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OfficeCalendar Version 3.1.1.0 Upgrade Overview

OfficeCalendar Clients lower in version number than 3.1.1.0 are not interoperable
with the OfficeCalendar Version 3.1.1.0 Server, and vice-versa. However, trying to
synchronize a Version 1x - 2x Client with the Version 3.1.1.0 Server, and vice-versa,
will not harm OfficeCalendar in any way. If there is a version mismatch between the
OfficeCalendar Client and Server software, the end-user will receive a message
telling them of the version mismatch and to contact their OfficeCalendar
Administrator.

Thus, to avoid confusion among end-users, we suggest that you notify all
OfficeCalendar users of the day and approximate time you’ll be performing the
upgrade. Also, because both the OfficeCalendar Server and Client software need to
be upgraded, we recommend that you perform the upgrade when you have the time
to upgrade both the Server software and all Outlook Clients using OfficeCalendar
with the OfficeCalendar Version 3.1.1.0 Client upgrade.

Both the OfficeCalendar Server and Client upgrades are easy to perform and install
quickly. When performed properly, it is estimated that the typical OfficeCalendar
Server upgrade will take less than 5 minutes, while each OfficeCalendar Client
upgrade will take approximately 1 minute.
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Installing the OfficeCalendar Version 3.1.1.0 Server
Upgrade

1. If you have not done so already, download the OfficeCalendar Version 3.1.1.0
upgrade installer from our website at
http://www.officecalendar.com/purchase/login.asp. You’ll need your customer
login information to obtain the upgrade.

2. Double-click on the ocupgrade3110.exe file that you downloaded from our
website.

ocupgradesl 10, exe

3. From the OfficeCalendar Server Upgrade Welcome screen; click Next.

B8 OfficeCalendar Server Lipgrade E|

Welcome
“Welzame to the upgrade for OfficeCalendar Server 3.1.1.0.

It iz strongly recommended that you exit all “windows programs
befare cantinuing with thiz installation,

If you have OfficeCalendar Server mnning it will be shut doven
automatically.

Calendar

If you have any other programs running, pleaze chck Cancel,
cloze the programs, and run this setup again.
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4. Select the folder where your current OfficeCalendar Server is installed, and click
Next. If your current OfficeCalendar Server is installed in the C:\Program
Files\OfficeCalendar Server folder, the OfficeCalendar Server Upgrade
installer will detect and apply it automatically for you.

% OfficeCalendar Server Setup E'
Installation Folder A
“Where iz your current version ingtalled? [;:35,
Flease chooge the path to pour current OfficeCalendar S erver ingtallation.
Upgrade OfficeCalendar Server in:
C:AProgram FileshOfficeCalendar Server | [ Change... l
< Back l | Hest » | ’ Cancel

5. Select an installation folder for the OfficeCalendar Client installation files, and
click Next. For ease of support we recommend that you choose the default
location of C:\ocalclient.
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B8 OfficeCalendar Server Lipgrade [z|

OfficeCalendar Chent Installation Files A

YWw'here would vou like the Client Install files to be installed’? [:3"".?

Chooze a path where you would like to ztore the files neceszan to install the OfficeCalendar Client.
It iz recommended that vou accept the default value given below, If you do need to change the
path, click the Change buttan. This folder will heed ta be shared on vaur netwark, after thiz
inztallation iz complete.

Inztall Client Files ta:

C:hocalclient H Change... l

< Back l | Hest > | ’ Cancel

6. Please read the OfficeCalendar license agreement; click the I agree to the
terms of this license agreement radio button; and click Next.
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B8 OfficeCalendar Server Setup [z|

Licensze Agreement A

Fleaze read the following license agreement carefully, E:'E'?

SOFTWARE LICEMSE AGREEMENT F
IMPORTAMNT INMSTRUCTIOMNS: Pleaze carefully read the following instructions and Saoftware
Licenze Agreement befare downloading.

By downloading and installing OfficeCalendar you agree to follow theze impartant instuctiong

take a backup copy of pour data befare ingtalling OfficeCalendar. Lookout Saoftware is not
rezponsible for lost or duplicated data.

Inztructions for making a backup copy of vour data in Outlook;

1. Open Microzoft Outlook,

(%) i agree to the terms of this license agreement

) | do not agree to the terms of this license agreement

< Back l I Hest > l ’ Cancel

7. From the Ready to Upgrade dialog box; click Next.
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%)

% OfficeCalendar Server Lipgrade

Ready to Upgrade
Y'ou are now ready to upgrade OfficeCalendar Server 3.1.1.0 E:'E'?

The ingtaller now has enough information to upgrade OfficeCalendar Server on your compriker.

The following zettings will be used:

Inztall folder: C:AProgram FileshOfficeCalendar Server

Fleaze click Mest to proceed with the upgrade.

< Back l | Hest > | ’ Cancel

8. Once the OfficeCalendar Server upgrade setup has successfully installed; click
Finish.
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B8 OfficeCalendar Server Lipgrade E|

Upgrade Successful

The OfficeCalendar Server 3.1.1.0 upgrade iz complete.
Thank vau for choozing QfficeCalendar Serverl

Fleaze click Finizh to exit thiz installer.

Calendar

& .
=

 off

=

Lookout Software

WWW.OFFICECALENDAR.COM

Einizh

9. Just after you click Finish you’ll see the What’s Next screen appear. This screen
briefly describes the steps you’ll need to perform after installing the
OfficeCalendar Server. Please take a minute to read through the What’s Next
screen text. When you are finished reading the text in the What’s Next page,
close the window. Your OfficeCalendar Server Version 3 upgrade is now complete
— proceed to the topic Installing the OfficeCalendar Version 3.1.1.0 Client
Upgrade.
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What's Next?

You have finished upgrading the OfficeCalendar Server.

To complete installing the OfficeCalendar upgrade, you will need to upgrade each of your
client installations to version 3.1.1.0. If one of your clients try to connect to the server
before it has had a chance to be upgraded, it will get a message that it needs to be updated
and it will configure itself to work offline. It will not cause any problems with the upgraded
installation.

In the C:\ocalclient directory, you should see a setup3110.exe file. This is the file that you
will need to execute on each user's computer. This file will install right over their current
installation.

While you are still at the server, check to make sure the C:\ocalclient directory is still shared,
s0 you can connect to it from your client computers to run the install.

If you have Outlook installed on this machine, and the user of this machine will be sharing
information with OfficeCalendar then you should run the client install {setup3110.exe) from the
C:\ocalclient directory on this machine.

For more detailed information on how to install or to find out about all the new features in
Version 3, please read the updated user guide available from http://www.officecalendar.com.

10. Finally, before proceeding to the next step in the upgrade process, start the
OfficeCalendar Server by clicking on the OfficeCalendar Server icon on the
desktop in which the Server was installed.
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Ensure that the OfficeCalendar Client Installation Folder
Is shared on your network

Ensure that the c:\ocalclient folder on the computer where you installed the
OfficeCalendar Server is shared on your network so that all workstations wishing to
use OfficeCalendar can browse to it in order to install the OfficeCalendar client for
Microsoft Outlook. All workstations needing to install the OfficeCalendar Client will
need access to this shared folder.

During the initial installation of the OfficeCalendar Server, the OfficeCalendar
installer copies the OfficeCalendar client installation files to a specified folder and
attempts to create a network share on this specified folder. However, this may not
work on some computers. The default location for the OfficeCalendar installation files
is c:\ocalclient. You can quickly determine if this folder is shared to other network
users by browsing to the c:\ folder (on the computer where you installed the
OfficeCalendar Server) with Windows Explorer or My Computer. Locate the
ocalclient folder - if it is shared to other network users the folder will have a hand
just under the folder as shown in the illustration below.

-

ocaldient

If the OfficeCalendar installer was unable to create a share on your designated
OfficeCalendar Server computer, you can easily create a share manually by following
the instructions below.

To share the c:\ocalclient folder on your network:

1. Open Windows Explorer, and then locate the folder c:\ocalclient.
2. Right-click on the c:\ocalclient folder, and then click Sharing and Security.
3. Select the check box Share this folder on the network; and click OK.

You will now notice that c:\ocalclient folder now has a hand beneath it to indicate
that it is shared on your network.

=

ocaldient
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Quick Tip

What if you can’t share the ocalclient folder?

If, for some reason, a workstation cannot open the shared ocalclient
folder there is a simple altemative to installing the OfficeCalendar
client: simply copy the entire ocalclient folder to another drive on your
network that is accessible to the workstation, and have the workstation
install from this new accessible share.

Installing the OfficeCalendar Version 3.1.1.0 Client
Upgrade

1. From each workstation where you are upgrading the OfficeCalendar Version
3.1.1.0 Client software, browse to the ocalclient folder on the computer where
the OfficeCalendar Server is installed. The easiest way to do this is to click Start
| Run; and type in
\\YourOfficeCalendarServer’'sComputerName\ocalclient; and click OK. In
the example below, “ocserver” represents the OfficeCalendar Server’'s computer

name.

= Type the name of a program, folder, document, or
e Internet resource, and Windows will open it for you.

Open: | \\ocserver \ocaldient vl

[ Ok H Cancel ][ Browse... ]
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Quick Tip

Don't know your OfficeCalendar Server's computer
name?

If you do not know the name of the mm&uter where your OfficeCalendar
Server is running simply open the OfficeCalendar Server program on that
computer. Open the OfficeCalendar Server program by right-clicking on the
OfficeCalendar Server icon ﬁlhnwn below) in the task tray and selecting

Show Admin Console. If the icon is in the task tray, then the
OfficeCalendar Server will need to be started.

The OfficeCalendar Server's computer name is displayed at the top of the
OfficeCalendar Server and Administration Console screen (highlighted below).

i~ OfficeCalendar

| Accounts/Secunty I Lszer Gn:uupsl Group Ealendarsl Eu:unfiguratiu:unl

User,/Resource List User/|
List of existing users and resources. Click to highlight a Select :
specific item, Once highlighted, vou can edit, delete or that ite
change the ikem's rights, saved i

2. Double-click on the setup3110.exe icon (show below).

& ocalclient

File Edit Wiew Favorites Tools Help

eBack @ J Lﬁ /:\J Seatch H Falders -

= configclient.=ml
Flle and Folder Tasks #ML Document

1KE
j Make a new Falder

&8 Fublish this Falder to the
Wehb

d Share this Folder

3. From the OfficeCalendar Client Setup Welcome screen, click Next.
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51 OfficeCalendar Client Setup E|

Welcome

Ywelcome to the installer for OfficeCalendar Client 3.1.1.0.

It iz strangly recommended that you exit all ‘Windows programs
before continuing with thiz installation.

If wour have any ather programs running, please click Cancel,
cloze the programsz, and run this setup again.

Calendar

Othemwize, click Mest to continue,

ice

 off

L
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| Mewt » | ’ Cancel l

4. Select an installation folder for the OfficeCalendar Client installation (for ease of
support we recommend that you choose the default location of C:\Program
Files\OfficeCalendar); and click Next.
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%)

51 OfficeCalendar Client Setup

Installation Folder A

Ywhere would vou like OfficeCalendar Client to be installed? E:'E'?

The software will be inzgtalled in the folder listed below. To zelect a different location, either type in a
new path, or click Change to browse for an existing folder.

“Wie suggest vou uze the default folder shown, if at all poszible.

Inztall OfficeCalendar Client ta:

C:AProgram FileshOfficeCalendar | [ Change. .. l

Hest > | ’ Cancel

5. From the Ready to Install screen; click Next.
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%)

51 OfficeCalendar Client Setup

Ready to Install
You are now ready to install DfficeCalendar Client 3.1.1.0 E:'E'?

The ingtaller now has enough information to install DfficeCalendar Client on your compter.

The following zettings will be used:

Inztall folder: C:AProgram Filezh\OfficeCalendar

Fleaze click Nest to proceed with the inztallation.

< Back l | Hest > | ’ Cancel

6. From the Almost done... screen, click Next.
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%)

51 OfficeCalendar Client Setup

Almost done._._.

The main inztallation hasz finizhed.

There are a few steps that need to be completed ta configure vour installation. Pleaze click Mext ta
finalize the inztallation.

Hest > | ’ Cancel

7. Click Finish when the OfficeCalendar Client installation has successfully
completed.
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51 OfficeCalendar Client Setup E|

Installation Successful

The OfficeCalendar Client 3.1.1.0 installation is complete.
Thank vau far choozing OfficeCalendar Client!

Fleaze click Finizh to exit thiz installer.

Calendar

@
=
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8. Start Microsoft Outlook on your computer.

Outlook Today - Microsoft Outlook

f Fle Edt View Go Tools Actions Help
i yiNew - | | Hisend/Receive ~ | ZpFind | [ T
okl

glfoces calendar
(=) €5% Personal Folders
:—ﬁ Calendar monday
& Contacts B L30PM-2:30PM
B %Delef:d Items tuesday
L.# Dra o
# |2 Tnho B:00 AM - 5:00 AM W

Click on the Synchronize OfficeCalendar icon.
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If you are the first person to synchronize with the OfficeCalendar Server since the
upgrade you will only see the Group Calendar sub-folder under your Calendar
folder. No other items will be created for any of the other users you are sharing
Outlook information with until they have performed their first OfficeCalendar

synchronization after they’ve upgraded.

Calendar - Microsoft Cutlook

! Fle Edit View Go Tools Actions  Help
P Hnew - | 4 X [ g9 | Today || T]Day |[5]work Week |

All Folders
=l 6 Personal Folders coT
= E Calendar =
] Group Calendar
[&5] Contacts 3
{a] Deleted Items
L7 Drafts 4 oo
L[5 Inbox
HE 1riemal --

Once other users have synchronized after upgrading, you will see their folders
appear in your Outlook folder list during your subsequent synchronizations.

Calendar - Microsoft Outlook
! Fle Edit W¥ew Go Tools Actions Help

ENew - | 4 X 2| g4 | Today || 1]Day | 5]Work Week | 7] Wes
| !

All Folders

=] ‘Eﬁ Personal Folders ceT
=l [ calendar -
ﬁ Group Calendar
5 Thompson, Joan 3 am
&= Contacts
{a) Deleted Ttems 4 oo
L7 Drafts
[ Inbox a0
S8 Journal 5

Repeat steps 1-8 above with all of your OfficeCalendar Client computers until all
have been upgraded. 19
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Additional Version 3.1.1.0 Upgrade Resources

To learn about the new features in OfficeCalendar Version 3, please visit our website
at http://www.officecalendar.com/products/whatsnew_v30.asp. Also, please
download the updated OfficeCalendar Installation and User’s Guide for Version 3
from our website at http://www.officecalendar.com/downloads/ocuserguide.pdf.
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