendee

[#]

d. Click Tools > Check Names to check the validity and free-busy times of
the attendees and resources you entered.

Tools | Actions  Help

&, Check Names |
i Address Book.., Ctrl+Shift+E

¥

The schedule grid will display free/busy times for you and your
attendees/resources. White time slots signify free time, colored time
slots mean busy.
If free-busy times aren’t available, see Troubleshooting: Free-Busy
Information in the Scheduling a Meeting procedure.
o Delete attendees as appropriate by doing the following:

a. Click the Scheduling tab.

b. Highlight an attendee.

c. Press Delete.

4. Click lellgeve and Close

5. In the Microsoft Outlook dialog box, specify whether you want to send a
message to the attendees notifying them of the update.

Important: With each of the procedures listed above, you must click Save and
Close after you’ve made your modification. Synchronization problems can occur
if you leave the Meeting window open.
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Canceling a Meeting or All-Day Event on Behalf
of Someone Else

This procedure applies to delegates canceling meetings or all-day events on behalf

of the event owner.

1. In the calendar for whom you’re making the cancellation, double-click the
meeting/event item.

2. If applicable, select the Open this occurrence or Open the series option as
appropriate. Then click OK.

Open Recurring Item

"Release Team Meeting” is a recurring
1\ sppointment. 0o you want ta apen

only this occurrence or the series?

x|

" Open this occurrence.

¥ Open the series,

Click the Delete button x .
4. In the dialog box, select the appropriate option and then click OK.
HMicrosoft Office Outlook

w

this mesting "Roadmap Roundtable" has besn

'§ The attendees have not been notified that
canceled, Choose ane of the following:

(%) 5end cancellation and delete meeting.

() Delete without sending a cancellation.

5. Click the ConnectR icon & to perform a manual synchronization.

Replying to a Meeting Request on Behalf of Someone Else

The steps for performing this task are considerably different than the ones you
would complete in a Microsoft Outlook-Exchange environment, where delegates
can gain access to a delegator’s Inbox and respond to meeting requests via mail. In
the Outlook-ConnectR environment, you—as the delegate—need to respond to
meeting requests by accessing the delegator’s calendar.

. In the navigation pane, click &cdendar...
. Click within the calendar for whom you’re setting up a meeting.

1

2

3. Click the ConnectR icon (:Jf_i‘ to perform a manual synchronization.

4. Open the meeting request by double-clicking the item in the calendar. If the
item is a recurring meeting, click the appropriate option (Open the
occurrence or Open the series) in the Open Recurring Item dialog box.

The meeting request displays in a separate window.

B&i Facilities - Meeting =101 x|
Ele Edt Yew Inssit  Format Actions  Help
« Agcept | Tenrative | X Decline | 9 Propoge New Time | (3] Calendar.., |3 ] | X | @ - # - @ =

appaintment | Scheduing |

Please respand. |

Orgarizer:  userz [userz@doct . mirapoint .com] Sent: Mon 1/23/2006 1145 P
Subject:  [Farilties
Location; | =] Labeli [ wone |

Stark time: Tue 1j24/2006 x| [aooem | T sl day event
End time: Tue 1j24]2006 x| [ |

W Reminder: [S minutes x| 2| showtime as: [ busy 2
Meeting Workspace, .. | I This is.an online mesting using;  |Microsoft MetMeeting v

|
|
Cortacts... | | Categories... Private [~

5. Do one of the following as appropriate:
o Accept the meeting request:

a. Click ¥ Agept

b. Select a response option in the dialog box.
+ Edit the response before sending.
= Send the response naw,

= Dor't send a response.

O I Cancel

c. Click OK.
If you selected Edit the response before sending, enter your response

details in the Accepted window and then click =12=nd |
o Decline the meeting request:

a. Click % Doty
b. Select a response option in the dialog box.

c. Click OK.
If you selected Edit the response before sending, enter your response
details in the Declined window and then click *=12=nd |

Propose another meeting time:

a. Click. & Propose New Time .

b. In the Propose New Time dialog box, enter a different time.

c. Click Propose Time |

d

In the New Time Proposed window, enter details/comments and then
click ‘=gend |

Important

The event owner and other attendees will receive an email notifying
them of the new time you’re proposing. However, that new time
will not be reflected in anyone’s calendar. The event owner must
agree to the new time and then update the event accordingly.
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Synchronization ensures that the Outlook data regarding your calendar events,
calendar attachments, tasks, and contacts exactly matches the information on the
calendar server. The first time you synchronize, all data is downloaded and
synchronized. After that, synchronization downloads only the data that has been
added or modified for synchronization, speeding up the synchronization process.

Important: The amount of time it takes to synchronize depends on the amount of
data being synchronized.

ConnectR examines the changes that have occurred to an item since the last
synchronization. If a change has been made only to the item in the calendar
server, the data in the calendar server overwrites the older information in the
matching Outlook item during the next synchronization. If the data in Outlook has
changed since the last synchronization, then the data in Outlook overwrites only
the older information in the matching calendar server item during the next
synchronization. If no changes have been made in either the calendar server or
Outlook, the item is not touched during the next synchronization.

A conflict occurs when the same item has been changed in both the calendar
server and Outlook since the last successful synchronization. (Note: Scheduling

multiple events for the same time frame does not cause a synchronization conflict.

However, Outlook alerts you when you are in the process of setting up a
meeting/appointment at the same time as an existing event.)

Conflicts are automatically resolved in the background based on the importance of
data changes. For example, changes to the start time, end time and recurrence of
an event are considered to be major changes and are used to decide the winner of
a conflict (that is, which information to keep). A conflict resolution dialog box will
appear only if ConnectR detects major changes to the event both on the server
and in Outlook.

Reporting Problems

ConnectR creates a ConnectR Sync Issues folder within your Outlook Personal

Folders. In turn, ConnectR Sync Issues contains three sub-folders:

= Conflicts—Contains information about the items that caused a conflict during
synchronization.

= Local Failures—Contains information about items that failed to update within
Outlook.

= Server Failures—Contains information about items that failed to update on the
calendar server.

Each item includes the log files associated with the particular sync problem

encountered.

Folder List «
All Folders B3
2] All Outlook Items -

= }-2;5 Personal Falders
:ﬁ Calendar
H 3 ConnectR Shared Calendars
H J ConnectR Shared Tasks
= A ConnectR Synclssues
.| Conflicts
.| Local Failures
| Server Failures
&5 Contacts
@ Deleted Items
L7 Drafts
[ Inbox
52 Journal
g Junk E-mail
o | Notes
4 Outbox
(55 Rss Feeds
L= sent Items
& Tasks
® L3 search Folders
# S agd@osqad2.mirapoint.com

Falder Sizes
Data File Management...

) Mail
{74| calendar

83 (& kI3[ ~
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When a synchronization problem occurs, an informational message pops up from
the onscreen system tray. To report the problem to your system administrator, do
the following:
1. Note the type of error (conflict, local failure, server failure) detailed in the
informational pop-up message.
2. In Outlook, navigate to the appropriate ConnectR Sync Issues subfolder.
3. Within the subfolder, click the appropriate item.
The Outlook message window displays.
4. In the To line, enter the email address of your system administrator.
5. Click Send.

Synchronizing Manually

The ConnectR add-in automatically synchronizes your data in the background when
you make a change to your calendar, contact, or task information. There might be
a slight latency due to factors such as network traffic. At any time, however, you
can manually initiate synchronization selecting Tools > Synchronize from the
Outlook Toolbar.

Taols | Actions  Help

I Send/Receive 3

Find 3

Address Book. .. Ctrl+Shift+8
Organize

Fules and Alerts...

Mailboyx Cleanup...

Empty "Deleted Items" Folder

Eorms 3

Macra 3

E-mail Accounts. ..

Customize, ..

Cptions. ..

‘ Synchronize Using Conneckr: [%

I Clean Synchronize using ConnectR.. .

What Data is Synchronized?

ConnectR synchronizes your calendar, task, and contact items. However, some
fields/properties have slightly different names in the calendar server and Outlook.
(For example, the name of an event on the calendar server is called Title, while
the Outlook client calls it Subject.) In addition, not all fields are supported by
both. Fields that are not supported by both are preserved and unchanged.

This section lists fields that ConnectR synchronizes.

Calendar Events

Outlook ConnectR synchronizes the new, modified, and deleted calendar events
between your calendar server and your Outlook client. Synchronized fields are:
= Title/subject

Description

Start date and time

End date, time, and duration

Location

E-mail/pager reminder

= Meeting attendees

= External meeting attendees (people who don't have calendar server accounts)
= Resources, such as conference rooms or equipment (treated as attendees in
Outlook)

All Day event flag

Recurring events

Priority

Privacy event flag

= Event attachments (added to the event description in Outlook)

About Event Location Synchronization

You can enter event locations in the calendar server and in Outlook. The locations
on the calendar server are stored and have a schedule of their own that is queried
for Free/Busy information when an event is created. When creating an event
location in the calendar server, it is synchronized to your Outlook calendar
correctly. If you add an event location in Outlook that the calendar server
recognizes as a known resource, it is also synchronized correctly.

Note that Outlook allows you to enter an arbitrary location for an event. For
example, suppose you want to schedule an off-site meeting at your house. Outlook
says that this is not a problem. However, chances are that the calendar server
does not recognize your house is a resource, and cannot query Free/Busy status.
During its synchronization, these arbitrary event locations are preserved by the
calendar server and propagated to all event attendees.
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Contacts
ConnectR synchronizes the following Address Book/Contacts properties:
= Full Name

= Last Name

= First Name
Category
Company Name
Email Address
Street Address
City

State

Zip

Country

Work Phone
Work Fax
Mobile / Cellular Phone
Nickname
Department
Home Phone
Job Title

Pager

URL

Birthday
Anniversary

Tasks

ConnectR synchronizes the following Tasks/To-do items properties:
= Title/subject

= Description

= Due date

= Completion status

= Completion date and time

= Priority

Note: Recurring tasks/to-do items are not supported.

Updating the ConnectR Add-in

If a new version of Outlook ConnectR becomes available, an alert will pop up
automatically while you’re in Outlook and ask whether you would like to update
ConnectR. New versions of Outlook ConnectR may include enhancements, new
features, and product bug fixes. Read any release notes and Readme files available
for information on the new version of Outlook ConnectR.
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Synchronizing Your Calendar From Scratch

Important: Do not complete this procedure unless you are directed to do so by
your system administrator.

ConnectR provides a "clean sync" feature that lets you synchronize your calendar
data from scratch. Occasionally, calendar data within Microsoft Outlook and on the
Mirapoint server can get out of sync. Problems such as duplicated events can
result. This feature lets you erase all your calendar data from Outlook and
resynchronize with the current calendar data on the Mirapoint server. You can also
perform a clean sync the other way, where you replace the Mirapoint server data
with your Outlook information. Additionally, you can do a clean sync in either
direction for any of your shared calendars. Because of the possibility that you
could delete calendar events accidentally, you should not run a clean sync unless
guided by your system administrator.

Note: Only calendar data is affected by a clean sync; contact and task information
is not.

To synchronize your calendar from scratch:
1. From the Outlook toolbar, choose Tools > Clean Synchronize using ConnectR.

Tools | Actions Help

send/Receive 3

Instant Search 3

Address Book... Ctrl=5hift-B
% Organize

I_i‘} Rules and Alerts...
Mailbox Cleanup...
& Empty Deleted Items” Folder
Earms 3
Macro 3
Account Settings...
Trust Center..
LCustomize...
Options..

synchronize using ConnectR

Clean Synchronize using ConnectR...

2. In the Clean Synchronize using ConnectR dialog box, select one of the following
sync directions:
o Server to Outlook—Your Outlook events will be deleted and replaced with
the current calendar information on the Mirapoint server.
o Outlook to Server—The calendar data on the Mirapoint server will be
deleted and replaced with the current calendar information in Outlook.

Ml Clean Synchronize using ConnectR g|

Clean synchronization copies all vour data From
the source calendar onko destination calendar.

Select synchronization direction:

& Jerver to Outlook
{Outloak data will be avenwritten)

Outlook ta Server
(Server data will be overwritten)

™ Synchronize shared calendars

Start..., | Cancel

3. If you want to synchronize your shared calendars from scratch, click the
Synchronize shared calendar option. Otherwise, keep the checkbox de-
selected (unchecked).

Click .
In the warning dialog box, click Yes to proceed with the clean sync.

Synchronizing Server to Outlook will
overwrite your Outlook calendar data,

Start....

oA

Are you sure you want to continue?

Mo Cancel
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This section outlines best practices that people should follow when using Mirapoint

cal

endar products.

Syncing before updating: Before you make any updates to an existing event on

your Outlook calendar, you should synchronize (using the Mirapoint ConnectR

add-in). This way, if any event has changed on the server, those changes will
be downloaded to Outlook before you update that event. This practice also
eliminates the need to “Favor Outlook” when resolving conflicts.

Use calendar sharing for individual users: When users need to share calendars

with each other, use the calendar-sharing capabilities provided by ConnectR

and not WebCal. Further, do not use the calendar-publishing capabilities in

WebCal when sharing calendars among regular users.

Use calendar sharing or calendar publishing for groups: For a common

calendar of events (for example, a group calendar for the marketing

department), create a dummy user and create events on the dummy user’s
calendar. For example, you can create a dummy user called “Marketing” and
create common events for the marketing group in the “Marketing” calendar.

You’ll have to turn on the calendar-publishing option for the dummy user.

Other users can then “subscribe” to the “Marketing” calendar and see all

common marketing events on their calendars.

Limited use of “shared write” access: When users need to share calendars

with others, they should—whenever possible—only give “read” access to other

users. Provide “Write” access to others only when necessary. This practice
prevents random users from writing to a user’s calendar.

Delegated/Shared Calendaring

o Oftentimes a person may delegate his calendar to an administrative
assistant. In such cases, a user should delegate his/her calendar to just one
person (rather than multiple people) whenever possible. This prevents any
confusion resulting from multiple people writing to the same person’s
calendar.

o If a user needs to delegate his/her calendar to multiple people, only the
primary delegate (such as the primary administrative assistant) should be
given write access. All other delegates/administrative assistants should be
given read access. This minimizes confusion caused by multiple people
writing to the same person’s calendar.

o If a user needs to delegate his calendar to multiple people who all need to
write to their manager’s calendar, only the primary delegate (such as the
primary administrative assistant) should use ConnectR. Other delegates
should use WebCal to write to their manager’s calendar (instead of using
Outlook and ConnectR). This practice prevents problems created when
multiple people write to the same calendar and sync at different times.

o If a delegate (that is, an administrative assistant) only needs read access to
his/her manager’s calendar from within ConnectR (for example, to be able
to print calendars using Outlook, etc.), the delegate can use a one-way
“Server to Outlook” sync. This way prevents the delegate from making any
inadvertent changes in the manager’s calendar.

Time Zone Settings: Make sure that the time-zone settings are set properly on

your client and server. WebCal users can set their time-zone preference on the

“Options” page. ConnectR users on PC’s should set their time-zone information

by clicking Start > Control Panel > Date and Time. Users who use ConnectR

and WebCal should make sure that the same time zone is used in both
applications.

Use the latest software: Unless otherwise advised, use the latest version of

the Mirapoint MOS (Messaging Operating System), ConnectR, and Outlook

available.

What You Need to Know
If a WebCal user subscribes to a calendar that contains events that are already

inc|

luded in the user’s calendar, WebCal will display two entries for the same

event. This is the intended behavior.
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Appointments/Meetings/Events

o Appointments—An appointment is an activity that you schedule in your
calendar that does not involve inviting other people or reserving resources.

o Meetings—A meeting is an appointment you invite people to or reserve
resources for.

o Events—An event is an activity that lasts 24 hours or longer. Examples of
an event include a trade show, the Olympics, a vacation, or a seminar.
Usually, an event occurs once and can last for one day or several days, but
an annual event, such as a birthday or anniversary, occurs yearly on a
specific date. Events and annual events do not occupy blocks of time in
your calendar; instead, they appear in banners. (A banner is an event or
holiday name that appears at the top of the dates you specify in your
calendar.)

Delegate—A person who has been delegated access to someone else’s

calendar, Inbox, or other folders. For example, a grantor gives another person

(the delegate) access to his calendar so that the delegate can schedule

meetings on his behalf.

Distribution list—A group of mail recipients that is addressed as a single

recipient. They’re to send email to groups of people without having to enter

each recipient’s individual address.

Grantor—A person gives another person (a delegate) access to his/her

calendar. A common scenario is an executive (grantor) who gives an

administrative assistant (delegate) access so to her calendar so that the
administrative assistant can manage her calendar.

Free/busy information—Times when users are free or busy based on the items

scheduled in their calendars. Free/busy times are indicated in a schedule grid

by multiple colors and patterns. Such information is critical to scheduling
meetings when attendees are available.

Publish—Mark a calendar as public so that other users can subscribe to it. Only

appropriate for lists of public events or similar common data. In the ConnectR-

Outlook environment, publishing is configured via WebMail/WebCal.

Share—You grant another user, or possibly all users, read and/or write access

to your calendar. In the ConnectR-Outlook environment, sharing is configured

via WebMail/WebCal.

Subscribe—Merge events from a public calendar, such as a list of

holidays or sports events, into your own. In the ConnectR-Outlook

environment, subscribing is configured via WebMail/WebCal.
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In the event that the ConnectR Connector LDAP entry was deleted after Outlook
ConnectR was installed, you can manually enable the Find People feature in
Outlook 2003. (The ConnectR Connector LDAP entry is set up and the Find People
feature is enabled automatically during a successful ConnectR installation.)

To enable the Find People feature, do the following:
1. In Outlook, select Tools > E-mail accounts.

Tools | Actions  Help

Find 3

[kl Address Book...  Ckrl+Shift+B
[£1 Rules and Alerts, .,

| E-mail Accounts...

Customize. ..

Oophions...

[ ¥

2. Select Add a new directory or address book and then click Next.

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Dutlook uses.

E-mail

" add a new e-mail account
" view or change existing e-mail accounts

Directory

—P * add a new directory or address book
 View or change existing directories or address books

= Back I Mexk = I Close

3. Select Internet Directory Service (LDAP) and then click Next.

ail Accounts

Directory or Address Book Type
‘¥ou can chaose the type of directory or address book you'd like to add.

{* Internet Directory Service (LDAP}

Connect ta an LDAP server to find and verify e-mail addresses and ather
infarmation.

" additional Address Books

Connect to an address book to find and verify e-mail addresses and other
information,

< Back I et = I Caneel

4. In the Server Name field, enter 127.0.0.1 and then click %
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Directory Service (LDAP) Settings
‘ou can enter the required settings to access information in a directory service,

Server Information

Type the name of the directory server vour Inkernet service provider or system administratar
has given you.

Server Mame: 127.0,0,1]

Logon Information

I This server requires me ta log on

ser Mame:
Passiord:

I™ | Log anusing Secure Password Authentication (SPA

More Settings ... |

< Back I Mt = I Cancel

5. In the Add E-mail Account dialog box, click OK.

Add E-mail Account

\i‘) The: E-mail Account you have just added wil not start until you choose Exdt from the File menw, and then restart Microsoft Office
Outiook.

6. On the Connection tab, do the following:
a. In the Display Name field, enter ConnectR Connector.
b. In the Port field, enter 25300.
c. Click the Search tab.

Microsoft LDAP Directory rz|

Conneckion | Search

Display Mame

The display name as it appears in the Address Book

[ConnectR Cannectar |

Connection Details

Port: 25300

Use Secure Sockets
Laver D

.

7. On the Search tab, enter dc=my-domain,dc=com in the Search base text
field. Then click OK.

Microsoft LDAP Directory x|

Connection  5earch |

~Server Settings

Search timeout in seconds: I6U
Il

Specify the maximum number of entries yau 0
wish ta return after a successful search:

[~ Search Options
Search base:

ericer do=rmy-domain, de=com|

Example:
cn=users,dc=exchange, dc=micrasoft, de=com

’TI Cancel | Apply

8. In the Directory Service (LDAP) Settings screen, click Next.
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E-mail Accounts

Directory Service (LDAP) Settings
‘You can enter the required settings to access information in a directary service,

Server Information

Type the name of the directary server your Internet service provider or system administrator
has given you.

Server Mame: |12?‘U,D.1|

Logon Information

I~ This server requires me to log on

User [ame: I

Password: I

I~ | Log on using Secute Password Authentication (SPa)

More Settings ... |

< Back I Mexk = I Cancel

9. Click Finish.

E-mail Accounts

Congratulations!

You have successfully entered all the information required to
setup your account,

To close the wizard, click Finish,

i

10. In Outlook, select Tools > Address Book.

Tools | Artions  Help

|’ Find »

[ address Book... Ctrl+Shit+d |

I E-mail Accounts... I
Custornize...

B Options. .. L

¥ F

11.In the Address Book window, choose Tools > Options.

ddress Book
File Edit View | Tools

| ..Q ﬁ >< Find... Chrl+Shift+F

— Options...
Type Mame ar Seledl 4
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12.0n the Addressing tab, do the following:

o Make sure ConnectR Connector displays in the Show this address list first
field. If it isn’t, click the down arrow ™ and choose ConnectR Connector
from the drop-down list.

o Make sure ConnectR Connector is listed first in the When sending mail,
check names using these address lists in the following order field. If it
isn’t, click ConnectR Connector and click the up positional arrow T o
appropriate.

Addressing
Addressing l

Show this address list first:
|ConnectR Conneckor ﬂ

Keep personal addresses in:
[cortacts |

‘when sending mail, check names using these address lists in
the Fallawing arder:

ConnectR. Connector

Add... | Remave | Properties|

OK | Cancel | Apply
13.Click %

14. Close the Address Book window.
15. Restart Outlook.
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Q: Why am | getting an XML parsing error when trying to synchronize my
Contacts?

A: The most common reason for this error is due to the system not having all of
the Windows Updates installed.

Q: When | synchronize from the server to Outlook, some of the events are showing
up as “subscribed from xxxxx calendar” and are listed as READ-ONLY. Why
does this happen?

A: This message is for events that have been synchronized from any calendars that
are subscribed on the calendar server. Outlook does not understand the
functionality of subscribing to another calendar. To bridge this gap between
the server and Outlook, all events from a subscribed calendar are marked with
the message.

Q: | changed an event time on the calendar server and synchronized to Outlook.
Why didn’t | see Outlook display the new time?

A: The Outlook calendar needs to be refreshed. Click on a different Outlook
shortcut and then click back to the calendar view to refresh the display.

Q: | can’t install ConnectR. Does ActiveSync have anything to do with my inability
to install ConnectR?

A: It could. ActiveSync makes Outlook appear as if it is perpetually open. If you
turn off your PocketPC, ActiveSync will go dormant—thus allowing you to install
ConnectR. Also, make sure you do not have a scheduled or timed
synchronization, as this would enable Outlook, possibly in the middle of the
installation.
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access privileges to calendar
denying
granting
all-day events
scheduling for someone else
scheduling your own
calendar
Date Navigator
denying access to yours
displaying dates
granting access to others
viewing another person's
viewing another person's as a delegate
viewing your own
canceling meetings or all-day events
for someone else
your own
changing appointments, events or meetings
for someone else
your own
configuring, SynQ
personal account
specifying users for synchronization
contacts
creating based on a received message
creating based on your company address list
creating manually
deleting
searching
viewing your list
meeting requests, replying
for someone else
for yourself
meetings, one-time
scheduling on behalf of someone else
scheduling your own
meetings, recurring
scheduling for someone else
scheduling your own
personal account, setting up
private appointments/meetings
about
creating

November 2010

viewing in others' calendars
replying to meeting requests
on behalf of someone else
on behalf of yourself
scheduling all-day events
for someone else
your own
scheduling one-time meetings
for someone else
your own
scheduling recurring meetings
for someone else
synchronizing
data fields, explanation
from scratch, calendar
manually
overview
problems, reporting
updating the SynQ add-in
SynQ
configuration overview
displaying main configuration tab
installing
specifying users to synchronize
updating the add-in
system requirements
tasks
assigning to someone else
creating
delegating
marking as complete
responding to one assigned to you
sending status reports
viewing another person's
viewing
another person's calendar
another person's calendar as a delegate
another person's tasks
contacts list
your calendar
Windows
ensuring you have the latest updates
supported version
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