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Attention: Please be advised that depending on your operating system and configuration the images 

displayed in this document may vary from your own. 
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1) From the desk top double-click on the 

icon. 

 

2) Select the language to use during 

installation and for TeamAgenda
® 

software. 

 

 

 

 

 

 

 

3) To continue, click the  

button. 

 

 

 

 

 

 

 

 

4) To continue, click the  

button.  
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5) After reading the license agreement 

select the option  

and then click the   button.  

 

 

 

 

 

 

 

 

 

 

 

 

6) After reading the introduction, click 

the  button to continue. 
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7) Enter your name and your company 

name and click the    

button to continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

8) By default TeamAgenda
®

 will be 

installed on your hard drive. 

 

Click the  button to 

continue. 

 

Tip: You may change the default 

directory by clicking the  

button. 

 

 

 

 

Note: If you already have a version of 

TeamAgenda
®

 installed on your hard 

drive and you wish to use the same path, 

the new installation will overwrite the 

previous one.  However, your Personal 

Agenda will be untouched; it will 

automatically be converted to the new 

version upon opening it.   If you wish to 

keep your current version you need to 

choose a different path. 
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9) Click the  button to install 

the “Full installation”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10) The wizard will create a shortcut in 

program files.   

Click on the  button to 

continue or click the   

button to modify the default location. 
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11) Click the  button to 

continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

12) Click the  button to start 

the installation. 

 

Note: At this point you may review the 

settings and click the  

button to change any settings. 
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13) Setup will show the progress of the 

installation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

14) Setup will notify you when the 

installation of TeamAgenda
®

 is 

completed. 

 

Click the  button. 

 

Note: TeamAgenda
®

 will be launched, 

if you selected to “Run the 

TeamAgenda
®

 for the first time”. 

 

 

 

 

 

 

 



 T E A M S O F T ®  

Teamsoft, 1470 Bégin Street, Montreal, Quebec, H4R 1X1, Canada, Tel: 514-908-7212 Fax: 514-510-1235  Page 8 of 11 

www.teamsoft.com 

 

15)  The “Open or Create a Personal 

Agenda” window will appear allowing 

you to create your Personal Agenda by 

entering your name in the box “File 

name”. 

 

Click the   button to 

continue. 

 

 

 

 

 

 

 

 

16) A dialog box will appear asking you to 

confirm the creation of the Personal 

Agenda. 

 

Click the  button to 

continue. 
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17)  After the confirmation, your 

“Personnel Agenda” will open 

displaying the current week.  

TeamAgenda
®

 will prompt you how 

you want your agenda as a stand alone 

or shared by a team.  

 

 

 

 

If you choose  mode: 

• The pop up “Setting up to work 

standalone” window will appear. 

 

This window will allow you to import 

your personal holiday file, define 

categories and define your preferences. 

 

Select “Import pre-defined holidays” 

and then click the  button to 

continue with the import function. 

 

When you are finished with this setup 

of your Personal Agenda, click the 

 button to save your 

configuration. 
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If you choose  mode: 

• The pop up “Setting up to work with a 

Team” window will appear. 

 

This window will allow you to set your 

password, your log in name in the 

team, define your categories and your 

personal preferences. 

 

Select “Connect your personal agenda 

to team” and click the  

button. 

 

When you are finished with this setup,  

click the  button to save 

your configuration. 

 

 

 

Note: You can always change these 

configurations at any time from the Main 

Menu, “Context”, “Personal Agenda 

Setup…” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

18)  You will find these elements in the 

Start menu “Teamsoft” folder. 
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