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Shortcut Keys

Refresh

F5
Shift + F5
Ctrl + F5

Appointment

Refresh
Refresh selected Calendar

Refresh user information

Ctrl+ O

F3

Ctrl + Shift + A

Ctrl + Shift + B

Ctrl + Shift + Q

Ctrl + Shift + M

Ctrl + Shift + P

Ctrl + Shift + U

Ctrl + Shift + K

Ctrl + Shift + C

Ctrl + Shift + N

Ctrl + C (Ctrl + Insert)
Ctrl + X (Shift + Delete)
Ctrl + V (Shift + Insert)

Calendars

Ctrl + A
Ctrl + Shift + E
Ctrl + Q
Ctrl + 1
Ctrl + 2
Ctrl +3
Ctrl + 4

Open appointment

Open Calendar

New appointment for selected users

New Booking

New Meeting Request

New Mail Message

New Phone Message

New Task Request

New Task for selected users
New Contact for selected users
New Note for selected users
Copy appointment

Cut appointment

Paste appointment

Add Calendar

New Calendar Group
Quick Find

Calendar

Details

Filters

Color Coding
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Exchange Central Options screen
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CHAPTER 1.

Introduction

Exchange Central is a tool which has been developed since 1997.

Exchange Central is designed to gather and display calendar information from Microsoft Outlook® and
Exchange. Our scope for Exchange Central has always been to add “Group functionality” into the usage of
Microsoft Outlook®. The general need for viewing more than one Microsoft Outlook® calendar in one view is
not and has never been adequately supported by Microsoft Outlook®. From our point of view then anyone
working in a team have a need of this extra functionality.

Exchange Central is an add-on for Microsoft Outlook® and needs access to Microsoft Outlook® to run on a
desktop.
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CHAPTER 2.

Installation

System requirements

Please view our System Requirements page on our website to have an overview of the System requirements
for Exchange Central.

Install Exchange Central

When you install Exchange Central and run it for the first time then the following setup wizard will appear.

ﬁ Exchange Central - InstallShield Wizard X

Welcome to the Installshield Wizard for
A o Exchange Central

The InstallShield(R) Wizard will allow you to modify, repair, or
remaove Exchange Central. To continue, didk Mext,

You can always select Back to go back and alter any previous settings in the installation process. You may
also select Cancel at any time and no changes will be stored. Click Next to proceed.
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ﬁ Exchange Central - InstallShield Wizard X
License Agreement
Please read the following license agreement carefully. A
Add-0n Products software license agreement -

Important - read carefully before accessing Add-On Products software.

By accessing or otherwise utilizing the services of the software, you agree to be bound by the
terms of this Add-On Products Software License Agreement. If you do not agree to the terms
of this Add-0On Products Software License, you are not allowed to copy or use the software
and you must therefore promptly return this package to the place from which you obtained it
for a full refund. This License gives you the right to use Add-On Products, Exchange Central
accessing the number of dients § mailboxes written on the License,

Limitations on Reverse Engineering, Decompilation, and Disassembly

You may not reverse engineer, decompile, or disassemble the Software, except and only to hd

(®) I accept the terms in the license agreement Print

()1 do not accept the terms in the license agreement

InstallShield

Please read the license agreement carefully, then click the “l accept the terms in the license agreement”
and choose Next to proceed. You will then see the following screen:

ﬁ Exchange Central - InstallShield Wizard >
Setup Type
Choose the setup type that best suits your needs, A

Flease select a setup type.

(®) Complete

All program features will be installed, (Requires the most disk
space.)

Choose which program features you want installed and where they
will be installed. Recommended for advanced users.

Installshield

If you select ‘Complete’, the wizard will proceed to selecting the Destination Folder.
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If you select ‘Custom’, you can optionally install Exchange Central or the Microsoft Outlook® Add-In, and their
destination folder.

‘ﬁ Exchange Central - InstallShield Wizard >

Custom Setup
Select the program features you want installed. A

Click on an icon in the list below to change how a feature is installed.

Feature Description

This feature requires 97ME on
your hard drive,

Install to:
C:\Program Files (x8&)\Add-0n Products\Exchange Centrall, Change. ..

InstallShield

Help Space < Back Cancel

Click [Next], you are presented with the following dialogue.
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ﬁ Exchange Central - InstallShield Wizard >

Ready to Install the Program
The wizard is ready to begin installation. A

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

Install this application for:

G.ﬁ.ﬂyone who uses this computer (all users)

Only for me {(Admin)

InstallShield

Select if the installation is for all users or only you. And the application is ready to be installed. Hereafter the
installation of Exchange Central is completed.

ﬁ Exchange Central - InstallShield Wizard >

Instalishield Wizard Completed

A Pt

Al Exchange Central

The InstallShield Wizard has successfully installed Exchange
Central. Click Finish to exit the wizard.

U Launch Exchange Central
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If you want to run Exchange Central directly after the installation, mark Launch the program and click [Finish]
to proceed. You have now completed the installation of your team calendar.

If you have downloaded a trial version of Exchange Central, you will see the following window when launching
the application.

Add-0On Products

A} Exchange Central

UNREGISTERED TRIAL VERSION - EXPIRED

How to buy

Click [Exit] to start using the trial version of Exchange Central.

How to have the application licensed
After installation, you are presented with the following window when you launch the application:

Add-On Products

A} Exchange Central

UNREGISTERED TRIAL VERSION - EXPIRED

How to buy

Click [How to buy], and a new window shows up:

10
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How to buy

If you would like an Add-On Products sales
representative to contact you, please choose one of the
following below:

. Call Add-On Producis +45 79 44 70 00

. Contacta local reseller
Click here to locate your nearest reseller

. Complete and e-mail the following request
* Mame
* E-mail
* Phone number
Title
Company
Street addess
State / Province
Postal code / Town
Country

‘e B —
Clients up to 25

ps

Add-On

* = Required

—

Cloze

Fill in necessary information and click [Send request], you will later be contacted by AOP to process your

license purchase.

When you receive a license file (EC.lic) from AOP, copy this file to the installation folder of the application (by

default: C:\Program Files\Add-On Products\Exchange Central).

Limitations of Demo license

Without an official license, you can still use the application. But the demo license has the following limitations:

- The maximum number of calendars to be used is 25.

- The application can only work for 30 days, after which Exchange Central will stop working and you are

required to buy an official license.

CHAPTER 2
Installation
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CHAPTER 3
How to use Exchange Central

Getting Started

After the installation, opening the application will initially present the following dialogue:

Exchange Central - Getting started
Language: English -
[]Use madern authentication
Exchange Server mame! |* office365.com:™.outlook.com |
The name of the Exchange Server, wildcards ™ and '?" are allowed
If usin 5, then you will probalkly need to enter
outloo ' I using an on-premises Exchange
Server installation then please enter the name of the Exchange Se...
Username: |name@dnmain.cum |
Password; |"u"u |
Verify Credentials
oK Cancel

Figure 1. Getting started pop-up window

Fill in required information and click [OK] to continue using the application. Alternatively, you can close it by

clicking [Cancel] button.

You can check [Use modern authentication] when a tenant’s basic authentication is turned off. For more
information about how to turn off basic authentication, refer to this article.

Major tabs in Exchange Central

There are 3 major tabs in Exchange Central application: File, Home and View

12
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File tab

When you click File tab, the first sub-tab displayed in this tab is Info, which displays all information related to
the product.

Sub-tab Description

Print Print the screen with the selected view

Export Data View Export to Excel section in this document
Info Display product information

Options View Options section in this document

Exit Close the application
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Home tab

8 Qg g~ 2~ 5O E B! Ve &

0 &

Macch 2019 - Augurt 2019 ' s [<|[>] Sunday, 19 - Saturday, 25 May, 2019
.....

230PM-330PM 1030 AM - 1130 AM 1000 AM1 - 1130 A 2007330 M
Busy

400 P14 - 500 204
sy

230PM - 330 M
RC it 1 May

......

The Home tab might be the place where most of the operations are gathered.

The task bar, on the top of the screen, is divided into 6 sections: Calendars, New, Open, Arrange, Detail,
Apply and Integration.

Section Description
Calendars Control activities related to calendars used in Exchange Central
New and Open Refer to Interact with calendars section for more details
Arrange Refer to Views section for more details
Detail Control display manner for a specific view on the screen
Apply View Filters and Color Coding for more details
Integration Integrate with Microsoft Outlook®
View tab

This tab provides you with different options to view calendars and appointments.

The task bar on the top of this tab is divided into 4 sections: View, Date Selector, Calendar List and View
Selector.

Section Description

View Navigation Pane Expand/Collapse the Navigation Pane
Find View Find function for more details
Highlight Show/Hide highlighted content

Customize views View Customize views for more details
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Date Selector Date Picker Select view manner among One Day, Work Week, Week, Month,
Quarter, Year and Any selection
Row Display the calendar in the selected number of rows
Calendar List Display/Hide specific content
View Selector Display/Hide specific content

Options

The options dialog provides you the possibility to change some behaviors on how Exchange Central will work
as default in your daily use. The options dialog can be found by on the File tab, when you select the Options
menu item.

General

Exchange Central has a set of options which can be used to change the standard behavior so Exchange
Central will act differently in some situations. The options dialog can be viewed when selecting File tab,
Options.

General o i o
I:g—‘Jﬂ General options for working with Exchange Central
Date Selector s
Refresh Appointments User interface options
Presence Information
| Show checkboxes in Calendar list
Advanced
X ] Show group members in Calendar list
Qutlock Connection
Show number of the group in Calendar list
Support
7] Show appointments marked as Free
/] Show calendars without appointments
/] Show CC and BCC in baoking function
Send email notification when deleting appaintment
] Send e-mail to owner when doing cut/copy/paste of appointments
@ Customize views
Highlight
] Appointments in progress O Free
B[] Selected calendar appointments B Working Elsewhere
/] Use different colors for each Calendar =]
[m]
Reset
= Office
Work hours
Work hours time: 08:00 - ||17:00 - Get From Microsoft Outlook® v
oK Cancel
Figure 2. Options — General

Date Selector
In this view, you can manage the settings for the date display and how it is used in Exchange Central.
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General

Date Selector

Refresh Appointments
Presence Information
Advanced

Outlook Connection

Support

Exchange Central Options

Options for working with the Date Selector
User Interface options

Show week numbers in the Date Picker

 Mark the day when ane mare appaintments have the
following mesting status

First day of week:

First week of year

Numbers of calendar rows:
Selection of dates

When change view or the type of date selection (One Day, Work Week

®) Include first day of the current selection

Include today date in the new selection

Out of Office, Busy, Working Elsewh
<Use windews configuration>

First 4-day week

3

Week, Month, Quarter, Vear or Any)

7 When using the ? (Any) date selection, then always select this amount of day: 1

OK Cancel

Figure 3.

Options — Date Selector

Refresh Appointments

CHAPTER 3
How to use Exchange Central

RealTime Service is a server-based update service for Exchange Central. When connected, it removes the
entire manual update burden from the individual Exchange Central users. The users can then direct all their

focus on the usage instead of whether appointments are current or not.

In order for Exchange Central to connect to the RealTime Service, you will have to select File > Options >

Refresh Appointments from within the Exchange Central main window.

Excchange Central Options
General ~
K Refresh Appointment data
Date Selector N
sty (Tl NS Refresh appointments from Exchange Server
Presence Information
| Refresh Appointment dialog - always On Top
Advanced
Outlock Connection Refresh Appointments from Database
Support RealTime Service connection (disconnected) B RealTime Sarvice setup
RealTime Service time zone
Update interval approximately eve
Exchange Central cache database
Clear cache
Optimize cache
L oK Cancel
Figure 4. Options — Refresh Appointments

1.

Press the RealTime Service setup button to move forward to the RealTime Service setup window
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2. Provide the SQL server information and credentials for being able to access the Exchange Central
Database created by RealTime Service and Click [Connect]

RealTime Service connection

D SOL Server | | -

Authentication: SQL Server Authentication -
User name:
Password:
Database: -
Time Zone; [UTC+07:00) Bangkok, Hanoi, Jakarta A

Use SQL Azure

Remowve connection Cennect Cancel

Figure 5. RTS connection

3. Check the Automatic screen refresh option and select your preferred refresh interval.
4. Now Exchange Central is connected to the RealTime Service database and your data is updated
automatically within Exchange Central.

Presence Information

With Exchange Central, it is now possible to get a quick overview if a given User is present (online) at the
current moment.

In this view, you can setup how Exchange Central will display and use presence information.

Exchange Central Opticns =

General T . N .

|\‘ Setup how Exchange Central will display and use presence information
Date Selector e
Refresh Appointments Presence Information Option
Presence Information

~|Show presence status

Advanced
I35 ] Use Microsoft Outlook® calendar information for calculation of presence status
Outlock Connection

Suppoert

oK Cancel

Figure 6. Options — Presence Information
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When clicking OK, Exchange Central will return to the main view and you will be able to view the presence
status (the second boxes with different colors next to the name) of each user name.

These boxes display the current free / busy status based on the information of the appointment in progress
within the individual calendar. The following colors indicates the user’s status:

Color Description Display Priority*
] Free (no appointment at current time) 0
F4 Tentative 1
O Busy 2
=] Out of Office 3
= Working Elsewhere 4

* This applies when the calendar has multiple appointments in progress at the same time (4 = highest priority)

Advanced
In this view, you can manage some general options for using Exchange Central.

Exchange Central Options x
General —
E Advanced setup for using Exchange Central
Date Selector had - -
Refresh Appointments Advanced settings
Presence Information
Optimize database upen startup
Advanced B R
Refresh Distributicn lists from Exchange server upon startup
Qutlook Connection R -
Enable logging information (use only upon requests from tech support)
Suppart
Change language English
Reset Exchange Central settings Reset Options
Calendar list Clear Calendar list
Microsoft Outlook ® forms
Use customized Microsoft Outlook® form when cresting new appointments
.
IPM.Appointment
Reminder
| Default reminders 15 minutes -
OK Cancel
Figure 7. Options — Advanced

Outlook Connection
In this view, you can manage how Exchange Central connects to Outlook®.
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Exchange Central Options
General
[{ Microsoft Qutlook® connection
Date Selector
Refresh Appointments How to connect to Microsoft Outlook ®
Presence Information
[JConnect to Microsoft Outlock® using the same thread as Exchange Central
Advanced .
[[] Use medern authentication
Qutleck Connection
Suppert Exchange Server name: *.office365.com;* outlook.com
outlook.com’. If using an on-
rver.
Username: name@domain.com
Password: . .
 Verify Credentials
®) Use current Microsoft Qutlook® profile
Ahways use this profile: admin@acdo365 -
N ession
[ Use autodiscovery to connect to Microsoft Exchange Server or use Microsoft Outlook® 2016
(L ver that
~ Test connection
oK Cancel
Figure 8. Options — Outlook Connection

Support

Click Support item on the menu in this view to go to the folder or application where you can make necessary

changes.

Exchange Central Options

General

Date Selecter

Refresh Appointments
Presence Information
Advanced

Outlook Connection

Support

Exchange Central Help and Support Center, please use the function in corresponding with
technical personnel

File, Folder and Registry

[ E_)ata F,o,‘ derrtrc

ache, logfile)

f Application Folder

@ Regions! Setiings

= ?ata and t\rm?

System information

Get in touch with Add-On Products support

@ Support

oK Cancel

Figure 9.

Options — Support

CHAPTER 3
How to use Exchange Central

19
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Configure Exchange Central for the first use

After installing Exchange Central, it is time to add either a distribution list(s) and/or calendars of Exchange
mailboxes (users and resources). These groups may contain as many Exchange mailboxes as necessary and
the mailboxes may appear several times in each group — all dependable of the purchased license. The
calendars will provide the user an overview of the many mailboxes at a glance.

Exchange Central can work with two types of groups, either user defined groups named Calendars or server-
based groups named Distributions lists.

Please look at the How to use the calendar structure for more information on how to setup the list in a way
you prefer.

Please look at the Calendar Information section for more information on how to import data information from
the Microsoft Outlook®.

Create calendar group and add users / resources

Create a calendar group
1. To create a new calendar, make sure you are in the Calendars Pane, choose Calendars by clicking
at it in the bottom left corner of the Exchange Central window

Add a Calendar

Quick Find (Ctrl+Q)

| [E] Ho

2. On the Home tab in the Calendars group click Calendars. Alternately, you can right-click on the
Exchange Central default root node to bring up the shortcut menu, or Click [...] and select [New
Calendar Group]

[T Add Calendar Ctrl+A
IFE",; Mew Calendar Group Ctrl+Shift+E
th

Properties

Set Group as default

3. Choose New Calendar Group from the menu
4. Type the name of the new Calendar group and click OK to create the group.
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Create a New Calendar Group *

Mame:
Cancel

NOTE]: Shortcut to create a Calendar Group is Ctrl + Shift + E

Add users and resources to a calendar
1. Choose the calendar in which you want to add users or resources.
2. On the Home tab in the Calendars group, click Calendars. Alternately, you can right-click on the
calendar in order to bring up the shortcut menu, select Add Calendar to bring up the address book.

IE= Add Calendar Cirl=A
FE",; Mew Calendar Group Ctrl+Shift+E
an

Properties

Set Group as default
NOTE|: Use Ctrl+A as a shortcut to open the Address book directly, and add a user to the selected calendar.
3. Select the users or resources you wish to add into your calendar and click the [Calendar] button.
: Inside the address book you may as well double click on the user or resource to select it.
4. When you have chosen the mailboxes you wish to add, click the OK button.

Add a distribution list

Using distribution lists instead of creating your own calendars avoids the need to frequently adding or deleting
users and resources in the different calendars when there’s a change. It is very helpful for the user to use
server-based distribution lists. This is due to the fact, that Exchange Central automatically recognizes changes
to these (by selecting option “Refresh Distribution lists from Exchange server upon startup” in Options
- Advanced). Say a new user joins the company. When creating the mailbox for this new user on the
Exchange server and added to one or several of the Exchange distribution lists, then it will automatically be
added to the overview / list created in Exchange Central.

: Under File tab, Options, Advanced, it is possible to setup Exchange Central to validate and update
Distribution list upon Exchange Central startup. To enable this feature please mark Refresh Distribution lists
from Exchange server upon startup.

1. Toimport a distribution list make sure you are in the Calendars pane then choose Calendars by
clicking at it in the bottom left corner of the Exchange Central window

21
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Add a Calendar

Quick Find (Ctrl+Q)

| [E] Ho

2. On the Home tab in the Calendars group, click Calendars. Alternately, you can right-click on the
Exchange Central default root node to bring up the shortcut menu

[ 2dd Calendar Cerl=A |
FE",; Mew Calendar Group Ctrl+Shift+E
=

't

L]
Properties
Set Group as default

INOTE;: Use Ctrl+A as a shortcut to open the Address book directly and add a user to the selected calendar.

3. Find the distribution list from the directory and then click [Calendar] button
4. When you have chosen the distribution list(s) you wish to add, then click the OK button.

Information Update

Current information is necessary to make the right decisions on everyday matters. Therefore, you must update
your calendar information in Exchange Central frequently. To update Exchange Central, you have different
ways to update this information and to view your team’s current calendar information.

Technically, when updating Exchange Central you synchronize the information from Microsoft Outlook® to your
own Exchange Central cache database installed on your computer.

The update can easily be done manually as described below - however there’s a better way to do it. Especially
for mid-sized and larger organizations, which even is automatic. You just need to implement our add-on update
service named RealTime Service.

RealTime Service is not included with the purchase of Exchange Central and requires an individual license.
Contact Add-On Products for pricing information on RealTime Service.

Manual update
The current view update is done with the F5 Shortcut key, or by the Refresh button in the ribbon:

22
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Home

£

Calendars

ﬁj E Appointment

A/

Refresh| [ Booking

-

-

Calendars

% Mew ltem ~

Mew

CHAPTER 3

How to use Exchange Central

It is very important that you update frequently as when updating you will gather all current appointments in
Exchange Central views. Forgetting this will make you look at outdated calendar information in your Exchange

Central views.

Exchange Central - Refresh Infermaticn .
Date
:{_ ®) Selected date interval in current view
|
Range relative to today:
Interval from: Fri 8/2/2019 to: | Fri 87272019 E
Calendars
Ba—— ®) All calendars in current view
lllz:l‘q
All calendars
Cancel
Figure 10. Refresh Information

When manually updating your calendar information you have some options to decide.

Date

Calendars

Select the interval of calendar information you wish to update in Exchange Central. You
may choose between the default interval, a range relative to today, or a specific interval
between two dates. The size of the interval will affect how long the actual update process

will

take.

Select whether you would update the calendar information for the calendars in your current
view only or for all calendars defined in Exchange Central. Your choice will have an impact

on

how long the update process will take.

You can also select 2 other options in [Refresh] button:

23
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::3 Refresh F5
Refresh selected Calendar Shift+F5
Refresh user Information Ctrl+F5
Option Description
Refresh selected Calendar Refresh information about appointments for the selected calendar
Refresh user information Update the user information from Microsoft Outlook®

Automatic update with RealTime Service

With RealTime Service, it is possible to add an automatic update process to Exchange Central. RealTime
Service runs as an integrated service in the network. RealTime Service is using a Microsoft SQL server /
database to store all calendar information — hereby allowing Exchange Central to access the SQL database
instead of the Microsoft Exchange server.

When you are using RealTime Service, the data you see in Exchange Central is quickly refreshed. All you
need to do is to enable it by clicking [Use RealTime Service] in Refresh options.

.f'u : e :
s Refresh r_r Refresh

Refresh selected Calendar N . )
I Refresh user information

llze RealTime Service

Refresh user information

Ilze FealTime Service

If you want the data to be automatically refreshed after a period, go to File &> Options 2 Refresh
Appointments, check the Automatic screen refresh option and select the interval from the drop-down list:

v | Automatic refresh screen
Update interval approximately eveny: 3 minutes
1/2 minutes
Exchange Central cache database minute
5 minutes
10 minutes
15 minutes
30 minutes

1 hour

: See Options > Refresh Appointments for more information on how to configure Exchange Central
to work with RealTime Service.

How to use the calendar structure

The calendar structure in the Calendar pane is the main area for working with groups and / or specific
calendars. You can, as shown in Create calendar and add users / resources, maintain how you would like to
setup and work with your calendar and groups.

24
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Flexible user and resource selection

A feature in Exchange Central is the possibility to choose the precise users and resources in your views. When
you have a calendar or distribution list with e.g. 10 users, you now can choose to see only 8 users. You also
have the possibility to see a mix of users and resources from different calendars at the same time.

To activate the flexible user / calendar selection, simply choose the View tab in the ribbon and select Show
Check Boxes, in the Calendar List group.

= — I | Show Check Boxes
__ - S Lr‘ - | || Show Group Members
Mavigation| Find Highlight Customize = Date Picker Row _ L
Pane Views | Show Mumbers in group
WView Date Selector T Calendar List
Figure 11. View — Calendar list

Now there will be check boxes to the left of the name of the calendar and this enables you to select any user(s)
on whom you might want to view the calendar information

Select default Group [= Add Calendar Cl
It is possible to select a default calendar, which + AgeLalEneE HHA
Exchange Central displays at startup. Right click on I'E'; Mew Calendar Group Crl+Shift+E
the calendar group you want and select Set Group
as Default. i

Properties

Set Group as default

Show numbers of calendars in each group

When choosing the View tab in the ribbon and then selecting Show Numbers in group in the Calendar List
group, the system will display you the total of users in each group — displayed after the name of the calendar.

o — e = T

| Show Check Boxes
[ [d = 8 [€ @ Sagame
L : S : : | Show Group Members
Mavigation| Find Highlight Customize = Date Picker Row -
Pane Views I'?Show Mumbers in group)
View Date Selector e Calendar List
Figure 12. View — Calendar list

Hide and show the accounts in the calendars/groups

In some situations, when working with many groups and many calendars, it will improve your overview options
if you choose not to display all calendars in the calendar tree. You avoid this by choosing View tab in the

25
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ribbon and deselecting Show Group Members in the Calendar list group. After this, Exchange Central will
only display the name of the calendar/group and hide the actual name of the user / calendar or the resource.

See Properties of a calendar/group
Right click on a calendar/group, select [Properties], a new window opens:

AllAccountintheDemain Properties *

AllAccountintheDomain Properties *
General | Group Members General | Group Members

Large Rooms low
% IllAccountintheDomain ? Move Up

Small Rooms

AOD Meeting 100 Move Down

AOD Meeting 101

AOD Meeting 102
Type: Distribution List AOD Meeting 103

AQD Meeting 104 Rese
Location: Calendars (4)\AllAccountintheDomain (0) AQD Meeting 105
Key: AllAccountintheDomain @ add-

on.com.AllAccountintheDomaind 0467 6a6-c16f-47e7-bd...

Contains: 0 Calendars, 0 Groups 1 Distribution lists

Set as default

aK c §
oK Cancel oK Cancel

Within this window, you can change the position of group members (child groups as well as users) in the
calendar tree.

Presence, a status of a user
In Exchange Central, it is possible to get at quick overview if a given user is present at the current moment.

To setup and use the Presence feature - see Options / Presence Information.

Views

Exchange Central contains 9 views, of which you can choose among List view, Day view, Work Week view,
Week view, TimeLine view, Front Desk view, Month view, Statistics view and Account view.

— |: 1 [&] Month

i ) :I — |E| Account

List Day Work = Week Timeline Front o
Week Desk Ol Statistics

Arrange Fa
Figure 13. Select View

As such, you have many views to match your viewing desire. Each view has a certain purpose in mind. To
get an overview of these, please select the view from the Home tab in the Arrange group.
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The different views provide different ways to look at the same appointments. Some views even have different
fine-tuning options, so you can modify the view to provide you the exact information you are looking for, in a
format you want.

List view

The list view provides you with, as the name states, a list of appointments. You have the possibility to sort
these appointments ascending or descending by each column — just by clicking the Caption (Name) of the
column. If you wish to view the appointments sorted by the appointments start time — simply click the “Start”
caption on the Start column. If you click again, you sort the list in a descending order.

4 7 Caler

ndars )
AllAccountintheDomain (0)

If you check [Preview body text] in View tab, the view displays the content of the appointment.
For the List view, you have some fine-tuning options. To find these please follow the steps below.

On the Home tab in the Arrange group, select the Expand button (marked by the red arrow in the image
below)

= = — — ':I —] Month
= . I T
: _ I:I — [R] Account
List Day Work | Week Timeline Front — .
Week Desk [l Statistics
Arrange 4

This will open the Customize Views dialog, please select List and click Modify:
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Customize Views

WViews

List
Day
Work Week
Week
TimelLine
Front Desk
Month
Account
Statistics

[ ] Startup View Modify

CHAPTER 3
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From the dialog, it is possible to change the style and select the kind of information (columns) you want to

display in the List view.

List

Choose a view style

Q ® ) Microsoft Cutlock ey
Out-of-office
g Classic
Columns
+ Busy status - Maove up
| Display Name
| Start Move down
«| End

v All day event
+| Is Recurring
| Subject

[]Show status field as text (Free, Working Elsewhere, Tentative, Busy,

Ok Cancel

Day view

The Day view provides an overview of appointments for one specific day. Exchange Central displays an all-
day event as a single appointment in the top of the data area (the all-day event area) in the view.
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The Day view looks pretty much like the regular interface of the Day view in Microsoft Outlook®. It presents all
calendars in one individual column each.

Bergen - Matelakale | Jouna Dabl Moler | Add-Om Products Mink Mguyen Khai Tusn Dinh Cong

: When looking at the image above, it displays one appointment with a green background. This is the
result of using the option Appointments in progress. You turn this function on/off in the View tab in the View
group. It allows you quickly to locate, by color, all appointments that are currently in progress.

- — || /] 5ho
o = .
LN QA e <] W g
Mavigation Find Highlight Customize = Date Picker Row
Pane Views oo

~" Appointment in progress

1 ~" Selected Calendar Appointments

M «" Use different colors for each Calendar

The color of appointments in progress can be configured in Options = General = Highlight.

To customize this view, view the Customize views section for more details.

Work Week view

The Work Week view uses the same basic layout as the Day view. However, with the exception that it adds
appointments for all users into one column. The column represents now a date instead of a user / calendar.
This view is especially useful when you, quickly, need to find an available timeslot for a group of people.

By default, the Work Week view will show the 5 working days of the week. However, you can configure it
differently by changing the Date picker, on the View tab in the Date selector group. This is particular handy
when you need to increase or decrease the actual data area. By displaying fewer days in the Work Week view,
then you can handle larger groups and many more appointments per day. By displaying a larger time period,
you get a larger overview but less room for appointments per day.
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March 2010 - August 2018 *| [ 7ot |[<][>] Monday, 17 - Friday, 21 June, 2019
Marth g
we 0 T 17 MONDAY 18 TUESDAY 19 WEDNESDAY 20 THURSDAY
K Nigugen i
Tenuasve M b s
Busy
g
hine, Npuyen ki
By
Mire bigayen
Busy
Tuan Dieh Comg.

St rev il o

Gk Find (C1r1+ @)

& @ Y H

To customize this view, view the Customize views section for more details.

Week view

21 FRIDAY

The Week view provides an overview of all appointments that occur within the selected week. The Week view
have a different layout and is particular good when you try to gain a well-structured overview of a group of
users. All appointments have the same size and layout independent on the actual appointment. So, it is very

easy to gain an overview of a group of users.

M 2015 - Auguat 2015 + | [Tess |[<][>] Sunday, 19 - Saturday, 25 May, 2019
Y -
Name 1asunoar 20 moNoAY a1ruesoay wenesoay 2 mmsoar 25 samumoav
P e—
Jomna Dabl Matcr A
20 0P 030 A 11303 000 041130 A R A ]
- Sinh guyen ki By By noy By By
<c0pu - se0P
=
Z30m-zzomt
uan D Camng wa
" f—
4 Calendiars ;
Ty T—
42 Calnda
Gk Find (Cr1+ 0
=] v B4
Reod) Calendar Appointments (1 6 £ B @

: Exporting data from the week view to an Excel spreadsheet is easy. Please use the File tab, select
Export menu and you will be able to export all the week view data directly into Excel. Please view Export data

to Excel for more information.

To customize this view, view the Customize views section for more details.
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Month view

The Month view displays appointments for the selected month. The view is highly useful if you need to view
appointments for only one or a very limited number of users / calendars in a large scale of days (a month). A
side effect here is that you, indirectly, can look for availability for a group. Should a day be empty then you
know all users / calendars have no appointments at that day.

SUNDAY MoMpAY TuEsDAY WEDNESDAY THURSORY SaTUROAY

If you would like to get an improved view, visually, of one specific user's appointments then simply turn on
Selected Calendar Appointments. You can locate all fine-tuning options on the View tab in the View group.

- — | /] Sho
o = .
\l < = < | | Sho
Mavigation Find |Highlight Customize = Date Picker Row
+| She
Pane Views

- - -

~" Appointment in progress

1 ~" Selected Calendar Appointments

M « Use different colors for each Calendar

If you have turned on the Selected Calendar Appointments, then you can easily click on a user / calendar in
the calendar tree. This will provide a color to the selected user’'s appointments in the view and make them very
easy, by color, to locate, as they will (displayed in the image below) be marked with a dark blue background.
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SuNDAY MONDAY TuESDAY WEONESDAY THURSOAY sanumoay

EmY M@

: The background color can be configured in Options - General 2 Highlight.

TimeLine view

The TimeLine view displays a timeline with appointments for a selected group of users. It displays only a single
row for each user. This means, that should a user in the group have several appointments, at the very same
time, then it displays these in an overlay with no option to choose a specific prioritized order.
The timeline can easily be scrolled forwards and backwards to display information from the past or for the
future. Therefore, it is a very powerful view.

You are able to drag and drop or mark time slots for new appointments. A user, who is planning meetings or
appointments for individual users or groups of users, was our target user when designing this view.

-sday, 19 June, 2019
WEDNESDAY, 12 JUNE, 2018

1zem L zm m am sra sm Tem em s 10

Sprint review and plan
Racrason, s weetr,

ek Fn (Ctrlo @)

E @ Y B

You will locate the fine-tuning options for the Timeline view on the Home tab in the Detail group. Here you are
able to change the detail level using the Zoom and Detail level.

32



A /Add-On Products CHAPTER 3
Exchange Central How to use Exchange Central

33

:@ Month Zoom: Day / Hours -

— [8] Account || Details: |2 Lines | - |
Front = =
Deck dll Statistics Show calendars without appointments

Fa Detail

To customize this view, click the Expand button (marked by the red arrow in the image below)

=[] =] [~ = | Month
—_ =
- T — |E| Account
List Day Work = Week Timeline Front o
Week Desk EI Statistics
Arrange Fa

This will open the Customize Views dialog, please select TimeLine and click Modify:

Customize Views >

Views

List

Day

Work Week

Week

Timeline
Front Desk

Month

Account

Statistics

[ ] Startup View Medify Close

From the dialog, it is possible to change how the appointment layout and conflict message are displayed in
TimeLine view.
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Timeline

Appointment Layout

Location

Font size |3 | - | ISubject

Mumber of lines |2 Lines | - |

Conflict Message
CE1 () conflict Alert

E\I:E ( Insert Rows Below

Other

[] Show & vertical current time line

For example, this is the interface when you select “Conflict Alert”:

WEDMESDAY, 09 AUGUST, 2017

09 AM 10 AM 11 AM 12 PM 01 PM

Aleksandra Babic I LS G
Franziska Koster I"’fss Conference Il'mwd Meeting

And this is the interface when you select “Insert Rows Below”:

WEDNESDAY, 09 AUGUST, 2017

09 AM 10 AM 11 AM 12 PM 01 PM

Aleksandra Babic I = r_All day_6-8

rress Conference |

Franziska Koster

Front Desk view

The Front Desk view provides you the ability to perform a quick search for a user with specific text string (e.g.
Peter) and as the result - view the account information which is stored of all the users who applies to the search

string (e.g. Peter and Peterson).

CHAPTER 3
ange Central
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At the same time, you're able to view the selected user’s appointment(s) for today. When toggling between the
users in the search result then you automatically toggle the calendar displayed in the calendar view to the
right.

The view has originally been designed for users in a reception or similar who, quickly, needs to transfer a
phone call or to view inform about a person’s whereabouts.

March 2018 - August 2018 *| [Team | <[>] Sunday, 16 - Saturday, 22 June, 2019

Mini Nguyen Khai 16 SUNDAY 17 MONDAY 18 TUESDAY 19 WEDNESDAY 20 THURSDAY 21 FRIDAY 22 SATURDAY

Tentative. Busy.

B m v B

Whenever creating a mailbox / a user on the Microsoft Exchange Server then you can, optionally, enter a
number of properties. These properties are fields such as hame, account, phone numbers, addresses, etc.

This set of account information is, as displayed in the image above, accessible by Exchange Central when
utilizing the Front Desk view or Account view. It is, of course, important to keep this information updated and
current on the Microsoft Exchange Server. If it is then the information can be of great value to the users of
Exchange Central.

The user only needs to switch to Front Desk view and enter part of name in the Quick Find field. Hereafter, a
filtered list of matching calendars appears and the user can then select any of the calendars to view
appointments attached to this. It is also possible to change dates, number of days in the view just by using the
navigation pane.

To customize this view, view the Customize views section for more details.
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Account view

The Account view provides you
with the user’s account information
stored on the Microsoft Exchange
Server.

Whenever creating a mailbox / user
on the Microsoft Exchange Server
then you can optionally enter a
number of properties. These
properties are fields such as; name,
account, phone numbers,
addresses etc. and all these are
accessible with Exchange Central.

Within this view, you can search for
specific user information by utilizing
the Find function (view the Find
section for more details).

Statistic view

£

Chaotte Mancl Pdersen | A24.0n Prodcts

[T

D K- A O Prsdcts

S Petar Chistessen | Add-Co Froducts

Kent Angard | A O Prnsics

Ol S i Ak O Prmete

Puar Ao | Ak O Frochcse

Rkt v B A O oot

Rk Freunt | A48 O rockects

Sigme i Than | Al Prodics

E_E;

S P | A Prodcts
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The Statistic view displays a summarized value of the registered appointments in hours. The means that you
are actually able to view how many hours each user is available or booked per day. However, should
appointments overlap each other or several appointments be registered at the same time then Exchange
Central doesn’t count this in any other way than the most logical one. Exchange Central counts all registered

hours — no more no less.

Utilizing the Statistic view in a combined effort together with the filtering option you will end up having a very

powerful tool, which will help you look at used project hours in the past or ahead for planned ones.

Once you’ve found the totals you were looking for then exporting these to a Microsoft Excel is very easy.

March 2019 - August 2019 | [Ty <5

16SUNDAY

Chariotte Munch Fod...
Dan Rask | Ada.On ...
David Kuwok - Add On..
sens peter Chstenss..
Sons Rsbaek | Add-G..
Kent Aagaaes | A0
Matthew Sean | Ad.
Oga scnmiat | Aga-.
Peer Astrup | Add-On.
Rt van Bomn | Ad.-
R Freuna | Adg ..
Rt Szmnaa | Add-0...
signe Fas: Thomsen |
Simon Fiker | AGG-0...
Saren sxau | Ada 0.
Thomas Gert | Add.
Minn Nguyen Knat

Tuan Dinh Cong

Quick Find (Ctsl~Q)

H @ v HB

EfEgiggegegeggErseegeaeee

The different colors follow this definition:
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Green The user is not occupied, no appointments are registered
The user is occupied less than the defined working hours
Red The user is occupied more than the defined working hours

: You are able to define the number of working hours under File - Options > General.

Customize views

You can customize all views mentioned in this section (except for Month, Account and Statistics views) by
clicking [Customize views] button on View tab, which will open the following window:

Customize Views

Views
List
Day
Work Week
Week
TimelLine
Front Desk
Month
Account

Statistics

Startup View

Medify

Cloze

s

: After you select a view and if you check the [Startup View] option, Exchange Central will display the

selected view when you open the Exchange Central.

In this window, you can select the view you want to customize and click [Modify] button. Different customize

window will open in correspondence with specific view.

Date picking

On the upper left corner of the screen, there is an area for you to select date:
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1 June 2020 »
MO TU WE TH FR 54 SU

& 9 10 1 12 13 14

'IE 17 18 19 20 2

2 23 24 25 26 27T 28

Click on the arrows at the top, you can select the month to be displayed under that bar.

Additionally, this display area can be used in combination with options in Date Selector section in View tab.

Find function

Mavigatio Highlight Customize
Pane Views

-

Wiew

Clicking ‘Find’ button will open / close a ribbon under the task bar to help you look for the appointment you
need.

E= V] Show Check Boxes | Show appointments marked as Free
B Ggow Group Members Preview bod

| Show Numbers in group | ] Show Waekends

lector 5 Calendar List View Selector

Search In:

= | subject, Categeries, Location, Organizer, Required, Optional, Resource, Body Q Find Now Ao Clear

You can also utilize the Quick Find bar to find users on the Navigation Pane:

[Quick Find (Ctrl+ Q)
Q,

2l

Print

Exchange Central enables you to print data in all views except for Front Desk and Month views.
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Select the view you want to print, and then click File - Print:

©

Print

Export Data %]

Info

Options

Exit D
~

Page Setup

Print Preview

Print Report

Print

Specify how to print and then click Print

Print Preview

Specify how to preview and then click Print Preview

Options

Click [Print] to immediately print the data on the screen or click [Print Preview] for a preview.

Click Options to open Print Settings dialog. Each view has a different set of print settings for you to configure.

Export to Excel

The Week view and the Statistic view can easily export data to a Microsoft Excel Spreadsheet. On the File tab
you will find the Export Data menu which will create a Microsoft Excel spreadsheet with the displayed

appointment data.

©

Exchange Central™ - by Add-On Products ®

Export Data

Print
. Ortions

Export Data E}'port wptons
Info Save exported file as: Exclude Fields:

| | Start time:
Options End time:
Exit ', Start the Export

> Sl foiiojtcidalaproiitastiiofnatin ] Export colors
®) Free / Busy Colors

Color coding

v | Draw Border

| Show header

v | Open file after exporting

You can easily click the [Start the Export] button, which then will start the progress of firstly creating and
hereafter displaying the created Microsoft Excel spreadsheet.

: Should you have utilized either of the options Filters, Find or Color Coding then the export function
will support these selections and only export the data displayed.

39



Add-On Products

VA Exchange Central

Filter Appointments

CHAPTER 3
How to use Exchange Central

When using Exchange Central you have the option to use the powerful filter feature. You may apply filters,
which either includes or excludes appointment types, appointment attributes, categories, subject or even

location.

Find the filter feature by selecting Filter in the pane selector (Home tab).

foom: [Autc) - ? DE [;

Details: 3 Lines - Filters Color Microsoft
Coding = Cutlock®

| Show calendars without ar:r:%

Detail

Create and use a filter
The filter interface looks like this:

«| Use Filter
il X

Include / Exclude
® ) Only display items which meet the following

Exclude items which meet the following

Appointment Types
OFree
E'Working Elsewhere
EATentative
EBusy
Out of Office
Appointment Attributes
All day Event
i Private

£ Recurring

Categories
Conditicns contains A
Categories

Subject
Conditicns contains A
Value

Location
Conditicns contains -
Value

Created or Modified
Conditicns Maonth A

Value August 2019 E

Apply

Integration

Fulfill the criteria, which you want to use; it can be
based on Appointment Type, Appointment
Attributes, Categories, Subject, Location or
Created or Modified.

The use of this feature is very similar to the way
color coding is utilized. After entering the
criteria(s), please mark Use Filter and hereafter all
views, print and exports functions will support the
created filter.

: Apart from the ability to filter more than one
category at the same time, it is possible to store
multiple filters. Say, you often only want to display
all appointments with the category type “Out of
Office”. Then you can do this by using the Save
button in the top of the filter interface after entering
the criteria and naming the filter.

Hereby you can easily work with a certain set of
filters, which will ease of your daily work routines.
The filter function is also a very powerful tool when
combined with the Statistic view.
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Color Coding

As default, the color of appointments displayed in Exchange Central supports the setting "Show time as" in
Microsoft Outlook®. This setting is a field, which you can select from a list, when creating an appointment in
Microsoft Outlook®. The default is “Busy” and the color of this is Violet. Other types are Free, Tentative,
Working Elsewhere and Out-of-Office. By default, Exchange Central complies with this type of color coding

in its views.

However, you also have an option to do another type of color coding. Exchange Central also supports color

CHAPTER 3
How to use Exchange Central

coding of appointments depending on their categories (if any).

To display or create this type of Color coding you can start by selecting Color Coding in the pane selector

Zoom; (Auto) - [ E
. : L0
Details: |3 Lines - Filters ‘Color = Microsoft
| Show calendars without appointments Coding Outlook®
Detail Apply Integration

Create and use Color Coding

Color coding interface looks like this:

Use Color Coding

- || ] Bl
Color Coding by categories
Categories:
Categories:
Categories:
Categories:
Categories:
Categories:
Categories:
Categories:
Categories:
Categories:
Categories:
Categories:
Categories:
Categories:
Categories:

Categories:

X

oo
(o]

oo
(o]

oo
(o]

oo
(o]

oo
(o]

oo
(m]

oo
(m]

oo
(m]

oo
(m]

oo
(m]

oo
(m]

oo
(m]

oo
(m]

oo
(m]

oo
(m]

oo
(m]

To create a color code, simply click Categories
to choose (from the Microsoft Outlook® list) the
category you wish to add the specific color coding
for.

Now, when marking the Use color coding
option, all appointments, which carry the chosen
category, will change its color in all Exchange
Central views.

Once applied then all views, print and exports
functions in Exchange Central will support this
color coding scheme when displaying
appointments.

: It is possible to, using the Save button, to
store multiple color coding schemes so they can
be re-used for various tasks.
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Interact with calendars

You can easily book resources such as conference rooms, desktops or AV (audiovisual) equipment for a
meeting. You just need to use a meeting request in Microsoft Outlook®. Doing so, results in Microsoft Outlook®
/ the Exchange Server emailing an invitation to all participants. However, since all participants (including
resources) needs to accept a request, then these (resource mailboxes) will be required to be created in a
slightly different way. If you want to use this procedure, please consult your Exchange administrator.

As an alternative, you can book your resources directly without the need of every user’s acceptance — just by
utilizing features in Exchange Central. Every user will still receive an email and with a Meeting request.
However, now just telling the user that he or she has been booked for a meeting on the specific date and time
slot.

If you want to use this procedure, please be aware that the appointments are booked as single appointments
and not like using a meeting. If the time slot for the meeting later has to be rescheduled it will be a little more
difficult to do so.

However, it is a quick and nice way to book people and resources rapidly without fuzz.

Create a meeting request

The standard Microsoft Outlook® way to create meetings, simply choose Meeting Request, on the Home
tab, within the New group:

@ r ﬂ\'_J [<] Appointment | EgF Appointment L— E
o = .

Calendars Refl'esh '?3 Booking ?ﬂ Calendar —

List Day
(A3 New ltem * = Open -
Calendars E Appointment for selected user Ctrl+Shift+A
Look for: E Booking Ctrl+Shift+B
[R Meeting Request Ctrl+Shift+0Q
| Use Color
B E-mail Message Ctrl+5hift+M
Q}D Phone Message Ctrl+Shift+P
Color Coding by catet Cither lkems -

This will bring up the Microsoft Outlook® meeting request form, as you already know from Microsoft Outlook®.

You can also open the request form by right clicking anywhere on the timeline grid and select [New Meeting
Request].

: The shortcut to create a meeting request is Ctrl + Shift + Q.

Create new appointment for one or multiple users

You can create a new appointment by choosing Appointment for selected user on the Home tab, within the
New group. You can also right click a calendar and select New Appointment. This, will bring up the standard
Microsoft Outlook® appointment form which you already know from Microsoft Outlook®.

When you select New appointment instead of a Meeting request, then users will not be able to decline the
appointment. The appointment is booked directly into the user’'s Microsoft Outlook® calendar(s).

You have an option to email the person or the group of people an email notification when doing so. This will
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inform them that they have been booked for the meeting at a certain time, but then you have to use the

Booking form from Exchange Central.

: The shortcut to create an appointment is Ctrl + Shift + A.

Create new booking for one or multiple users

Making a booking in Exchange Central is nearly the same as creating an appointment. The overall difference
will be that the booking form allows you to select more calendars and allow you to send an e-mail notification
to the receiver(s) of the appointment. These are both features from Exchange Central.

You can create a new booking by choosing Booking, on the Home tab, within the New group. This will bring

up the booking form, which you see in the image below:

Booking

1=
o

Save

and

Close
Subject

Location

Start time

End time

Reminder

Tags

Categories

Attach file

I
[

[l==
=
o

Big Room %

+| Send E-mail notification

Tue 2020-06-09 =1

Tue 2020-06-09 =1

! High Importance

e Low Importance

530 PM

6:00 PM

Show time as | [ Busy

Private

Request a read receipt

: The shortcut to create a booking is Ctrl + Shift + B.

If you want to create a booking for multiple users, right-click on the time grid and select [New Multibooking]

How to use Exchange Central

All day event
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B Mew Mail Message
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After that, a new window opens with the list of users for you to select (which will be the list of selected users

in the calendar tree):

Select calendars

[ AQD Meeting Room
« Ball Room

[ Big Room

[ Board Room

[] Da Mang Room

[ Denmark Room

s

Mew Bocking

Mew Meeting
Request

Cancel

Select All

Unselect

Select the users for those who you want to create booking or meeting request to open the relevant form.

Open a specific appointment

If you want to open a specific appointment for a user then please double click on the appointment or mark the
appointment and then use the CTRL+O shortcut or click on Open Appointment on the Home, tab within the

Open group.
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If you want an improved view of one specific calendar, then you have the option to open this calendar and view
it by itself. This is done either by double clicking on the name in the calendar tree or select the wanted calendar
and click Calendar in the Home tab within the Open group, or simply use the shortcut key F3.

View appointment details

Exchange Central enables you to view details of an appointment by selecting it on the time grid, then clicking

Add-On Products

Exchange Central

the [Details] button.

Appointment

Tusn Dsh Cong

details

How to use Exchange Central

Click Details button

Move/copy appointment

An appointment can be moved or copied to another timeslot/calendar by 2 methods:

1. Drag and drop:

a. When dragging an appointment, to either a new timeslot or to another calendar (or even both),
the move/copy appointment dialog will be displayed. This will make it possible to adjust and
control the dragging more precisely. It even includes a possibility to automatically send an E-
mail notification to the user(s) who receives the appointment.

b. Drag and drop method can be applied to all views except List, Account and Statistics views

Select an
appointment

Action

®) Move

Copy

Calendar
Tuan Dinh Cong
Start time:
20/2019 2:30 PM

End time:

To

v

RC team - Sprint 1 May review and planing - Appointment

v| Send E-mail notification

Tuan Dinh Cong <dct@acd.vn>

Tue5/21/2012 [ |[230PM

2172019 fF] |330PM

K Cancel

2. Right-click > Move/Copy Appointment

a. Select the appointment you want to move/copy and right-click, this will open the dialog similar

to the one above.

45



‘Add-On Products CHAPTER 3
YA Exchange Central How to use Exchange Central

46

b. This method can be applied to Week and TimeLine views

Also, Move / Copy Appointment can be selected in Details panel of any view except for Account and Statistics
views:

Actions

F’ﬁ Cpen Appointment

E Move/Copy Appointment

2 Delete Appointment

[ Update Detail Information when mouse move

Send phone messages

It is very easy, handy and convenient to send a quick phone message from within Exchange Central. You
simply click New Item in the Home tab within the New group. This causes a popup menu on which you click
Phone Message (You can also open a similar menu by right clicking on the time grid).

H ome .Ililli =W

@ N E Appointment F‘E] Appointment —
K =]

Calendars Refresh [:"52: Booking F‘ﬂ Calendar List D
is a
[ Mew ltem * = Open -
Tl e E Appointment for selected user Ctrl+Shift+A
Look for: E Booking Ctrl+Shift+B
[® Meeting Request Ctrl+Shift+0)
Appointment
i B E-mail Message Ctrl+Shift+M
Tuan Dinh Cong
Q. Phone Message Cirl=Shift=P}
C team - Sprint 1 May
Other ltems r

2:30 PM - 3:30 PM

This opens the phone message form:
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Phone Message

To..
Subject Phone Message

Send | Use default subject text

Company

Address

Talked to

Phone

Action ®) Please call
Will call back

Fer your infomation

Regarding

Tags ! High Importance fu Follow up

+ Low Importance & W Request a read receipt

: Shortcut for the Phone message form is Ctrl + Shift + P.

New mail message

When using the New e-mail functionality Exchange Central will provide the selected users email address
automatically. The email will appear exactly as an email created from Microsoft Outlook®.

: Shortcut for the Mail message form is Ctrl + Shift + M.

New task

You can use tasks as an online list of current tasks. You are able to set a reminder for every task. This
functionality is exactly the same as when used directly from Microsoft Outlook®.

: Shortcut to create a new task is Ctrl + Shift + K.

New task request

If you want to send a task to a colleague, then you can use the New task request function. When the colleague
accepts the task request, it is possible to follow the process of the task. When the task is completed, you will
receive an email which informs you that the task has been fulfilled.

: Shortcut to create a new task request is Ctrl + Shift + U.

New Contact for selected user
With this functionality, you can store contact details for selected user.

: Shortcut to create a contact for selected user is Ctrl + Shift + C.

New Note for selected user
With this functionality, you can make notes for selected user.

: Shortcut to create a contact for selected user is Ctrl + Shift + N.
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CHAPTER 4.

Appendices

Appendix A: Setup for users to have the same settings

When you install Exchange Central in another machine (target machine) and you want users in that machine
to have the same settings as in the source machine, follow these steps:

1. Goto LocalAppData folder in source machine
(by default: C:\Users\<UserName>\AppData\Local\Add-On Products\Exchange Central)

Copy all files from this folder:

This PC » Local Disk (C:) » Users » administrator » AppData » Local

Mame & Date modified
Logs 03/15/2017 12:00 ...
|=] ColorCoding 031472017 2:24 PM
|| Cenfiguration 03/15/2017 11:34 ...
|| EC.mdb 03/14/2017 2:37 PM
[£] Filter 03/15/2017 8:45 AM
| | logdnet.config 03/15/2017 11:28 ...
| | log4net_addin.config 03/10/2017 3:46 PM

™

Then go to LocalAppData folder in target machine and paste these files into that folder.

2. Go to Installation folder in source machine
(by default: C:\Program Files\Add-On Products\Exchange Central)

Copy the license file from this folder:

|%] DevExpress.dtraRichEdit.w11.1.dll

EC.ico

[ EC.Lic
ECS.exe

| | EC5.exe.config

Then go to Installation folder in target machine and paste these files into that folder to finish.



