
The easy way to
and morenetwork Microsoft  Outlook  calendars¨ ¨



Lookout Software is an industry-leading business software solution provider and Microsoft Office 
Marketplace Solutions Partner.  In 2003 we launched OfficeCalendar, the easy-to-use, low-cost
alternative to Microsoft Exchange Server for sharing Microsoft Outlook calendar, email, contact
and task information. In that time, OfficeCalendar has received countless accolades from
customers and industry experts; won numerous software design awards; and has become
of the most highly downloaded Microsoft Outlook add-in products on the World Wide Web.

Our company and product success starts with our dedicated staff, which provides world-class 
products and services that you simply don't find very often with other software businesses these 
these days without spending thousands of dollars for a specialized service contract.  In fact, the
average response time to our 24/7 online trouble-ticketing system averages less than two hours!
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OfficeCalendar Product Overview
OfficeCalendar is an easy-to-use, low-cost alternative to Microsoft
Exchange Server. OfficeCalendar enables the sharing of Microsoft
Outlook calendar, email, contact and task information on practically any 
Windows-based network, even networks without a dedicated server.
OfficeCalendar also offers Outlook web access, so you can view
your personal and shared Outlook folders online using a web

OfficeCalendar, first and foremost, is an easy-to-use software
application that allows everyone in your office to share Outlook
calendars with each other. Outlook calendar sharing is so simple
with OfficeCalendar because it creates a sub-folder for each
personÕs calendar under your own Calendar folder in Outlook as

By simply clicking on a colleague's name under your calendar,
you can view, create, edit and delete appointments stored in their
calendar just like you would in your own calendar. All of the normal
calendar views you can see for yourself are also available to you when
viewing your colleaguesÕ shared Outlook calendars. This includes the
Day, Work Week, Week and Month Outlook calendar views.
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"OfficeCalendar a great
Exchange alternative for small biz"

"OfficeCalendar is purely client based,
looks to be very easy to set up, and
has the security and privacy controls
I'd want in place before I started
exposing my personal Outlook data
to others."

At Lookout Software world-class people
make world-class software solutions

s 

Sharing Microsoft Outlook Calendars
with OfficeCalendar

browser.

illustrated in the image to the right.



officecalendar 

 

C
re

at
e 

G
ro

up
 C

al
en

da
rs

Beyond the standard Outlook calendar sharing setup of individuals' 

You can also view all of the changes made by other users to any
of the appointments in your calendar in a single window using the 
appointment notifcationÕs tracking history feature in OfficeCalendar.

the individual corresponding with the appointment's subject so you can 
quickly pinpoint who is doing what and when. OfficeCalendar's group 
calendars let you quickly determine when everyone is available for a
meeting, who is available for a meeting, who is available to be scheduled
to perform a job, and more. Also, each group calendar can be different
depending on whose appointments are chosen to be included in a
group calendar.

OfficeCalendar
Group Calendars Overlay
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One of OfficeCalendarÕs most primary features is the ability to read, 
write and delete in your colleaguesÕ calendars. OfficeCalendar offers 
an additional element to this feature, which is the ability to recieve 
appointment notifications. With this optional feature, you have the 
choice to be notified when your colleagues make changes to your
calendar. 

OfficeCalendar
Appointment Notifications

calendars, OfficeCalendar can also create multiple interactive 
sub-folders, called Group Calendars, under each personÕs Calendar
folder. OfficeCalendar Outlook group calendars give you customizable
views of selected usersÕ appointments together in single calendar views,
depending on whose appointments are chosen to be included in a
group calendar.

Each entry in an OfficeCalendar Outlook Group Calendar folder notes

ScheduleFusionª by OfficeCalendar
OfficeCalendarÕs ScheduleFusionª group calendar and scheduling architecture
for Microsoft Outlook includes the following features and built-in processes:

 !   Create unlimited group calendars
 !   Supports users/resources to be in more than one group calendar
 !   ÒIn GroupÓ and ÒView GroupÓ group calendar configuration
 !   Fully integrated group calendar security
 !   User-based folder selection preferences
 !   On-the-fly multi-user/resource scheduling

Just like any other Outlook calendar, group calendars are fully editable; meaning
you can view, create, edit and delete appointments in them.
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"Great technical support that you
simply won't find in vendors with 
similar products. I'm looking
forward to seeing their next
upgrade." - Jim T.
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OfficeCalendar Folder Selection Feature
OfficeCalendar also offers you the ability to control which group calendars, Calendar,
Contacts and Tasks folders you synchronize in your Outlook folder list with the folder 
selection feature. 

This user-based preference feature also becomes practical for users that have access
to several group calendar folders as well as all other usersÕ individual Outlook folders.
To help clean up and organize your folder list, you may choose to only view group
calendars and not individual user calendars, as shown in the images to the right.
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s OfficeCalendar User Groups
The ability to create user groups provides several advantages to enhance the
functionality of OfficeCalendar. Primarily, user groups help organize users into
different groupings, especially if there is a large number of users. Many times
user groups are created on the basis of specific company departments, teams
or committees.

OfficeCalendar user groups also save a great deal of time in the initial setup
and ongoing maintenance of OfficeCalendar, as they become a quick selection
filter when giving users in a specific user group security rights to read, write and
delete; and when giving users ÒIn GroupÓ and ÒView GroupÓ group calendar
access.

ÒHaving the ability to share our Microsoft Outlook data allows for
our staff to be more productive and serve our team members in a
more efficient manner.Ó
- Bethany Cottrell
  Program Coordinator

OfficeCalendar Online provides full functionality to access your personal and
shared Outlook calendars, contacts and tasks via the web, from anywhere or at
anytime. Outlook web access offers an invaluable way for those who need constant
access to Microsoft Outlook to see their Outlook folder information but simply do
not have it due to travel, work from home or other reasons.

Accessing your Outlook calendars is easy and works just like it does in Microsoft
Outlook. Any and all changes made within your copy of Outlook will show in your 
OfficeCalendar Online account, and any changes made online to your Outlook
folders will sync back to Outlook; so either way you view your Outlook calendars,
contacts and tasks, they will always be up to date.

OfficeCalendar Online is exclusive to OfficeCalendar Premium
Maintenance & Upgrade Protection Plan subscribers.



officecalendar 

ÒOfficeCalendar has restored the
most critical functionality of Outlook
without the cost and complexity of
setting up a Microsoft mail server. It
is truly a Ôkiller app!Õ Ó
- Gary Garb

Sharing Outlook Tasks with OfficeCalendar

OfficeCalendar also provides the functionality to share Outlook contacts. Just like 
sharing Outlook calendar information, OfficeCalendar creates a sub-folder under 
each person's main Outlook Contacts folder. Shared Outlook Contacts folders are 
clearly labeled with each person's name so you can easily navigate to your co-
worker's shared Contacts folder.

Outlook distribution lists can also be shared between users with OfficeCalendar.
Distribution lists are created and stored in a userÕs Contacts folder, giving
OfficeCalendar users access to their colleaugesÕ distribution lists simply by
sharing their Contacts folder.

OfficeCalendar also provides the functionality to share Outlook tasks. Just like 
sharing Outlook calendar and contact information, OfficeCalendar creates a sub-
folder under each person's main Task folder. Each additional shared Outlook Task 
folder is clearly labeled with each person's name so you can easily navigate to the 
correct person's task list.

Sharing Outlook Contacts with OfficeCalendar
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Again, by simply clicking on a colleague's name under your main Contacts folder you 
can view, create, edit and delete contacts stored in their Outlook Contacts folder 
just like you would in your own Outlook Contacts folder.

"For a MS Outlook user, it's intuitive.
I've taught other pastors how to use
MS Outlook and now I recommend
OfficeCalendar to everyone!
This product is everything I wish it
would be." - Steve W.

Sharing Email folders with OfficeCalendar
Outlook email folder sharing is made simple with OfficeCalendar. Shared email
folders are synchronized using your OutlookÕs Send/Receive functionality rather
than over your network. All you do to share an email folder is ÒinviteÓ another user
to share that folder with you. Once the user accepts the invitation, your Outlook
folder appears as a sub-folder in their copy of Outlook. The default folder names
can be changed so you can easily navigate to your colleaguesÕ shared email
folders.

OfficeCalendarÕs email sharing ensures comprehensive security measures as well.
Because the users choose and invite who they would like to share which of their 
email folders with, it guarantees that shared email folders will not be viewed by 
users without permission.
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OfficeCalendar provides comprehensive Outlook calendar 
sharing security that gives you precise control over who can 
see and do what. While OfficeCalendar's shared calendar 
security is comprehensive, it's also easy for any user to set 
up with its intuitive check box interface.

OfficeCalendar gives you precise control over what rights you 
want to give users with sharing calendars. The security 
console with OfficeCalendar gives you the following Outlook 
calendar sharing security options: Read, Write/Edit and 
Delete.

Comprehensive Outlook
Sharing Security with
OfficeCalendar

"We tried Office Calendar on the
recommendation of our IT consultant.
He came in and installed it and in
about 30 minutes we were able to see
and make changes to co-worker's
calendars and contacts. We thought
we would have to buy Microsoft
Exchange to be able to do this but we
didn't! The product works great...Ó 
- Grendal

Each time you create a user you tell OfficeCalendar what 
rights the user has with regards to other users' calendar 
items. This lets you pick and choose the security rights that 
a particular user has to other individual shared Outlook 
calendars, which also apply to any group calendars that
the user is associated with. Group calendar security is also
enhanced with the ability to give users ÒIn GroupÓ access,
meaning their appointments will be included in a group
calendar; and ÒView GroupÓ access, meaning they will be
able to see a group calendar.

OfficeCalendar also offers robust security beyond Outlook 
shared calendars with a full range of security options for 
sharing Outlook contacts and tasks as well.

OfficeCalendar gives you precise control over what rights 
you want to give users with regards to contacts and tasks 
just like you get with shared outlook calendars. The security 
console with OfficeCalendar also gives you the following 
Outlook contact and task sharing security options: Read, 
Write/Edit and Delete.

Just as when you setup OfficeCalendar's calendar sharing 
security, each time you create a user you tell OfficeCalendar 
what rights the user has with regards to other user's 
calendar, contact and task items. This lets you pick and 
choose the security rights each individual has to other 
individual's shared Outlook calendars, contacts and tasks.
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on OfficeCalendar is easy to install and use and works with your existing Windows-based 
network. While having a dedicated server computer is a nice option in which to install 
OfficeCalendar's Administration Console, it certainly is not needed as it can be 
installed on any computer on your network without interfering with other applications or 
interrupting usage. In fact, practically any novice computer user can install our software on 
an a network and have it sharing Microsoft Outlook data with co-workers in 5-10 minutes, 
while reading along with our step-by-step Installation and User's Guide.

"For our small office of 5 people,
OfficeCalendar was significantly less
expensive than Microsoft Exchange,
plus we were able to set it up ourselves
without having to hire an IT consultant."
- Mike H.Easy Installation and Use

While all of the features and benefits of OfficeCalendar may sound great to most 
businesses, we understand that you'll want to see it in action before you buy it. That's 
why we offer a 14-day, full-functioning, trial version of OfficeCalendar. That's right; 
there are no limitations to our free trial version other than a hidden code within it to 
disable it after 14 days. Should you decide to purchase OfficeCalendar before or after 
the trial period ends, you will not need to spend additional time re-installing it either 
as our online order processor will automatically email you a keycode to activate your 
OfficeCalendar by removing the time limitation.

To download the free OfficeCalendar trial version and Installation and User's Guide,
visit us on the web at www.officecalendar.com

Try the full-functioning trial version
before you buy!

SYSTEM REQUIREMENTS

O  ceCalendar Server:

O  ceCalendar Client Application:

      Microsoft Windows 2000, XP, 2003,Vista or 2008

64 MB of RAM

25 MB of Hard Disk Space

Microsoft .Net Framework 2.0 or higher

      Microsoft Windows 2000, XP, 2003, or Vista
Microsoft Outlook 2000, XP, 2003 or 2007

64 MB of RAM

25 MB of Hard Disk Space

Microsoft .Net Framework 2.0 or higher

(Installed by OfficeCalendar if not currently installed)

(Installed by OfficeCalendar if not currently installed)

 

Free/Busy Server Configuration

OfficeCalendar provides a more scalable environment with the ability to
configure with Microsoft SQL Server. For organizations with a licensed
copy of Microsoft SQL Server or SQL Server Desktop Engine (MDSE) and
50 or more users, it might be the ideal solution. 

For mid to large-sized organizations with an FTP or Web Server,
OfficeCalendar offers the ability to access a Free/Busy Server. The Free/
Busy Server is a public calendar available within an Outlook meeting 
request dialog box that displays the free/busy information for all 
OfficeCalendar users and resource users. The Free/Busy Server makes
it easy to see in a glance who is available and when for meeting 
requests and scheduling purposes, without having all the extra
appointment information. F
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Enhanced Features for Mid To Large
Sized Organizations

Microsoft SQL Server Configuration
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What are Resource Folder Accounts?

Who Uses Resource Folders?

OfficeCalendar resource folder accounts can be created and shared in 
OfficeCalendar just like normal user accounts, but they offer unique advantages. 
These special accounts are not necessarily associated with one specific user. 
Instead, resource folders are commonly shared by several users for a specific 
purpose or place, like company contacts, conference room schedules, client 
lunch calendars, etc.

Like normal user folders, resource folders can only be accessed by users with 
the appropriate security rights. For example, attorneys can create and share a 
resource court calendar to help schedule confidential trials; or, colleagues 
assigned to a group project can easily keep track of group meeting times and 
useful project contacts. However, they do not require a login through Outlook, as 
opposed to regular user accounts.

What Makes Resource Folders Different from the Group 
Calendar?

Are Resource Folders Public and Open
to All Users?

Do Resource Folder Accounts Require
a License?

Outlook group calendars only display other users' appointments together; they cannot 
group multiple users' contacts together. Resource folders allow users to access contacts 
and calendars not necessarily associated with only one particular user, and are created 
and shared for a specific purpose or place. Also, resource folders do not vary in content 
from user-to-user, unlike customizable group calendars that change depending on who 
is included in a group calendar and what security rights a user has. However, it is possible
for a user to view a resource calendarÕs appointments in a group calendar.

No; OfficeCalendar administrators determine which users have 
which security rights to a resource folder. Access or denial to 
resource folders is granted in the same way as a normal user. 
User A may have security rights to the resource folder calendar 
and contacts, but User B may only have rights to the calendar.

No. OfficeCalendar Versions 5 and above do not require
addtional OfficeCalendar liceneses for resource folder
accounts. There is also no limit to the quantity of resource
folders that you can create with OfficeCalendar.  

Use Resource Folders to help
with scheduling

"Thanks for your quick help. So far,
I am very impressed with the product
itself, and even more impressed with
the level of support I've received to
date. You can be sure that I will be
actively promoting your product to
my small business clients who use
Outlook." - Bruce H.

"We are pleased to inform you that
your software, OfficeCalendar, has
been awarded by our editors with
"Excellent (5/5)" award. Great job,
we're really impressed!"
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Why Do I Need a Support and Maintenance Plan?

What Kinds of Benefits Do I Get with the Annual Plans?

The OfficeCalendar Annual Maintenance & Upgrade Protection Plans are two-
fold service plans that are offered with every OfficeCalendar license purchase. 
Both the Standard and the Premium Support and Maintenance Plans give users
access to free OfficeCalendar software upgrades and unlimited technical

Innovative OfficeCalendar upgrades are constantly under development and  
released periodically every year. All subscribers to either of the Support and
Maintenance Plans will receive these upgrades free of charge. However,
customers who choose not to purchase either of the service plans may opt to
purchase the upgrades at a later date for $39.95 per license.

In addition to free upgrades, the Annual Maintenance & Upgrade Protection 
Plans include unlimited technical assistance for OfficeCalendar installation via 
the following methods:

Unlimited 24 hour a day, 365 days a year, access to Lookout Software's 
online support knowledge base. The online knowledge base includes FAQs 
on the usability of OfficeCalendar, as well as common technical scenarios 
that may be encountered while using OfficeCalendar.

Access to an online interactive trouble-ticket system, to easily submit your 
problem. Submissions are accepted 24 hours a day, 365 days a year. 
Submitted trouble-tickets are reviewed during normal business hours
(Mon - Fri, 9am - 5:30pm CST), and responses are generally received within 
two hours or less (if received during normal business hours).

Live phone support, available during normal business hours (Mon - Fri, 
9am - 5:30pm CST). Escalation of a particular trouble-ticket to phone support 
is solely at the technical support department's discretion. Keep in mind 
that in order to have a technical issue addressed over the phone, you must 
have already submitted an online support ticket.

Although we hope you never experience any problems, only subscribers to the
Maintenance and Upgrade Protection Plans can access the online Maintenance 
Support Center, which is always available at your convenience in case 
something does arise. 

OfficeCalendar users can subscribe to the Standard Maintenance & Upgrade 
Protection Plan with unlimited technical support and free upgrades for only 
$15 per user per year. For only $1 more per month per user, you can subscribe
to the Premium Maintenance & Upgrade Protection Plan and get OfficeCalendar

Compare that to most other software companies, who charge approximately

Signing up for a Support and Maintenance Plan is easy. When a new 
OfficeCalendar user license is purchased, we give you the opportunity to buy 
either of the Annual Maintenance & Upgrade Protection Plans with it.
As always, our sales and support staff is always available to answer any
questions you have about the Support and Maintenance Plans.

How Much Do the Support and Maintenance Plans Cost?

Where Do I Sign Up?

OfficeCalendar Annual Maintenance
& Upgrade Protection Plans
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"Provided great support - in fact,
that's was one of the deciding factors
in my purchase - along with a great
product that does *exactly* what it's
supposed to do."
- Jeff H., CEO of TestCo., a software
testing company

support. However the Premium Support and Maintenance Plan offers
OfficeCalendar Online, which allows users to access their Outlook calendars,
contacts and tasks online from anywhere and at any time.

$60 per hour or per incident. You do the math.

Online, plus all of the benefits of the Standard Support and Maintenance Plan.
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OfficeCalendar is the perfect solution for small businesses that are looking for an 
alternative to Microsoft Exchange Server. While Exchange is a great product for large 
enterprises, it can prove to be a technical challenge and far too expensive for small 
businesses that need a simple and effective way to share Outlook calendars, 
contacts and tasks. 

For large companies with significant IT budgets and hundreds of employees, 
Microsoft Exchange Server might be considered a reasonably-priced solution for 
enterprise email and shared calendaring. This however is not the case when 
considering the needs and budgets of small businesses, the vast majority of which 
are using POP3 email accounts and have no need for the complex email 
management and handling that Exchange Server provides.
 
As a small business, it is important to consider not just the software costs 
associated with Microsoft Exchange Server, but more importantly, the total cost of 
ownership. Microsoft Exchange Server has several licensing requirements and 
associated fees, for both the Windows Server Platform and Exchange Server itself. 
Secondly, Exchange requires two different servers (hardware); one to run the 
Windows and Exchange Server, and another to run the Domain Controller.

Disadvantages of Microsoft Exchange Server

If this is starting to sound a little complicated, then you are not alone. Due to the very technical nature of implementing and maintaining an 
Exchange Server installation, unless you have an IT staff with specific Exchange Server experience, you will need to have an Exchange expert 
(typically $70 to $120 an hour) on hand for the initial setup (typically 60 to 100 hours). You should also plan for mandatory monthly routine 
maintenance (averages 8 hours per month) and emergency maintenance precautions. If you are considering an Exchange Server 
implementation, be sure to ask about these charges, which are often not quoted in the initial proposal.

It takes a great deal of technical knowledge and experience to set up and maintain Microsoft Exchange Server. Not only is there constant 
maintenance and upkeep, but you must also consider the need to safeguard your Exchange Server, which may include the need for 
enterprise firewalls and enterprise anti-virus software. Because Exchange is the most widely-used messaging platform available, it is also the 
most targeted for viruses, spammers and other intruders. Finally, there are productivity cost losses due to downtime experienced periodically 
with Exchange. All of these factors can cause much frustration and cost thousands of dollars.

For a small business, OfficeCalendar addresses many of the previous disadvantages of Exchange Server previously mentioned. 
OfficeCalendar provides a low-cost alternative to Exchange that does not require any extra hardware or software, and OfficeCalendar was 
developed specifically to be installed by an average PC user. Also, the use of OfficeCalendar is supported on multiple versions of Windows 
and Outlook, and runs on an existing network. OfficeCalendar also offers the ability to create multiple, fully editable group calendars; something
Exchange Server does not. A step-by-step installation and user's guide, complete with detailed screen shots, is included with the purchase of
OfficeCalendar. Moreover, 90% of OfficeCalendar users install and maintain OfficeCalendar without the need, or the expense, of bringing in an
outside consultant.

It's easy to see why most small businesses do not need the complexity associated with Exchange Server; instead, they are simply looking for 
the ability to share Outlook calendars, contacts and tasks. This is why OfficeCalendar is the ultimate simple, low-cost alternative to Microsoft 
Exchange Server for small to mid-size businesses that need to share Microsoft Outlook Calendar, Contact and Task information.

Benefits of OfficeCalendar

Microsoft Total OfficeCalendar Total

Totals $23,770 $2,423.75

Exchange Server (25 users) (25 users)

Windows Server $3,000/server $4,000 n/a $0

Software Application $4,000/server $4,875 Server incl. $1,748.75

Hardware 2 servers: $7,000 n/a $0

Installation/IT experts $70-120/hr. $5,000 Not necessary $0

Software Support $1,970/server $2,895 $27/user with Outlook
web access

$675

Platform & CALs $40/user

Server & CALs Licenses $35/CAL $69.95/user (w/discount)

(additional servers) approx. $7,000

Approx. 50 hr setup Step-by-step User guide

$37/CAL

*all Microsoft Exchange Server prices are approximate and based on list prices

Typical First Year Costs Comparison Chart for 25 Licensed Users

"I wanted to say thank you for making
such an effective yet easy to use piece
of software. It's nice to know there are
alternatives to Microsoft products."
- John F.

"Your product is a perfect
Exchange Server alternative for
mid-sized law firms. I am surprised
that more people do not know
about it." - Clint C.

OfficeCalendar vs. Microsoft Exchange Server

25 Users
Exchange Server: $23,770

vs.
OfficeCalendar: $2,424

(that includes Outlook web access!)


