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Overview

IMail Collaboration is a plug-in for Microsoft Outlook that lets you share Outlook data, such as
calendars, tasks, contacts, distribution lists and notes with other users in your organization.

This chapter describes how to install the IMail Collaboration Client.

Minimum Requirements

= Microsoft Windows XP, Windows Vista, Windows 7, Windows Server 2003 and
Windows Server 2008

=  Pentium 350 MHz (or equivalent)
= 64 MB RAM
= 10 MB hard disk space

=  Network interface card must be installed for internal TCP/IP network connection to
the IMail Collaboration Server

= Microsoft Outlook 2000 or later

T. Note: IMail Collaboration does not work with Microsoft Outlook Express.

Installation

I’j Note: Make sure Microsoft Outlook is not running before beginning installation.
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IMail Client Applications

The installation of the IMail Collaboration Client has been combined with the Ipswitch
Instant Messaging Client and is located under the ". .\IMail\IMail Client Apps"
directory. The IMail Client Apps will install the IMail Collaboration Client when Outlook is
detected and the Ipswitch Instant Messaging Client will install when the Ipswitch Instant
Messaging Server is detected.

Disabling Ipswitch Instant Messaging

To disable the installation of the Ipswitch Instant Messaging Client for all users installing the
IMail Client Apps access the "IMail Client Apps Config.xml" file and change the
following tag:

<IM Installed="True">changeto <IM Installed="False">

o Warning: Disabling the Ipswitch Instant Messaging Client will uninstall and remove any
pre-existing Instant Messaging Client if detected.

-OR--

The Ipswitch Instant Messaging Client can also be disabled within the IMail Client Apps
installation.

= Onthe Setup Type select Custom

= (Click on the Ipswitch Instant Messaging drop down and select the "X This
feature will not be available"

= This will disable the Ipswitch Instant Messaging Client installation.

Silent Installation

Larger organizations who want to roll out many clients may find it useful to take advantage of
the unattended (or silent) installation capability of the "IMail Client Apps.exe" program
located underthe "..\IMail\IMail Client Apps" directory.

An example of the command line required for the IMail Collaboration Client to be silently
installed.

Example:

This command line will silently install only the IMail Collaboration Client
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IMail Client Apps.exe /s /v" /gn ADDLOCAL=Collaboration"

In this case, the filename command line is entered into users’ startup scripts, so that the IMail
Collaboration Client is automatically installed the next time users start their computers. In
either case, you must follow the next step, “Additional Step for Outlook,” in order to complete
the installation.

o Warning: Disabling the Ipswitch Instant Messaging Client will uninstall and remove any
pre-existing Instant Messaging Client if detected.

Additional Step for Outlook

The following applies for first-time users of IMail Server, not for upgrades.

For IMail Collaboration to work with Microsoft Outlook 2000 or later, you must download and
install the Microsoft Web Publishing Wizard for Free/Busy lookups. For information about the
Microsoft Web Publishing Wizard and where to get it, see:

http://support.ipswitch.com/kb/IC-20040920-DM01.htm

After you install the client program, a new Share menu option appears under the Tools menu
in Microsoft Outlook.

= (lick Tools > Share > Synchronize with IMail Collaboration to manually
synchronize IMail Collaboration.

= (lick Tools > Share > Settings to select the list of personal folders you want to make
available for sharing.
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The Share Menu

After you install the client program, a new Share menu option appears under the Tools menu
in Microsoft Outlook 2003 - 2007.

Tools Actions Help
Synchronize with IMail Collaboration

Settings...

Address Book...  Ctrl+Shift+B

(¥ Empty "Deleted Items" Folder

Accounts,..
Customize...
Options...

v

Microsoft Outlook 2010 and later will have a new Tab in the Ribbon bar.

FILE HOME  SEND/RECENVE  FOLDER  VIEW  IMail Collaboration
S ..
L & 111

Synchronize Settings

IMail Collaboration Options
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= Synchronize with IMail Collaboration manually synchronizes Outlook with the IMail
Collaboration Server.

= Settings... shows the list of personal folders that you have chosen to make available
for sharing.

Synchronizing

After you complete the installation and start Outlook, Outlook starts communicating with the
IMail Collaboration server for the first time. It uploads all shared personal folders and their
contents to the server. No one else will see this information unless an administrator (or you, if
your administrator gives you this option) specifically grants them access to your folder.

During the synchronization process, you can continue to use normal Outlook functions. The
initial synchronization process time depends on how much data exists in the personal folders.
A blinking icon in the system tray will cue you that a "synch" is occurring.

System try " Synch" icon

IMail Collaboration automatically synchronizes on a time interval configured by your server
administrator. You can always synchronize manually in Outlook at any time by selecting
Tools > Share > Synchronize with IMail Collaboration. After a manual synchronization, the
Synchronization Complete alert displays to confirm that synchronization has completed
without error.

Outlook x|

Synchronization Complete

The spnchronization process completed succezsfullyl

Cloze in 15 |

Granting Access to Folders for Other Users

In addition to the administrator having full access control over all users and folders
participating in IMail Collaboration, each user can also grant access to their folders for other
users. To grant folder access to other users:
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1 In Outlook, click Tools > Share > Settings from the menu within Outlook. The Settings
dialog box appears.

Prepare IMail Collaboration for its first use

Select which folders may be made available for sharing by ticking
@ the appropriate tick boxe(s). Any selected calendar folders will
automatically be published to the free/busy server.

BN TRy Calendar) Select Al |

[ Contacts

& Drafts Unselect &l |

M & Inbox
O Notes
[ & Sent ltems
O Tasks

< Back I Next > I Cancel Help

2 Select the folder that you want to grant other users access to, then click Access. The
Access dialog box appears.

m Note: If the Access button is disabled, the selected folder has not been synchronized with
the IMail Collaboration server. After Outlook has synchronized, this button is enabled. For
more information, see Synchronizing (on page 5).

3 From the User list, select a user to whom you want to grant folder access, then click
Add. The user appears in the Users list below with a default access level of Read Access.
If you want to change the access level, (for example, give a user full access to the folder),
then select a user from the User list, then click the Access Level list and select the
appropriate access level.

Shared Folder Structure

When you are granted access to shared information, a Shared Information folder appears as a
top level folder in the Outlook folders list. If you have been granted access to shared user
folders, then a folder representing each user to whose information you have been given
access appears as a child folder of the Shared Information folder. All shared personal folders
that you have been given access to appear as child folders under the appropriate user’s
folder.
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W Note: You will see some performance degradation during synchronization depending on
how much content you share and how busy your calendar is. Pick your shares judiciously!

- l.\} Sharec Infarmation
'.;3 Mark Applatan
2 Calerwdar
% Contacts
""E’- T.—nl'h-
S| 13 Midhele Mxisa
% Calerdar
% Contacts
{3 [eimo rooem Caen
T Tasks
€2 Shared Conkacts
- \ﬁ Skuart Prestadgs
% Calerdar
t‘- Contacts
@ Tasks
1= {Lﬁ Wayne Jones
% Calondar
% Contacts
N Tasks

When you access folders under a user, the most up-to-date contents of that user’s folder
display.

If access is revoked for a folder or user, the corresponding user folder or item folder is
removed from the Outlook folders list.

Shared Contacts Folders and the Outlook Address
Book

IMail Collaboration lets you select contacts in shared contacts folders as email recipients. In
most cases, IMail Collaboration makes shared contacts folders available to the Outlook
address book automatically. For Outlook 2000, however, you must enable this option
manually.

To make a shared contacts folder available to your Outlook 2000 address book:

1 Inthe Outlook Folder List, right-click the shared contacts folder you want to make
available to your Outlook address book. Select Properties.

2 Click the Outlook Address Book tab.

3 Select Show this folder as an e-mail Address Book. If you want to change the name of
the folder in your Outlook address book, edit the Name of the address book.

4 C(lick OK to save the changes and exit the dialog. The shared contacts folder is now
available in your Outlook address book.
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Shared Folder Security

If you attempt to perform an operation on a shared folder that you are not permitted to do
(for example, adding an item to a folder to which you have read-only access), Outlook will
warn you with a message similar to that shown below:

(@ouiook x|

(e Unauthorised Access

Yo do not have access to add an tem bo iz foldes? Your changes will
not propogets bo other wsers wiho sleo shere this foldss. This itemn will
niowe be sutomastically iemoved

When you click Close, the folder will re-synchronize, resetting the folder contents back to the
original state.

Organizing Meetings with Free/Busy

When organizing meetings in Outlook, it is vital to know the free/busy times for each person
you are inviting to the meeting so that you know whether or not they are likely to attend.
IMail Collaboration has its own Free/Busy server, which provides the free/busy times for each
Collaboration user who shares his or her calendar.

Setting Free/Busy Options

To invite a Collaboration user to a meeting using Outlook and see their free/busy information,
configure Outlook to use IMail Collaboration as its Free/Busy server.

1 In Outlook, select Tools > Options. The Options dialog appears.

2 (lick Calendar Options. The Calendar Options dialog appears.

3 Click Free/Busy Options. The Free/Busy Options dialog appears.
q

If Publish my Free/Busy information is selected, clear it. Enter the following address in
Search at this URL, replacing “your-server-ip” with the IP address or host name of the
computer that runs IMail Collaboration Server:

http://your-server—ip:8109/%$NAMES

LTj Note: You should not replace %NAME% with your username. This variable is dynamically
replaced with the username of the user whose Free/Busy information you are trying to
access each time you search.

5 Click OK to exit each of the dialogs.
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6 Select File > New > Meeting Request. The Meeting Request dialog appears.
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7 Select the Scheduling (Attendee Availability in Outlook 2000) tab. In the attendee list,
enter the email address of the user whose free/busy time you wish to view and press
ENTER. The user’s free/busy information appears in the right-hand window.

m Note: If the user’s information is not shared or is unavailable for some reason, an error dialog
appears. If this happens, contact your IMail Collaboration administrator.
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