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Introduction

An Exchange Calendar Only User Mailbox will befusé& people that want Exchange
calendars, but prefer to use another e-mail packagsghange was never intended to be
used as a Calendar Only solution, but with someigpeonfiguration it can be made to

work that way.

An Exchange Calendar Only User Mailbox has thimwahg features and issues:

Users create and accept calendar invitations, dsasenanage their own and
delegated calendars using Outlook 2003, Outlook YWadess or Entourage in the
same way they would for a regular Exchange calendar

A copy of all Calendar invitations, updates angoeses from Exchange users
will be forwarded to an external e-mail addressiiotification purposes only.
The admin configures this forwarding address wic@h only be to a single UM
mailbox likeunigname@mail.umich.edit cannot be forwarded to the UM e-
mail gateway atinigname@umich.edlsers need to be trained to recognize
Calendar invitations in their external e-mail systend act on them through one
of the clients above, as there is no way to telt these invitations are from
Exchange.

A copy of all e-mail from Exchange users will beviarded to an external e-mail
address and then automatically deleted from thé&xge mailbox. The Deleted
Items folder is automatically emptied once a week.

UMOD entries for the user should NOT be changedy ©alendar and e-mail
items from other Exchange users should go to tlaiomx.

The user will need to use their Windows Active Dtoey password to log into
their Calendar mailbox. The password can be set fre following web page:
https://accounts.www.umich.edu/kpasswd/

Authenticate with your U-M Kerberos password arehtklick on the Windows
Active Directory tab. Windows AD password requirgrtseare stricter than U-M
Kerberos.
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This document has several sections:

1. Administrator Steps to Create a Calendar Only UseMailbox .
This section is aimed at Self Serve Administratbeg create Exchange
mailboxes for their users and ITCom CSRs that erBathange mailboxes for
Full Service Exchange customers. This section dsesicreating the mailbox and
configuring forwarding to an external e-mail addres

2. Administrator and User Steps for Completing Calenda Setup on Clients
This section is for both Self and Full Serve Adrsirators responsible for client
configuration. The administrator and user needddkvtogether to configure a
rule in the user’'s mailbox to delete all non-Cakenelmail.
IMORTANT: The rule should be created as closely apossible to the creation
of the Calendar Only User Mailbox so mail does nadccumulate in this
mailbox before the rule is created.

3. Deleting a Calendar Only User Mailbox

4. Converting a Calendar Only User Mailbox to a RegulaMailbox

5. User Training
This section is for Self and Full Serve Administratresponsible for supporting

users. There are some important training issuésuteas need to be aware of to
successfully use Calendar Only Exchange mailboxes.
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Administrator Steps to Create a Calendar Only User
Mailbox

Self Serve Administrators and ITCom CSRs who creaggular Exchange mailbox can
create an Exchange Calendar Only User Mailboxorin&tion on creating regular
Exchange mailboxes is available in these this derum

http://www.umich.edu/~lannos/exchange/docs/ExAdmaaRsals. pdf

The basic steps are as follows:
Remove the Exchange Attributes from the unignanee olsject.

Create a Contact, a type of user object that costéie e-mail forwarding
information.

Create a regular unigname Exchange mailbox.
Configure this Exchange mailbox to forward maithe contact.

Configure the Exchange mailbox to be identifiecda&salendar Only User
Mailbox for billing and Deleted Item maintenance.

Send a welcome message to the user. This is redoirdTCOM CSRs and
optional for Self Serve Administrators.
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Details for Mailbox Configuration

1. Remove Exchange Attributes.

Exchange Attributes need to be removed from the emaibled UMROOT user.
This step is exactly the same as creating a regskrmailbox. Self Service users
will be in the Accounts/Dept OU. Full Service useti$ be in the People OU.

Right click on the user, choo&xchange Tasks ...
Click onRemove Exchange Attributes
Click Next and therFinish

‘.Exchange Task Wizard

Available Tasks
The following iz a list of tasks that can be applied to one or mare of the selected
objects. Select the desired task and press Mest.

Select a tazk to perform:

y Delete E-mal Addresses

Remove Exchange Attributes

— Tazk Description
Remove all Exchange attibutes from each gelected recipient

< Back I Mest > I Cancel

2. Create Contact

A Contact object needs to be created in Active @awy for the user that includes
a forwarding address. This forwarding address cdy loe to a single UM
mailbox such agnigname@mail.umich.edar unigname@<dept umich.edu It
cannot be forwarded to the UM e-mail gatewayragname@umich.edu

TIP: You can determine a reasonable forwarding addrg$sving the user look
at theirForwarding Address in the UM Online Directory

Self Service Admins must create a Contacts OU witihe Exchange OU in the
departmental UMICH/Organizations OU at the samellag Calendar Resources
and Department Mailboxes.
(UMICH/Organizations/®epartment>Exchange/Contacts)

ITCom CSRs must create a Contacts OU within thedeyental OU within the
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UMICH/Exchange OU. (UMICH/ExchangeDepartmert/Contacts.

Right Click on theContactsOU and seledew and therContact. For this
example, we are using the unignameweil.

#) Active Directory Users and Computers =]
L| Bile  Action  Wew  Window  Help

¢« | amEliBXERBE @

eBaavan

4]

=[] 17Cs
(&3] Calendar Resources

&5 Department Mailboxes
[#-{£3] Email Groups

(2] Lsa

-] MBGNA

@ Medical Center Development

;I Contacts 0 ohjects

Tarme

[

il |

There are no ikems o show in this wiew,

Fill in the following fields.
First NameFirst Name
Last Namelast Name

Full Name:itcscal-unigname

Display Nameitcscal-unigname

Note 1: The Full Name will be automatically populated wikhrstName
LastName”. Change it ticcscal-, followed by the user’s unigname.

Note 2: You are required to use the naming convertdn above, itcscal-
unigname, for Calendar Only Contacts.

Click Next
Create in:  adzrook.ibcs. umich,. edu/UMICH/E wchange/I TCS AContacts
First name: ITDn_I,J Initials: I
Last name: IWinweiI
Full name: Iitcscal-winweil
Dizplay name: Iitcscal-winweil
< Back I Mewt » I Cancel |
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Change thdlias to itcscal-unigname
Click theModify button for the E-mail field

New Object - Contact [ x|
Create in:  adsroot.itcs. umich. edu/UMICH/E #changeI TCS/Contacts
¥ Cieate an Exchange e-mail address

Aliaz:
Iitcscal-winweil
E-mail;
| Modify...
< Back I Tt Cancel
SelectSMTP AddressandOK
New E-mail Address

E-mail address type:

Customn &ddress -
. 400 Address _I
Microzoft Mail Address

Sk TF Addiess

oo ail Address

Latuz Mates Address
Movell Groupiwize Address

Qg I Cancel | Help |
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3. Enter an external forwarding address for the uBee.forwarding address can
only be to a single UM mailbox such @signame@mail.umich.edor
unigname@<dept umich.edu
Click OK

IMPORTANT: The UM e-mail gateway addresswfigname@umich.edu
cannot be used.

Internet Address Properties E3 |

General I Advanced I

E-mail address: Iwinweil@mail.umich.edd

Ok I Cancel | Apply | Help |

Click Next

Create in:  adsroot.ites. umich. edu/UMICH/E #change TCS A Contacts

¥ Cieate an Exchange e-mail address
Aliaz:

Iitcscal-winweil

E-mail:

ISMTP:winweil@mail.umich.edu Modiy... |

< Back I Nest » I Cancel |
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Click Finish

New Dbject - Contact [ x|

Create in:  adsroot.itcs. umich. edu/JMICH/E schange T C5 /Contacts

When pou click Finizh, the following object will be created:

Full name: itczcal-wirmeil

=

I

¢ Back

{Finsh Cancel |

Right Click on the new Contagt¢scal-winweil.
Click Properties.

# Active Directory Users and Computers =] S|

[',_i| File Action Yiew ‘window Help

e A e XFIB R g vET
Bl ITCs & || Contacts 1 objects

-] Calendar Resources Name

JRETET

| Type
EZlitescal-winwei Contact
: [£3] Department Maiboxes |
-] Email Groups

(&3] MBGMHA

@ Medical Center Development A
1| | |
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Click on theExchange Advancedab.
ChecktheHide from Exchange address list€heckbox.

Click OK.
itcscal-winweil Properties EHE
Exchange General I E-mail Addreszes
General | Address | Telephones | Organization | bember Of |
Exchange Advanced Live Communications

Simple display name:

v Hide from Exchange addiess lists
[~ Use MA&P! rich text format

Yiew and modify customn attibutes Custam Attibutes. |

Configure gerver and account information LS Settings... |
far Internet locatar zervice =

Administrative Group: [TCS

0K I Cancel Lpply Help

Page 10 of 35 CalendarOnlyUserMailbox.doc RevigeDa
Exchange Technical Library
http://www.umich.edu/~lannos/exchange/etl.html



Exchange Calendar Only User Mailbox Configuration br System
Administrators

4. Create Regular Unigname Mailbox
Create a regular unigname mailbox for the unignases. Self Service Admins
create the mailbox in their Accounts OU. ITCom CSR=ate the mailbox in the
People OU. This should be created as the standeta gnailbox.

For detailed information on creating mailboxes, theefollowing documents:

http://www.umich.edu/~lannos/exchange/docs/ExAdmgeiRasals.pdf
http://www.umich.edu/~lannos/exchange/docs/ExAdmis@df

! Active Directory Users and Computers !li[
[,;.] File  Action  Wiew  Window  Help | - |5’|5|
o | Bm e FRB R elavae
@-{gh] Education || ITCS & objects
@ Engin Marme | E-mail Address | Tvpe
@ FSPP_ (€8 Comsulting T... Organizational ...
% Housing [&lcs Organizational ...
@ iEiSR [&l1TCom Qrganizational ...
-
@ ITcs (& LhEs Organizational ...
@ Law ﬂ ineil winweil@urmich. edu Lser
=-(] L5
(#-{&] MEGHA -
1] | 3 4| | |
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5. Configure Mailbox to Forward to Contact

Configure the user’'s new Calendar Only User Mailbmforward a copy of all e-
mail to the Contact you just created.

Right Click on the user and seléttoperties.
Click on theExchange Generaltab.

winweil Properties (2 | x|

tember OF I Dial-in I E reviranment | Sessions I Remote control
Exchange Features | Exchange Adwanced I Live Communications
General I Address I Account I Profile | Telephones | Organization
Terminal Services Profile I COM+  Ewxchange General | E-mail Addresses

Mailbox store:;

Alias:
wirmei

Set the maximum message size and specify

= e Delivery Restrictions... |
the messzages accepted by thiz mailbos. — y

Designate delegated permizsions and a Delivery Options... |
forwarding address. =

Specify the maibox waming and limit sizes Starage Limits

and how long to keep deleted items. e |

(1]4 I Cancel | Apply Help

Click Delivery Options.
SelectForward to.
Click on Modify.

Delivery Options 7 | x|
— Send on behalf
Grant this permissian ta:
Add...
Femove

1 [ ]

— Fonwarding address

= None

rd odify. .. |

[ Deliver messages o both forwarding address and mailbox
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Enteritcscal-unignameand clickCheck Names.
Click OK.

select Recipient

Select thiz object tppe:

ILlser or Other object Object Tvpes...

FErorn thiz location:

IEntire Directary Locations. .. |

Enter the object name to zelect [examples]:

ibcacal-winweil Check Mamez

Advanced.. | ak. | Cancel |

A

Check the box labeledeliver messages to both address and mailbox.
Click OK.

IMPORTANT: This step is critical. If the box is not checked, Exchange mail
will NOT be forwarded to the user.

Delivery Options EE

—Send on behalf

Grant thiz permission to:

fdd..
Eemove |
1] | ]
— Fomwarding address
" Mone
%' Fomward to:

Iitcscal-winweil bodify... |

v Deliver meszages to both forwarding address and mailbox

— Recipient limits

& Use default limit ™ Maimum recipients: I

oK I Cancel | Help |
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6. Configure the Exchange mailbox to be identified aa Calendar Only User
Mailbox

The Exchange mailbox needs to be configured sanitbe identified as a
Calendar Only User Mailbox for Deleted Item maivaece.

Click on theExchange Advancedab.
Click on theCustom Attributes button.

winweil Properties EHE

tember OF I Dial-in | Errironment | Sessiong I Remate control
Terminal Services Profile I COk+ I Exchange General I E-mail Addresses
General | Address I Account | Profile | Telephones I Organization
Exchange Features Exchange Advanced | Live Communications

Simple display name:

[~ Hide from Exchange address lists
[ Downgrade high priarity mail bound for 400

View and modify custom attributes Custom Atributes. . |
Configure server and account information ILS Settings... |
for Internet locator service =

View and modify permissions to access Mailbo Rights... |
this mailbioe —

Adriniztrative Group: [TCS

ok I Cancel Spply Help
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Click on ExtensionAttribute3 and clickEdit.

Exchange Custom Attributes EH

Select an attribute and then click Edit.

Attribute | Walue -~

extenziondttibute]
extenziondttibute?
extenziondttibuted
extenziondttibuted
extenziondttibuteh
extenziondttibutes
extenziondttibute?
extenziondttibuted
extenziondttibured
extenziondttibute10
extenziondttibute 1 LI

Edit... |

(0] I Cancel | Help

Enter the texCalendarOnly.

Click OK.
Custom Attributes EHE
extenziondttribute3:
IEaIendaanlﬂ
(1] I Cancel Help
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Click OK twice to save and exit.

Exchange Custom Attributes EHE

Select an attribute and then click Edit.

Attribute | Yalue | -
extenziondttibute

extenziondttibutez

extensiondttibute CalendarOnly
extenziondttributed

extenziondttributes

extenzionattributel

extenziondttribute’

extenziondttributes

extenziondttributed
extenziondttibute10

extenziondttibute11 ﬂ

(u] | Cancel | Help |

7. (Optional) Send a Welcome message to the new usailbox.
(ITCom CSR’s can use the Calendar Welcome script.)
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Administrator and User Steps for Completing Calenda r
Setup on Clients

Create a Rule in Outlook to delete all e-mail messa ges

A server side rule needs to be created for thebmaithat will delete all regular e-mails
as they arrive and retain only Calendar invitatiand updates. A weekly job on the
server will empty the Deleted Items folder.

This rule needs to be setup on an Outlook 2008tdlig the user or the user and admin
working together. Many Calendar Only users may ipbssse only OWA to access their
calendars, so administrators may want to creat@wlook 2003 profile on a test
machine, have the user log on to their accountlael the administrator can create the
rule for them.

The rule contains the following:

Apply this rule after the message arrives

delete it

except if it uses the * Tentative Meeting Response’ or ‘Decline Meeting
Response’ or ‘Exception’ or ‘Accept Meeting Respons e’ or ‘Meeting
cancellation’ or ‘Meeting Request’ or ‘Appointment’ form

A rule has been created that can be downloadedhgratted. The rule file is named
calendar-only-forms.rwz and is available at
http://www.umich.edu/~lannos/exchange/calendar-doigs.rwz (NOTE: this rule
was updated on May 22, 2007. If you are usingptiggnal rule, please begin using this
new rule. If your users are experiencing issuéb walendaring-items going into the
Deleted Items folder, this rule will address thiadlgem.)

NOTE: We do not recommend that you modify the aboNe. If you do, do not change
the “delete it” to “permanently delete it”. Thislixchange the rule to a “client side” rule
and will only be in effect when you are logged ixchange.

1. Install Outlook 2003 and create a profile for tisemu

Information for installing and configuring Outloak available at:
http://www.umich.edu/~lannos/exchange/docs/Outlo0&Zonfig.pdf
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2. Have the user log on with their Windows Active i@y username and

password. The user nameauimiroot\unigname. The system may prompt you for
something different. Make sure it begins witimroot\ followed by the unigname.

If the user doesn’t already know their passwordait be set from the following
web pagehttps://accounts.www.umich.edu/kpasswilithenticate with the U-M
Kerberos password and then click on the WindowsvadDirectory tab.
Windows AD password requirements are stricter thavi Kerberos.

Connect to ECLUSTZ—\IS_‘Ladsrnot.itcs.u... E|E|

Connecting ko ECLUSTZ-Y54, adsront, itcs. urich.edu

User niame; | urnrootiwine i | u

Password: | sscessennel |

[ Remember my password

[ ok, H Cancel ]

3. Once Outlook opens Click on ti®ols menu and theRules and Alerts ...

Inbox - Microsoft Outlook |:J|§Nz]
: Fle Edt Wew Go Took Actions Help Type a question forhelp. =
yidew = | X | [ Reply 4 Reply o All |5 Forward | ‘?pFi_nd | [ Tvpe acontacttofind = | (@) ]

_‘ Look Far; ~ SearchIn~ Inbox  Find Now Clear Options = X ”

139 Inbox Arranged By: Date | Newest on kop
| Unread Map .

| For Follow Lp There are no ikems ko show in this vigw,

(9 Sert Ttems
Al Mail Folders

E] ‘.:’;ﬁ Mailbioc: - Winwei, Tony

@ Deleted Items (25)

L7 Drafts

L7 Inbax

L@ Junk E-mail

[ Outhox

[ Quaranting

[ Sent Ttems
— RN
[ ~4 Mail

:_z@;_t_alendaz_
EEL

|>

| [KS

Al &z

0 Ttems @ Online:
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4. The Rules and Alerts dialog box will open. It skitbbke empty
Click onOptions at the top right.

Rules and Alerts

E-mail Rules | Manage dlerts

Lf}uew Rule... Change Rule » 53 Copy... X Delste | it ¥ RunRules Now,.. Options

Rule {applied in the order shown) Actions

Seleck the "Mew Rule” butkon to make a rule,

Rule description (click an underlined value to edit):

oK H Cancel ][ Apply

5. Click onImport Rules...

Options fg|

Import and export

Import ar export your rules ko and From previous versions
of Outlook

Expart Rules. .. ]| Import Rules. .. |

Rules upgrade

oK ] l Cancel
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6. Select thecalendar-only.rwz from wherever you saved it and cli€pen. Click
OK to close Options dialog box.

Import Rules from

Look in:

I |3 Calendar Crily

i3~ Tools -

D

My Recent
Docurnents

Deskiop

My Documents

My Computer

—

Iy Metwark,
Flaces

File name: |

|

Files of type: |Rules Wizard rules (*.rwz) bt | [

Cancel

),

Your rule has now been imported.
Click OK to save.

Rules and Alerts @[g]

E-mail Rules | Manage Alerts |

I_ENBW Rule... Change Rule ~ 53 Copy... >( Celete | & % RunRules Now,.. Cptions

|Rule {applied in the order shown)
v CalendarCnly - Celete non-Calendar Ttems

| Actions

Rule description {click an underlined wvalue to-edit):

delete it

Apply this rule after the message arrives

except if it is a meeting invitation or update

oK H Cancel ][ Apply

J
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Deleting a Calendar Only User Mailbox

Deleting a Calendar Only User Mailbox is similaidileting a regular User Mailbox
with the additional step of also deleting the Cohtibject. Please see the following
documentation for information on deleting a reglaer Mailbox:

http://www.umich.edu/~lannos/exchange/docs/ExAdmgaiasals. pdf
http://www.umich.edu/~lannos/exchange/docs/ExAdmis@df

Deleting the mailbox

1. Find the user in Active Directory

-.é" Find Users, Contacts, and Groups
File Edit Wiew Help

Find: |Uzerz, Contacts, and Groups j I I@ adsroot j Erowse... |
Users, Contacts, and Groups I Exchangel Advanced I
Mame: I wirweil
Stop |
Description: I
Clear Al |

Search results:

Tam

[ viwei

EZlitcscal-wirmwei Ch=itcscal-winweil, Ol=Contacts, OU=ITCS,0U=Exchange, DU=UMICH, DC=adsroot, Dt

J | |
|2 itermn(s) Found v

2. Right click on the user
SelectExchange Tasks...
Click Next

Page 21 of 35 CalendarOnlyUserMailbox.doc RevigeDa
Exchange Technical Library
http://www.umich.edu/~lannos/exchange/etl.html



Exchange Calendar Only User Mailbox Configuration br System

Administrators

3. SelectDelete Mailbox

#B Exchange Task Wizard [ x|

Available Tasks
The following iz a list of tazks that can be applied to one or maore of the selected

objects. Select the desired task and press Mest.

Select a task to perform:
[ Move Mailhox

lete Mailbox
5 Configure Exchange Features
=k Remove Exchange Sttibutes

T azk Description
Delete the mailbox of each selected user

¢ Back I Mest » I Cancel

4. Click Next
Click OK

Deleting the Contact

1. Right click on theContact and selecDelete

#1 Find Users, Contacts, and Groups
File Edit Yiew Help

Find: |Users, Contacts, and Groups j I I@ adzroot j Browse. . |

Uzers, Contacts, and Groups I Exchangel Advanced I

Find Mow
Marme: I wirweil
Stop

Drescription: I
LClear Al

il

Search results:

Mame | %500 Distinguished Mame
ﬂ winweil Chi=wirweil, DU=People, OU=UMICH, DC=adsroot, DC=itcs, DC=umich, DC=edu
Ch=itcscal-winweil, O=Contacks, QU=ITCS, OlU=Exchange, QU=UMICH, DC=adsroot, DC:

iikcscal-winwei

2l | ]
A

|2 itemis) Found
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Converting a Calendar Only User Mailbox to a Regula r
Mailbox

Converting a Calendar Only User Mailbox to a Regulser Mailbox is very easy. It
consists of 4 steps:

1. Turn off forwarding for user mailbox

On theExchange Generaltab, click theDelivery Options button.
SelectNonein theForwarding Address section.

Delivery Options EHE

—Send on behalf

Grant thiz permizsion bo:

Add..
Bemawve
1] | >

— Fonwarding address

 Hone

" Fomward bo;

| iy |

™ Deliver messages to bath fanwarding address and mailbio:

— Recipient limit

& Use default limit M awimum recipients: I

0K I Cancel | Help |
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2. Remove the CalendarOnly setting in Custom Attribute

On theExchange Advancedab, click on theCustom Attributes button.

Click Edit for extensionAttribute3.
Delete theCalendarOnly entry.

Exchange Custom Attributes EH

Select an attribute and then click Edit.

Attribute | Value -
extensiondttibute

extenziondttibute

extenziondttibute3

extengionattibuted

extenzsiondtiibuted

extensiondttibutes

extensiondttibute? e
extenziondttibuted

extenziondttibuted

extenzsiondttibute10

extengiondttibute11 LI

(1] | Cancel Help

3. Delete the Contact
Right click on theContact and selecDelete

-.é" Find Users, Contacts, and Groups

File Edit Wiew Help
Find: |Uzerz, Contacts, and Groups j I I@ adsroot j Erowse... |
Users, Contacts, and Groups I Exchangel Advanced I
Mame: I wirweil
Stop |
Description: I
Clear Al |
Search results:
Iame | #500 Distinguished Mame
€ winweil Ch=winweil, DU=People, OIU=UMICH, DC=adsroot, DC=itcs, DC=umich, DC=edu
; I Ch=itcscal-winweil, OU=Contacts, DU=ITCS, OU=Exchange, DU=MICH, DC=adsroot, DiC:
1] | L]
|2 itermn(s) Found A
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4. Remove the Outlook Calendar Only Rule

Have the useopentheir mailbox in Outlook
Go to theTools > Rules and Alertsmenu item
Select theCalendarOnly rule and click orDelete

VERY IMPORTANT: If this step is not done properly, mail will be deleted
from their Exchange mailbox and not forwarded to treir other email

account.
Rules and Aleris @
E-mail Rules | Manage alerts |
[25 Mews Rule... Change Rule = 53 Copy... 7 Delete | & # RunRulesNow... Options
Rule {applied in the order shown) Actions
Iv| Calendarrily - Delete non-Calendar Trems b

Rule description {click an underlined value to edit):
| Apply this rule after the message attives

delete it

except if it is a meeting invitation or update

[ (0]4 ][ Cancel ]I Apply ]

5. Add the Exchange mailbox to the user’s forwarding ddress in UMOD

The Exchange mailbox address must be added toM@DForwarding address
in UMOD athttp://directory.umich.edurhis may be done by the user or by an
administrator with permission to modify users’ etneatries in UMOD. The
following forwarding address must be used:

unigname@adsroot.itcs.umich.edu

We highly recommend that they remove their IMAPrgmthich will be listed as:

unigname@mail.umich.edu
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User Training

There are some very important concepts and idiogagies of the system that are not
obvious and must be understood by the user onthielpecome frustrated and think the
system does not work. Exchange was designed tddademdar and E-mail system and
we are taking away half the normal functionalitytelgration with a second mail system
complicates matters. Finally, users tend to usglendar system less than an e-mail
system, so they will have less practice gettingluseehe features.

The user can use Outlook or Outlook Web AccessWhinalows computer to accept and
create calendar invitations and manage their Exgd&alendar. Entourage or Outlook
Web Access Basic can be used on a Mac. Delegaboksvthe same way it does for
regular Exchange mailboxes.

User’s will read their forwarded e-mail and calenid@itations on the client they
normally use for e-mail including Eudora, MulberBine, Thunderbird, Outlook Express
or Outlook.

Information on delegating your calendar and acogssomeone else’s calendar that has
been delegated to you is available here:

http://www.umich.edu/~lannos/exchange/docs/Delegabiaf

IMPORTANT: Calendar invitations from Exchange will be forwaddo these clients
for information purposes only. The user must useafrthe Outlook or Entourage clients
above to accept the invitation. There is no indozathat this is a calendar request from
Exchange. The user must learn to recognize thedbofithe messages.

In some IMAP clients calendar invitations come iagpde text e-mails.
Thunderbird and Pine are examples. In these c@sgmok or OWA need to be
opened to accept the invitation.

Some other IMAP clients such as Outlook Expresslodls, Mulberry and
Eudora show a file attachment in addition to a tegssage. With these clients, if
you have also configured an Outlook client to asgesir Exchange Calendar
Only User Mailbox, some extra integration is avalgawith Outlook 2003.

The mail.umich.edu web client is a special case. @dlendar invitation shows a
Meeting Proposal form with an Accept button.

VERY IMPORTANT: The Accept button will send a response to the meeting
organizer, but will not actually accept the invitaion within Exchange. Don’t
use it.

Page 26 of 35 CalendarOnlyUserMailbox.doc RevigeDa
Exchange Technical Library
http://www.umich.edu/~lannos/exchange/etl.html



Exchange Calendar Only User Mailbox Configuration br System

Administrators

Calendar in

Thunderbird

To demonstrate how this all works, a test E-maid @alendar invitation were sent from a

vitation examples

Example — Text Only Calendar Invitation

regular Exchange user, tweil, to a Calendar Onlghiaxge user, winweil. Thunderbird
shows both the test E-mail Message and Calenddaiion that was forwarded from the
Exchange user. Both appear as regular e-mailghiotype of IMAP client, the calendar
invitation e-mail is only a text alert and the useeds to go to Outlook or Outlook Web
Access and accept the invitation.

Once you have received the calendar invitationhanderbird, you need to open a
supported client that is configured to access yuahange Calendar Only User Mailbox.

In this example, Outlook 2003 is being used, buabitld be OWA or Entourage.
EEX

Inbox - Microsoft Qutlook
! File Edit Wew Go Iook

Ej_'JNTEW R x | g Reply ~&Reply to Al iz Forward | —H sendiRecsive - | _‘?Qﬁ_nd S | [ Tvpeacontacttnfind = | @) @ @, !

Actions  Help Type & question for help =

Favorite Folders

L:‘ Inbox 1)

L Uhread Man
L For Follow Lip
[ Sent Ttems

&ll Mail Folders

=] f_,ﬁ Mailbox: - Wirmeil, Tony
(5] Deleted Items
7 Drafts
[ Inbox (1)
L@ Junk E-mail
[ Outhox

| BE  Weil Tony  Calendar Test Invitation "" Fri 2/24/2006 ... 1KB

* [0 @ From Subject |Received 1 Size ¥

2 pate: Today

|_'_i Quaranting

L= Sent Ttems
& [ Search Folders

" Arcept P Terkative # Decline 4 Propose New Time ;’ﬁcalendar..‘

Calendar Test Invitation

Y
[ Mail
e Calendar
’ Friday, February 24, 2006 12:00 PM-1:00 PM,
6| Contacts Location: Here or there
=
/] Tasks
e
1Item 5] orline
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Open the Calendar Invitation and click Accept dmehtedit the reply or Send.
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Open the Calendar and view the meeting

Open the Calendar item to view the details
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If you go back to the Inbox and look at the Deldtedhs folder, you will notice that the
E-mail Test Message that appeared in the IMAP rogjlbas been automatically deleted:

You can alternately use Outlook Web Access (OWAgdcept the calendar invitation.

Open OWA by opening a browser to exchange.umich.edu
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Open the Calendar invitation and click the Acceytdn:
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Send the response:

Check the Calendar to see that the meeting haspaesd on your calendar.
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Eudora Example — Text with attachment

A test E-mail and Calendar invitation were senifra regular Exchange user, tweil, to a
Calendar Only Exchange user, winweil. Eudora shioeth the test E-mail Message and
Calendar invitation that was forwarded from the lia@ge user. The calendar invitation
appears as a text message with a calendar attathmen

For this type of IMAP client, the user can accéyetinvitation the same way as the
Thunderbird example by going to Outlook or OWA tzept the invitation. If the user
has configured Outlook on the same computer witBxhange profile for their
Calendar Only User Mailbox, some integration isilae:

Double click attachment. Eudora gives a warningck3Dpen.
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If you are not already logged into Outlook, youlwié prompted to logon. Alternately,
you can configure the computer to logon to ActivieeBtory and you will not get

prompted to logon.

The meeting invitation will open and allow you tocapt without having to open
Outlook. You can also click on the Calendar buttmsee your Calendar.

IMPORTANT NOTE: If you accept an invitation
directly from the Meeting Acceptance form rathearth
going to your Outlook Inbox and opening the Meeting
Request and accepting from there, a copy of the
Meeting Request will remain in your Outlook Inbdi.
you Accept the meeting again, it may duplicate the
meeting in your Calendar. You should delete the
Meeting Request in your Outlook Inbox since

you have already accepted it elsewhere.
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Mail.umich.edu

When you read your calendar invitation using hitpail.umich.edu, the message will
have a Meeting Proposal form that will allow youatcept the meetind@his appears to
work, but does not.If you click Accept, it will send an e-mail to timeeeting organizer,
but it will not put the meeting on your schedule.

The user will need to go to an Outlook or OWA dliand accept the meeting.

For More Information

For more information, please contagichange.support@umich.edusee the Exchange
web site at http://www.umich.edu/~lannos/exchange.
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