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CHAPTER 1

Introduction

Congratulations on making the moveto Merak and its GroupWare Outlook Connector!

Merak GroupWare Outlook Connector offers unparalleled stability and extremely low maintenance. The
Outlook GroupWare Connector is asmall plug-in for Microsoft Outlook (versions 2000, XP, 2003) that
enables users to synchronize the Calendar (Events/Notes/Tasks), Address Book and Journal entries with
the Calendar and Address Book that resides on the Merak Mail Server.

8§ User may access these Calendar and Address Book entries from different machines through the
Webmail interface.

§ Usersarealso ableto view Calendar and Address Book entries for different users and share entries
with others.

This guide is proposed to be a cookbook and a handbook for all users of Merak GroupWare Outlook
Connector. This guide'saim is to be easy, quick and clear in explaining the basic principles of Outlook
Connector behavior and usage. This guide is for regular users of Outlook; Merak Mail Server
administrators should read advanced GroupWare guide that is available on our website.

Please note, that every setting described here can also be set using WebMail interface.



CHAPTER 2

Quick Setup

This chapter is aimed to be a"look and configure" guide for easy and quick setting Outlook GroupWare
Connector from installation through successful adding a account, first synchronization to allowing to share
and showing shared calendar.

In This Chapter
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Installation

Toinstall a GroupWare Outlook Connector, get latest version of Connector from
http://mww.i cewar p.com/download/ and install it on each PC for those who will be using GroupWare.

Theinstallation is straightforward and requires minimum configuration. Follow these simple instructions:

1 Obtainthelatest package of Merak Groupware Outlook Connector by downloading it from IceWarp's
official website (http://www.icewarp.com/download/) or from your local reseller.

2 Unzip and execute the file ngwout | ook. exe - the setup wizard.

3 A screen likethis will appear. Please read carefully all the displayed notes and obey them.

Merak GroupWare Outlook Connector 8.2.9 Setup x|

&’ Welcome To The Outlook Connector Setup Wizard

Wielcome Tao The Outlook Connector Setup ‘wizard
]

terak Groupfare Outlook, Connector iz a full featured plugin for kS
Cutlook 2000/200254P /2003 which completely integrates Merak
Grouptafare Server with M5 Outlool:.

[t iz gtrongly recammended that you exit all \Windows proarams befare
running this etup progranm.

Click Cancel to quit Setup and then cloze any programs pou have
running. Click Mest bo continue with the Setup program.

Click Next to proceed.

4 On the next screen of the setup wizard the License Agreement is displayed. If you agree with the
License agreement, click Next to continue with installation of Merak GroupWare Outlook Connector.
Otherwise, if you do not agree with it, choose now and the setup will be terminated.


http://www.icewarp.com/download/
http://www.icewarp.com/download/)
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5 The next screen allows the decision to install the Outlook Connector for all users of the current
computer or only for the user currently logged in.

Merak GroupWare Outlook Connector 8.2.9 Setup x|

&’ Users Mode

Fleaze, select computer uzers vou want to inzstall Merak Grouptfare Outlook connector for.

o Al uzers

" Orily curent uzer

< Back

LCancel |

Choose one and click Next to continue with the installation.

6 Onthisscreen of installation wizard the path selection takes place. After the selection click next and
proceed with the installation (the files are being copied and the connector is settling on your system
and integrating into Outlook itsdf).

7 If thiswas afist time clean installation of Outlook Connector and account wizard will appear. The
"Add Account Wizard" is described in next chapter (see"Add Account Wizard" on page 6) in detail.
Follow the instructions in the text.

After successful installation of Outlook connector a screen informing about the statusis displayed.

Now start your MS Outlook from the common location (ie. Start -- Programs -- Microsoft Office --
Microsoft Outlook) and let the synchronization proceed.

Merak GroupWare R |
Lagaing oh ko zerver.. )
(L]

The Outlook Connector will contact the Merak Groupware server, log the user in and synchronize all
necessary information for smooth start of your Outlook.
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10 The Merak GroupWare Outlook Connector and an icon for Synchronize All arelocated in MS
Outlook toolbar.

I@l Merak Grouphiare © _ @ Back.

Outlook Today
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Add Account Wizard

The"Add Account Wizard" serves for easy setting of an account in Merak GroupWare Outlook Connector.
The Outlook Connector account is integrated with email account on mail server. If you do not have an
email account on your server, please contact your mail server administrator to assign you username and
password for an email account.

There are two scenarios in which you could need to use this wizard

§ after first installation - this wizard is executed automatically
§ anytime, when an new account is being created using toolbar Merak GroupWare -- Accounts -- Add

The"Add Account Wizard" wizard is easy to use. Simply follow theinstructions:

1 Thefirst screenis requesting the account's name as displayed in accounts list and personal folder
name

Account Wizard x|

Your Hame

Twpe your name as vou would like it to appear in the accounts lizt and perzonal folder
Narie.

Dizplay name: kichael *Wong

Faor example; John Doe

< Back M et = Cancel

Typethe nameinto thefield and click Next to proceed with the setup.

2 Now the account properties and login information are to be entered. If you do not know any of them,
please contact your mail server administrator and request the following information
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§ e-mail address
§ password
§ saver

Account Wizard

Account Properties

Y'our e-mail addrezs and pazsword are uzed to logon to the groupware server.

E-mail addresz: Im.wung@merakdemu.cnm

For example; johh. doel@idomain. com

PaSSWDrd' Ixxxxxxxxxxxx

Server: Imail. rerakdemo. com

For example: mail. domain.com

< Back M et = Cancel

Typethosein and proceed with Next button.

3 Thisscreen lets you decide about the integration mode. The integration mode means the way how the
account is settled in your MS Outlook. If you choose

8§ Integrate with default personal folder : the currently created account will be bound to the default
MS Outlook personal folder. This setting is recommended for most users and if you do not know
what does this setting do, leave it ininitial position
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Folder List

&l Folders
= (cj’:’;f Personal Folders
ﬁ Calendar
|85 Contacts
{a] Deleted Irems
; L7 Drafts
Folder List I 1o
All Folders A Journal
[ 1 H
S onal Folders g Junk E-mai
| Motes
| Calendar [ outbox
|85 Conkacts =
=7 Sent Items
fa] Deleted Ikems —
= & Tasks
L.#| Drafts P
= Ihox - L search Folders
- = £ Michael Wong
S 2ournal
== ' ] Calendar
L @ Jurk E-mail -
|85 Contacts
| Motes
S @ Deleted Tkems
U] Outbioze -
=, S Journal
L= Sent Ttems
- | Motes
& Tasks o] Tasks
L Search Falders i
integrated vs. new PST L4 Search Folders

§ Create new personal folder: this setting is useful when you have two or more accounts or you
would like to have special PST file for groupware. Use this setting for second and every next new
account.
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Account Wizard

Integration Mode

After the sdection, click Next to proceed with the account wizard.
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4 Thelast screen informing about successful setup of the account in GroupWare Outlook Connector.

Account Wizard x|

Account Configuration Complete

Y'ou have successfully entered all of the information to setup vour account,

To zave these zettings, click Finish.

kaore Settings...

Cancel |

Click Finish button to close the wizard.

Please note :

- if you executed the wizard from MS Outlook (not asa part in first installation) thereis a More Settings
button located in the bottom |eft corner. Clicking on this button you can set an advanced account
configuration (see Advanced Accounts Configuration (on page 17) chapter for details)

- if you entered the wizard as a part of first time installation, there is no More Settings button what so ever
on the last wizards screen (MS Outlook have to be running to access "More Settings' section)




Chapter 2 Quick Setup 11

How to Show Shared Calendar/Contacs in Outlook

To add a shared calendar into the Outlook Connector use the current account you have already set for your
own address. To do so

1

a b~ W DN

click the M erak Groupwar e toolbar -- Accounts

choose the proper account you want to have shared calendars shown

click Shared Account tab

Once there, specify an address of accounts into the blank field " Shared account” and click Add.
The email address will be show in the accounts list, each on separate line.

Example:

Account  Shared Accounts | Frier‘u:lsl Other I

Specify shared accounts pou have the rights to and want to access,

Shared email; Add

Accaunts;

boszi@merakdemo. com Hemowve |

juliet@merak demo. com
georget@imerak.dema. com

] 4 LCancel
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After saving the account (clicking OK), new Personal Folders will be created in user's MS Outlook

workspace.
Folder List

&l Folders

= @ Personal Folders

E Calendar

&= Contacts

{a] Deleted Irems

L7 Drafts

[ Inbax

éﬂ Journal

L@ Junk E-mail

o | Motes

[ Cutbos

= Sent Items

o] Tasks

[ Search Folders
=3 bossi@merakdemo,com [Michael Wwong]
=4 george@merakdema.com [Michael \Wong]
=4 julie@merakdema, com [Michael \Wong]

+

-

+

-

al|
al|

1

Folder Sizes
Daka File Management. ..

After adding an shared account in Outlook 2003, the connector show up only the Deleted Items and
Search Folders. Please click on 'All Folders button in Outlook to access the complete folder list.

If user wants to remove shared address (his’her Personal Folders) he/she will haveto only remove
appropriate address from Shared Account tab.
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How to Allow Others to See My Calendar/Contacts

To share Calendar/Contacts, follow these steps:
§ Set theFriends

In the following sections only the sharing of Calendar is described, however it is the same for Contacts
(Address Book). Once user sets Calendar to be shared, the Contacts are also set to be shared. And once
user sets MS Outlook Client to display shared Calendar, it is set also to show the shared Contacts.

Setting the Friends

Now, the user has to fill accounts under Friends and assign them appropriate permissions so they may
view Calendar entries.

To do so:

open up the account setting clicking on Merak GroupWar e toolbar -- Accounts
choose account

click onto Friends tab

enter the friend's email into the blank field

choose appropriate permissions from the combo menu

click Add

o 0o~ WODN P

.-'l-:u:u:-untl Shared Accounts  Friendz | Other I

Specify the lizt of fiends you want to share your groupware data with.

Friends:

boss@merakdemo.com [Full contral] Femove |

juliet@imerak.dermo. com [Read & Write]
georget@imerak.demo. com [Read only)

&dd

Friend's email: Ichris@merakdemn.cnm

ok I LCancel
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There are three types of permissions which may be assigned to the accounts.

Full contral j Add |
Read anly

{Read & wiite
Fullcontiol RIS |

Option Description
Read only Public entries and Events with Shows As Busy Sharing
Read & Write View/modify only Public entries and Events with Shows As

Busy Sharing and to add a new entries; entries with Private
Sharing are not shown.

Full Control View/modify all entriesincluding Private and to add any new
entry.
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Synchronization

Synchronization is a coordination process between Outlook account and GroupWare server through the
Outlook Connector plug-in. There are basically three ways of performing bidirectional synchronization of
groupware data between the Outlook account and Merak GroupWare server and vice versa.

8 synchronization upon Outlook application startup

§ automatical scheduled synchronization after defined time period

§ manually hitting the synchronize all button

The configuration of first two methods can be set in Outlook Connector options -- General tab. To
access these use:

Merak GroupiWare = | ==
% Synchronize Al

Mare »

Accounks, .,

| Opkions. ..

Help...

Abouk Merak GroupiWare Outlook, Conneckor, .
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Merak GroupWare toolbar and choose Options -- General Tab.

Manual synchronization is performed after hitting the " Synchronize All" button on the Merak GroupWare
toolbar.

@) | Merak GroupWware -

Synchronize All

or here

Meralk GroupWare = |«

I|%| Synchronize Al ||

More F

Accounts, .,

options. ..
Help. ..

About Merak Groupiare Quklook Conneckar, .

The synchronization process is displayed (defaults) with a pop-up progress bar. The progress bar can be
hid (see section Outlook Connector Options -- General Tab (see "General Tab" on page 28)).

Merak Group¥Ware A
Server sunchranization... -+
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CHAPTER 3

Advanced Accounts Configuration

This chapter describes in detail the possibilities of account configuration within Outlook Connector. This
is also where you should ook when setting an account with wizard and using the "More settings' button.
This chapter has a reference style, which means every option's functionality is described with the
particular meaning and usage example.

To enter these accounts settings use

Merak GroupWare = | =5
% Svnchronize Al

More ]

| Acoounts. .. |

Lions. ..

I [gl

elp...

Abaouk Merak Groupiare Qutlaok Conneckar, .
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§ Merak GroupWaretoolbar -- Accounts -- choose one account -- Properties
8 Outlook menu -- Tools -- Merak GroupWar e -- choose one account -- Properties

2x
Preferences I Mail Setup I Mail Farmak | Spelling |
Security I Other Merak Groupitfare
i %]
Accounts
|mwame j i
Properties...
Remove
(nls Cancel Apply
In This Chapter
ACCOUNE TAD ... 19
Shared ACCOUNS Ta ......vveeeiiiieee e 21
e 1= 010 SR I o SR 23

Other Tab......ooeieeeeeeeee e 25
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Account Tab

On the Account tab, hereis the possibility to change account information that were assigned during the
usage of "Add Account Wizard" (see chapter Quick Setup -- Add Account Wizard (see"Add Account
Wizard" on page 6)). Y ou can alter

8 name of the account that is displayed on the account list and as a name of PST

8§ e-mail addressthat is used for communication with groupware server

§ password of the account

§ additional security configuration (SSL, plain text password)

SSL is an security standard providing authentication and communications privacy over the Internet using
cryptography. Plain text passwords have substantious meaning when your account is authenticated against

Merak with some disabled security options. If you are unsure about setting of these option, contact your
mail server administrator.

Thisis the account tab interface, below the picture you can find the explanation of all configurable
elements.

Account | Shared .ﬁ.ccuuntsl Frier‘u:lsl Other I

M ame: IM ichael “ong

Email address: Im.wnng@merakdemn.cnm

Fassward: I xxxxxxxxxxxx

Server Imail.merakdemu.cun‘l

[T Use S50 conmection
[T Use plain texst passwaords

[¥ |ntearate with default persanal falder

] 4 LCancel
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Option

Description

Name

For descriptive purposes - nameis shown in alist of accounts
in GroupWare properties dialog and also as a Name of
Personal Folder which is created for this account

Email Address

Email address of user's account

Password

Password for appropriate email address

Server

IP address or hostname of Merak server

Use SSL connection

Enables the secure SSL encryption of communication between
server and the account

Use plain text passwords

Disabl es secure authenti cation mechanisms.

Integrate with default
personal folder

Have only informative meaning. If ticked the account is
integrated with default personal folder, if not, there is separate
PST filefor this account.
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Shared Accounts Tab

Shared Accounts tab serves as the place for adding shared calendars that you have right and want to

access.

Account  Shared Accounts | Frier‘u:lsl Other I

Specify shared accounts pou have the rights to and want to access,

Shared email; Add

Accaunts;
boszi@merakdemo. com Hemowve |

juliet@merak demo. com
georget@imerak.dema. com

] 4 LCancel
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Specify each address of person whose Calendar/Address Book you want to show into the " Shared email”
field and hit Add. Outlook Connector automatically creates Personal Folders for those accounts. If it is set
like on the figure above three Personal Folders will be created after saving the account (after hitting OK)

After a new account is created, a new Personal folder appearsin Folder List.

After adding an shared account in Outlook 2003, the connector show up only the Deleted Items and
Search Folders. Please click on 'All Folders button in Outlook to access the complete folder list.

Folder List

&l Folders

= f’;l:ff Personal Folders
E Calendar
A= Contacts
{a] Deleted Irems
L7 Drafts
[ Inbax
jﬂ Journal
L@ Junk E-mail
o | Motes
[ Cutbos
= Sent Items
o] Tasks
[ Search Folders
=3 bossi@merakdemo,com [Michael Wwong]
# =3 george@merakdemo.com [Michael Wong]
=

[+

-

[+ = julie@merakdemao,com [Michae! Wang]

Folder Sizes
Daka File Management. ..
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Friends Tab

Friends tab gives you the possibility to make your calendar accessible and open it up for various - here
defined - users with appropriate permissions. The users who are digible to access your calendar are called

Friends.

To add a friend - the person you would like to share you groupware data (calendar, address book, etc.)
with - simply type in the person's email address into the "Friend's email" field and choose the permission

from the combo-box.

.-'l-:u:u:-untl Shared Accounts  Friendz | Other I

Specify the lizt of fiends you want to share your groupware data with.

Frienid's email I IHead oy j Add |

Friends:

boss@merakdemo.com [Full contral] Femove |

juliet@imerak.dermo. com [Read & Write]
georget@imerak.demo. com [Read only)
chrizt@merakdemo. com [Fead only)

ok I LCancel

There are three types of permissions which may be assigned to the accounts.

Full contral j Add |
Read anly

Fead & 'Write
FL g [P |




24 Outlook Connector User Guide

Option Description

Read only Public entries and Events with Shows As Busy Sharing

Read & Write View/modify only Public entries and Events with Shows As
Busy Sharing and to add a new entries; entries with Private
Sharing are not shown.

Full Control View/modify all entries and to add any new entry.
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Other Tab

Other tab extends the possibility in meaning of restriction the objects that are synchronizable. In common
usage you preferably leave the default settings.

In the section "Synchronize these objects" you specify the object synchronization permission by ticking or
unticking the particular object checkbox. In the example below, only the Journal entries are excluded from
the synchronization process.

The Outlook Connector allows user three methods of synchronization:

§ Outlook To GroupWare Server
§ GroupWare Server To Outlook
§ All (both are enabled)

The Synchronize All option processes synchronization according to this configuration.

.-'l-:u:u:-untl Shared .ﬁ.ccuuntsl Friends Other

Synchronize theze objects:

Calendar
Cortacts
Mates
Tazks

IEICLITIEL L —

Synchronize thesze directions:

Outlook, to Groupisfare sermver »
Groupit are zerver to Dutlook, <

ok I LCancel
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The Other tab options can be arrange into this tabular form:

Option Description

Synchronize these Objects | Determines which objects are synchronized

Synchronize these Determines in which directions the Calendar/Address Book
Directions entries are synchronized when Synchronize All is used
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CHAPTER 4

Outlook Connector Options

This section is dedicated to general Outlook Connector options. Read further if you want to change the
global behavior of your Outlook Connector plug-in. To access these options please use the Merak
GroupWaretoolbar and choose options, just as on the picture below:

Merak GroupiWare = | ==
% Synchronize Al

Mare »

Accounks, .,

| Opkions. ..

Help...

Abouk Merak GroupiWare Outlook, Conneckor, .

In This Chapter

GENEA TaAD e 28
PN (Y= 0 0 o B I o TR 30
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General Tab

The General tab of Outlook Connector options gives you the possibility to change the synchronization
behavior of the Connector. Here you can

§  enable/disable synchronization when Outlook application starts

§ enable/disable automatic scheduled synchronization and adapt the minutage

8  show/hide synchronization progress window during synchronization process

8 leave/close the progress window after the successful synchronization

§ play sounds (WAYV files) during or after synchronization

The options are very easy to use and are mostly self-explanatory. We recommend you to leave theimplicit

default value, asit was set with maximum attention. Y ou can move the progress window wherever
arbitrary on you Ootlook workspace to be not disturbed while the synchronization takes place.

Thisisthe Generdl tab interface

G ereral | Advanced

—General

Iv Sunchronize when Dutlool application stars

¥ Enable automatic synchronization
Synchronize Grouptyare objectz every [Minutes): IE

—Synchronization
¥ Show progrezz window during synchronization

¥ Cloge progress window when synchronized

Play zound when sunchronization starks:

| .|

Play zaund when sunchronization finizhes:

| |
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The options can be arranged into this tabular form:

Option

Description

Synchronize when Outl ook
starts and exits

The synchronization is automatically started when Outlook is
opened/closed

Enable automatic
synchronization

Allows user to set a period in which Outlook should
synchronize automatically

Synchronize GroupWare
accounts objects every:

Appropriate period for automatic synchronization in Minutes

Play sound when
synchronization finishes

Allows user to load a wave file which is played when Outlook
finishes the synchronization

Show progress window
during synchronization

A small window indicating status during synchronization is
shown

Close progress window
when synchronized

The window which indicates current phaseis closed after the
synchronization is finished
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Advanced Tab

Advanced tab extends the Outlook Connector synchronization with multithread mode for background
synchronization. The default valueis enabled. If you do not experience any troubles with data
synchronization, we recommend not switching the multithread mod off.

General Advanced

—Advanced

v Svnchronize objects in the background [rmultibread§

ok I Cancel
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CHAPTER 5

Administration

This chapter is not for regular users of Outlook and Outlook Connector, but for groupware and Outlook
Connector administrators. Here are several administration recommendations and hints described.

In This Chapter

Global Calendar........cc.ueeeeeieieeeeeeeee e 32
DISIDULION LISt ...uueiieeeeieeiee e e ettt e e e e e e eeeaee e e eeeeees 35
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Global Calendar

Global Calendar is an advanced way how to deploy groupware for corporate usage, where users want to
share company global calendar and address book.

By default, a user who sets his/her account in Outlook Connector and synchronizes can see only his/her
own Contacts but Contacts from the Global Address Book are not shown there. To show such Contactsin
user's Outlook you have to populate some special account such as global @yourdomain.com with the
Global Address Book and then the user has to set such account in Shared Accounts in Outlook to show the
Contacts from the Global Address Book account.

To do that, follow the procedure:

1. Populate some special account with your Global Address Book

Create a new user account on your server (e.g. global @merakdemo.com). Go to WebMail logon as admin
level account go to Settings - Administrator Settings.

| _*[‘SethngsE i

Certificates
I Accounts
Folders

il — m

Calendar Settings

Auto Responder
Forwarder

Client Rules

Server Rules

Administrator Settings

Calendar Administration

2
Thereis an option Global groupware account. Fill in the address of created account.

Store mail Folders in Merak mail Folder : ]

Global groupware account : |g|u:u|:-al@rnerakdemu.ccum

Logging

Logging : ]


mailto:global@yourdomain.com
mailto:global@merakdemo.com)
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After saving changes, any Contact you fill in as personal Contact in the global @merakdemo.com Address
Book will be shown as a Contact in the Global Address Book for all other users.

Define the Contacts you want to have in your Global Address Book (if you already have the Contacts
somewhere else use the Export/Import feature in the Address Book to move these Contacts).

2. Set the permissions (who can view/modify Global Address Book)

Logon WebMail as global @merakdemo.com account and go to Settings - Calendar Settings.

Calendar ¥ | % Settings ﬁ
Certificabes

Accounts

Folders

Calendar Settings

Auto Responder
Faorvearder

Processing Rules
I Black & White list  —

Challenge Response



mailto:global@merakdemo.com
mailto:global@merakdemo.com
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Set My Friends according to your wishes. The help regarding the permissions and My Friendsis in the
Merak GroupWare manual - Sharing Settings section.

3. Set such account in Outlook Connector

If an appropriate user has permissions to have the Global Address Book shown then he/she can set special
personal foldersin MS Outlook to see such Contacts.

To do that follow these steps:

§ Click onthe Merak GroupW ar e button - Properties.

§ Choose account that has a permission to access Global Address Book and click on the Change button.
§ Click Shared Accounts tab

§ Addtherean email address of Global Address Book account

Account  Shared Accounts | Frier‘u:lsl Other I

Specify shared accounts pou have the rights to and want to access,

Shared email; Add

Accaunts;

globali@merak.demo. com Hemowve |

ok I LCancel

Now a new personal folders will be shown in user's Outlook and after synchronization the Global Address
Book will be shown in case the user has the permissions (see step 2 above).

Y ou can even set different Global Address Book for each Virtual Host. To do that, just follow the same
procedure with each virtual host separately. Click here to see moreinformation about setting the Virtual
Hosts.
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Distribution List

One of interesting features of MS Outlook is Distribution List - a group of email address - which can be
used in To: instead of listing all particular email addresses to send an email to all these addresses.

We implemented this feature to Outlook Connector too. It means that any Distribution List created in MS
Outlook is created in Webmail as a Group immediately after the synchronization.
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