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How to set up Public Folders for Off Line Use - Short Version - no Pictures

(long version with pictures follows this section)

Edit your email Accounts. (Tools | Email Accounts | View or Change Email Existing
Accounts)

Highlight your exchange server account (you may only have this account) and select
Change...

Select ‘More Settings....’

Choose the ‘advanced’ tab. Make sure both ‘Use cached exchange Mode’ and
‘Download Public Folder Favorites’ are ticked.

If no offline or cached working was set up previously, you may need to re-start
Outlook at this point. If you do, make sure Outlook has completely shut down before
restarting. (You can check in Task Manager on the process tab to see whether there
is a process called Outlook.exe. If there is wait a few seconds and then end the
process.)

Now you need to copy the folders you want made available ‘offline’ into the ‘Public
Folder Favorites’ folder. Right click the top level folder you wish to add and select the
option ‘Add to favorites.

Select ‘options’ and tick ‘Add subfolders’ , ‘add all subfolders’, ‘automatically add new
subfolder’, ‘add all subfolders’. Now click Add.

The folders will be added under your public folder favorites, and will begin to populate
with items from the server. This is the cached mode starting to work (making a local
cache of all the server items).

You now need to set the public folder favorites to also be available offline. Select
Tools | Send Receive Settings | Send receive groups | Define send receive groups
(or press ctrl-alt-S)

Decide how often you want Outlook to update your offline folders when on-line and
offline and set the schedule accordingly at the bottom of the window ‘Setting for
Group’ all accounts.

Highlight ‘All Accounts’ and select ‘Edit’
Make sure all the ‘Account Options’ boxes are ticked in the top half of the form.

In the ‘Folder Options’ section in the bottom half of the form, make sure all the folders
you want to have an offline copy of are ticked. You will need to expand all the folders.
(or right click the top folder and select ‘tick all sub folders’.

For TeamScope CRM , this is all the sub folders, AND another configuration folder
under the ‘Notes’ folder in your personal mailbox. Tick any other folders in your own
mailbox that you may want offline while you are there.

Press OK. You have finished the set-up. You now need to press ‘Send-Receive’ and
wait for all the information to download from the server. If you have large folders, this
may take a while the first time you do the send receive.

Potential Problems

If you are using custom forms and they don’t appear - you may have an early version of
Outlook 2003. If you have version 11.5606.5606 (or similar) you will need to add at least
service pack 1 - preferably Service Pack 2 of Outlook or Office to get custom forms to work
with offline folders.



If you are running TeamScope, and you don’t add all the sub folders, or you change the
hierarchy, TeamScope will not be able to find the folders. It will use the favorites by default,
even if you are on-line. You will need to move the folders in favorites so that the parent and
sub folder structure stays the same. If necessary, delete the favorites folders (it won’t delete

the originals) and re-add them.



How to set up Public Folders for Off Line Use
(Long Version - with pictures)

1. Edit your email Accounts

Tools | Email Accounts | View or Change Email Existing Accounts

E-mail Accounts

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

() Add a new e-mail account

(=) ¥iew or change existing e-mail accounks;

Directory

(O add 5 new directory or address book

|Z| () Wiew or change existing directaries or address books

kel

< Back I et = l [ Close ]

2. Highlight your exchange server account (you may only have this account) and select
Change...

E-mail Accounts rg|

E-mail Accounts
‘ou can select an account and change its settings or remove i,

Cutlook, processes e-mail for these accounts in the Following order:

Mame Type Change...
Microsoft Exchange Server Exchange (Default)

Davkon POP/SMTP
tangeman. co.uk POR[SMTR

Yirgin POP/SMTP

Set as Default
Maorve Up

Mowe Down

Deliver new e-mail ko the Following location:

Mailboy - David Tongeman v | [ Mew Sutlook Data File,.. ]

« Back ” Finish ][ Zancel

3. Select ‘More Settings....’



E-mail Accounts

X)

Exchange Server Settings
‘fou can enker the required information to connect to your Exchange server,

Twpe the name of your Microsoft Exchange Server computer, For information, see wour
syskem administrator,

Microsoft Exchange Server;

Use Cached Exchange Mode

Tvpe the name of the mailbox set up For vou by vour administratar. The mailbox name
is usually wour user name,

User Mame: |David Tongerman

Moare Setkings ...

4. Choose the ‘advanced’ tab

Microsoft Exchange Server

| General | Advanced | Security | Connection | Remake Mail

Mailboses
2pen these additional mailboxes:

Zached Exchange Mode Settings
IUse Cached Exchange Mode
Diowwnload Public Folder Favorites

Mailboy Mode

Cutlook is running in Unicode mode against the
Microsaft Exchange server,

[ ffline Eolder File Settings. .. ]

[ o] H Zancel ] Apply

Make sure both ‘Use cached exchange Mode’ and ‘Download Public Folder Favorites’ are
ticked.



5. If no offline or cached working was set up previously, you may need to re-start
Outlook at this point. If you do, make sure Outlook has completely shut down before
restarting. (You can check in Task Manager on the process tab to see whether there
is a process called Outlook.exe. If there is wait a few seconds and then end the
process.)

El Windows Task Manager

File Options View Help

Applications | Processes |Peanrmance Metwarking

Irnage MName Uset MName CPU | Mem Usage 5
LogMeInSystray.exe david i} 5,100 K
lsass. exe SYSTEM un} 2,852 K
mdm.exe SYSTEM oo 3416 K
msdte, exe NETWORK SERNWICE un} 5,240k
MSMsgs. exe david i} 8,084 K
QbW . exe SYSTEM [un} 59,945 K

39 K
qttask.exe david ali} 2,528 K
rapimgr.exe david i 5,284 K
RTHDCPL.EXE david un} 11,2058 K
acheduler.exe SYSTEM i 1,184 K §
SchedulerOBM. exe SYSTEM [ali} 12,428 K
SErvICES. EXE SYSTEM oo 4,506 K
Skype.exe david [ali} 13,032 K
skvpePM. exe david i 19,416 K
5SS BRE 2¥3TEM ao 392K
sponlsy, exe SYSTEM oo 5,960 K
sqlbrowser.exe METWORK SERVICE 00 2,276 K
snlservr. Aer SYSTEM nn HAME v

[Jshow processes From all users
Processes: 59 CPU Usage: 1% Commit Charge: 743M [ 2896M

6. Now you need to copy the folders you want made available ‘offline’ into the ‘Public
Folder Favorites’ folder. Right click the top level folder you wish to add and select the
option ‘Add to favorites.

Add to Favorites

Public Folder name:

Eavarite folder namea:

|OutDakCRM |

Subfolders

Add subfolders of this Folder
() add immediate subfolders anly
() add all subfolders

Aukornatically add new subfolders
OF\ i i I_:Fnlders only

®s

Locakion

7. Select ‘options’ and tick ‘Add subfolders’, ‘add all subfolders’, ‘automatically add new
subfolder’, ‘add all subfolders’. Now click Add.



8. The folders will be added under your public folder favorites, and will begin to populate
with items from the server. This is the cached mode starting to work (making a local
cache of all the server items).

9. You now need to set the public folder favorites to also be available offline. Select
Tools | Send Receive Settings | Send receive groups | Define send receive groups
(or press ctrl-alt-S)

Send/Meceive Groups

oty

& Send/Receive group conkains a collection of Qutlook accounts and
Folders. You can specify the tasks that will be performed on the group
during a send/receive.

Group Marme Send/Receive when

All Accounts online Only
Application Folders Cnline and Offline

Edit...
Copy...

Remowve

=
1]

Renare

Setting For group "All Accounts"

Include this group in send|receive (F9),
Schedule an automatic send/receive every | 15 % | minutes,
[ ]Perfarm an automatic send/receive when exiting.

When Outloak is OFfline

[ ]1nchude this group in sendreceive (F3,

Schedule an automatic send|receive every | 15 o | minutes,

Close

10. Decide how often you want Outlook to update your offline folders when on-line and
offline and set the schedule accordingly at the bottom of the window ‘Setting for
Group’ all accounts. (see above)

11. Highlight ‘All Accounts’ and select ‘Edit’



Send/Receive Settings - All Accounts E|

Accounts Include the selected account in this group [ Account Propetties. ..

Account Opkions

%

Select the options wou want For the selected account
Microsoft Excha...

Send mail items Make Folder home pages available offline
: Receive mail items synchronize forms
%;51' Download offline address book
i1
Davkan [ Address Book Settings, ..
- Folder Cptions
:‘_‘ Check folders from the selected account to include in send|receive
tongeman.co.uk [ = &4 Public Folders ~|

[= [ Favorites
# [ Development
= [#3 outlaokCRM
[v] &5 Companies (12
M CRM Calendar |
G| CRM Contacts |
éﬂ- CRM Journal
] CRM Tasks (13)
| w3 Dashboards
_ I3 E-mail History 1%
| £ 5

=]

[ Ok ][ Cancel ]

12. Make sure all the ‘Account Options’ boxes are ticked in the top half of the form.

13. In the ‘Folder Options’ section in the bottom half of the form, make sure all the folders
you want to have an offline copy of are ticked. You will need to expand all the folders.
(or right click the top folder and select ‘tick all sub folders’.

14. For TeamScope CRM , this is all the sub folders, AND another configuration folder
under the ‘Notes’ folder in your personal mailbox. Tick any other folders in your own
mailbox that you may want offline while you are there.

Folder Cptions

Check Folders from the selected account to include in send/receive
L7 Drafts [5] ~ | ) Download headers only

(%) Download complete item inchuding
attachments
lg Junk E-mail [20] [ ]Download only headers for ikemns
virain = W] Motes larger than
? w1 Davton Config
<] Opportunities
M kb
[w1C3 Personal Email Histary
W[4 RSS Feeds ¥
< >
I Ok ] [ Cancel ]

15. Press OK. You have finished the set-up. You now need to press ‘Send-Receive’ and
wait for all the information to download from the server. If you have large folders, this
may take a while the first time you do the send receive.



Potential Problems

If you are using custom forms and they don’t appear - you may have an early version of
Outlook 2003. If you have version 11.5606.5606 (or similar) you will need to add at least
service pack 1 - preferably Service Pack 2 of Outlook or Office to get custom forms to work
with offline folders.

If you are running TeamScope, and you don’t add all the sub folders, or you change the
hierarchy, TeamScope will not be able to find the folders. It will use the favorites by default,
even if you are on-line. You will need to move the folders in favorites so that the parent and
sub folder structure stays the same. If necessary, delete the favorites folders (it won’t delete
the originals) and re-add them.



