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1 INTRODUCTION

Use Calendar Browser for Outlook when you want to book any kind of resource within your organization.
It could be rooms, cars, machines or even people. Calendar Browser is an add -on to Outlook, so you

don6t have to learn a new prloCalendarB oowdeo dadheesobreetdsitsn gs .

own calendar, and when you book a resource you make an appointment in that calendar

Most of the install ation is done centrally by the server administrator , but you have to install a minimal
clienttoolto use  Calendar Browse r, see Install Calendar Browser Client  below .

For simplicity we talk about booking rooms through this manual .Y ourorganization mightuse Calendar
Browser for booking of other resources, but the principles are the same

2 CALENDAR BROWSER IN OUTLOOK

2.1 FIND THE CALENDAR BROWSER FOLDER

Outlook has a navigation tree to the left onthehomepage . | f you dondt see it, click
in the |l eft corner of the screen or click Vi €aendanBdowserh oo s e
folder in the navigation tree under Mail and Post Items, Public Folders.
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2.2 START CALENDAR BROWSER

E Cp Tostart Calendar Browser , click the shortcut in the Outlook toolbar (see image to the left) or
the Outlook folder where Calendar Browser is installed. Then the Calendar Browser start page
comes up. It may not look exactly as in the picture below, because the administrator can hide
the Overview and Manage buttons.

3 INSTALL CALENDAR BROWSER CLIENT

The first time you open the Calendar Browser folder in Outlook , you will be prompted to install the Client.
Close Outlook before you start the installation.

r 7
ﬁ‘ Calendar Browser Client - InstallShield Wizard ﬁ

Welcome to the InstallShield Wizard for
Calendar Browser Client

The InstallShield(R) Wizard will install Calendar Browser Client
on your computer. To continue, dick Next.

WARMING: This program is protected by copyright law and
international treaties.

< Back [ Mext = ] [ Cancel
When you click Next you are asked to select folder for
folder, the Client will create a kalmstrom.com folder under Program Files and install Calendar Browser
Client there.
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" %) Calendar Browser Client - InstallShield Wizard e

Destination Folder
Click Mext to install to this folder, or didk Change to install to a different folder. \

G Install Calendar Browser Client to:

C:\Program Files\kalmstrom, com\Calendar Browser Cliznt),

Installshield

<Back || MNext> || Cancel

e

Click Next again and then Install:

P

ﬁ' Calendar Browser Client - InstallShield Wizard

Ready to Install the Program
The wizard is ready to beqin installation.

Click Install to beqin the installation.

If you want to review or change any of yvour installation settings, dick Badk. Clids Cancel to
exit the wizard.

InstallShield
<Back | Instal || cancel
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The installation  starts. D uring the installation, the installer also sets the .NET execution rights by running
3x 4 command prompt windows for a f ew seconds . They can be seen as black screens behind the installer
window.

4 Calendar Browser Client - InstallShield Wizard SRS

Installing Calendar Browser Client
The program features you selected are being installed.

Please wait while the InstallShield Wizard installs Calendar Browser Client.
This may take several minutes.

Status:
Updating component registration
A

InstallShield

You will be told when  the installation is completed. Then, just click Finish and you are ready to start
using Calendar Browser . Congratulations!

r 1
4 Calendar Browser Client - InstallShield Wizard (X |

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed Calendar
Browser Client. Click Finish to exit the wizard.

< Back Cancel
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4 BROWSING ROOMS

4.1 SEE RESOURCES

To see calendars, or in this case rooms, click
the room in the list that you wish to see.

on

Conf Room A

4.2 VIEWS

You can cho ose between different views, day, week or month, just like you do in your own Outlook
view in the Outlook toolbar.

calendar. Select aroom in the list and click the desired

Day Week Month @

Show work week () Show full week

(€ () March 23 - 27, 2009

4.3 SEE SEVERAL ROOMS

23 Maon
10 am | Sales Pitch

by Andrew

McCarthy
11 00

To cho ose several rooms to view beside each other, hold down Ctrl while you click on the desired rooms

or simply drag the mouse over several of them while holding down the mouse key
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All folders are up to date. :23

How many rooms yo

screen of 1024x768 shows three rooms and if you have chosen more than three you must use the

scrollbar to see them
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4.4 SEARCH FOR ROOMS

You can search for rooms that are free at specific dates and times ~ and have as many seats as you need

The Search panel is situated at the bottom of the start page.
right to open it.

‘ 1/:00 18:00 b
Search |_‘|:|

Date Time Seats ﬁ
| wo2006  |[18 -]-[20 =] [l Only shaw free

Specify how many seats you need and click Only show free. Then all the free rooms with the desired
number of seats or more are shown in the room list.

45 SEE DESCRIPTIONS OF R OOMS

Which one of the free rooms is best for you? To decide this you can look at the descriptions of the rooms

by clicking the question mark to the r ight of the room name.
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