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1  I NTRODUCTION  

Calendar Browser  is a tool for booking all kinds of resources within an organization. The 
software is totally integrated in Outlook and Exchange and can be used with both pu blic 

folders and mailboxes. The application is centrally installed and configured, and only a minimal  
client installation is needed.   
 
In Calendar Browser  each resource has its own calendar, and to book a resource the user 
simply makes an appointment in the calendar of that resource . This appointment can 
also be copied to the userôs personal calendar or to another calendar of the administratorôs 
choice, see Fel! Hittar inte referenskälla. .  All the bookings are stored on the Exchange 
Server.   

 

The example data in Calendar Browser  used in this documentation shows mainly booking of 
rooms, and for simplicity we also talk about booking rooms in this manual. However, anyth ing 
that is booked within an  organization ï cars, equipment, personnel ï might of course be 
booked through Calendar Browser .  

The language of Calendar Browser  will automatically be set to the same as in Outlook . Danish, 
Dutch, English, French, Italian, Norwegian, Portuguese, Russian, Spanish and Swedish are 
fully supported. If the Outlook  language is not  supported, English is used instead.   

Most of the screenshots in this manual comes from Outlook 2010, but where  there is a 
significant difference we show 2007 also.  

2  REQUIREMENTS 

To install and use Calendar Browser  you need  
 

 Microsoft Outlook 200 7 or 20 10  installed on each client . For 2010 scripts must be allowed 
in public folders or shared mailboxes (depending on installation type) under Trust center 
>E -mail security).  

 An Exchange server, any version.  
 Microsoft Excel 2000 and above for the statistics tool.  
 Windows 2000, XP, Vista or 7.  

 
The application helps you get more out of Outlook and Exchange, but it does no t assist you 
with the general configuring of those programs.  
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2.1  OFFICE WEB COMPONENTS  

To use the Calendar Browser  statistics tool  you need to have Office Web Components 
installed . Office Web Components are not installed by default with Office 2007  or 2010 , but 

the Web Components for Office 2003 works fine for later versions also. If you donôt have them 
installed you will be prompted to download them if you try to run the e xample data or 
statistics tool.  

 

Note that users do not have to install OWC  for just booking resources  with Calendar Browser .  

3  FEATURES 

Here we will give just a short description of the features. For more extended explanations of each 
feature, refer to the User Manual. 

3.1  DESCRIPTIONS  

To facilitate an adequate choice among the free rooms, Calendar Browser  gives the users 
possibility to see descriptions of all the rooms ï or of course other bookable resources within 
the organiz ation.  See  Description  on how to make these descriptions.  

 
To reach a description, s elect 
the resource you wish to s ee 
info about in the resource list, 

and click the Description 
button in the ribbon .  Then a 
new window with a description 
of the resource opens .  

 

 

 

NOTE: Via the settings it is 
possible for the administrator 
to hide both the Overview and 
the Manage button in the 
ribbon. These may then be 
reached via the .exe files in the 
Calendar Browser  server 
folder.  Refer to Fel! Hittar 
nte referenskälla. .  
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3.2  SEARCH  

Users can search for rooms that are free at 
specific times and have the desired number of 

seats or more .  

 

 

 

In Outlook 20 07 the toolbar buttons look like 
this:  
 

 

 

3.3  BOOK 

The main feature for Calendar Browser  is of course the possibility to book resources without 
having to use separate  software. For users already familiar with the Outlook calendar, it is 

very easy to learn how to book resources with Calendar Browser .  

An appointment is created in the selected resource calendar, by clicking on an empty space in 
the calendar, as usual.  A common Outlook calendar form opens, and the user  can fill out time 
and other booking information, such as project . Additional services or supplies may also be 
booked at the same time.  
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When the appointment opens, all the 
Outlook calendar features can b e used,  
supplies can be ordered and project  
specified .  

 

3.4  ORDER SUPPLIES 

By clicking the Book  Supplies  button , users can order suppl ies  for the meeting inside the 
booking form. See  Supply  on how to fill out the Supply form  in the Admin Settings . Specifying 

Cost C enter can be set to mandatory.  The user selects the supplies by simply entering a non -
zero value for the number of items ordered .  

 

 

3.5  PROJECTS 

Bookings may be attached to specific projects, and defining a p roject can be set to mandatory  
by the administrator , see  Project . It is possible to change the caption ñProjectò, so you can 
give this parameter any name that suits your organization.  

3.6  I NVITE ATTENDEES  

If the resource calendar is within a mailbox , it is possible for the user to invite attendees in 
the booking form. See Public Folder or Direct Booking Mailbox  Calendars ?.  

 

 

 
























































