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OfficeCalendar Version 4.5.1.0 Upgrade Overview

OfficeCalendar Clients lower in version number than 4.5.1.0 are not interoperable
with the OfficeCalendar Version 4.5.1.0 Server, and vice-versa. However, trying to
synchronize a Version 1x — 4.0.0.0 Client with the Version 4.5.1.0 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 4.5.1.0 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 4.5.1.0 Server
Upgrade

1. If you have not done so already, download the OfficeCalendar Version 4.5.1.0
upgrade installer from our website at
http://www.officecalendar.com/purchase/login.aspx. You'll need your customer
login information to obtain the upgrade.

2. Double-click on the ocupgrade4510.exe file that you downloaded from our
website.

ocupgradedS10.exe

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

% OfficeCalendar Server Upgrade El

Welcome
‘Welcome to the upgiade far OfficeCalendar Serves 4.5.1.0

I iz shromghy eecommended that pou et 8ll Windows peograms
befere contiraang walh lhis rstallalicn,

If yeus hanve QificeCalendsr Senver iunning i will be shit down
suomaticaly,

) By Lookoul Softwarng -[
OfficeCalendar =

1F s bz ang other peograms nurning, pleasse chok Cancel,
clase the progeams, and n this sedup again

Oithwsvize, chek Mest lo conlinue.

The easy and afordabie way
o share Microsoft Ouliook
Calendars.

[ et i[ Cancel

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.
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8 OfficeCalendar Server Setup

Installation Foldes TR
‘wihere i pour cuimerd version nstallad T

Please choose the path 1o pour cunent DificeCalendar Server nslallation,

Upgiade OfficeCalenda Server in

C\Piogram Fles\DfficeCalendas Server

< Back |[ et » I[ 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.

8 OfficeCalendar Server Upgrade

OfficeCalendar Chent Installation Files TR
‘wihiere woild wou ke the Chent Install s 1o be mstalled 7

Choage & path whene you would Bce to store the flies necessany to install the OlficeCalendar Chent
It i recommendad that pou sccept the dedsult vilue green below, If vou do nesd 1o changs Lhe
path, chek Hee Change buthor. This loldes vl need o be shased on pour netwoek after this
installation is comphate,

Irsstall Chent Fibes bo

|Chocalchert _

< Back |[ et I[ 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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8 OfficeCalendar Server Setup

License Agreement TR
Please read the follovang beense agieement carefully,

[GOFTWARE LICENSE AGREEMENT |
IMFORTANT INSTRUCTIONS: Please catully read the folowng nshuchions ard Soffwae
License Agreement befone downloading.

By downloadng and mstaling OiiceCalendar wou sgree to lollow these mmpaitant instruclions:

Make a backup copy of poun deta belone relaling DifceCalendsr, Lookout Saltwere i not
negpormible lof lost or dupbcated dala,

Instisctions foe making & backup copy of your dals in Dutlook:

1. Opern Microeodt Dutiook

(=) || agree bo the berms of thiz boense agreement
(3 1 do not agres 1o the teims of this bcense agieement

< Back || et ][ Cancel

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

£ OfficeCalendar Server Upgrade

Aeady to Upgrade m
o are now ieady 1o upgrads DfficeCalards Serves 4.51.0

The installer now has encugh infermaton to upgeade DificelCalendar Senver on your computer.

The followng setlings will be wed
Irsshall fodder: C:\Progeam Filez\OlhceCalendar Server

Please chok Mext 1o proceed with the upgrade.

< Back |[ et ][ Cancel

8. Once the OfficeCalendar Server upgrade setup has successfully installed; click
Finish.
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8 OfficeCalendar Server Upgrade El

s Upgrade Successful
=S The OificeCalendar Server 45.1.0 upgrade i complete.
g = Thank youtor choosing OlficeCalender Served!
‘g Plesse ehek Firish lo et this instale,
&
& @
Q
@
O
The easy and affordabie way
o share Microsoft Ouliook
Calendars.

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 4.5.1.0 upgrade is now
complete.

What's Next?

ou have finished upgrading the OfficeCalendar Server.

To complete installing the OfficeCalendar upgrade, you will need to upgrade each of your chent
installations to version 4.5.1.0. 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 neads to be updated and it will configure itself to
work offene. It will not cause any problems with the upgraded mstallation.

In the C:\ocalchant derectory, you should see 3 setup4510.exe file. This is the file that you will need to
axacute on each user's computer, This file will nstall nght over their current installatbon.

While you are sbill at the server, check to make sure the C\ocalchent directory 15 still shared, 50 you
can connect to it from your chent computers to run the nstall,

If you have Qutlook mstalled on this machine, and the user of this maching will be shanng mfermation
with OfficeCalendar then yvou should run the chent install (setup4S10.exe) from the Cocalclant
dirgckory on this machine,

For more detailed mformation on how to install or to find out about all the new features in Version
4.5.1.0, please read the updated user guide available from http:/ feowe.of

10. Finally, before proceeding to the next step in the upgrade process, open the
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11.You will now see the registration screens for OfficeCalendar Online once your
OfficeCalendar Server upgrade is complete. Please read the OfficeCalendar Online
license agreement; click 1 agree to the terms of this license agreement radio
button. Then click Continue.

OfficeCalendar, Registration @

G View Outlook calendars over the web!

OfficeCalendar Ondine fweb access to Outlook calendars] is avallable
froe (o all OfficeCalendar Premium Maintenance Plan subscribers and
OfficaCalandasr Froe Trial Suppon participams.

Enter your support login credentials to activate OfficeCalendar Online.

Licensze Agreement

kd azter Subzcription Agreement A
TERMS OF USE OF OFFICECALENDAR OMLIME:
B CLICKIMG THE CHECKEOX DISFLAYED
BELOWw, v'0OU ™~OU™ ANDAOR ™rOUR™AGREE TO
THE FOLLOWIMG TERMS AND COMDITIONS [THE
"AGREEMEMT™ GOVERMING YOUR USE OF
OFFICECALEMDAR OMLIME [THE "SERWICE"],
JSED IM COMJUMCTION wI1TH THE
OFFICECALEMDAR SOFTWARE PRODUCT
["OFFICECALEMDAR™), PROVIDED BY LOOEOUT
SOFTWARE LLC ["COMPANY). IFYOU ARE
EMTERIMNG INTO THIS AGREEMEMT OM BEHALF
OF & COMPANY OR OTHER LEGAL ENTITY, vOU
REPRESEMT THAT %0l H&WE THE AUTHORITY
TOBIND SUCH EMTITY TO THESE TERMS AMD
COMDITIONS, IM »WHICH CASE THE TERMS
"OU" OR "vOUR" SHALL REFER TO SUCH
ENTITY. IF¥'0U DO NOT HAWE SUCH
AUITHORITY, OR IFY0U DO MOT AGREE “WWITH
THESE TERMS AMD COMDITIONS, ¥OU SHOULD
MWOT CHECEK. THE BOX DISPLAYED BELDW AND
rOU MayY MOT USE THE SERYICE.

Weloome

v | agree to the terms of this license agreerment

Cancel Continue

12. OfficeCalendar Online is an optional feature that allows OfficeCalendar users to
access their Outlook shared calendars online while away from the office.
OfficeCalendar Online is only available to OfficeCalendar customers that are
currently subscribed to the OfficeCalendar Premium Maintenance & Upgrade
Protection Plan. Please follow the steps for the option most appropriate for you:

a) If your organization is currently subscribed to the OfficeCalendar Premium
Maintenance & Upgrade Protection Plan (if you aren’t sure what Maintenance
& Support Plan you are currently subscribed to, log into your account at
http://www.officecalendar.com/purchase/login.aspx), you can create your
organization’s OfficeCalendar Online account or sign into an existing
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OfficeCalendar Online account and begin accessing your Outlook calendars via
the web.

To sign into your existing OfficeCalendar Online account, enter your
organization’s account name, and the email address and password that
belongs to your OfficeCalendar customer account (used to log into
OfficeCalendar.com to access your information, buy additional licenses,
access your support account, etc.).

To create your organization’s OfficeCalendar Online account, specify a
personalized database account name for your organization’s OfficeCalendar
Online account (for example, you may want to use your company name or an
abbreviation of your company name), and enter in the email address and
password that belongs to your OfficeCalendar customer account (used to log
into OfficeCalendar.com to access your information, buy additional licenses,
access your support account, etc.).

OfficeCalendar Registration

0 View Outlook calendars over the web!

OfficeCalendar Online fweb access to Outlook calendars) is avallable
free 1o all OfficeCalendar Premium Maintenance Plan subscribers and
OfficeCalondar Fres Trial Suppon participants.

Enter yaur support lagin credentials to activate OfficeCalendar Online.

Account
D atabaze Mame

* Sign in to existing account
" Create new account

Sign in to existing account

Ernail |

Pazzword |

Request Pazswaord | Subrnit |
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If you signed into an existing account, you will see a popup notifying you that
an account for your server has already been created. You will not lose any
information that is already created in your OfficeCalendar Online account.

OfficeCalendar

Account For this server already created, Database Mame is; 0001,

If you created a new account, you will see a popup notifying you that your
organization’s OfficeCalendar Online account has been created.

OfficeCalendar

Online dccount successfully created.,

b) If you do not wish to create an OfficeCalendar Online account at this time, or
are not currently subscribed to the OfficeCalendar Premium Maintenance &
Upgrade Protection Plan, please proceed to the next section.
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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.

Configuring your organization’s OfficeCalendar Online
account

If you created an OfficeCalendar Online account for your organization, you’ll need to
activate the OfficeCalendar Online sync process and configure the OfficeCalendar
Online sync settings in the OfficeCalendar Administration Console.

1. Open the OfficeCalendar Administration Console and click on the
OfficeCalendar Online tab at the top.

2. Click the Sync Now button to synchronize all users’ information to your
organization’s OfficeCalendar Online account.

& [fficeCalendar on

By Lookowt Software

OfficeCalendar [ Aéminisuation console

Acoounis/Secuity | Corfigastion | Suppon  OffceCalands Dnine |

Cenluguis 5 eltng:
[~ Ackvabe Onbne Syne: Sz Mo

Sync Every |1.'2 j houals S-howLugr]
ooy E sl ||uhr':w.|.:m;.lmx.um .

Ak Bassvmed [
O ficeCstency Dinfine Socount

' Configure Licensing .
Derre Expres;  SIRI20080 Clogs Console Hel

3. A popup dialog will appear notifying you that synchronization with your
organization’s OfficeCalendar Online account has occurred. Click OK.
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OfficeCalendar

Online synchronization completed successFully,

4. You and all other users created in the OfficeCalendar Administration Console can
now begin logging into their OfficeCalendar Online account to access their
individual and shared Outlook calendars. You can find your unique login URL to
your organization’s OfficeCalendar Online account in the OfficeCalendar Online
tab in the OfficeCalendar Administration Console.

& (MficeCalendar on

Ey Lookout Software

Oﬁiceca[enda r L'-'::i Administration Console

Accounis/Secuity | Corbigasion | Suppon  OffceCalandy Oirin |

Conluguis 5 ellng:
[~ Actvats Onine Syne Sync Mowe

SmcEvery [172 x| el ShowLogt |
Fucemany £ el ||l.:hr-:w.|.:rm$;.lr.ﬂx.|:¢m

Pats =

OfficeCalenc Dinfine Account
e tvpers Qs pbencar ks, comm . kan

Configure Licensing

Do Expiees:  S[28/2008 e e

5. To log into your OfficeCalendar Online account, simply browse to your
organization’s OfficeCalendar Online login URL. Users can log in using the User
Name and Password assigned to them in the OfficeCalendar Administration
Console. For more information about using OfficeCalendar Online, please refer to
the OfficeCalendar Installation and User Guide. You can download the user’s
guide at http://officecalendar.fileburst.com/documents/ocuserguidev4.pdf if you
have not done so already.

NOTE: If a user logs into their OfficeCalendar Online account before
upgrading and syncing their Outlook client information with the
OfficeCalendar Server, their online calendar will at first appear blank. Once
the user syncs their Outlook client with the OfficeCalendar Server, their
Outlook calendar appointments will appear in OfficeCalendar Online.
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Installing the OfficeCalendar Version 4.5.1.0 Client
Upgrade

1. From each workstation where you are upgrading the OfficeCalendar Version
4.5.1.0 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).

* OfficeCalendar on WKG-Server

By Lookout Software

OfficeCalendar |l@f

Accaunts/S ecurity | Ennfiguratiunl Suppnrtl

User/Resource List User,
Lisk of existing users and resources, Click to highlight a Select
specific item, Once highlighted, wou can edit, delete or that ike
change the item's rights. saved

2. Double-click on the setup4510.exe icon (show below).

& acalclient
Fil= Edt  Veew Favorbes  Took  Help

GM' o T /-!m i Polders E-

Addreds | [ Clocakckent

M — .xp‘
] - g

Other Places

e Liscal sk ()

3. From the OfficeCalendar Client Setup Welcome screen, click Next.
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8 OfficeCalendar Client Setup El

Welcome
Welcome to the metaller fof DfhcaCalerds Chent 45.1.0

It is shronghe recommended that vou et al Windows peograms
before confiruing with this installation.

IF s b sny olher pregrams nurming. plesse chek Cancel,
clage the progeams, and un this selup again

) By Lookoul Softwang g
OfficeCalendar [ =

Oithesivise, chek Mest Lo conlinie.

The easy and affordabie way
o share Microsoft Ouliook
Calendars.

[Emt} i[Eanm:il

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.

8 (OfficeCalendar Client Setup

Installation Foldes m
wihere would pou ke DifceCalendsr Chart o be mstallad?

The soltwane will be nstaled in the folder ksted below. To selact & different location, either type in &
it psth, o8 cliek Charge 1o beowse for sn easling folds,

‘e suggest pou use the default fokder shown, if a1 all possible.

Iristall DificaCalendar Chent 1o
C\Program Files\OfficaCalendal

5. From the Ready to Install screen; click Next.
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# OfficeCalendar Client Setup

Ready to Install
“r'onn sre mow teady Lo install DfficeCalerds Chert 45.1.0

The irstaller now has encugh information to mslall OfficeCalendsr Chant on pour computer.

The follovwang setlings will be wsed:
Irsshall fodder: C:\Progeam FilezVOfceCalendar

Please chok Mext 1o proceed with the installabion.

< Back |[ et > I[ Cancel

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

8 OfficeCalendar Client Setup

Almost done....

The erigin installation huas finished

finalize the instalation

There are & few sheps that reed to be completed o conligure your installation. Please chek Hest to

7. Click Finish when the OfficeCalendar Client installation has successfully

completed.
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# OfficeCalendar Client Setup

Installation Successiul
The DificeCalendar Chent 4.5.1.0 installabion i complate.
% E Thank you for choosing OfficeCalendar Chiers)
'?::J Flease chek Finish to et thas instabs,
g <@
& 0
Q
@
O
The easy and affordabie way
e share Microsolt Ouliook
Calendars.

8. Open Microsoft Outlook on your computer.

[~ Outlock Today - Microsoft Outlook
: File Edit View Go Tools Adions Help
.j:lﬂt‘w = @ '-j Send/Receive - [ Search address books -
Mail « || & Personal Folders - O
Faworite Folders -
Tuesday
E Inbox
—_—

Click on the Synchronize OfficeCalendar icon.

All other users’ folders will remain in your folder list before and after the first
synchronization.
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9. Repeat steps 1-8 above with all of your OfficeCalendar Client computers until all
have been upgraded.

Additional Version 4.5.1.0 Upgrade Resources

To learn about the new features in OfficeCalendar Version 4.5, please visit our
website at http://www.officecalendar.com/products/whatsnew v45.aspx. Also,
please download the updated OfficeCalendar Installation and User’s Guide for Version
4.5 from our website at
http://officecalendar.fileburst.com/documents/ocuserguidev4.pdf.
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