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Using the Organizational Forms Library in Exchange Server

1 Introduction

Since Microsoft began 'de-emphasizing' Public Folders in Exchange Server a few years back
(see the article 'The Future of Public Folders', it seems not many folks are using the
Organizational Forms library. But this still remains an incredibly useful mechanism for
storing/maintaining custom forms for both Private and Public Folders. This article describes how
to activate the Organizational Forms Library and use it for storing/publishing Outlook custom

forms used in both Private/Mailbox folders and Public Folders.

2 Organizational Forms

2.1 Overview

Exchange Server has a mechanism known as Organizational Forms which allows a
custom Outlook form to be set as the default form for any Outlook/Exchange folder. So for
example, if you create a Companies custom folder in Outlook, you can design and publish
a custom form tailored to accommodate the typical company data fields, as shown below:

[ Bottom-Dollar Markets, Inc. - Company M=l
File Edit Wiew Insert  Format  Tools  Actions  Help
[Hsaveandclose Igy | S| 0 | ¢ & ) &~ - -
General I Profile I Survey I
Comparry: IBottom—Dollar Markets, Inc.| Business j I
ShartfOthar Manps: I Business Fax :I I
Primary Lser: I j E-mail :I I
@ address. .. | 23 Tsawassen Blvd, Web page address: I
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Business :I Canada
Mailing Address v
=l

Data fields that categorise and classify the company could be shown/updated on the

Profile page:

= Bottom-Dollar Markets, Inc. - Company
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|l Save and Close \Eﬂ = L A, ';_I'I .:y - - va
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2.2 Advantages of Organizational Forms

The use of Organizational Forms has several key benefits:

Forms are maintained in a central repository, which means any changes to the
form are automatically loaded by each user the next time he or she opens an item
in the folder utilising that form.

Standard Outlook/Exchange functionality is utilised for maintaining information.
The standard Outlook Forms Designer is used for making changes to the forms
design. VB Script on the form is used to code any business logic required.

No client installation is necessary for displaying/deploying custom forms. This
reduces the support burden on the IT department.

Forms are synchronized to one’s Cached Mode folders and so are available
offline. However, as mentioned above, forms are automatically updated when a
connection to the Exchange Server is re-established.

Forms can be designed for each language environment so that each user sees
the form in his or her own language.

Forms can be replicated from one Exchange Server to another.

2.3 Creating the Organization Forms Library

To create a new Organizational Forms Library in Exchange:

1.

2
3
4.
5
6

7.

Start Exchange System Manager.
Expand the Organization object.
Expand your Administrative Group.
Expand Folders.

Right-click Public Folders.

Click View System Folders:

%Euchange System Manager

@'J File  Action  Wew Window  Help

o |m R B 2 6E

\‘L Exchangeise (Exchange) ExchangeWise {Exchange)
¥ Global Settings I—,—
: Tarmne

#-{_J Recipients =
._..I Servers 4 Global Settings

-4 Connectars -_..i Recipients
-3 Toals Ll Servers
=3 Folders A Connectors

st an Folders
2 Hierarchiy,
Resend|zhanges. ..

[ew »

In the list of folders present in the right-hand pane, click the EFORMS Registry

folder.
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8. Right click on the EFORMS Registry folder and select New->Organizational
Form:

-'.Em:hange System Manager i
&:1 File Action Wiew ‘Window Help |

= | Bml B2
v:1 Exchangewise {Exchange) 3
(-3 Global Settings = = —

-2 Recipisnts Details | Contentl Find I Stalusl Flepllcatlonl
,__j SErvers Folder Marne | Date Created

-3 Connectors [0 Forms (Engeus) 07/03/2009 01:02 PM
- Toals

B3 Folders
E|Cj Public Folders

=a

H |_.J Crg Forms 1 New
i-[3 Events Root All Tasks
1[5 OFFLINE ADDR.
3 OWascratchPa
[ SCHEDLLE+ FR
3 schema-root Refresh
[*-[C3 StorsEvents{3¢

EFDRMS REGISTRY (Connected bo CHEXSVRL)

ational Form. .,

Wigw (3
New Window from Here

-3 svsTEM conFr__ HElR

9. Enter a name for your Organizational Forms Library, and then click OK:

Properties K E3

General |F|ep|icati0n| Lirnits I Detailsl

I Marne: IDrg Farms [Eng-LUS4)

Path:
IHNDN_IF‘M_SUBTHEE;"EFDHMS REGISTRY/

Public folder description;

IDlganizatinnaI Forms [English - ISA]

E-farms language:
[Engiish (USA) [

s
ak I Cancel | Apply | Help |

10. Repeat these steps for multiple libraries for each language. Note that you can only
have only one Organizational Forms Library for each language per organization.

2.4  Setting Permissions for the Users

To set the permissions for the Organization Forms Library, do the following:

1. Right click on the appropriate Organizational Forms Library for your language and

select Properties:
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-*. Exchange System Manager

‘5‘:1 File Action Wiew Window Help

= B
JEETE

& = |BHE| 2 m

v:1 Exchangewise (Exchange)
,__j Global Settings
i Recipients
1 Servers
i Connectars
+-{_ 4 Tools
E|.__j Folders

E-£5 Public Folders

= ] EFORMS REGISTRY

[ Ora Forms (Eng-Aus)
[ ©ra Forms (Eng-LISA)

j Events Roat

EFORMS REGISTRY (Connected ko CHE?

Details | Eontentl Find | Statusl Replication
Folder Mame

“0rg Formns [E g e
4 Org Forms [Eng-,

2 PM
07/03/2003 03:46 PM

2. Select the Permissions Tab:

0Org Forms (Eng-Aus) Properties E
General I Replication I Lirnits | Exchange General I

E-maill Addresses I Exchange Advanced I Detailz:  Pemissions |MembEI 0F

Specify the users who can access this public

falder.

Specify the permizsion: on the public folder
object stored in the Active Directory.

Specify the uzers and groups who can

adminizter thiz public folder,

i Llient permizsions...

Qirectq*.grights... |

Administrative rightz... |

ok |

Cancel | Spply | Help |

form (Staff in this example):

Click Client Permissions... and add the Group of users that needs access to this
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Client Permissions
Show Mames fram the: IGIc-baI Address List j
Type Mame or Select from List:
[}5 Client Permizzions
Mi<-Syne.NET User =] adde |[staft =]
Mancy D awvalio _l
Robert King
Sajiad Khawaja
Suszan Jones
Test MxSync. MET
Test MxSyncMETZ
Test Ugerl
- Trzt | zer? _}ILI ;I
Froperties Fird... |
(] I Cancel | Help |
4. Grant the Group Reviewer permissions:
Client Permissions Ed |
M arne: Role:
Drefault R eviewer
Adminiztrator Owrer Add.. |
Anorymous
Remove |
Properties... |
— Pemissions
Roles:
[T Create items [ Eolder awner
V¥ Fead jtems [™ Faolder contact
[ Create subfolders v F[%Ier Yisible
Edit items Delete tems
i Mone % Mone
 Dwn  Own
Al ol
Ok I Cancel Help
5. Click OK to close the Client Permissions dialog.
Click OK to close the Org Forms Properties dialog.
7. Note that you will need to grant Owner permissions to users who intend to design

forms for the library.
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2.5 Publishing a Form to the Organizational Forms Library

To publish a form to the Organization Forms Library, do the following:

1.
2.

5.

Open a standard Contact form and design it accordingly.

Click Tools->Forms->Publish Form As:

FEuntitled - Company (Design)

File Edit Wiew Insert Format Tools  Actions  Form  Layout  Help
Hzaveandcose | & 0 | F @B S-|« -9 v!
e a2 [Edit Compose Page [Edt Read Page || B 38 | Q;J!

General I Profile I (Hidden) I (Histary) I (Sales Plan) I Survey I (Details) I [ Activities) I (Certificates) I (Al Field:

j Browse, ., | I— |

................. M-Companty —_—
K Project

Business: W nly
. Mailing Address i~ NI

&7

Display name: ICDmpany Publish I
Form name: IMX.Company Cancel |

Message class: IPM.Contact. MX. Company

Enter Company in the Display Name and MX.Company in the Form Name. Click
Publish.

Click File->Save As and save the form as an .oft file on the file system as a
backup:

FE untitled - Company ({Design) I
File Edt ‘“ew Insert Format Tools  Actions  Form  Lawout  Help

M caveandclose Y | & 0 | ¢ & B - -9 -

lﬁ 0y, By E % = - & - 53+ |EditComposePage]EgitReadPage| f:,'ﬁ 3 | @& QJ!

General I Prafile ] (Hidden) I (Hiskory) I (Sales Plan) I Survey I (Details) I {Activities) I {Certificates) I {All Fields) I 1G]

ShortfOther Savein: IE Organizational _Faorms j @ - Lj Q X 5] j - Tools -
e n . o SR, iy ESF | appointrments oft
E— ! ‘Comparnies, oft —
: 8 o My Recent  FSF|Mx-Appointmert. oft —
- @ pdic Documents MX*Company aoft
i Busiries 51| Projects. oft

. Mailing Address

f=)
b
]
=
g
=l

®

1 File: arne: Icompanies.oft j IL
Iy Metwork n
Places Save as bype! IOutIook Template {*.oft) j LCBIL
A

Close the form and do not save changes.
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2.6 Setting the Organizational Form as the Default Form on a Folder

To set a custom form in the Organization Forms Library as the default form for the folder,
do as follows:

1. Right click on the folder (Companies in this example) and select Properties.

Folder List | Lookfor

Al Folders Companies
O | g% | Company  /

|»

= 5 Mailbax - Brian Drury

:ﬁ Calendar

3 Challenge Click here to add
& Contacts o] Great Lakes Foad
fa] Deleted Items (3)

L7 Drafts [5]

= L7 Inbox (4255)
[ Handled {5477)
& 2ournal
L@ Junk E-mail [1393]
[=] [ M#-Contact

']
[ Me-Contack] [ Open
_-._J| Motes Open in Mew Window
L b
1 R55 Feeds
| Sent Items Adwanced Find...
[ Skylogk Con|
£3 spam ‘9 Move "Comparies”...
3 SyncIssue [ Copy "Companies”. ..
& Tasks
[ Unsure 4 Delete "Companies”

L Search Folds dle  Rename "Companies”...
£ Mailba: - Susan

= £ Mailhax - The Ef Mew Folder ..
E Calendar add to My Contacts
&= Contacts
L7 Inbox (213 Mark. &ll as Read
o . .
1 I sharing...
- Properties
—J Miail | RErL
hl I

2. The Companies Properties window will appear. In the dropdown labeled When
posting to this folder, use: select Forms:

3. Choose the Company form from the Organizational Forms library.
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Choose Form
Look In: IOrganizationaI Forms Library j Browse. .. |
|P.pp0intment
[M=-Appoi enk
Me-Company
Project
Display name: ICDmpany Open I
Eile mame: I Cancel |
Description: ﬂ Last Edit: MD 20050301 Advanced << |
Delete |
Conkack: Yersion: 0001 .
Message class: IPM.Contact. M. Company ml
4. The Company form should now be the default form for the folder:
Companies Properties E |
Administration | Farms | Permissions | Swvnchronization
zeneral | Home Page I Cutlook Address Book I Activities
&E ICDmpanies
Tvpe: Folder containing Contact Ikems
Location:  Mx-Conkact
Description: %
" Show number of unread items
£~ Show kotal number of ikems
When posting ko this Folder, use:  |[SelyieEly
W automaticaly generate Microsoft Exchange views
Folder Size... | Clear OFfline Ikems |
Ok I Cancel | Apply
5. Click OK to close the Companies Properties dialog.
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2.7 Creating New Items in the Companies Folder
To create a new ‘company’ in the Companies folder, do as follows:

1. Click New on the Companies folder. Your custom Company form should open.

= untitled - Company 9= B3

File Edt “ew Insert Formab Tools  Actions  Help
A saveandclose Iy | &4 0 | ¥ & Y G- = -B
General l Profile I Survey ]

Company || Business :II

ShortfOther fame: I Business Fax :I I

Primary User: I d E-mail :II

@ Address, .. Web page address: I L%
Busingss :I

Mailing Address I

2.8 Linking Items using Custom Forms

Below is an example of an appointments form used to link to a company in the
Companies folder:

1. A custom appointment form with a Details tab is deployed on the Appointments
folder:
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i Untitled - Appointment

File Edit iew Insert Format Tools  Actions  Help

|l Save and Close | =5 (] | £¥Recurrence... | F]Invite Attendees | ¥ 0 e

Appainkment I Details I Scheduling I

Subiject: I

Location: I j Label
[y
h)

Start bime;  |Sat 07,03/2009 j {03:00 PM j [~ Al day event

End time: [sat 07j03j2009 x| Jozzoem -

¥ Reminder: |15 minutes j 2| Show time as: I. Busy j

2. The Details tab has a Company Name dropdown field that loads a list of the
companies from the Companies folder:

File Edit Miew Insert  Format  Tools  Actions  Help

sl Gave and Close | =4 4_¥Recurrence.., | —Invite Attendees | ¢ I bt

Appointrent I Details I Scheduling ]

Company Mame: I ﬂ

alinga R Lirank
Great Lakes Food Market
Rattlesnake Canvon Grocery

3 Integrating Outlook Data with your Back-End CRM or ERP System

Having the ability to create custom folders and forms in Outlook to extend Outlook’s functionality
beyond simple contact management is one thing. But the real benefit in all this usually lies in
being able to integrate this data with your corporate accounting or CRM database.
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This integration can be achieved by utilizing a utility like MX-Sync. MX-Sync is an Exchange
Server to Database synchronization utility. So it is used to synchronize Outlook/Exchange with
any back-end database, be it SQL Server, MySQL, Oracle, Sybase, etc.

For more information on MX-Sync visit www.mxsync.com.

3.1 Custom Folders

MX-Sync will synchronize data bi-directionally between Outlook/Exchange custom folders
and a SQL (or other) database in the same way it syncs any other Outlook/Exchange
folder.

So in the example shown below, MX-Sync can be used to synchronize not only Inbox,
Sent Items, Contacts, Calendar, Tasks, etc, but also the 3 custom folders (Companies,
Groups and Opportunities) that appear below the MX-Contact folder.

(Note that when MX-Sync runs, it can be set to create the required custom folders in each
user’'s mailbox automatically).

Inbox - Microsoft Outlook

! File Edt Wiew Go  Tools  Actions  M@-Contack  Help
Padnew - | L3 X - aBeply -4 Reply to Al (o, Farware
P 26 | @ Back @) | CA (& | 573 | Messages

i | shortcuts = 3 Mew Ttem | =4 | {5 84 e M

All Folders ! [ | @| From Subie
3 @ Mailbox - Robert King
i calendar =] Date: Today
# (8] Contacts - @  Tom Watson [SPa
# (5] Deleted Items
L.# Drafts =] Date: Three Weeks Ago
:5_5! I"hu"| (1) || = RobertKing Send
4l Journal
) Robert Ki 5
L@ Junk E-mail = obert *ing ent
= Me-Contack
— =l Date: Older

f=| Companies

8= Groups P
8 Opportunities [SPAMI test data is

MX-Sync will also synchronize the custom (non-Outlook) fields associated with the
corresponding table in SQL Server. So for example, if an Opportunities table exists in
SQL, with custom fields like Stage, Status, etc. MX-Sync will sync these data fields down
to Outlook and create the necessary custom fields.

3.2 Links Between Items

Aside from simply synchronizing the data, MX-Sync can also create links in the SQL
database between items/records. So if your Outlook Company form has the ability to
create links to Contacts (see the article on Extending Outlook’s Functionality with the use
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of Custom Forms) then MX-Sync can create the necessary links between the company
and contact item in the SQL database.
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