Sharing your Inbox and\or Calendar in Entourage

This document is for sharing out your exchange mailboxes or calendar for viewing by other
UCOP employees. Entourage supports the sharing and adding of additional mailboxes just the same
as Outlook does on the windows platform. However the settings in the advanced tab must be set,
otherwise the calendar free/busy information will not be available when scheduling events, etc. Also
the LDAP server settings need to be specified for Global Address List (GAL) lookups for other
employees, groups, etc.

Edit Account

Public Folder Settings:

The Public folder server needs to be
set as: owa.ucop.edu/public
Also, make sure SSL is checked as Public Folder

Public folders server:  owa.ucop.edu/public

Account Settings | Options | Advanced | Delegate Security -

well.

This server is also used for free/busy information.

Directory Settings
LDAP Server:

p-irc-dcOl.ad.ucop.edu
(Note: the previous documentation set the Idap
server as irc-nts31.ad.ucop.edu; this server will
be taken offline in the future)

Also can use these below as well:

@ This DAV service requires a secure ¢

| override default DAV port: 443

ettings

LDAP server:  p-irc-dc0Ll.ad.ucop.edu

This server requires me to log on

p-irC-dCOZ.ad.UCOp.edU : This LDAP server requires a secure connection (55L)
p-irC-dCO3.ad.ucop.edu || override default LDAP port: 3268
Also, make “This server requires _ BT o

me to |Og on” iS Checked Maximum number of results to return: -

Search base:

( Cancel ) € 0K )

Once these settings are in place, you will be able to view other UCOP employees’ calendar free/busy
information as well as search the GAL (Global Address List) for other users and groups.

The next few steps will be showing you how to share your “inbox” and “calendar”, however you may
share any mailbox, contacts, tasks, etc.
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Sharing your Inbox and\or Calendar in Entourage

Step 1) In Entourage, Ctrl + click your “Inbox” folder and | v & cnristopher shipiey l ‘
choose “Sharing”. (Note: Ctrl = control key). I o :
| ora Hel
K se Open...
Mark All as Rea
& o k All d
Illgl i‘;‘: Apply Junk E-mail Protection
Categories >
EC{] D . [
g o Frojects b
> k2 soft  New Folder...
> =
(3 = Tect Find
> g uc Delete Folder
» kg Fubl  Synchronize Now
b o mMall v Empty Cache I

Folder Properties

Step 2) Next you will get the I_:Ol_der Pro_pertie_s i Folder Properties: Christopher Shipley i
window, make sure the Permission tab is active and
select Add User. ! General | Storage | Permissions }
Mame Level
Anonymaous Mone
Default Mone

Permission Level: None
"] Create ltems ] Folder Owner
; Read Items _ Folder Contact
] Create Subfolders | Folder Visible
Edit Items: Delete Items:
E None E MNone
: Own : Own
) Al Dal
( Cancel ;) m
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Sharing your Inbox and\or Calendar in Entourage

Step 3) Next will be the select user screen, select the option of Advanced in bottom right corner.

r

Select User

| Name

& E-Mail Job title

Type a user name in the box, click Find, and then click OK.

Step 4) Next in the Advanced window type in the
UCOP domain (ad.ucop.edu) and the Account ID

of the user you are wanting to share your inbox with.

(Note: the account ID is First Name Initial, first 7
characters of last name, total 8 characters). Select
what type, User or a Security Group. Select OK.

(Note: You can add more than one user or group

into your sharing, just select Advanced again, and
add the additional user(s) or groups.)
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Cancel | 0K

Advanced

To access a specific Active Directory entry,
enter the domain, account 1D, and account

type.

Domain: ad.ucop.edu

Account ID:  dyamamoto

T!rrp.ej e User
() Security Group

I:: Cancel :,I E—QK—;
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Sharing your Inbox and\or Calendar in Entourage

Step 5) Next, select the permission you want the user to have, below is explanation of all. (In this

example | set permission for user (dyamamoto Folder Properties: Christopher Shipley
for Reviewer, with this permission set, Daryl can
view my inbox). Once permission is set for one { General | Storage | Permissions}
or all users, select OK.
Name Level
ad.ucop.eduidyamamoto Reviewer
) ; Angnymous Mone
With '_:h"_j Default Mone
permission level
{or role) You can
Owner Create, read, modify, and delete all items and files, and Owner
create subfolders, As the Folder owner, you can change Publishing Editor
the permission levels others have For the Falder, (Does Editor
niot apply to delegates.) Publishing Authar Br... \'.I
Publishing Editar Create, read, modify, and delete all items and files, and Author
create subfolders, (Does not apply to delegates.) Nonediting Author
Editor Create, read, modify, and delete all items and files, Parmission Leval:

Publishing &uthor  Create and read items and files, create subfolders, and Contributer

madify and delete items and files vou create, {Does not

apply to delegates.) |_| Create Items e
Authar Create and read items and files, and modify and delete E Read Items 1 Folder Contact

emsian fiies)otlciestet [ Create Subfolders @ Folder Visible
Contributor Create items and files only, The contents of the Folder

do not appear. {Does not apply to delegates. ) Edit Items: Delate Items:
Reviewer Read items and files only,

S ; @ MNone @ None

Custam Perform activities defined by the Folder owner, (Does =i i

not apply ko delegates, ) L) Own L) Own
Mane ou have no permission. You can't open the Folder. C All C All

e %
( cancel ) £ 0K

Step 6) You can setup sharing on your calendar as well, Ctrl vi@ Christophar Shipley
+ click your “Calendar” and choose “Sharing”. (Note: Ctrl = W inbox
control key). Follow the same steps from Step 2, for adding Kg orans —

d . . & sent items
users and setting permissions. Sy

b

I\-d Junk E-mall
I[ch.aler""' =
=) cong  Help

F= chrig
»> K2 softy

| fﬂ: syng

» K& Teth  New Folder...

> K& ucdl  New calendar...
>

>

u

Open...
Mew Calendar Event

kg Publl

&J mallvie Delete Calenda
Categories >

Synchronize Now
Empty Cache

Folder Properties
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Sharing your Inbox and\or Calendar in Entourage

Now we will explain how to add additional “shared” mailboxes and calendars to the Entourage client.
Prior to adding the additional mailboxes or calendars the permissions need to be set, also the
advanced settings in the account setup need to correct for the sharing to work effectively. Please see
the section prior to this “Sharing your Inbox and\or Calendar in Entourage”.

Step 1) In Entourage, go to Entourage and select Account & T file  Edit View M
Settings. A

bout Entourage |
M Online Registration i

Preferences... 3,
Account Settings...

Wark Offline
Turn Off Office Notifications i
Switch Identity... NHQ
. Services >
4l E
Tﬁl Hide Entourage #EH
Hide Others #H
Show All
Quit Entourage ®Q !
Step 2) Highlight your exchange account and select Edit, ? 06 _ SRS
or just double click your exchange account. 4 New v [ edit [ Delete [ Make Defautt

—[ Mail | Mews @ Directory Service = Exchange -

I cnristopher shipley (Exchange)
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Sharing your Inbox and\or Calendar in Entourage

Step 3) The Edit Account is screen is now open, need to select the Delegate tab. Then under the
“Users | am a delegate for”, select the “Add” button.

Edit Account i

Account Settings | Options = Advanced | Delegate | Security °

My Delegates

The following delegates can send items on your behalf. To grant permission to
others to access your folders without also giving them on-behalf privileges, go

to the Properties dialog for each folder and change the options in the
Parmissions tab.

S S _
Set Permissions [ Add.. | Remove

Users | am a delegate for

As a delegate, you may access and manage Address Book contacts, Calendar

events, and Mail messages for the following users. To do so, add the account
owner to the following list:

C Advanced... @ Remove

{ Cancel ) H(_;

Step 4) The select user window will appear, type in the users’ name of the shared mailbox or
calendar, and select Find. Once the users name is found, highlight and select OK.

r

-
Select User
[ Name i E-Mail Job title
Daryl Yamamoto

Daryl.Yamamoto@ucop.edu Computer Resource Spedalist 11

-

| Advanced... ) ( Cancel )
2

B
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Sharing your Inbox and\or Calendar in Entourage

Step 5) You can also use the Advanced button in the bottom right to specify the name, email and

server address.

r

Advanced Settings

Name: Users name (first last name) T

Email address:

. M ;
firstname.lastname@ucop.edu e
Server address: owa.ucop.edu E-mail Address:

Make sure SSL is enabled (checkmark)

Server Options

Daryl Yamamoto

daryl.yamamoto@ucop.edu

Once done, select OK. L

owa.ucop.edu

You may also enter Qutlook Web Access server address,
such as http:/ /mail.example.com/exchange/

E Requires a secure connection {uses 55L)

|| Owerride default port 443

( Cancel _:l (——BI{—)

Step 5a) If Entourage is having problems connecting to the users’ calendar; you can
enter the full path to the users’ mailbox to resolve the problem

(owa.ucop.edu/exchange/firstname.lastname). Once done, select OK.

Advanced Settings

User's ldentity

Name:
E-mail Address:

Server Options

Daryl Yamamoto

daryl.yamamoto@ucop.edu

Server address:
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owa.ucop.edu/exchange/daryl.yamamoto

You may also enter Qutlook Web Access server address,
such as http:/ /mail.example.com/exchange/

E Requires a secure connection {uses 55L)

|| Owerride default port 443

( Cancel _:l Hﬁ—;




Sharing your Inbox and\or Calendar in Entourage
Step 7) In the Delegate tab, you should * Edit Account §
see the users name specified in the last
few steps; select OK.

Account Settings |~ Options = Advanced | Delegate | Security -

My Delegates
. . The following delegates can send items on your behalf. To grant permission to
Step 8) Back in the main Entourage others to access your folders without also giving them on-behalf privileges, go
. iy to the Properties dialog for each folder and change the aptions in the
window, select the Mail icon at top, you Peiiissi0rs ab:

will now see the additional users
mailbox listed (circled in Red). Note:
Depending upon the permissions set,

the list of folders will vary, Inbox, — —
Ad d... Set Permissions Add... Remove
Calendar, Contacts, etc. e : A ) :

Users | am a delegate for

As a delegate, you may access and manage Address Book contacts, Calendar
events, and Mail messages for the following users. To do so, add the account
owner to the following list:

.Address talendar

Book daryl yamamoto <daryl.yamamotod ucop.edu>
=N |

—_

-' Motes -. Tasks Project' b
Center ( Advanced... J'I t\ Add... ) Remove

4lll Hide Folders
hd ‘ Folders on My Computer

+ 2

E anrZ:t}; {_ Cancel } HH

Pﬁ‘l Outbox

2 Sent Items

Gy Deleted Irems Step 9) Also if you click on the Calendar icon at top, you will see the

g JE“::”Z:E” additional Calendar listed. Note: If the calendar permissions has not

) Address Book been given or set, the calendar will not be listed, reviewer permission
¥ [I christopher shipley is the minimal requirement.

Iy tnbox

|EE| Drafts

|liﬁ§ Sent Items _ ‘ = ‘ ——

& Deleted 1tems (67) o | | | =

h@ Junic E-mell l- Mail l-ﬁ\ddress

&=l calendar Book

Ccostgets K e

l'ﬁh? Chris Stuff ‘ j ‘ ﬁ =

K2 software g h;s g T;S P_r\‘;:'t,

r@ 5ync Issues Center

W& Tech Desk 4l Hide Views

G Public Folders |F calendar [On My Computer]

E daryl yamamoto (J@[ Calendar [Christopher Shipley]

h@ Calendar H@] Calendar [daryl yamamoto] j
» O Calendar views
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