Creating Resource Mailboxes 1n Exchange 2000
Mark Fugatt

Resource Mailboxes in Exchange 2000

Most companies have some form of resources that their employee’s need to schedule, an example
of certain resources would be conference rooms, company vehicles, computer labs etc. In this
article we are going to look at how these can be created and managed with Exchange 2000 and
how your users can schedule the use of these resources using the calendaring and scheduling
feature within Outlook.

The main thing to remember with Exchange 2000 is that you cannot have a mailbox without having
a corresponding Active Directory user account.

Creating the Mailboxes
The way | like to create resource accounts is to create a separate OU in Active Directory and store
them in there; it just keeps them separate from our regular user account.

For this article we are going to create a resource for our “Computer Lab”. So the first thing we need
to do is to create an AD account and an Exchange 2000 mailbox.

1. Open Active Directory Users and Computers

2. Right click over the OU that you would like to create the account in, and select New > User
from the menu.

3. Complete the fields as required (the figure below shows the settings for your Computer Lab
account)

New Object - User x|

ﬁ Create in:  exchangetrainer.com/Resource Accounts

First name: ICmnpuler Initials: |

Last name: ILab

Full name: |Compulel Lab

User logon name:

I clab | @exchangetrainer.com ﬂ

User logon name (pre-Windows 2000):
|E><CHANGETHAINEH’\

< Back I Next > I Cancel
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You will need to make sure that you create a mailbox for the resource account also.

New Object - User g, x|

g Create . exchangetiainer.com/Resource Accounts

[v {Create an Exchange mailbox

Alias:
Iclab
erver:
ExchangeTrainer/First Administrative Group/LONDON _:I
Mailbox Store:
| First Storage Group/Maibox Store (LONDON) ~|

< Back Next > Cancel

Now once we have created the new AD account and mailbox, leave it for around 10 minutes so
Exchange can create the email addresses for this account. We will be unable to log on and
open Outlook until the account has email addresses assigned to it.

Configuring the Mailbox to process Scheduling Invitations
Now that we have the account and mailbox created for the resource, we will need to configure it to
automatically process scheduling requests.

1.

2.

Log in using the AD account you created for this resource.
Configure Outlook for this account

Go to Tools > Options

In the Calendar section clear the “Default reminder” checkbox
Click on the “Calendar Options” button

Set the hours that this resource is available during the working week by using the “Calendar
work week” section, our Computer Lab is available Mon — Fri 9am — 4pm.
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(x|
~ Calendar work week
[sin MMon M Tue Vwed WThu W Fi [T sat
First day of week:  [Sunday ~| stattme: [o00aM  +|
First week of year: |Startson]an1 :_I Endtime: I‘iODPM—;l
—Calendar options
I Show week numbers in the Date Navigator

[V allow attendzes to propose new times for meetings you organize

Use this response when you propose new meeting times: | Tentative =l

Background color: | ~|  Planner options... | addHoldays... |

~ Advanced options

3 ™ Engble alternate calendar: INJ Calendar Available v I Options. .. I

I~ 'when sending meeting requests over the Internet, use iCalendar format

Free/Busy Options... | Respurce Scheduling... | Timezone.. |

[ ok | conce |

Now, because nobody is actually going to be logging in using the resource mailbox, we need to
configure it so that it automatically processes scheduling requests.

1. Whilst in Tools > Options > Calendar Options
2. Click on Resource Scheduling

3. Check the *“Automatically accept meeting requests and process cancellations” and
“Automatically decline conflicting meeting requests” checkboxes

Resource Scheduling K 2| x|

Processing meeting requests
Use these options if you are responsible for coordinating resources,
such as conference rooms.

[V Automatically accept meeting requests and process cancellations
[V #Automatically decline conflicting meeting requests:
[~ Automatically decline recurring meeting requests

You must give users permission to view and edit this calendar if you
want these options to work offline.

[ ok | conce |
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4. Click OK. A second dialog box will appear, asking to set standard permissions for all users,

click OK.

Set Permissions for Offline Use 21 x|

If you want these options to work offline, you must give users
9\ permission to view and edit this calendar.

[V Set standard resource permissions For all users;

| oK I Cancel

We have now configured our resource mailbox, to process both meeting requests and

cancellations.

What to teach your users

It is important that you teach your users how to book meetings correctly if you want to get the best

out of your system.

Booking a meeting

1. In Outlook, click on the Calendar container

2. Click New from the Toolbar, you will now be presented with the “Appointment” dialog box

3. We are going to book a 4 hour training class for Feb 3rd 2003 starting at 9am, we also need to
book the Computer Lab for this and need one of our users (Fred Smith) to be there to help as

well.

4. On the “Appointment” tab complete the title of the appointment, the start and end date, start

and end time, and any other information that you think would help you.

I Computer Training Class - How to schedule resources using Dutiook - Appalntment
Be EX Yow [oset Formxt Tooks Acions  Help

Bl soveerdGose (& ) | Ohecyrence.. Mloedtterndees., | ! 3 X & - w -
Agportmant. | scheasig |

il

Sublpct: [ Computer Training Class - Hows b schedule resou o using Outock.
Location: | =] ™ Thisis an celne meeting using: [c st riatrinsco
Mn; fren 2r372003 =] [ome T =| 1 Mdsy event
= Erdtme:  [Mon 2732003 i |
J W Bemnder: [} nour ﬂil mmu:rim = ubﬂ:ﬁnnmu =|
- |
|
coneats.. | [ e | R
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Now the important part, because we are going to need the Computer Lab and Fred Smith, we
need to schedule this. The Computer Lab is going to be a Resource.

1. Click on the Scheduling tab

2. Click on the “Add others” button at the bottom of the page

3. Select “Add from address book”

4. The "Select Attendees and Resources” dialog box will now be displayed.

5. Click on the resource, in our example “Computer Lab” and then click on “Resources ->" button.
This will now add the Computer Lab as a resource for our meeting.

6. We also require that Fred Smith be at this meeting, click on Fred Smith and then click on
“Required ->". We could have also selected the “Optional ->" button for Fred if it was not a
requirement that he attend.

ETTT—— xq
Show Names from the: |Global Address List :I
Type Name or Select from List:
| Name | Regured-> | [Mark Fugatt; -]
s B S Fred Smith
Administrator
Computer Lab —'-I
L Contact Managers
Fred Smith Optional -> | =
Mark Fugatt _:I
© Mark Fugatt {external)
SystemMailbox{D045C2F8-33__
@@ Test Group1 v Resources -> | Computer Lab 2]
:{j‘l’_ -l v ﬂJ ;]
New.. |  Properties | Find.. | SendOptions... |
ok | cancel | nep |

IMPORTANT: It is very important that users ensure they schedule resources in the Resources
section when inviting them to a meeting.
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