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OfficeCalendar Version 6.1.0.0 Upgrade Overview

OfficeCalendar Clients lower in version number than 6.1.0.0 are not interoperable
with the OfficeCalendar Version 6.1.0.0 Server, and vice-versa. However, trying to
synchronize a Version 1x - 6.1.0.0 Client with the Version 6.1.0.0 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 6.1.0.0 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 6.1.0.0 Server
Upgrade

1. If you have not done so already, download the OfficeCalendar Version 6.1.0.0
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 ocupgrade6100.exe file that you downloaded from our
website.

ocupdrades 100, exe

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

£ OfficeCalendar Server Upprade ﬁl

Welcome
Welcome bo the upgiade for DfficeCalerds Sene 6.1.000

I iz shrcnghy eecommended Hhat wow et all Windows peograms
before contiraing walh [his irstallslion,

IF yous have DificeCalendar Server unning i will be shut down
sutomalicaly,
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1f yous haves any olher peograms nurning, please chck Cancel,
clase the progeams, and nn thes setup again

Oltheaivize, chek Mest lo conlinue.

The easy and affordabie way
o share Microsolt Ouwliook
Calendars.

[ Hest » 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 m
‘wihiere ik pour curmerd version nstallad?

Please choose the path 1o pour cunent DfficeCalendar Server nslallation

Upgiade OfficeCalends Servet inc

[CAP1ogram 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

£ OfficeCalendar Server Upgrade

OificeCalendar Chient Installation Files m
‘wihiere woild wou ke the Chent [rstall s 1o be mstallad ?

Choase & path where you would Be lo stone the Fles necessany to instal the OlficeCalendar Chent
It s recommended hat you sccepl the delsull value green below, If pou do resd Lo change the
path, chek the Change buthor. This foldes wall need 1o be shared on pour network. aiter this
nstallation is complete,

Irsstall Chent Files bo

Chocalchert

< Back |[ et » I[ Cancel

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

License Agreement ITK
Please read the lollovang boense agieement carefully,

[SOFTWARE LICENSE AGREEMENT |
IMFORTANT INSTRUCTIONS: Please catehuly read the folowng inshuchons and Softwane
License Ageement behore downloading.

By downloading and mstaling OificeCalerdar wou sgree to lollow these mpaitart instruclions:

Make & backup copy of paur data belote nslalng DifceCalendsr, Lookout Soltware i rot
responsible for lest o duplcated data,

Imstictions Boe makirg & backup copy of your dala in Oulook:

1. Opern Mictosoit Dutiook

(=) || agree to the berms of thiz boense agresment
(3 1 do not agree 1o the teims of this bcense agreement

« Back || et » ][ Concel

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

£8 OfficeCalendar Server Upgrade

Aeady to Upgrade m
‘'ona are now ieady o upgrade OfficeCalarda Serves 6.1.000 '

The irstaller now has encugh information to upgeads DifsceCalendar Sever on pour computer,

Thie Bollowang setlings will be wsed:
Irsstall fobder: C:\Progeam Files\OfhceCalendar Server

Please chok Mext 1o proceed with the upgrade.

« Back |E Hiet i[ Concel

8. Once the OfficeCalendar Server upgrade setup has successfully installed; click
Finish.
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I8 OfficeCalendar Server Upgrade

3 Upgrade Successful
N —N The OificeCalendar Server 6.1.0.0 upgrade i complete.
E E Thank you for choosing OficeCalendar Served
‘g Please ehick Firish Lo el it ingtaller,
5
a 0
@)
Q
O
The sasy and affordabie way
I share Microsol Ouliook
Calendars.

9. Just after you click Finish you’ll see the Wh at 6 s Na&eeh appear. This screen
briefly describes the steps you'll need to perform after installing the
OfficeCalendar Server. Please take a minute to read through theWh at 6 s Next
screen text. When you are finished reading the text inthe Wh at 6 s Nage,t
close the window. Your OfficeCalendar Server Version 6.1.0.0 upgrade is now

complete.

U oaR | g8 what's Next . S -8 -

What's Next?

You have finished upgrading the OfficeCalendar Server.

To complete instaling the OfficeCalendar upgrade, you will need to upgrade each of your client
mnstallations to version 6.1.0.0, If ona of your chents try to connect to the server bafora it has had a
chance to be upgraded, it will get a message that it neads to be updated and it will configure itsalf to
work offine, It will not cawse any problems with the upgraded nstallatbion.

In the C:\ocalchent directory, you should see a setup6100.exe file. This is the file that you will need to
execute on each user's computer. This file will install nght owver their current installation.

‘Whila you are still at the server, check to make sure the C:\ocalchent dwectory is stll shared, so you
can connect bo it from your chent computers to run the install.

If you have Outlook installed on this machine, and the user of this machine will be shanng information
with OfficeCalendar then you should run the chent install (Setups100.exe) from the Cocalchent
dirgctory on this machine.

For more detailed information on how to install or to find out about all the new features in Version

6.1.0.0, please read the updated yser guide available from hitp://weww officecalendar.com.

L) W My Computer ® 100 -

"Sharing Microsoft Outlook Calendar and Contacts without Exchange Server” 7
Copyright Lookout Software, LLC. 2003 — 2009. All rights reserved. Microsoft, Outlook, and Exchange Server are trademarks or registered trademarks of
Microsoft Corporation. Last update May 5, 2009.

http://www.officecalendar.com

By Lookout Software

OfficeCalendar




10. Finally, before proceeding to the next step in the upgrade process, open the
OfficeCalendar Administration Console by clicking on the OfficeCalendar Admin
icon on the desktop in which the Server was installed.

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 folders over the web!

OfficeCalendar Online (web access to Outicok folders) is
available free to all OfficeCalendar Premium Maintenance
Plan subscribers and OfficeCalendar Free Trial Support
participants.

Enter your login credentials to activate OfficeCalendar Online.

Licensze Agreement

kd azter Subscription Agreement e
TERMS OF USE OF OFFICECALENDAR OMLIME:
B CLICKIMG THE CHECKEEO: DISFLAYED
BELOYW, 0L [™OU” AMDAOR ™OUR™ AGREE TO
THE FOLLOWING TERMS AMD COMDITIOMS [THE
"AGREEMEMT™ GOVERMING YOUR USE OF
OFFICECALEMDAR OMLIME [THE "SERWICE"],
JSED IM COMJUMCTION 'wI1TH THE
OFFICECALEMDAR SOFTWARE PRODUCT
["OFFICECALEMDAR™), PROVIDED BY LOOKOUT
SOFTWARE LLC ["COMPANY™). IF ¥OU ARE
EMTERIMG INTO THIS AGREEMEMT OM BEHALF
OF & COMPANY OR OTHER LEGAL EMTITY, YOU
REPRESEMT THAT %0l HAVE THE AUTHORITY
TOBIND SUCH EMTITY TO THESE TERMS AND
COMDITIONS, IM »WHICH CASE THE TERMS
"vOU" OR "vOUR" SHALL REFER TO SUCH
ENTITY. IF¥0OU DO NOT HAYE SUCH
AUTHORITY, OR IFY0U DO MOT AGREE WITH
THESE TERMS AMD COMDITIONS, ¥OU SHOULD
MNOT CHECK. THE BOX DISPLAYED BELOW AND
rOU kMay MOT USE THE SERYICE.

WWeloome
Az part of the Service, Company will provide pou with
uge of the Service, including a browser interface and o,

[+ | agree to the terms of this license agreement

Cancel Contirie

12. OfficeCalendar Online is an optional feature that allows OfficeCalendar users to
access and edit their Outlook shared calendars, contacts and tasks 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:
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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
OfficeCalendar Online account and begin accessing your Outlook folders 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.).
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OfficeCalendar Registration [5__(

O View Qutlook folders over the web!
OfficeCalendar Online (web access to Outlook folders) is
available free to all OfficeCalendar Premium Maintenance
Plan subscribers and OfficeCalendar Free Trial Support
participants.

Enter your login credentials to activate OfficeCalendar Online.

Account

D atabaze Mame
{* Sign in to existing account
[ Create new account

Sign in to exizting account

Email |

Pazzword |

Request Paszword | | Submit |

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; @0l ).

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

Online Account 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.

i

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 ocalclisnt
folder there is a simple altermative 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.

& OificeCalendar on E| Ll E]

By Lookoul Softwars

Officeca|endal" o H Administration Console

Acoounis/Secuty | Corfgastion | Suppan  OffceCalnds Oirine |

Conluguns 5 el lng:

™ Actvats Orling Spne _ SymeHow |
S Every |12 x| hoas Show Logs |
Fufean [ el ||uhrp:wumm.m-m
Fufran Pagsoned [~
' Spnchioncs sppoeiments M Spnchiones contesls B Syrachaonize latkc

Qe sendy Dndne Socount
btpe venens Dfficel sendarlinkre compirai kit

Configure Licensing
Dgrre Expirers: 1 126008 Erber Cogde Cloge Console Heler

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 successtully,

4. You and all other users created in the OfficeCalendar Administration Console can
now begin logging into their OfficeCalendar Online account to access and edit
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.

& (fficeCalendar on

By Logkoul Soltwars [
Oﬁicecalendar @ Administration Console
Acoounis/Secuty | Corfpustion | Suppot  DlfceCalends Drine |

Conlugure S el tng:
[ Ackvats Dring Spnc Sy How |

Sync Every |I.'2 j hiouafs Show Logt |

Hudean [ el ||ur|r-:wurr-ds:.u|x.ufn

i Patied [
W Spnchionize spponiments W Spnchionize contecls W Symchoonize Lo
Qifcel sanda Dndne Account
betp 4\ Pevors (fficeCabendinkre pomratieb i
Configure Licensing
Deree Expres: 1 /2642008 Enber Coge Cloge Conscle b

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/ocuserguidev6.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 6.1.0.0 Client
Upgrade

1. From each workstation where you are upgrading the OfficeCalendar Version
6.1.0.0 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
\\Your Of fi ceCal endar Ser ver Aedaklignt; tardrchck @i€. 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.
S o cserverlocalciient v
[ Ok l [ 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 disglayed at the top of the
OfficeCalendar Administration Console screen (highlighted below).

= OfficeCalendar on WKG-Server

By Lookout Software

OfficeCalendar |l&.mr

Accounts!Security | En:-nfiguratin:nnl Supp-:nrtl

User/Resource List User/
Lisk of existing users and resources, Click ko highlight a Select
specific item. ©nce highlighted, wou can edit, delete or that ite
change the ikem's rights., saved

2. Double-click on the setup6100.exe icon (show below).

&= ocalclient

© File Edt View Favorkes Tools Help

@m- @ T O seud [ rodes [T

: addeess [ C:incaldient

File and Falder Taxks =

Other Places

g Local Disk (0]

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

Welcome
‘Welcame bo the mstaller for OfhceCalendas Chent 6.1.0.0

It iz shronghy recommended Hhat vou et 8ll Windows peograms
before confiruing with this installation.

IF s b sny olher peegrams urning. please chek Cancel,
close the programs, and un thes setup again

i By Lookoul Soffware g
OfficeCalendar [ =

Oltheaivize, chek Mest Lo conlinue.

The sasy and affordabie way
o share Microsolt Ouwliook
Calendars.

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 Folders m
wihiene would wou ke OifceCalendsr Chart 1o be rstalled?

The solbwane will be nslaled in the folder Ested below. To seleet 5 diferent locstion, either lype in &
new path, oo chick Change Lo beowse for an easling feldsr,

‘e suaggest pou use the default fokder shown, if 8l all possible.

Irstall DificaCaleridar Chent b
C\Program Files\OffieaCalendal

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

Ready to Install o]
“'onn are now ieady Lo install DiiceCalerds Chent 6.1.0.0

The irstaller now has enough information to mslall DfficeCalendar Chenkt on pour computer,

The follovwang seflings will be used:
Irsstall fodder: C:\Progeam Filez\OfMceCalendar

Please chok Meuxt 1o peoceed with the installabion.

« Back |[ it » i[ Cancel

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

v OfficeCalendar Client Setup

Almost done. ... m

The: main installation has finished,

There are & few steps that reed bo be complatad Lo conliguia peur nstallation. Please ehck Med 1o
finalize the installation.

[ des> | [ concel

7. Click Finish when the OfficeCalendar Client installation has successfully
completed.
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# OfficeCalendar Client Setup El

Installation Successful
The OfficeCalendar Chent £.1.0.0 installation is complete.

Thank, you for choosing OfficeCalends Chert!
Fleate chek Frash o &t thes irstalle,

By Lookout Sofwore B
OfficeCalendar [;@

The sasy and affordabie way
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Calendars.

[_Erisn |

8. Open Microsoft Outlook on your computer. You should see the OfficeCalendar

toolbar and the OfficeCalendar drop-down menu option in your Microsoft Outlook

toolbar. This new menu option was added in OfficeCalendar Version 5 to

configure email folder sharing. For more information about configuring and
sharing Outlook email folders, please refer to the OfficeCalendar Installation and
User6s Gui de.

[t~ Outlook Today - Microsoft Outlook

EEiIe Edit WYiew Go Tools Adions Help | OfficeCalendar

| 3 New - @ -j send/Receive - | [ Search address books  »
St A @
Mail « || % personal Folders -

Fawvorite Folders

b

Mond:

[ 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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i~ Calendar - Microsoft Outlook
EEiIe Edit View Go Tools Acdions Help OfficeCalendar

|| New ~ @ P gH | Today | @} Search addressbooks -

A .
a5
Calendar 3 B Week
4 Movember 2008 » (&) (=)
SM TW T F 5§ € (2) Novembe
1 20 Sunday
2 3 4 56 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 1) 2 3 4 5 & g am
2] Al Calendar Items
My Calendars
] calendar ()

[] &4 Large Conference
[] E5 small Conference
[] &5 Group calendar
[ Jones, Catherine 00

[] %5 rRobinson, Ben -

9. Repeat steps 1-8 above with all of your OfficeCalendar Client computers until all
have been upgraded.

Additional Version 6.1.0.0 Upgrade Resources

To learn about the new features in OfficeCalendar Version 6, please visit our website
at http://www.officecalendar.com/products/whatsnew v6.aspx. Also, please
download the updated OfficeCalendar Installation and User’s Guide for Version 6
from our website at
http://officecalendar.fileburst.com/documents/ocuserguidev6.pdf.
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