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This manual supports Mirapoint ConnectR 5.x 
release and later until replaced by a newer 
edition. 

Your work environment features Mirapoint mail 

and calendar servers, the Microsoft Outlook 
desktop client (rather than the Mirapoint 
WebMail/WebCal Corporate Edition client), and 

the Outlook ConnectR add-in which synchronizes 
calendar events, calendar attach ments, 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:  
Á Microsoft Outlook 2010 
Á ConnectR 5.x 
Á Mirapoint appliance  running Messaging 

Operating System 4.2.x or higher 
 

Contact your system administrator if you are 
unsure about the Message Operating System 
configured with your email account as well any 
other software versions referenced in this guide.  
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SYSTEM REQUIREMENTS   
ConnectR requires the following:  
Á A PC running one of the following Microsoft Windows operating systems: 

o Windows 7 (32-bit and 64 -bit)  
o Windows Vista (32-bit and 64 -bit)  
o Windows XP (32-bit and 64-bit)  

Á Your PC has one of the following versions of Microsoft Outlook  installed :  
o Outlook 2010 (32-bit and 64-bit)  
o Outlook 2007 (32-bit and 64-bit)  

Á You have administrator privileges on your PC.  
Á You have network access to your calendar server.  
Á 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:  Please contact your system administrator if you are uncertain about any of 
these requirements .  

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 O utlook 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.  

INSTALLING THE CONNECTR ADD-IN  
1. Launch Corporate Edition by doing the following:  
 a. In your 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. In the User field, enter the user name for your WebMail/WebCal Corporate 

Edition account.  
 d.  Enter your account Password.  

 e. Click . 
2. Click Options .  
3. In the Options window, click Downloads and then ConnectR for Outlook .  

The ConnectR for Outlook page displays. 

 

 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.  
5. Make sure that Microsoft Outlook is not running.  
6. 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.  
 
 
 
 
 
 
 
 
 

What You Need to Know  

If you install ConnectR 5.x on a computer running the Microsoft Windows 7 or 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:  

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

 
 

To ensure the successful installation of ConnectR 5.x, click the Allow  option .  

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

 
 
To ensure the successful installation of ConnectR 5.x, click the This program 
installed correctly  option.  

 

 
  



February 2011 Copyright  2011 Mirapoint Software, Inc. All rights reserved. 010-00880b 3 of 29 

CONFIGURING CONNECTR  
After installing ConnectR, you need to configure your personal account. 
Optionally, you can set up ConnectR to synchronize another userõs calendar and 
tasks, enabling you to view that userõs most up-to-date information. Note : The 
other user must set access permissions on the calendar server tha t 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 File  > Options .  

  
  

3. In the Outlook Options dialog box, click Add-Ins.  

 

4. Click Add-in Options .  

  

  

 The ConnectR  tab within the Options  dialog box displays. 

 

5. (Optional) Continue with the following procedure Setting Up Your Personal 
Account or click OK to dismiss the dialog box.  

  

Setting Up Your Personal Account  

1. On the ConnectR tab, click .  
 The Personal Account ð ConnectR dialog box displays. 

 

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 . 
The ConnectR installer checks to make sure the personal account information 
you entered is valid.  

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

 

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 

. 

Setting Up Users to Synchronize  

What You Need to  Know 

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

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

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

 

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

4. If the Enter User Name and Password dialog box displays, enter your User 
Name and Password, and then click OK.  

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

 

7.  Click  in the User Settings ð ConnectR dialog box.  
 The shared user displays displayed in the Users to Synchronize  list on the 

ConnectR tab.  

 

8.  If appropriate, close the Options dialog box by clicking . 
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CONFIGURING ACCESS PRIVILEGES   

Once youõve 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 calend aring 
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 u ser 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. In your 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. In the User field, enter the user name for your WebMail/WebCal Corporate 

Edition account.  
 d.  Enter your account Password.  

 e. Click . 
2. Click the Options  link.  

 

3. In the left pane, click Calendar >   Sharing Controls .  

 

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.  

 

 b.  In the Find Users popup window, specify the address book for your se arch 
by clicking the Source drop-down list. The address books available depend 
on your particular environment.  

 

 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 spec ified (in 
Step b), leave the text box blank.  

 

 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 

at top or the First / Prev/ Next / Last links at top right.  

 

 e. Click the checkbox next to the personõs name and then click 

the Add to Selected  icon . 
 f.  (Optional) If you want to specify more than one user, repeat Step e as 

necessary. 
 g. Click OK.  

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 t he 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.  If you 
do not grant this permission, a private ev ent will display as òPrivate 
Appointmentó to other users. 

 

6.  Once you've set the permissions, click Apply.  

7.  Click  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, 

Granting Others Access to Your Calendar.)  
2. Click the Options  link.  
3. In the left pane, click Calendar > Sharing Controls .  

4.  Click the Delet e icon for a specific user on your access control list.  
Or 
Edit the permissions for a specific user.  

5.  (Optional) Edit the permissions for the Anyone  user. 

6.  Click  Close to dismiss the Options window.  
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VIEWING CALENDAR S  
Once you launch Microsoft Outlook, you access the Calendar by clicking the 
Calendar tab or icon in the left pane. 

 
 
Depending on how your main Outlook view is configured, only the Mail, Calendar, 
Contacts, and Tasks icons might be visible.  
 

 

Viewing Your Calendar 

1. In the left  pane, click . 
2. Click the Home tab.  
3.  Select a viewing option :  

 

o Today ð Current day.  
o Next 7 Days  ð Today + next following 6 days.  
o Day ð One day.  
o Work Week  ð 5-day week (which is commonly Monday through Friday, but 

it is configurable) .  
o Week ð All 7 days of the  current week  (start day is configurable) .  
o Month ð Current month .  
o Schedule View  ð Vertical orientation  of the last view selected ( all views 

except Month).  

What You Need to Know  

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

Using the Date Navigator  
The Date Navigator is available in the left pane. A box signifies the current date; 
dates with meetings/appointments appear in boldface.  
 

 
You can jump to a new date by clicking the date. Navigate to a different month or 
year by clicking the Back and Forward  icons as necessary. 

 
 
 
 
 
 
 
 
 
 

Viewing Another Personõs Calendar 

What You Need to Know  

To view another personõs 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 File  > Options .  

  
  

3. In the Outlook Options dialog box, click Add-Ins.  

 

4. Click Add-in Options .  

  

  

 The ConnectR  tab within the Add-in  Options  dialog box displays. 
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5. On the ConnectR tab, click .  
The User Settings ð ConnectR dialog box displays. 

 

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

7. If the Enter User Name and Password dialog box displays, enter your User 
Name and Password, and then click OK.  

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

 

10. Click  in the Add-in Options ð ConnectR dialog box.  
 The shared user displays in the Users to Synchronize  list on the ConnectR tab.  

 

11. Click OK.  

12.  In the My Calendars section in the navigation pane, select the checkbox for the 
shared user whose calendar you want to view. Note: The òCalendaró listed 
first under My Calendars is your own.  

 

 The new calendar will appear to the side of any calendar already in the view  
and in a different color .  

 

Note :  If the person whose calendar you are viewing has any private events 
scheduled and she has not granted you permission to view details about her 
private events, those events will be labeled òPrivate Appointment.ó 

 
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 òbehaveó in the Mirapoint-Outlook environment differs 
slightly than in the Mic rosoft Exchange-Outlook environment. With Exchange, you ñ
as a delegateñare prevented from moving or modifying the time of a private event 
on a grantorõs calendar. For example, if you tried to drag the private event to a 
different time slot, Outlook would pr event 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 modific ation and clicking anywhere 
within the calendar, the following dialog box will appear:  

 

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 grantorõs private event 
will not be save d. 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 occurr ence of the event series is not private.  

 

What You Need to Know  

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

 

Select the 
shared user 
whose 
calendar you 
want to view 














































