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END USER SOFTWARE AGREEMENT

IMPORTANT: THIS ISAN AGREEMENT BETWEENYOU AND TEAMSOFT
INC. PLEASE READ IT CAREFULLY BEFORE INSALLING THE
SOFTWARE.

BY PROCEEDINGWITH THE INSTALLATION, YOUAGREETO BE
LEGALLY BOUND BY THE TERMS OFTHISAGREEMENT. IFYOU DO
NOT ACCEPTTHE TERMS OFTHISAGREEMENT DO NOT SELECT
ACCEPT OR PRCEEDWITH THE INSTALLATION. RETURN IT ALONG
WITH ALL OTHERASSOCIATED ITEMS (INCLUDING SHIPPING
CONTAINERAND OTHER CONTENTSNHICH FORM PART OF THE
PRODUCT)WITHIN TEN DAYS TO TEAMSOFT INC.

"Software" includeSeamAgenda, ScalableamAgenda Seer, TeamAgenda
Web, PhoneAgenddeamAgenda modules foaln synchronization and

FileMaker integration, all computer programs and supporting material, including

3. You shall not preide or otherwise makavailable the Softare in ay form to

any third party (except for your emplees or agents directly concerned with your
licensed use of the Sofewe). You must not assign thisgreement or transfelease
export or grant a sublicense of the Sddte or the license contained herein tp an
other party &cept as and when authorized to do sSBAMSOFT INC. in writing.

In addition, you must not verse engineedecompile or disassemble the Safte.
4.You may modify the Softare or mege the Softare into other program material,
but on discontinuance of this license the Sefewvill be completely renved from

the modifed Softvare or other program material and dealt with as if permission to
modify or mege had not been grantefiny portion of the Softwre included in

such modifed Software of other program material will continue to be subject to the
terms of this agreement.

5. The Softvare is the property GFIEAMSOFT INC. and no title to orwenership of

the Softvare is transferred to you, and all copies of the Smfévare and shall be the
property of TEAMSOFT INC.

6. THE SOFTVARE IS PROVIDED "AS IS" WITHOUT WARRANTY OR
CONDITION OFANY KIND, INCLUDING BUT NOT LIMITED TO THE

IMPLIED WARRANTIES OR CONDITIONS OF MERCHANABLE QUALITY

AND FITNESS FORA PARTICULAR PURPOSE.

manuals and all future updated or upgraded programs and materials furnished to 7. IN NO EVENT SHALLTEAMSOFT INC. BE LIABLE TOYOU ORANY

you by TEAMSOFT INC.

1. TEAMSOFT INC. grants you a non-transferable and nxeiusive right to use
the Software on your computer or semnsolely for yourwn internal lusiness in the
country in which Softwre vas furnished to youA separate license is required for
use of the Softare on ay additional CPUs ecept on a temporary basis during a
malfunction of theAuthorized CPUs that renders the Safterinoperable.

2. You may mak copies of the Softave for use on th&uthorized CPUs for back
up purposes, for arohé purposes,ub no more than tersuch copies shalkist at
any one time and such copies shall be used only as permitted héoeinvill
maintain records of the number and location of all such copisuch copies
shall prominently include thEEAMSOFT INC. proprietary and cgpght notice
"Copyright © 1995-2003 bf EAMSOFT INC. This Software is proprietary to
TEAMSOFT INC. or other such reasonable notic@BAMSOFT INC. may
specify

THIRD PARTY FOR LOSS OF PEFITS, LOSS OF BSINESS REVENUE,
FAILURE TO REALIZE EXPECTED SXINGS, OTHER SIMILAR

ECONOMIC LOSS OR FORNY INDIRECT, SPECIAL OR

CONSEQUENTIAL DAMAGES EVEN IFADVISED OFTHE POSSIBILITY
THEREOF

8. This agreement shall remain in force until terminated asvisliou may
terminate this agreement upon one month with prior written noliEAMSOFT
INC. may immediately terminate this agreement if yailitb comply with an of

the terms and conditions hereof. Upon termination you shall immediately return or
destrg the Software and shall within one month from such termination furnish to
TEAMSOFT INC. a certiftate certifying that, through your bedpefs and to the
best of your knwledge, the original and all copies of the Saiftevhae been
returned or destsed.



9. U.S. geernment End Users. If the Softwe is being acquired on behalf ofyan
unit or ageng of the United Sates Gernment ("Geernment"), the folling
provisions apply The Gowernment agrees that:

i) If the Softvare is supplied to the Department of Defense (DoD), the Srtis classifid as

"Commercial Computer Sofawe" and the Geernment is acquiring only “restricted rights" in the
Software and its documentation as that term isidéfin Clause 252.227-7013(c)(1) of the DEARS; and

i) If the Softvare is supplied to gmunit or ageng of the Gaernment other than DoD, the

Gowernments rights in the Softare and its documentation will be as deél in Clause 52 227-19(c)(2) of
the FAR or, in the case of ASA, in Clause 18-52.227-86(d) of th\SA Supplement to theAR.

10.This LicenséAgreement shall be g@rned by the {as of the Praeince of Quebec, Canada.
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ﬁ Welcome to TeamAgenda

This QuickStart Guide will help you get started witeamAgenda. It is dided
into three sections:

Section 1. What Is TeamAgenda? ...........ccccvviiiiiiiiiiiiinnnenns see page 3.

Provides a short\erview of theTeamAgenda group scheduling system amnd ho
it works.

Section 2. What Do You Want to Install?  ......................... see page 21.

Explains the steps required to install a demo or &riéion ofTeamAgenda, and
how to upgrade anxésting TeamAgenda installation.

Section 3. TeamAgenda Installation Procedures  ........... see page 29.
Gives precise instructions onwado install eacffeamAgenda component.



To Get More Information

Help Map

Use the Help Map or search in the
Index to find specific sections in
the Online User Guide.

TeamAgenda also pvies online documentation:

TeamAgenda Guide
Is found on théfleamAgenda CD-&M and is also installed to your hardwri
with TeamAgenda.

It provides detailed information about thefdilent ersions offeamAgenda
(Pro, Lite andVeb), as well as installation and setup information. It is meant to
help TeamAgenda administrators install and cgumfe aTeamAgenda system.

TeamAgenda Online User Guide
Provides the user with online help from insitetamAgenda. It is\ailable by
clicking the? icon on the main tool bar

The online help gies concretex@lanations and procedures for using all of
TeamAgendas \arious functions and capabilities.



1. What Is TeamAgenda®?

TeamAgenda is personal appointment diary and a multi-user scheduling plan-
ner UseTeamAgenda's customizable wig, catgories, and alarms to manage
your onvn personal agendahen, @er the netwrk, bring your team together
usingTeamAgenda's peerful STS (Scalabl@&eamAgenda Seer) softvare.

STS lets you share your agenda with other team members and, iratarn, g
access to their agendas. UsamAgenda’s peerful tools to coordinatevery-
one's schedules, dghte tasks, ganize meetings, and track use of equipment
and fcilities, while leeping team members abreast of all changes, phdpe

pen. See quickly if grone has added a commitment to your schedule, and acce
or decline meeting irtations.

TeamAgenda Lite and TeamAgenda Pro

TeamAgenda comes in ondesktop ersions:

TeamAgenda Liteprovides all the tools you need to manage your schedule, an
the schedules of your whole teafeamAgenda's calendar winds, To-Do list,
Address Book and Custom List winggnale it easy to coordinate your group.



Support for Rlm synchronization means you cangglourTeamAgenda sched-
ule with you on your &8lm omganizer

TeamAgenda Po provides added features:

TheTask Manager and thWorkload windev help you oganize tasks
and projects.

Worksets let you create and/easets offeamAgenda windas for easy
recall.

Templates let you store commitments, print settings, and import and
export settings for future use.

TeamAgenda Pro comes willkamAgend&Veb access included, so that
all Pro users can also manage their schedules from a wabdro
Finally, TeamAgenda Pro lets you uBsamAgenda's optional modules:
PhoneAgenda and FileMakIntegration.



For more information, see:

TeamAgenda Guide:
What Is TeamAgenda?

TeamAgenda Web

TeamAgenda also comes in a web accession:

TeamAgendaVNeb provides access tbeamAgenda data from a web Wweer It
supports tw kinds of users:

*  Web-only users can accéBsamAgenda data only from a web Wwezr

* TeamAgenda Pro users can acessmAgenda data either from their
personal agendaéior from a web breser.

A TeamAgenda team can include both Pro\ABd-only users, depending on the
TeamAgenda licenses purchased.

TeamAgenddVeb also lets you use the optional PhoneAgenda module.
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TeamAgenda Components

%
=

For more information see the
STS ReadMéle found in the
installation package.

The TeamAgenda groupare system uses a client-sararchitecture made up of
three basic components: thieamAgenda program itself, which is the client, the
STS (Scalabl@eamAgenda Seev), which is the seer software, and th&eam-
Notify startup module. Seral other components are als@itable, including
TeamAgendaVeb, PhoneAgenda and FileMakPro Intgration.

« TheTeamAgendaapplication creates andonks with a Personal
Agenda document, which it uses to store all your personal datm¢T
AgendaWeb-only users do not use or needteamAgenda program.)

« TheSTSlets indvidual users share and interact with each other's ager
das. It stores a cgmf each user's schedule, as well as resource and pu
lic agendas, public cajeries, groups, and holidays on a MySQL,
PostSQL, MS SQL or Oracle databasEhe data can be displayed and
modified eternally using ODBC and JDBC protocols. User and contact
information is stored on a Directoryv&e and can be importeafsorted
externally using LIAP. Itis STS that lets you set up meetings with
other team members.



« TheWebAdministration interface runs on aninternet Bravser It
allows team administrators to easily perfareamAdministration tasks.

* TheTeamNotify startup module triggers the alarms you s@ieam-
Agenda. It will sound your alarmsgardless of whether thkeam-
Agenda application is running. It will also prde notification of ay
changes made to your schedule by others.

The following add-ons and options aneadable withTeamAgenda Pro:

« If your omanization has &orld WideWeb site or Intranefeam-
AgendaWeb allows team members to access their schedules from a
web bravser. You can also lebgernal guests vie ary schedules you
wish to male public @er the Internet.

TeamAgendaVeb is g&ailable both as a standalone, web-ordysion of
TeamAgenda, and as an included add-on moduléfamAgenda Pro.

* PhoneAgendas an optional grsion of thefleamAgenda\eb that lets
you connect td eamAgenda using your web-enabled phone.

G & ®



Working with TeamAgenda

TeamAgenda lets you manage youmoschedule and, by logging into a team,
coordinate your schedule with otflegamAgenda users.

When you log into a team, all team functions then becaaiéahle, including
viewing other agendas, setting up meetings, using public agendawriese
templates, groups and contacts, aadpking track of common holiday&hile
you are connected to your team, an up-to-datg obgour personal agenda is
kept inTA-Serwer's team databas#&hen you reconnect to your team after an
absence, your personal agenda and the teaynazepreconciled automatically

Every TeamAgenda system is made up ofesalTeamAgenda users. It may also
include a number of Resource calendars and PAgBadas, as well as outside
contacts.

F . . _ TeamAgenda Users
or more information, see:

TeamAgenda Guide: All TeamAgenda usersymaccess toarious tools that enable them to schedule
Configuration and Setup: their ovn work as well as coordinate adties with othersThese tools include
TeamAgenda the TeamAgend&alendar, theTo-Do List, and theAddr ess Book
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Your Calendar

TeamAgenda can display your calendar in a montkgekly or daily format.
The weekly schedule is the basic displagan be gpanded to six weeks tovgi
you a month of detail, or shrunk to a monthly calendar\te dasktop space.
The various calendar windgs are used to enter thellb of your commitments.

Untimed items, which he a date bt no set time, appear in the Untimed area at
the bottom of your daily or weekly calendar

Your To-Do List

TeamAgenda'$o-Do List displays all your to-do items, that is, all commitments
without a set date or time. lekallTeamAgenda commitmenifBp-Do items can

be gven a priority from 1 to 5.

By default, theTo-Do List displays only uncompleted to-do itemswéger, you
can use the check bex at the top of thEo-Do list to display all to-do items, all
uncompleted to-do items or all completed to-do items.



Address Book o
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Last Name

[3 Judy
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=
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[@ Dariel
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Brown

Carter Ader Inc.
Conference Room 1

Conference Room 2

Lafleur hgnolia Inc.
Larenza

Your Address Book

All team members are listed in thieamAgend#ddress Book automatically

You can see at a glance who belongs to your team, and easily set up meeting
other synchronized commitments with théfou can drag users from the
Address book into a schedule in order to create a meeting, or to add them to ¢
existing meeting.

Along with TeamAgenda users, theldress Book lists compgiiResources, such
as conference rooms and equipment, and PAgkndas, which may be used to
track \acations or seminars, foxample.

TheAddress Bools General Directory lists alltamAgenda users, groups,
resources and public agendas, as well as all public contacts.

The Personal Directory lists ygontacts you he& created, as well asyafeam-
Agenda users, groups, resources, public agendas and public contacts that yol
have decided to include in your personal list.

10



For more information, see:

TeamAgenda Online Help:
Coordinating the Office:
Working with a Team

11

Public and Private Groups  [4

You can create groups ®&amAgenda users that can then be idedtiiy name.
When you choose a group, all members are selected; tivisigga short cut for
selecting multiple users and/or resources.

Individual users can create yate groups in their personal directdrize Team-
Agenda administratoor other person with authorization, can also create public
groups.

Resources and Public Agendas

A TeamAgenda team can also include calendars to manage gorepaurces,
as well as public agendas to track particulavaiets.

Resources &

Resource agendas may be created to schedule meeting rooms,\ceshiaas,
demonstration computers, ¢gr screens or grother equipment that may be bor
rowed, or whose usage must be treatkBy using the appropriate accesgle



you can require users to neakeserations for meeting rooms or equipment that
must then be appved by an authorized person.

Public Agendas Hi

Public agendas may be created to schedule group mendmagbus, lunch
breaks, car pools, courses, etc. Public agendas are similar to resowegs, e
that the creator's name appears in front of a synchronized commitment's title.

Outside Contacts =

You can also use tieldress Book to manage contacts who areTeatAgenda
users, whether tiyaare colleagues in other departments or contacts from other
organizationsAddress, telephone, e-mail and other information may be enterec
for each contact. Contacts may be public (accessible to your entire team) or p
vate (accessible to you only).

TeamAgenda will automatically send a meetingtation to atyone that can be
reached by e-mail, directly from your personal ageWdzen that person
responds, their answer will shraup right in youTeamAgenda schedule.

12



13
What Can You Organize with TeamAgenda?

Various items can be enteredTiamAgenda calendars and to-do lists.

Commitments are entered in your agenda by yourself orgiksl to you by
someone els@hey may be linkd togetherand commitments in dérent peo-
ple's schedules may be synchronized, to create a meetingafople.

TeamAgenda also allgs you to entendernaleventsin your agenda, indicate
when you will beunavailable, and sher working and non-wrking holidays

Each commitment may bevgin acategory Categories let you catprize com-
mitments by goal, project, client, job, department, grather criteria you prefer

Commitments

For more information, see: A commitment is an item you enter if@eamAgenda calendar or to-do list. Most
TeamAgenda Online Help: commitments appear feamAgenda’s calendar wings. These include sched-
Using the Personal Agenda: uled items, which h& a fked date and time, and untimed items, whickela
Commitments and  (ate lut no fked timeYou can also create to-do items, with neither date nor time
Categories 1440 items appear ifleamAgenda’o-Do List kut not in ay calendar



=Committee Preparation
14:00-15:30

A :Committee Preparation

Every commitment imlves at least one usesither yourself or anoth&eam-
Agenda team membhdn the case of a meeting, nyamsers may be iolved.
TeamAgenda also lets you includgernal contacts in a meeting oremt.
There are three kinds of commitments:
e Scheduled Commitments
Appointments or meetings argamples of scheduled commitments.
TeamAgenda pnaddes time grid areas in your Daily beekly calen-
dars to enter scheduled commitments.
e Untimed Items

Commitments such as tasks or phone calls mag halate bt no set

time. Use the Untimed area in your Daily\weekly schedule todep

track of these items. Uncompleted untimed items in the past can auto-:
matically be carried forard to today when you op@&eamAgenda

14



To-Do List: Mike Lorenzo

= W Uncompleted r

n sCommitte: Preparation
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e To-Do ltems

Commitments with neither a date nor a time may be entergeam-
Agenda'sio-Do List. If you need to schedule a to-do item, simply drag
it from theTo-Do List into your schedule at the appropriate date and
time.You can also unscheduleyatem by dragging it from a calendar
into theTo-Do list.

Setting Priorities

Any TeamAgenda commitment can be assigned a priority from 1 to 5. Prioritie
are displayed in all list vies, including theTo-Do list, theTask Managerthe
Custom List and the Untimed area of the DaNgekly or Monthly calendars.

Using Categories

In TeamAgenda, each commitment may beegia catgory Reports, on-screen
displays and dataport can all be fiered by catgory, so you can quickly check
the work done, time spent, and progress made in eacharsite

If you classify your commitments by cgtay, you can then manage them using
the Task Manager and/orkload windavs (TeamAgenda Pro only).



Trade Show
| 113:30-16:00

Out of office

T N
IE August Picni EI

Events, Unavailable Markers, Holidays

External Events

External eents such as conferences or tradenshmay be shan in your
agenda, een if you are not committed to attend.dfts hae no deadline and
need not be complete@lhey can werlap other commitments without natdiion
and tale up no time in your daif an ezent spans manconsecutie days, it may
be placed in the untimed area as a banner

Unavailable Markers

If you are traeling, or are otherwise uvailable, an Unaailable marler will

inform colleagues of your absence ifytey to add an appointment or a meeting
to your schedule. Heever, you may still use time magld as unaailable for spe-
cific purposestou can mark either a portion of a day or maays in a ne.

Holidays and Team Events

Holidays and teamvents appear in the background eéyone's schedules and
may be eerlapped by an indidual's commitments without causing aredap

16



For more information, see:

TeamAgenda Online Help:
Coordinating the Office:

Setting Up Meetings

17

warning.To create or modify holidays or publieamts, you require authorization
from your team administrator

Setting Up Meetings

TeamAgenda pnddes \arious vays to create synchronized, joint commitments
between tw or more people and resourcekis lets you schedule meetings,
appointments, jointisiness trips, telephone conference calls, and so on. Once
joint commitment has been createdy ahanges to it will be sent to all partici-
pants immediately and automatically any moment,TeamAgenda lets you see
the current status of a meeting and of each of its participants.

Calling a Meeting
TeamAgenda pnddes \aries vays to call a meeting.
* You can display and synchronize the agendas of the people and
resources concernethis lets you see when all the participants are free

to meetWhen you add the meeting to one of the synchronized agenda
it will be added to all the others automatically



Notifications
_n -
EREe 5 IED
Choose one or more iterms below and click on the appro
Owner Title Schedule D
Robert 2ottt W Project X planning Tue ovs
Robert Scott W Executice Meeting Thu ovr

< If you knowv the meeting time in adwice, you can enter the meeting in
your onvn agenda, then use the Input wiwdoRarticipants... btton to
add the other meeting participants.

* You can hae TeamAgenda search for anadlable time slot for your
meeting.

Notifications

Meeting participants are nogfil immediately when a team member includes
them in a meeting.

If TeamAgenda is not open and a change is made to your ageadaNotify
will inform you. You can eitheAccept, Decline, oAcknowledge the change.
You may choose lwoften TeamNotify should inform you of changes.

If TeamAgenda is open, the Natditions windav can appear on your screen
wheneer changes are made to your agenda by atess, depending on your
Notification Preferences.

18



Managing Tasks and Commitments

. o [ ¥ & Show: IAH Commitments

gory name

(53 No Category | 3 ernries sKY

(53 Administration ke Lorenzo i Projec
Cammunications Mk Lorenzo Final Plz
[ Exports

hike Lorenzo M Projec

For more information, see:

TeamAgenda Online Help:

Using the Personal Agenda:
Managing Tasks and
Commitments

TeamAgenda Pro pvides specift windows to manage tasks and commitments
once thg have been entered.

TheTask Managerlets you display and ganize commitments by caery, both

for yourself andor other team members. If all commitments belonging to-a par
ticular project, for gample, hae been gien the same cajery, you can see at a
glance who is doing what, and whenyaods project completioYou can drag
commitments from oneategory to anotheror from one team member to another

TheWorkload window lets you see Woyour time, or that of other team mem-
bers, is being used, as well as the total time yoa hHlocated to arious catgo-
ries or projectsYou can see immediately which projects are taking up most of
your time, and you can me commitments from one team member to another in
order to balance tasks.

Workload :
ISnrl by User leyseIl j [E] FDr.IA" Categaries
|

o Category
T Administration
P Exports
3

O
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2. What Do You Want to Install?

For more information, see:

TeamAgenda Guide
Installing your
TeamAgenda System

To Install the Scalable TeamAgenda Server (STS) please refer to
the STS Readme File included with the installation package.

The WebAgenda server module is included in the STS installation and
therefore is not described in this document. Please refer to the STS
Readme File for more information.

You can install a demo version of TeamAgenda Lite or Pro:

* Toinstall a demo cfeamAgenda Pro or Litsee page 22.

You can install a full version of TeamAgenda Lite or Pro:
¢ Toinstall a full ersion ofTeamAgenda Litesee page 23.

e Toinstall a full ersion ofTeamAgenda Presee page 24.

You can upgrade an older version of TeamAgenda:
e To upgrade fronTeamAgenda 3.1 or earlieyee page 25.

e To upgrade fronTeamAgenda 4.0 or latesee page 27.



Install a Demo Version of TeamAgenda Pro or Lite

Note: To install the STS (Scalable
TeamAgenda Server) please see
the STS Readme File in the

Installation Package

Note:

Users who will use only Team-
Agenda Web do not need a copy
of TeamAgenda on their com-
puters. They will access their
schedules from their Internet
browser.

TeamAgenda Administrator

One user should act @asamAgendadministrator This is the person responsible
for installing, setting up and configuring theamAgenda serveiThe adminis-
trator can instalTeamAgenda on each usecomputer or alternatglgan ask
each user to install their own copy

TeamAgenda Installation:

1. Install TeamAgendaon the computer of each user who will be trying out
TeamAgendasee InstalleamAgenda, page 30

Optional steps:
Install ary otherTeamAgenda components that yoanito try out.
1. TeamAgenda RIm conduits: see Procedure 2, page 32

22
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Install a Full Version of TeamAgenda Lite

TeamAgenda Lite Administrator

Note: To install the STS (Scalable One user should act @samAgendédministrator This is the person

TeamAgenda Server) please see responsible for installing, setting up and configuringTieemAgenda
the STS Readme File in the server The administrator can instdleamAgenda on each usecomputer
Installation Package. or alternatelycan ask each user to install their own copy

TeamAgenda Lite installation:

1. Install TeamAgendaon the computer of eadleamAgenda usesee Install
TeamAgenda, page 30

Optional steps:
Install ary other neede@leamAgenda components.

1. TeamAgenda RIm conduits: see Procedure 2, page 32



Install a Full Version of TeamAgenda Pro

TeamAgenda Pro Administrator

Note: To install the STS (Scalable One user should act @samAgendédministrator This is the person

TeamAgenda Server please see the responsible for installing, setting up and configuringTieemAgenda
STS Readme File in the Installation server The administrator can instaleamAgenda on each usecomputer
Package. or alternatelycan ask each user to install their own copy

TeamAgenda Pro Installation

1. Install TeamAgendaon the computer of each useee Installeam-
Agenda, page 30

Optional steps:

Note: Install ary otherTeamAgenda components you need.
Users who will use only Team- .
Agenda Web do not need a copy of 1. TeamAgenda RIm conduits. see Procedure 2, page 32
TeamAgenda on their computers.
They will access their schedules
from their Internet browser.

24
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Upgrade from TeamAgenda 3.1 or Earlier

Note: To install the STS (Scalable
TeamAgenda Server please see the
STS Readme File in the Installation
Package.

TeamAgenda Web
If you wish to preide your users with web accessTeamAgenda, or if
you previously used th@eamAgenda Internet Extension, you no longer
need to install th&eamAgend&Veb component separates it is
included in the ScalablBeamAgenda Seev (STS) installation.

Team Administrator

One user should act @&samAgendadministrator This is the person
responsible for installing, setting up and cgafing theTeamAgenda
ervironment.

(Conintued on next page.)



TeamAgenda Client Installation
When you upgrade to TeamAgenda 1. Back up your existing data fles see Procedure 5, page 35
4.5 from an earlier version, exiting 2. UpgradeTeamAgenda see InstalTeamAgenda, page 30

components will not be replaced. . . . . . .
The new version 4 components will Note: Ch_ooseTyplcal or Easy install if you need to install trerR synchroni-
be installled in a new Teamsoft zation.
folder. The only exceptionisthe 3 TeamAgenda RIm conduits. see Procedure 2, page 32
TeamNotify module, which is
replaced.

Note:

26
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Upgrade from TeamAgenda 4.0 or Later

When you upgrade frofeamAgendaersion 4 to a laterersion, the earlier
TeamAgenda components in fheamsoft folder will be replaced by theane
components.

TeamAgenda Web
If you wish to preide your users with web accessTeamAgenda, or if
you previously used th@eamAgenda Internet Extension, you no longer
need to install th&eamAgend&Veb component separates it is
included in the ScalablBeamAgenda Seev (STS) installation.

Team Administrator

Note: To install the STS (Scalable One user should act &samAgendadministrator This is the person

TeamAgenda Server please see the ible for installi ti d fing theT A d

STS Readme File in the Installation responsible for installing, setting up and cgafing theTeamAgenda
Package_ environment.

(Conintued on next page.)



TeamAgenda Client Installation

1. Back up your existing data fles see Procedure 5, page 35
2. UpgradeTeamAgenda see InstalTeamAgenda, page 30

Note: ChooseTypical or Easy install if you need to install thedi® synchroni-
zation or FileMalkr intggration fles.

3. TeamAgenda RIm conduits: see Procedure 2, page 32

28
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3. TeamAgenda Installation Procedures

1. Install TEaMAGENA.......coiiiiiiiiiiieee e page30
2. Install RIm condUits..........c.vvveiieieeeiee e page32
3. INStaAll TEAMREPAIL.....ceiiiieeiieiiiiitie e page33
4. InstallTeamAgenda GUIdE...........ccevvvviiiiviiiiieiiee e page34d
Note: 5. Back up risting TeamAgenda..............cccoooeeiiiiiiiiiiici, page35

To decide which of these

installation procedures you . . . .
should follow,psee Chame}: 2. Note: For installation instructions for the weScalableTeamAgenda Seev

What Do You Want to Install? (STS) please refer to the STS Readreificluded in the installation
page 21. package.



Procedure 1
Install TeamAgenda

Note: When using a

Custom Install, you can choose to
install several TeamAgenda compo-
nents simultaneously.

Open theTeamAgenda installer program:
TeamAgenda Setup.exe iWindows, or
TeamAgenda Installer on Macintosh.
Read the Softare Licensé&greement and the ReadMe information.
Accept the defult installation location, or choose afdient one.
We recommendédeping the defult location.

ChooseTypical install (Wndows) orEasy Install (Macintosh),
or

ChooseCustominstall and checReamAgenda

then clickNext or Continue.

 If you choos€lypical or Easy install, you will be as# if you want to
install the RIm synchronization.

ChooséDemo Versionor Full Version.
(continued on ne page)
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« If you choose FulVersion, you will be asdd to enter youFeamAgenda
installation code.

Note: TeamAgenda will be installed in a folder nanThmsoft in the loca-
tion you chose in step 3.



Procedure 2
Install the Palm Synchronization Conduits

1. Open theTeamAgenda installer program:

TeamAgenda Setup.exe Windows, or

TeamAgenda Installeron Macintosh.
2. Read the Softare Licenségreement and the ReadMe information.
3. Accept the dedult installation location, or choose afeliént one.

We recommenddeping the delult location.

Note: When using a .
Custom |nsta||’ you can choose 4. ChOOSGCUStom |nSta“ and CheCk:

to install several TeamAgenda TeamAgenda RIm Conduits
components simultaneously. . .
then clickNext or Continue.

Note: If the TeamAgenda 5. Choose to install gnor all of theTeamAgenda &m conduits.

Installer cannot detect the Palm . . . .
Desktop software, it will install TheTeamAgenda&?m Conduits will be placed in the Conduits folder that
the TeamAgenda conduits in the was installed by theddm Desktop softare.

Teamsoft folder. In Mac OS X, the palm conduits must bewvad fromTeamsoft/RIm Con-

duits to the correctdm folder
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Procedure 3
Install TeamRepair

Note: When using a

Custom Install, you can choose to
install several TeamAgenda compo-
nents simultaneously.

Open theTeamAgenda installer program:
TeamAgenda Setup.exeé Windows, or
TeamAgenda Installeron Macintosh.
Read the Softare Licensé&greement and the ReadMe information.
Accept the defult installation location, or choose afdient one.
We recommendédeping the defult location.

ChooseCustominstall and check:
TeamRepair
then clickNext or Continue.

In Windows, TeamRepair will be installed in a folder nanmleghmRepair in
the Teamsoft folder in the location you chose in step 3.

On the MacintoshfeamRepair will be installed in the folderamAgenda in
the Teamsoft folder in the location you chose in step 3.
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Procedure 4
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Install the TeamAgenda Guide

Note: When using a

Custom Install, you can choose to
install several TeamAgenda compo-
nents simultaneously.

1. Open theTeamAgenda installer program:
TeamAgenda Setup.exeé Windows, or
TeamAgenda Installeron Macintosh.
2. Read the Softare Licensé&greement and the ReadMe information.
3. Accept the defult installation location, or choose afdient one.
We recommendédeping the defult location.
4. ChooseCustominstall and check:
TeamAgenda Guide
then clickNext or Continue.

The TeamAgenda Guideléis will be installed in a folder namdeéam-
Agenda Guide in th€eamsoft folder in the location you chose in step 3.



Procedure 5
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Back Up Existing TeamAgenda Data File

Note:

For a list of the default installation
locations of TeamAgenda versions
2.5 to 4 on Windows and Macin-
tosh, see the TeamAgenda Guide:
Uninstalling your
TeamAgenda System:

Manual Uninstall.

When upgrading to a meversion ofTeamAgenda, the meversion will cowert
your existing personal agenddefs (.ta) automaticallyror safety's sak havever,
before upgrading you shouldaadys:

1. Shut devn TeamAgenda.
2. Make a backup copof yourAgenda before corerting it.

3. Use the ersion ofTeamRepair that came with your yiris \ersion of
TeamAgenda toerify and compact your current agenda before opening it in
your nav version ofTeamAgenda.

For example, if you are carerting fromTeamAgenda 3.1 feeamAgenda
4.1, useTeamRepair 3.1 toevify and compact yourxésting Agenda before
converting.

By default, a uses personal agendafiis often seed in the same folder with
TeamAgenda.
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