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Sharing Calendars in Outlook 2007

This document describes how to share a MailSite ExpressPro calendar from Outlook 2007 with other Outlook users without the need
for the other user to have a MailSite ExpressPro account.

SHARING THE CALENDAR WITH FULL PERMISSIONS

In Outlook 2007 right click on the calendar you wish to share. Select ‘Share user@example.com’.
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A new message will appear containing the link to your calendar. This email cannot be configured as it is generated by Outlook
2007. Send this to everyone you would like to view it. Include your full username and password as these will be needed to
synchronize the calendar.
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TO ADD THE CALENDAR INTO ANOTHER OUTLOOK CLIENT

Open the received message and click ‘Connect to this Calendar’ button. Although the email shows other options these are not as

yet supported.
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Click above to connectto this calendar,
From:  user [user@example.com] Sent: Tue 09/10/2007 11:41
To: user2@example, com
e
Subject: user@example.com - Default - SharePoint Calendar
47,8 user@example.com - Default
SharePaint Calendar
http://10.42.48.103/WS5/Calendars/Personal-Default/Allltems.aspx
a
user (user@example.com) has invited you to connect the user@example.com - Default Calendar to Outlook. al
This SharePoint List is supported on any computer with a compatible program, such as Microsoft Office Outlook 2007. To connect to this SharePoint List, copy
and paste the following Web address into your Web browser:
stssync://sts/Pver=2.0&type=calendar&cmd=add-folder&base-url=http%3a%2f%2f10.42.48.103% 2f W55 % 2fCalendars % 2FPersonal- Default&list-url=%
2FAllltems% 2Easpx&puid=%7Bfea2918%2084c5%2D4cha%2Dac24%2023c1fal5878a%7D&site-name=user%40example.com&list-name=Default L
Alternatively, you can view this content on the Web at:
http://10.42.48.103/WsS/Calendars/Personal-Default/Allltems.aspx
For instructions on how to connect SharePoint Lists to Outlook copy and paste the following Web address into your Web browser:
http://go.microsoft.com/fwlink/?Linkld=57560
S S e -

Click ‘Yes' to the dialog within Outlook 2007. You will be prompted to enter the full MailSite ExpressPro username

(user@example.com) and password of the person who sent you the calendar.
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Click above to connect to this calendar,
From: user [user@example.com] Sent: Tue 09/10/2007 11:41
To: user2@example.com
Co
Subject: user@example.com - Default - SharePoint Calendar
4748 user@example.com - Default
SharePoint Calendar
http://10.42.48.103/\W55/Calendars/|
user (user@example.com) has invite &l_a Connect this SharePoint Calendar to Outlook? b Outlook. =
‘ou should anly connect lisks from sources you know and trust,
This SharePoint List is supported on 3| fice Outlook 2007. To connect to this SharePoint List, copy
N user@example. com - Default
and paste the following Web addresg
http:/f10.42 48, 103/WSS/Calendars/Personal-
Default/Alltems. aspx ~
stssync://sts/Pver=2.0&type=calend fWSs%2fCalendars%2FPersonal-Default&list-url=%
2FAllite ms%2Easpx &guid=%7Bfea9 Ta configure this Calendar, click Advanced. e=user¥40example.com&list-name=Default i |
Alternatively, you can view this conte [ fckicace oy ] [ tes ] | e |
http://10.42.48.103/Wss/Calendars/Personal-Default/Allltems.aspx
For instructions on how to connect SharePoint Lists to Outlook copy and paste the following Web address into your Web browser:
http://go.microsoft.com/fwlink/?Linkld=57560
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After a send and receive you should see all the events for this calendar listed in Outlook.
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EMAILING THE CALENDAR

Right click on the calendar you wish to share. Go ‘Send via Email’.
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You can then choose which calendar to send, which dates you wish to be viewable and what details. An email will appear
containing an attached file of your calendar. Send this to everyone you would like to view it.

Send a Calendar via E-mail

1] Specify the calendar information you want ko include,
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Date Bange: |wihole calendar -

Detail: o | Full details
Includes the availability and Full details of calendar -
items
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TO ADD THE CALENDAR INTO ANOTHER OUTLOOK 2007 CLIENT
Open the received email and click the first *Open this Calendar’ menu button. Click ‘Yes’ to add the calendar to your Outlook.
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