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1 |INTRODUCTION

Calendar Browser is a tool for booking all kinds of resources with in an organization. The software is
totally integrated in Outlook and Exchange and can be used with both public folders and mailboxes. The
application is centrally installed and configured, and only aminimal client installation is needed.

In Calendar Br owser each resource has its own calendar, and to book a resource the user simply makes

an appointment in the calendar of that resource. This appoint:i
personal calendar or to another cal esea@onfiguef. Altthedookinsni ni st r at or ¢
are stored on the Exchange Server.
[(~ Resource - Microsoft Outlook - =] x
Eile Edit View Go Tools Actions Help Type a question for help -
D New - | B X g8 | Today | [ Search address books - | @ ECe B @Bk @ | @ @G @ ;.
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= £5 Public Folc il overview 117 | with Raica 11 Retalersby | | || 11 il
[a Favorite ﬁ M Zvareva I Martin I 1
lana: = = =
= Ea All Publ o€ 12 pm 12 pm 12 Bm
= L App 0 I
(£ EQ Rest
L sup k“’"ﬁfﬁ?éﬁﬁ@rs 1 00 1 00 . 00 | sales Pitch
= = = = Andrew
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EEINEE R R I
Done All folders are up to date. [,'3 Online with Microsoft Exchange *
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 m anual. However, anything that is booked within
an organization 1 cars, equipment, personnel T might of course be booked through Calendar Browser
The screenshots in this manual are taken from two different machines, one with Windows XP and Outlook

2003 and one with Vista and Outlook
Outlook from versions 2000.

2007, but Calendar Browser also works with  both Windows and
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2 FEATURES

2.1 SEARCH

Users can search for rooms that are free at specific times and have the desired number of seats or more.
By default the s earch panel is hidden and the user has to click the window on the search bar show it. The

administrator can also set the search panel to be shown always, see Configure .
Search | = ||:|
Date Time Seats j
w05 |[19 <]-[20 ] [l Only show free

2.2 DESCRIPTIONS

To facilitate an adequate choice among the free rooms , Calendar Browser gives the users possibility to
see descriptions of all the rooms 1 or of course other bookable resources within the organiz ation. See
Description on how to make these descriptions.

"] Conf Room A
Day Week Month
(€ () March 25, 2009 Conference Room A win
/
Cafeteria Level 2 -
Cafeteria Level 4 s Hust @
Conf Room A 25
Gymnasium :
Pantry
Projection Room
Reception Area
8 am
g 00
lﬂl Overview
10 00 | Video Conferend
ﬁ Manage Ipham
Calendar Browser || - w0 Features
kalmstrom.com i
Business Solufions
« Dais with podium
L2800 o Theatrical-style seating
e Audience capacity for up to 300 persons
Search * Requires 2-days prior intimation
Year Month  Day e Seats e Audio-visual setup in place
2000 v|3 vMll2s vli2 M1z ~W @ e Catering from cafeteria
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2.3 Book

The main feat ure 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 inside their Outlook

The users can book the resources directly from
Calendar Browser by clicking the New
appointment button.

Cafeteria Level 2 -CB

|Easement - ‘ Cafeteria Level 2

When the appointment opens, the user can use all ' Select Project: |:H T
the Outlook calendar features and also order %

supplies and specify project. Project can be set to Boak

mandatory, see Project . AL

Calendar Browser

2.4 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 Ad min 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 .

(a A™ I T P2 = Performance Review by Steven Buchanan - Appointment — = X
T
| Appointment [ Insert Format Text @
e @ @Appuimmeg % Project : | Quarterly Review - = B Gusy . A Recurrence (%)
| I I I |
x @ Scheduling g Time Zones !
Save & Book 4 Mone - X
Close Eob ™ supplies 85 categorize -
Adions Sh :
Quarterly Review
- Booked by Created :I
Subject: Performance R Buchanan, Steven 1/9/2010 11:18:45 PM
Location:
ltem Rate #of items. = EI
Start time: | Sat1/16/2010 Coffee 5 3
End time: | Sat 1/16/2010 Tea 3 &
Water 2 0 E‘g]
| Notepads 4 [ =
Cookies 2 0
» Biscuits 5 3
Snacks 7 0
Writing Instruments | 8 0 =2
Projectors 20 0
Cars 200 0
Petty Cash 45 1]
u
———| File Folders R n T —
In Folder: m Conf Room  (Calendar Browser Overview
| -
Cost Center
’ oK ] ’ Cancel
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25 INVITE ATTENDEES

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

2.6 PREVENT DOUBLE BOOKIN GS OR RECURRENCE

Via checkbox es in the Administrator Settings both double bookings and recurrence of meetings can be
prevented . See Configure .

Note that these preventions can be circumvented, for example using Outlook Web Access, so they are
not a 100% block on doubles or recurring meetings. Also, due to the less than perfect way that the

Outlook API works, itis not possible for us to fully check for double -bookings against recurring meetings.
We th erefore recommend that you disable recurring meetings also , if you want to prevent double -
bookings.

Note also that even if adouble -booking should occur,  Calendar Bro wser gives the advantage of seeing
who made the booking first . That feature is not easily available in Outlook by itself.

2.7 CALENDAR BROWSER ARCHIVE

You can file away old bookings with the CBArchive.exe application . The data can then be examined in the
integ rated statistics tool , see Archive and OLAP Reporting Tool

| & Calendar Browser Archive @

The archive tool exports appointments from the Calendar Browser calendars to a database.
You have the option of removing the exported appointments from Cutlook.

Select calendars Select an export option

¥ Basement |By Date Range -

[] Cafeteria Level 2

(CEETTCEN|  Dotc Range

[w| Conf Room A

[v Conf Room B Fri | El/23/2008 j

|w| Gymnasium

V] HelpDesk To | 3 /22/2009 j

[ Office A

[w| Pantry

|w| Projection Room Dutput options

:E:?::rziznn Area Generatefupdate .cub files

[]Test [| Remove Exported Appointments from Outlook
Select Al

Calendar: Basement
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2.8  OVERVIEW
Cafeteria Level 2 The Overview tool gives an overview over all resources
Cafeteria Level 4 and bookings over periods of time.
Conf Room A
Gymnasium The orders for each room and meeting are also list ed
Pantry h d all activities and costs f ified ti
Projection Room ere, and all activities and costs from a specified time
Reception Area are shown in a datasheet. It is also possible to book
meetings from within the overview.
For more info,s ee Overview .
To analyze resource usage over a longer period, use the
integrated statistics tool, see Archive and OLAP
Reporting Tool
For more detailed and in depth information on the practical use of Calendar Browser ,
please refer to the  Calendar Browser User Manual .
3 INSTALLATION
Calendar Browser s designed to be easy to install and distribute. The language of Calendar Browser  will
automatically be set to the same as in the current operative system. You can have several separate

Calendar Browser folder s in one Outlook. They will not conflict, since each has its own folder in Outlook.
This can be a good idea if you have many resources and want to separate them on various Overviews.

Install Calendar Browser by going through the following steps:

3.1 CREATE A CALENDAR BROWSER DIRECTORY

Create a Calendar Browser directory in any shared file folder on your server and save the file you
downloaded into it. You can use either a UNC -path, such as \\servername \sharename , or a mapped
drive, such as Y:.

If you cho ose a mapped drive for installation folder, be aware that the homepage will be seen only for
users who have the mapped drive on their computer. If you use it within an organization, be sure that all
users have the mapped drive. If someone doesn't h ave it, he will see "Cannot display the folder. Path
does not exist. Verify the path is correct." instead of the Calendar Browser homepage.

Mapped drives are consider ed to be more secure than UNC paths , butif you specify an UNC path as
installation place , all users of the Exchange server will see it.

3.2 START INSTALLATION

The set up is done from a client machine, not directly on the server, so fromaclient go into the folder
where you put the file CalendarBrowserSetup.exe and click it to start the installat ion. The installation
program will lead you through the installation.

Calendar Browser V6.1
Administrator Manual

www.kalmstr om.com


file://servername/sharename

. ) . , @\ | Calendar
ka’m%g: noe's’.’s' Sﬁgggs i leveraging your Microsoft b"ﬁh\ Browser

»ORCP for Outlook®
NOTE: Outlook should be  closed whenyouinstall Calendar Browser
Installation Wizard - Welcome (6.0.176)
'  Welcome to Calendar Browser setup  Calendar Browser
‘ h
0"} This program will install and configure Calendar kalmstrom.com
\D Browser for Outlook. Before stepping through Business Solutions
the installation, please review the following
requirements:
Microsoft Outlook (2000 or above)
Microsoft Excel (2000 or above)
For more info, visit www.kalmstrom.com
3.3  SELECTINSTALLATION T YPE
The first step is to select if you want to make a new installation, repair your installati on or upgrade from
an older version. Here a new installation is described. See below for information about Upgrade or Repair
Calendar Browser
r ~N
Installation Wizard - Installation Type (6.0.176)
Select an installation type Calendar Browser
@ kalmstrom. com
@ New Calendar Browser inoas Bokitioris

("1 Repair JUparade existing Calendar Browser installation

For more info, visit www.kalmstrom.com Previous ] [ Next ]

3.4 FOLDER PATH

When asked for a folder path , you give the path of the s erver folder where you put the Calendar Browser
files. This could be a UNC path or a mapped network drive , see Create a Calendar Browser directory . If
you are already running the setup from such a path, that will be the default ch oice.
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tallation Wizard - Select installation foldma m

Select a folder where all the required files will Calendar Browser
be placed. kalmstrom.com

We recommend selecting/creating a network shared folder Business Solutions
such that all users can have access to the files. You need to

have read permission for this network folder for all your

users.

Choose a folder for installation to continue.

\\Tallstug-myh03a\CB [I]

For more info, visit www.kalmstrom.com [ Previous ][ Next ] |

When you ¢ lick Next this screen is shown:

rInstaIIation Wizard - Start copying (6.0.176) |
Set-up has enough information to begin Calendar Browser
installation. Click the 'Next' button to kalmstrom.com
continue Business Solutions

For more info, visit www.kalmstrom.com Previous ] [ Next J

~ 4

Click Next again, and the Calendar Browser installer starts the installation.

Installation Wizard - Start copying (6.0.176)

Set-up has enough information to begin Calendar Browser
installation. Click the "Next' button to kalmstrom.com
continue Business Solutions

Please wait.. copying files to the folder

Exit For more info, visit www.kalmstrom.com Previous Next

3.5 CREATE AN OUTLOOK FOLDER

Now an Outlook folder for Calendar Browser must be selected. Calendar Browser should always b e
installed ina new folder.
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The Calendar Browser folder in Outlook should be placed under p ublic folders, so that it can be shared.
The folder must be of the type Mail and Post Items, not a calendar folder. That folder will automatically

be linked to  the homepage CalendarBrowser.htm.

(If you don't want to share the Calendar Browser information with others, you can of course choose a
mailbox folder also).
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