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Overview

Welcome to WorkgroupShare

WorkgroupShare provides your organization with the ability to share Outlook data, such as calendars, tasks, contacts, distribution lists, notes and email amongst its staff (users). In addition to sharing users’ personal folders with other members of staff it is possible, using WorkgroupShare, to define public shared folders, for example shared contact lists and holiday calendars, which may be made available to any members of staff. 

The WorkgroupShare Administrator allows you to strictly define which data a particular user has access to through flexible access control lists.

Installing WorkgroupShare

Server Installation

This section describes how to install the server portion of WorkgroupShare. The server program must be installed onto a single computer, which will act as the information server. Client computers must have TCP/IP access to the server computer. The software is packaged into a self extracting executable file called ws_u.exe. On running this program, the following dialog box is displayed:
[image: image2.emf]


Click Run and the setup files will be extracted.
[image: image3.emf]


If upgrading an existing installation then you may see the following window confirming that the Administrator and server program will need to be stopped before setup can continue. Click OK to stop the programs so that setup can continue. Otherwise click Cancel and run setup again at a more convenient time. 
[image: image4.emf]


Once the programs have been stopped the Welcome screen is presented. 
[image: image5.emf]


Read the information regarding setup and note the link to the Step by Step guide for setup. Click Next. 

The License page is displayed.

[image: image6.emf]


In order to proceed with the installation, you must press the Accept button. Please read the license agreement and Press Accept to continue. The next page shows the Executable Type page.

[image: image7.emf]


This page lets you choose whether to install the server program as an executable program or as a Windows service. The main advantage of installing as a Windows service is that the WorkgroupShare server will run when the computer is started, without requiring a user to log on. (A user could log on and the server application would run unseen in the background). When configured to run as an executable, the WorkgroupShare server will only start up once a user has logged on. The user must have the required level of access and it is advised that you log on using an  account that is a member of the Domain Administrators group. In this case the service is visible as an icon in the system tray. 
[image: image8.emf]

 
Note: If you choose to Install WorkgroupShare as a Windows service, you will be given the option of running the server under the Local System account or running under the context of a specific user. If you plan to run WorkgroupShare with a SQL Server database (instead of JET) or if you plan to use SSL communications between client and server, you will be required to run the service under the context of a specific user account. This should be a member of the Domain Administrators group. The account name should be entered in the form DOMAIN\USER.
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Press Next to continue. The next page shown is the Select Folder page. 

[image: image10.emf]


This page lets you choose the location for the program files and the location for the data folder. Most WorkgroupShare data will be stored in this data folder. The exception is the database file for SQL Server, where selected. The location of this file is managed by SQL Server. Enter the appropriate locations into the two fields, using the Browse button to assist you, or simply accept the default values. Setup creates a ClientSetup folder under the Program folder. The tick box at the bottom of the page lets you choose whether or not to automatically share this folder, so that other client computers can access and run the client setup files stored within it. Press Next.
The next page shown is the Details page. This page requires you to enter your organization’s name, your name and your e-mail address. 
[image: image11.emf]


This information is used to set up the registration details and the first user account.  Once you have entered the appropriate details, press the Next button. 
The next page lets you choose the database engine you wish to use in conjunction with the WorkgroupShare server.

[image: image12.emf]


You can choose between the Jet database engine and Microsoft SQL Server. The Jet database engine is the Microsoft database shipped with Windows. The SQL Server database must be purchased separately from Microsoft and is recommended for installations with more than 50 users.
If you choose the default Jet database, click Next to see the final summary screen. Click Finish to complete setup.

[image: image13.emf]


If you select SQL Server as your database option, setup checks the network for existing SQL Server installations and the existence of a Softalk Collaboration Suite database.

[image: image14.emf]


If you are upgrading an existing Jet database to use SQL Server, Setup will ask if you would like to import your data from Jet to SQL Server.  Leaving this check box box blank will create a new database. Click Next to proceed.
[image: image15.emf]


On the Database Server dialogue box choose the SQL Server to be used. Setup will have attempted to find servers on your network. If your server is not listed, type the name or IP address into the box. 

[image: image16.emf]


Once you have made the appropriate selection, press the Next button. The Summary page is displayed..

[image: image17.emf]


To complete the installation, press the Finish button. The setup program will install the relevant files onto the server computer and, once complete, will display the Successfully Installed dialog box:

[image: image18.emf]


Choose to run the Administrator now if you need to Administer WorkgroupShare. If this is the first time you have run setup then you will need to add additional user accounts. 

If this computer is a member of an Active Directory domain you will be asked if you would like to remotely install the client software. Choosing this option will start the remote client setup program that will push the client software to the selected computers on your domain. Remember that you must have created the new user accounts before client setup can be completed.

If you would like more information on setting up the clients, choose to review the online guide for setting up clients If this computer is not a member of an Active Directory domain the clients will need to be installed manually, as described in this document. 

Adding Outlook Users

Before you can install the client software on someone’s computer, you must add that person as a user to the WorkgroupShare Administrator. For more information, see “Adding Additional Users” on page 19.
If this computer is a member of an Active Directory domain, a convenient way of adding many users is by running the Administrator and selecting Edit | Add Active Directory Users and Groups from the Administrator program menu. For more information, see “Importing Users from the Active Directory” on page 19.

Installing the Client Program

Once you have added the users to the Administrator, you are then ready to install the client software. This can either be done directly on the client computer or, when all computers are members of an Active Directory domain, this can be done remotely from the WorkgroupShare Administrator. 
Installing clients manually
Once you have successfully installed the server program and have added the relevant Outlook users to the WorkgroupShare Administrator, you may then proceed to install the client software.  The client software must be installed on each computer that runs Microsoft Outlook that will be sharing information using WorkgroupShare. This may either be done remotely, using the Remote Client Setup utility, or it may be done manually on each client computer. This section describes how to manually install the client software on a computer. The client installation program is generated by the server installation program. It will be located in the C:\Program Files\WorkgroupShare\ClientSetup folder by default. In this folder you will find an executable called ClientSetup.exe. Locate this program file from the client computer by using Windows Explorer to browse to the C:\Program Files\WorkgroupShare\ClientSetup on the server computer. Then, run the program by double clicking on it. 

The first page shown is the Welcome page. 
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Press Next to continue. The next page shown is the License page.
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In order to proceed with the installation you must accept the terms of the license agreement by pressing the Accept button. When you do this, the Select Folder page is displayed.
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This page lets you choose where to install the client software. Unless you have a specific requirement for the location of this software, simply accept the default value and press Next. 

 Finally the Summary page is shown.
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If Outlook is already running, then ensure that you shut it down prior to continuing. To complete the installation, press the Finish button. The client setup program will then install the WorkgroupShare add-in into Outlook. When the installation is complete, restart Outlook. 

A few moments after starting, Outlook will automatically show the Synchronize wizard.
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This wizard lets the user choose whether or not they wish to synchronize their Outlook data with the server. Choose Yes, I want to synchronize my data with the server and press Next.
The Synchronize Wizard will then look for the WorkgroupShare server. If it cannot find the server on the network, for example if the server is not running, then it will display the WorkgroupShare Server Connection Details page.
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If this page appears, ensure that the WorkgroupShare server is running and then enter the name of the computer running the server into the Server dropdown list and press Next.

Under normal circumstances, provided the WorkgroupShare server is running, the Synchronize wizard will not show the WorkgroupShare Server Connection Details page and will instead show the Login Details page.
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This page requires the user to select their name from the dropdown list and enter their password. If the user’s name does not appear in this list, then this user has not yet been added to the WorkgroupShare Administrator. Provided that the Select which Outlook folders to synchronize tick box is checked, the next page will present the user with a list of his/her Outlook folders, which may be selected for sharing with other users. 
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Check the tick box next to each folder that is to be made available for sharing and press Next.

Note: Selecting a folder for sharing in the way described above will not immediately allow other users to share the folder. Instead, after the first synchronization, the folder will simply be made available to the Administrator (or indeed to the user) in order that appropriate access may then be granted to the folder. For more information on granting access to available folders, see  “Granting Access to a Specific Folder” on page 22.  For more information on how the user can specify other user’s access to his own folders see #####.

The last page shown is the Setup Ready page. This page informs you that the Synchronization wizard has all the information it needs to go ahead and being the first synchronization. Press Finish to continue.

Installing clients using Remote Client Setup
If this computer is a member of an Active Directory domain WorkgroupShare lets you remotely install the client software on each client computer using the Remote Client Setup utility. You can run this by ticking the Remote install clients now tick box in the Successfully Installed dialog box, which appears at the end of the WorkgroupShare Server installation. Alternatively, you can run it by selecting File | Remote Client Setup… in the WorkgroupShare Administrator menu.

[image: image27.emf]


The Remote Client Setup utility lets you install, upgrade or uninstall the WorkgroupShare client software from any number of computers in your domain. Start by selecting the Install/Upgrade radio button and pressing Next.
[image: image28.emf]


If you are not logged on as a member of the Domain Administrators group you will be asked to enter details of a domain Administrator account. Click Next.
[image: image29.emf]


The next page lists all the computers that were found in the domain. As they begin to respond to the server, computers that are available on the network will show a tick symbol in the Available column. Any computers that are not available will show a cross symbol. You may need to wait a few minutes for this list to fully populate. Each computer that is available and already has the WorkgroupShare client installed will display a tick symbol under the Installed column. You can select which computers to install the WorkgroupShare client onto by selecting the appropriate tick boxes next to the computer names. When you have selected the computers that you want to install onto, press Next. If one or more computers are not available (i.e. switched off or not on the network or have some form of firewall preventing connection) or if one or more computers are running Outlook, the Remote Client Setup tool will warn you

[image: image30.emf]


Press Yes to continue The next page confirms the computers that you wish to install the WorkgroupShare client software onto.

[image: image31.emf]


The WorkgroupShare Administrator

Overview

The WorkgroupShare Administrator is the program which lets you specify who can participate in information sharing and who has access to the specific shared folders  within your organization. 

[image: image32.emf]


The left-hand pane of the Administrator shows a tree list containing the currently defined list of users, groups and public folders. 

The Summary Screen

When you first run the Administrator program, the summary screen is displayed. This shows you your registration status and provides links to the support pages of the WorkgroupShare web site.

If you have not yet purchased WorkgroupShare, a link is provided in this page to enable you to browse to the Purchase page of the WorkgroupShare web site.

You can reach this page at any time by clicking the Summary link in the bottom left of the window or by pressing Ctrl+S. 

Users

When you install WorkgroupShare, the setup program automatically creates the first user, so when you run the Administrator for the first time, one user will already exist. Before Outlook users can participate in information sharing, they must install the client program, or it must be remotely installed onto their computer. Before they can do this, there must be a user entry for the person in the Administrator program. 

Adding Additional Users

You can add a new user to the Administrator by pressing the New User toolbar button at the top of the Administrator program. Pressing this button will show the New User wizard. 

[image: image33.emf]


Enter the user’s full name and email address. Click Next. 
[image: image34.emf]


The account name will be auto-generated from the name. You can change this if you wish. You may also specify a password in the Password field. Press Finish to complete the user addition.

If there are many users in your organization, you may prefer to import the users from the active directory, as described in the next section.

Importing Users from the Active Directory

The Administrator lets you import users from the active directory. You can do this by selecting Edit | Add Active Directory Users and Groups… from the Administrator toolbar. Enter the name of a user or group and click Check Names. If the entry has been recognized it will be underlined. If multiple matching records are found you will be asked to select from a list. Click OK and the WorkgroupShare user account will be created.
[image: image35.emf]


The User Details View

Once you have added a user, that user will appear in the left-hand list under the expanded Users entry. You can show the user’s details in the right-hand window by selecting the user in the left-hand list.

[image: image36.emf]

 
The view consists of two tables. The top table lists the folders that have been shared from Outlook. 

Note: These folders will only appear once the user has installed the client software and has successfully synchronised.

The bottom table shows the access that this user has to other users’ shared folders and public folders. For more information on granting access to folders, see “Access Rights” on page 21. 
Personal Folders

When a user synchronizes Outlook with the WorkgroupShare server, the user’s personal folders will appear in the Administrator under the corresponding user entry.

[image: image37.emf]


Once these folders appear in the Administrator, you may grant access to these folders for other users and groups. For more information, see “Granting Access to a Specific Folder” on page 22.

It is possible to add a personal folder for a user. You can do this by right clicking on the user entry and selecting New Folder from the context menu. When you do this the New Folder wizard is displayed. 

[image: image38.emf]


Enter a name for the folder into the Name field. This is the name of the folder that will appear in the user’s Outlook folder list. Specify the folder type by selecting from the Type drop down list. If this folder is intended to be a sub folder of an existing public folder, select the parent folder from the Parent drop down list. Press Next. 

[image: image39.emf]


The Access window is displayed. Select users and groups and click Add to give them the chosen level of access. If this is a sub folder, checking the “Inherit access from parent” box will cause the access permissions to track those set on the parent folder. Click Finish to add the folder. The folder will automatically appear in the associated user’s folder list and when that user next synchronizes it will appear in their folder list in Outlook. If you want to change access permissions at any time refer to “Granting Access to a Specific Folder” on page 22.

Groups

Groups are a convenient way of organizing certain users. For example, you may wish to create a group that contains all the staff that work in the Accounts department. Or you may wish to group together all senior managers. Once you have created a group, you can use it when specifying the same access to many people. There are two different ways groups can be used in this way.

· You can grant access for a group to a particular folder. All members of the group will have the same level of access to the folder,  as specified.

· You can grant access for a user to a particular group. The user will receive the specified level of access to every folder being shared by every member of the group.
Adding a Group

To add a new group, press the New Group button located in the toolbar in the Administrator program. The New Group wizard is displayed. Enter a name for the group into the Name field. Click Next.
[image: image40.emf]


The Members dialogue box is displayed. Select a user and press the Add button. Repeat this process for each user that you wish to include as a member of the group.
[image: image41.emf]


Click Next. The final window allows you to grant access to the group. Users (and groups) you select here will be able to access all folders shared by all members of that group. This feature could give someone a very broad level of access and Users/Groups should only be selected here after careful consideration.
[image: image42.emf]


Finally, press Finish to save the group.
The Group Details View

Once you have added a group, that group will appear in the left-hand list under the expanded Groups entry. Select the group in the left-hand list to view the group’s members.
[image: image43.emf]


To modify the membership of the group, press the Modify the members of this group… button. The group property sheet is displayed showing the Details page. (Alternatively, right click the group and select Properties). Select the Members tab.
If you wish to remove an existing member from the group, select the member from the Users list and press the Remove button. If you wish to add a user to the group, select the appropriate user from the User drop down list and press the Add button.

[image: image44.emf]


Click OK to apply the changes and close the window.
Public Folders

Public folders can be created in the Administrator for equal shared access by selected users and groups. Public folders are not owned by any particular user, so no user holds the ‘master’ copy. As such, a public folder will appear directly under the Shared Information folder in Outlook, for those users who have access, once synchronization has taken place.
A useful example of a public folder is a shared contacts folder, where all specified staff will have access to the organization-wide list of contacts. Another example, is a meeting room calendar, which lets all staff know when a meeting room is available or in use. 
When a new public folder is first created it contains no records. One or more users with write access must create new items or copy existing data into the folder once it is visible in Outlook. Refer to section “Copying existing data to a public folder”  on page 21
Adding a Public Folder

To add a public folder, press the New Public Folder button in the toolbar at the top of the Administrator. The New Folder wizard is shown. Enter a name for the public folder. This is the name that will appear in Outlook for user’s with access. Specify the folder type by selecting from the Type drop down list. If this folder is intended to be a sub folder of an existing public folder, select the parent folder from the Parent drop down list. 
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Press Finish to add the public folder. The next step is to grant access to the public folder. For more information, see “Granting Access to a Specific Folder” on page 22. 

The Public Folder Details View

Once you have added a public folder, that folder will appear in the left-hand list under the expanded Public Folders entry. You can show the public folder’s details in the right-hand window by selecting the public folder in the left-hand list.
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The view consists of one table which shows a list of users that have access to the folder. If you granted a group of users access to the folder, the members of the group are shown individually in this table. The access of each user is shown in the Access column. The access shown is the best access that the user has been granted. For example, if the user is part of a group, which has been granted read access, but the user has also individually been granted delete access, then the effective access granted to the user will be, and will be shown as, delete access.
Copying existing data to a public folder

When a public folder is first created in the WorkgroupShare Administrator it will contain no data. Once access permissions have been assigned, the folder will appear in Outlook for the relevant clients, under the Shared Information folder. To view this folder click Go, Folder List in Outlook.

It is often necessary to populate this folder with data that currently exists in one or more personal folders. In order to do this the relevant clients will need to have write access to the public folder. Data can be copied by one of the following methods

· Drag/drop. Select the items to be moved and drag them to the public folder. Do not try to drag the source folder into the public folder.
· Copy/Paste. Select the items to be moved and either Copy or Cut the items. Select the public folder and paste the objects into the folder.

· Import/Export.  Use the import/export functions available from the File menu in Outlook to export the contents of the selected folder to a Personal Folder (PST) file. Then use the import utility to import the data to the public folder

Tip. When selecting the contents of a calendar folder change the view to a tabular view that will display all items. To do this in Outlook 2003 select the calendar folder and click View | Arange By | Current view | Define views. Click New and define your table view. In the table view, click Edit, Select All.
Access Rights

Granting Access to all the Folders of a User

To grant access to all the folders belonging to a particular user, select the appropriate user in the left-hand window of the Administrator. The User Details view is shown in the right-hand window. Press the Grant other users access to this user’s folders. The User property sheet is displayed showing the Access page.
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To give another user or group access to all of this user’s folders, select the user or group from the top drop down list and press the Add button. The user will be added with the default Read Access. To change the access level, select the user(s) or group(s) from the list and select the appropriate access level from the drop down list. Press OK to make the change.

The specified user or group will now have the appropriate access to all of the target user’s folders. If you just wanted to grant access to one of the user’s folders then this is done slightly differently. For more information on this, see “Granting Access to a Specific Folder” on page 22.

Granting Access to a Specific Folder

You can grant access to a user’s folder or to a public folder by selecting the folder in the left-hand list of the Administrator and then pressing the Grant other users access to this folder button in the right-hand window of the Administrator.
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When you press this button, the Folder property sheet is displayed, showing the Access page.
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To give another user or group access to this folder, select the user or group from the top drop down list and press the Add button. The user will be added with the access shown in the Access Level drop down. If there is no selection in this drop down list then as soon as a user is added the selection will default to Read Access. To change the access level, select the user(s) or group(s) from the list and select the appropriate access level from the drop down list. Press OK to make the change.

Granting Access to a Group of Users

If you wish to grant certain people access to all the folders of each member of a group, you can do this by right clicking on the group, in the left-hand list of the Administrator, and selecting Properties from the context menu. The Group property sheet is displayed. Select the Access page.

[image: image50.png]TN X
Dot Acces |

U [@Emmasmn o] 6

e
=l
et
ot fovervad
£ bavikons oot
P e — |

o] o |





Select the user or group to whom you wish to give access to all the folders of each member of this group. Then, change the access level given to each user or group by selecting them from the list and then selecting the appropriate access level from the drop down list. Press OK to save you changes.

The Grant Access Wizard

The Grant Access wizard lets you grant access to one or more personal or public folders for a user or group of users.

You can show the Grant Access Wizard by pressing the Grant Access button in the WorkgroupShare Administrator toolbar or by selecting Edit | Grant Access Wizard. 

[image: image51.png]B Wiicome o th Grant ccess izard

’— bt

+ Fes st e oo g ity g acss
« Pl solecto o s o g acess .

Grant

o (o] e | _we |





Press Next on the Welcome page. The next page shown is the Access For page. This page lets you specify which user or group you are going to grant access for.
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If you wish to grant access for a specific user then select the User radio button and select the specific user from the drop down list. If you wish to grant access for a group of users, select the Group radio button and select the appropriate group from the corresponding drop down list. Press Next to continue. The next page shown is the Access level page. 

[image: image53.png]L
[ r—

e [T oot |





Select the radio button corresponding to the appropriate access level and press Next. The next page shown is the Access To page.
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This page lets you specify what folder or group of folders you are granting access to. If you select the Personal folder belonging to radio button, you must first select a user from the adjacent drop down list. The folder drop down list is then populated. You can select a specific folder from this list or you can select <All folders>, thus giving access to all the folders of the selected user. If you select the Public folder radio button, you can select a specific public folder from the adjacent drop down list. If you select the Group radio button, you can select a specific group from the adjacent drop down list. Doing this will enable the previously selected user or group to have the selected access to all the folders of all the people in this group. Pressing the Next button will show the summary page, which will describe the exact access that you are about to grant.
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Press Finish to grant the access.

The Access Levels View

The Access Levels View gives an overall picture of what access has been granted to which users.
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The Access Levels view shows an entry for every access record that has been granted. Each entry specifies the person or group for which access has been granted (shown in the Name column) and specifies the folder, user or group to which the access has been granted (in the Access To column) and specifies the level of access granted (in the Access Level column). 

 The Access Levels View does not show the effective access for a user, so in order to view the effective access for a particular user, you must look at the User Details View. For example, if a group has been given access to a particular folder, there will be just one entry, rather than an entry for every user belonging in the group. 

The Access Levels View is useful for withdrawing access that you have granted. To withdraw access, simply select the relevant access entry and press the Delete key. The Administrator will ask to confirm that you wish to delete the selected item(s).
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Pressing the Yes button will withdraw the access.

Settings

Various general settings are available by pressing the Settings button in the shortcut bar or selecting the Settings entry in the left-hand list of the Administrator. When you select this, the Settings Details View is shown in the right-hand window.
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The Settings Details View shows how frequently each client is set to connect to the server in order to synchronize. It also displays the interface and port on which the server is listening. Lastly, it displays whether or not the server is configured to log all communications with the clients.

Client Update Frequency

The Administrator lets you change how frequently the clients will connect to the server in order to synchronize with the server. You can change this frequency by right clicking on the Settings entry and selecting Properties from the context menu. The Settings property sheet is displayed showing the Updates page.
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The default frequency is 20 minutes, but you can change this by entering the appropriate number of minutes into the Update Frequency field.

Server Settings

The Server page shows the interface and the port on which the server listens for incoming client connections.
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By default, the server listens on all interfaces, however, if the server computer is multi-homed (i.e. has more than one IP address) then you can listen on a specific interface, rather than all interfaces, by selecting the appropriate IP address from the Interface drop down list. You might typically want to change this from [All Interfaces] if the server computer is connected to both the LAN and directly to the Internet (on different interfaces) and you only wish the server to listen on the local interface.

You can select whether the server will listen on just secure ports, just unsecure ports or both, by selecting the appropriate radio button beneath the Interface dropdown list.

WorkgroupShare may be configured to communicate with the clients either using clear text (non-secure) or using a secure sockets layer (SSL). The default port that the server listens on is 8100 for non-secure communications. You can change this to another port simply by changing the number in the Unsecure Port field. By default the port used for secure communications is 8101. Again, this may be changed, by changing the number in the Secure Port field.

Remember, if you change either the Interface or the Port setting, you must re-run the ClientSetup program on each computer in order to pick up the new settings.

Logging

From the Logging page you can configure WorkgroupShare to log every transaction with each client to a log file.
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Simply tick the Log Communications tick box and press OK to save your changes. The log file will be written to the file C:\Program Files\WorkgroupShare\Data\Logs. By default, the log file will not contain the specific details for the communication of each record. If you are required to log such specific information to a log file, tick the Include item details tick box.

Advanced

WorkgroupShare lets you choose whether to synchronize attachments and images associated with certain item types. It allows you to do this because such items can be very large and take considerable bandwidth and storage when synchronizing. 
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You may choose whether to synchronize attachments and images for contacts, appointments and tasks and you may also separately choose whether to synchronize attachments and images for email.

The Output Windows

If you want to see the activity taking place on the server between each of the client computers then you can press the Output Windows button in the shortcut bar. When you press this, the Output window is shown in the right-hand window.
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There are three tabs: All, Output and Server. The Output tab shows all the connection and disconnection activity, so that you can see exactly when a client started synchronizing and when it stopped synchronizing. The Server window shows the exact communication between the server and the clients. The All window shows a combination of both views. If you wish to save this information to a text file, you can right click inside the window and select Output to file… from the context menu.

Registering WorkgroupShare

You can purchase WorkgroupShare from http://www.workgroupshare.com. When you purchase, you will receive a product activating keycode, which you must enter into the WorkgroupShare Administrator.

Entering the Keycode

In order to enter your keycode, select the Register | Enter Keycode menu. The Enter Keycode dialog box is shown.
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The keycode information that you receive will contain the company name (for whom the keycode is licensed) and the keycode itself. Both pieces of information must be entered exactly. The company name is case sensitive. When you have entered this information, press the OK button. If you have entered the information correctly, WorkgroupShare will inform you that registration was successful.

The Client Program

Granting Access to Folders for other Users

In addition to the Administrator having full access control over all users and folders participating in WorkgroupShare, it is also possible for each user to grant access to their own folders for other users. This can be done by selecting Tools | Share | Settings… from the menu within Outlook. The Settings property sheet will be displayed, showing the Settings page. 
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Select the folder that you wish to grant access to and press the Access…  button. If this button is disabled, it is because the selected folder has not yet been synchronized up to the WorkgroupShare server. Once Outlook has synchronized, this button will be enabled. Pressing the Access… button will display the Access property sheet.
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Select from the User drop down list the user for whom you wish to grant access to the selected folder and press Add. The user will appear in the list below with a default access level of Read Access. If you wish to change this access, for instance to give the user full access to the folder, then select the entry in the list and drop down the appropriate access level from the Access Level drop down list.

Unattended Client Installation

Larger organizations who wish to roll out many clients may find it useful to take advantage of the unattended installation capability of the ClientSetup program.

In order to run the ClientSetup program in an unattended (silent) mode, you should invoke the ClientSetup program, passing a command line argument which will be the name of the unattended setup file. The Unattended setup file will contain all the information the ClientSetup program needs in order to successfully complete the installation. For example, if you invoke the client setup program as follows:

\\server\program files\workgroupshare\clientsetup\clientsetup.exe “c:\temp\unattendedsetup.dat”

 then the ClientSetup program will read the contents of the unattendedsetup.dat file and will not show any user interface and will silently install the client program. The format of the unattended setup configuration file is shown in the example file below:

////////////////////////////////////////////////////
//
// Filename:    UnattendedClientSetup.dat
//
// Description: This file contains the settings to be //              used for a client
//              using unattended setup of the 
//

       WorkgroupShare client software.
//

////////////////////////////////////////////////////
// The following settings are used always
//

// This is the folder where the client program 
// files are installed.
program-folder: C:\Program Files\WorkgroupShare Client  

// This is the database ID of the user being installed // on this client computer.
user-id: 1                                              

// This is the login name of the user being installed // on this client computer.
login-name: fred.smith                                  

// This is the password of the user being installed on // this client computer.
password: pwd                                               

//////////////////////////////////////////////////////
// The following settings are only used when there is // no ClientSettings.dat file
//

// This is the computer name or IP address of the 
// server computer.
server: 192.168.0.1                                     
// This is the port that the WorkgroupShare server 
// is listening on the server computer.
port: 8100                                              
You will need to create a separate file for each user, since you must specify a separate user-id: field and a different login-name and password: field for every user. The user-id information for a particular user is the value of the ID field for that user’s record in the Users table in the WorkgroupShare database. The same record holds the login-name and password values. 

Provided that each client runs the ClientSetup.exe program from the \\server\program files\workgroupshare\clientsetup folder, your configuration file will not need to contain a server: or a port: field, since this information is contained in the clientsettings.dat file, located in this folder. If you run the remote clientsetup.exe file, you will need to include the server: and port: fields, in order to provide ClientSetup with this information. 

The clientsetup.exe filename command line can be entered into the users startup scripts so that the WorkgroupShare client is automatically installed the next time they start their computer.

Interaction with Outlook

When Outlook is started, after having run the client setup program, a new Share menu will appear under the Tools menu.
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Under the Share menu there is a Synchronize with WorkgroupShare menu and a Settings… menu. Selecting the Synchronize with WorkgroupShare menu will cause Outlook to synchronize itself with the WorkgroupShare Server. Selecting the Settings… menu will show the list of private folders that you have chosen to make available for sharing.
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Synchronizing

As soon as Outlook is started, it will start communicating with the server for the first time. It will upload to the server all personal folders and their contents. No other users will see this information until an Administrator specifically grants access to the relevant personal folder.

While the synchronization process is happening, the user is in no way impeded from using all the normal Outlook functions. The duration of the initial synchronization process will depend on how much data exists in the personal folders. If the user initiated the synchronization manually, by selecting Share | Synchronize with WorkgroupShare, 

The frequency at which automated synchronizations occur depends upon the synchronization frequency setting. For more information, see “Client Update Frequency” on page 27. The automated synchronization always occurs silently in the background. The user will generally be unaware of the synchronization taking place. Unlike the manual synchronization, there is no notification when the synchronization has completed. If the synchronization is performed manually, then when it successfully completes, Outlook will show the following message:
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Shared Folder Structure

When a user is granted access to some shared information, a Shared Information folder will appear as a top level folder in the list of Outlook folders. If the user has been granted access to one or more users’ folders, then a folder representing each user will appear as a child folder of the Shared Information folder. All personal folders to which this user has been given access will appear as child folders under the appropriate user folder.
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Selecting any of the folders under a user will show the most up-to-date contents of that user’s folder.

When access is revoked for a folder or user, the corresponding user folder or item folder will be removed.

Client Access

If a user performs an operation on a shared folder that they are not permitted to do, for example adding an item to a folder to which they have read-only access, or deleting an item in a folder to which they have only Read and Create access, Outlook will warn the user with a message similar to that shown below:
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When the user presses Close, the folder will be re-synchronized, resetting the folder contents back to the original state.

Organizing Meetings

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 be able to attend. WorkgroupShare has its own Free/Busy server, which can make available the free/busy times for each WorkgroupShare user.

In order to invite a WorkgroupShare user to a meeting using Outlook and see their free/busy information, you will need to add the following to the Search Location field of the Free/Busy Options property sheet. 

http://your-server-ip:8109/%NAME%
The Free/Busy Options property sheet is accessible by selecting Tools | Options and pressing the Calendar Options button and then pressing the Free/Busy Options button. Note, you must replace your-server-ip with the IP address or name of the computer which runs WorkgroupShare.

Next, you must enter an email address for this user in the WorkgroupShare Administrator. You can do this by right clicking on the appropriate user and selecting Properties. 
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Enter the user’s email address into the Email field and press OK to save your changes. Then, in Outlook, select File | New | Meeting Request from the menu (note you must have an email account configured in Outlook in order to be able to do this).
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Select the Scheduling 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 will appear in the right hand window.

Making Free/Busy Information Available to Other Companies

Sometimes you will want to let external organizations have access to your users’ free/busy time information, so that they can more efficiently organize meetings with your staff. Note that doing this does not give other companies access to the description or detail of any of your staff’s appointments, but just when they are and when they are not available. 

Since WorkgroupShare uses standard calendaring protocols for exchanging free/busy information, it too can be optionally used to provide other organizations with this information. If you wish to share this information with other organizations, ensure that the WorkgroupShare server is accessible from the Internet on port 8109. Then, provide the relevant companies with the free/busy addresses of your users. The format of the free/busy address is as follows:

http://your-server-ip:8109/%NAME%
The free/busy address can be entered into the Internet Free-Busy Address field of the Details tab of the relevant contact property sheet. Alternatively, if the external company is planning only to access your free/busy server and no other free busy servers, then they can enter the above address into the Search Location field of the Free/Busy Options property sheet. Doing this is far more convenient than entering the free/busy address into every contact that represents a member of staff in your organization. The Free/Busy Options property sheet is accessible by selecting Tools | Options and pressing the Calendar Options button and then pressing the Free/Busy Options button.

Outlook will replace %NAME% with the first part of the user’s email address. So an equivalent address for John Doe (an example from the previous section) would be:

http://your-server-ip:8109/john.doe

The advantage of using the first syntax is that it will handle all users, rather than just one specific user.
