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Purpose of this Document

The purpose of this document is to setup a SalesOutlook client on a Windows Terminal Server (that may or may not be running Citrix) after the Administrator has already configured the SalesOutlook database and security in the Exchange Server Public Folders.  If your SalesOutlook database has not been setup yet, please refer to the SalesOutlook Administration Guide (SO4X – Administration Guide) and complete the SalesOutlook database configuration before continuing.
System Requirements
Please see the SO4X – System Requirements document for detailed minimum and recommended system requirements.  
In addition, Microsoft Office XP and Office 2003 do not enable vbScript support by default when installed on a Windows Terminal Server or when using the *.mst file unless specifically configured to do so.  Please see

http://support.microsoft.com/default.aspx?scid=kb;en-us;302003 
for additional information and instructions.
Please ensure that all system requirements are met before installing SalesOutlook.

Required Updates / Patches

SalesOutlook requires the following Microsoft patches and updates. If you are unsure if you have these updates then please download the updates from the following links:
REQUIRED UPDATE: Office 2003 SP1 must be installed before installing SalesOutlook.  Please visit the Microsoft Office Update site and apply the latest available updates for Microsoft Office before proceeding.
REQUIRED UPDATE: SalesOutlook requires MDAC 2.6 or greater.  This link provides information that will help you obtain the correct MDAC installer for your version of Windows.  MDAC 2.8 is the latest version as of the date of this publication and is strongly recommended along with its “latest” updates:
http://www.microsoft.com/downloads/details.aspx?FamilyID=6c050fe3-c795-4b7d-b037-185d0506396c&DisplayLang=en
REQUIRED UPDATE: SalesOutlook requires SP8 for the Microsoft Jet 4.0 Database Engine.  These links will help you determine if the correct version is installed and how to download the correct installer for your version of Windows:  
http://support.microsoft.com/default.aspx?kbid=829558
http://support.microsoft.com/?id=239114#7
INSTALLATION REQUIREMENT: The user must have local machine admin rights in order to perform the final configuration steps.  The initial installation must be completed at the server console using Add/Remove Programs while logged in as the Terminal Server Administrator.  The Terminal Server Administrator must also have an Outlook Profile configured that connects to the Administrator’s Mailbox on the Microsoft Exchange Server PRIOR TO INSTALLATION.  
During installation, the setup program will write information to the Local Machine registry hive and will create a SalesOutlook directory under Program Files and {Default User}\Application Data\SalesOutlook.  The SalesOutlook folder in Program Files need to be configured to enable read/write/execute permissions for the Forms.pst file for all SalesOutlook users after installation.  
The first time a SalesOutlook user logs into the Terminal Server after SalesOutlook is installed the registry settings and file folders will be copied from the Local Machine hive to the Current User hive and from the Default User to the current user profile by Windows Terminal Server.  This will complete the majority of the configuration for the new SalesOutlook user, provided all instructions were followed exactly and in the sequence written.
The next section describes the actual installation process.  After the software is installed, the steps in the Configure the SalesOutlook Client Settings section of this document must be completed for each SalesOutlook user that will use Outlook on the Terminal Server.
Preparing To Install

Please review the minimum and recommended system requirements.  Please ensure that all system requirements stated in the previous section are met by ensuring that all Windows system-level updates, Microsoft Office updates and service packs for Windows and Office are installed before installing the SalesOutlook software.

For a trouble-free installation experience, please ensure the following are true before continuing to install SalesOutlook:

1. All Windows system-level updates and the latest service packs for Windows and Office are properly installed on the computer.

2. The User consistently logs into the same Windows Profile whether connected to the network or not.

3. The User’s Windows Login is granted Administrator rights to their local machine domain and that their login is a member of the Administrators Group on their Local Computer.  For Windows XP, these permissions are granted only to the Computer Administrator or Owner login types.  SalesOutlook cannot be installed within Restricted User Accounts.

4. The Setup.msi or Setup.msi is extracted from its zip file container and resides on the local hard drive of the computer when executed.

5. The SalesOutlook Setup.msi is executed while logged into Windows as the Terminal Server Administrator at the Terminal Server Console keyboard.  Additionally, the Administrator login must have an Outlook Profile that is configured to access the Administrator’s mailbox on the Exchange Server since SalesOutlook must open the Outlook Profile to register specialized forms and components.

6. The user will use Outlook with one Outlook Profile only (it may contain multiple email accounts) so that SalesOutlook can be installed and configured for use with that Outlook Profile.  Multiple Outlook Profiles may be used provided that the user takes the proper steps to reconfigure SalesOutlook each time the user switches between them.

IMPORTANT NOTES:  

· This document covers only the steps used to install and configure Outlook XP / 2003 for use with SalesOutlook when running on a Terminal Server or Citrix Server.  If you are using a different version of Outlook / Office, the screens and locations / names of menu options are different but the process is the same.
· Running mixed versions of core Office applications is strongly discouraged because this may prevent required service packs from being installed successfully.  

· If you are the system administrator and need to configure a shared SalesOutlook database on your Exchange Server Public Folders, please refer to the SO4X – Administrator Guide for instructions before installing the SalesOutlook software on the Terminal / Citrix Server.
· When SalesOutlook users use Microsoft Outlook and SalesOutlook from multiple computers, it is very important that the settings in the SalesOutlook Folder Settings tab are identical on EVERY computer used by a given SalesOutlook user.

SalesOutlook Software Installation
The following procedures will be performed one time while logged in at the Terminal Server Console computer as the Administrator.  The Administrator login must have a Microsoft Outlook profile configured to access the Administrator’s Mailbox on the Exchange Server before continuing with the installation.
BEST PRACTICE: Multi-user environments should first have the Administrator set up and configure security permissions for the shared SalesOutlook database in the Public Folders on your Microsoft Exchange Server.  Mail-enabled Active Directory Security Groups may be used to establish permissions in the Exchange Server Public Folders.  See the SO4X – Administration Guide for detailed information regarding configuring the SalesOutlook database and its permissions.  
Install the SalesOutlook Client Software (Administrator) 
1. With Outlook closed, run the Setup.msi file provided by SalesOutlook using Add / Remove Programs in Control Panel.  DO NOT double-click the *.msi file to start the installation process or Terminal Server will not switch into its Maintenance Mode.

2. Open Windows Explorer, navigate to the folder where you installed SalesOutlook, and grant all SalesOutlook users Read, Write and Execute permissions to the Forms.pst file found within that folder.  The default location is:  C:\Program Files\SalesOutlook.

3. After the install is complete, reboot the Terminal Server computer.

4. Open Outlook 2003 (Exchange users must work “connected” / online) and Log in using the SalesOutlook user’s Login credentials.

Configure the SalesOutlook Client Settings (All Users)

Note: IF users are set to not have SalesOutlook by default then run the SO_Outlook.reg file located in \Program files\SalesOutlook\ directory
Complete the following steps for each SalesOutlook user that will use Microsoft Outlook on this computer.  Detailed instructions follow this summarization of the configuration process:
1. Login to Terminal Server / Citrix using the SalesOutlook user’s login credentials.

2. Launch Microsoft Outlook.

3. If the user configures SalesOutlook to access data through Public Folder Favorites on any other computer, add the SalesOutlook folders as Favorites so that the path to the Account Profiles folder is the same on all computers used by this individual.

4. Click Tools > Options > SalesOutlook Folder Settings.

5. Click the Explorer icon to the right of the Account Profiles field and navigate to the Account Profiles folder in the SalesOutlook folder tree in Exchange Server by browsing the Public Folder Favorites path, if this user works offline or in Cached Exchange Mode on any other computer.  Otherwise, navigate to the Account Profiles folder by browsing through the All Public Folders branch of the Exchange Public Folders.
6. Click the Account Profiles folder so that it is highlighted and then click the Select / OK button.

7. Click the Address Book icon to the right of the User Name field and select the SalesOutlook User’s Address Book Entry from the Global Address List.  The same address book entry should be used for this user on all computers used by this user.

8. OPTIONAL - Click into the Alignment field and enter the Alignment value for this user if Alignment is used within your organization.  If used, the Alignment value for this user should be the same for all computers used by this SalesOutlook user.

9. Click the Publish Forms button to install the custom SalesOutlook Appointment and SalesOutlook Task forms into the user’s mailbox Calendar and Tasks folders.  You will receive a prompt when the process completes.  Do not continue until the Forms are published successfully.

10. Click the OK button and then click the Yes button, when prompted, to map the SalesOutlook database fields.

11. When the mapping is complete, close Outlook and logout.  Repeat steps 1 – 11 for each SalesOutlook user who will use Outlook on this Terminal / Citrix Server computer.

How to Configure the SalesOutlook Client Settings - Detailed Steps
The final configuration steps involve setting the Account Profiles Folder location, the User’s Name, and the User’s Alignment Number (if used) for all LAN & Mobile Clients.  For Terminal and/or Citrix Server users, it is very important that these settings are consistent across all computers used by the SalesOutlook user.  

To configure the SalesOutlook Client Settings, please note whether the path to the Account Profiles folder uses the All Public Folders or the Public Folder Favorites path.  You must configure the user to use exactly the same location for the Account Profiles folder and Address Book entry on all computers used by that SalesOutlook user.  

Complete the following steps for each user, and please be aware that some screen shots may not be 100% accurate depending on the settings you noted from the other computer(s) used by this user.  
When in doubt, use the settings obtained from the user’s other computer(s) with the exception of settings relating to Cached Exchange Mode, sync filters, and offline folders.  Cached Exchange Mode and offline folders are disabled when Microsoft Office is running on a Terminal / Citrix Server.
1. Select Tools | Options from the Outlook menu bar and select the SalesOutlook Folder Settings tab. Click on the button to the right of the Account Profiles field.
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2. If the user uses offline folders or Cached Exchange Mode on any other computer, navigate to Public Folders\Favorites\SalesOutlook\Account Profiles.  Otherwise, navigate to Public Folders\All Public Folders\SalesOutlook\Account Profiles.
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3. Click OK.
TIP: To navigate down to this folder you’ll need to click on the plus sign to expand these folders. 
4. Click on the Button next to User Name.
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5. Navigate to your name and click to highlight.  Copy your name to the right column by clicking the User button and then click OK.
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6. If using the alignment feature, type in the User Alignment value.  Your administrator should have the required information or will know where to obtain it. 

Note: User alignment is only used for organizations that have a hierarchal sales structure (Region, Division, and Territory).  This field can be left blank if you do have this type of organizational hierarchy or if you have decided not to use Alignment feature.  

7. Click OK to save the SalesOutlook client settings.  Select Yes to map the SalesOutlook database fields, update the SalesOutlook Cache and finalize the client configuration.
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8. The SalesOutlook Client configuration is now complete.
Adding Outlook Shortcut Bar Shortcuts (Optional)

BEST PRACTICE: SalesOutlook recommends using the Add/Action Drop Down on the SalesOutlook toolbar to navigate the system rather than relying on the Outlook shortcut bar because Outlook shortcuts can “break” rather easily.

The SalesOutlook Add/Action Drop Down’s “Switch to <Folder Name>” feature navigates to the correct Outlook folder based on the SalesOutlook database you configured your SalesOutlook client to use.  

This gives users 2-click access to key SalesOutlook folders while viewing any folder inside Outlook, and it also helps to improve the stability of Outlook and SalesOutlook since the path of navigation is always consistent and correct for the configured settings.  

Train users to use the Add/Action Drop Down on the SalesOutlook Toolbar for their basic SalesOutlook operations, including folder navigation. 
However, if you wish to create Outlook Shortcuts anyway, or if you wish to create shortcuts for folders that do not appear in the Add/Action feature on the SalesOutlook toolbar, complete the following steps: 

1. Click on the shortcuts icon to go to the shortcuts menu. 
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2. Right click on “My Shortcuts”, Choose Add New Shortcut.
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3. Navigate to the Account Profiles folder under Public Folder / Favorites / SalesOutlook and right click on the folder name (Account Profiles). 

TIP: To navigate down to this folder you’ll need to click on the plus sign to expand these folders.  Right mouse click on the Account Profiles folder and select “Add to Outlook Bar”. Repeat this for all folders that you want your users to see on the shortcut bar.  
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Set the Default Email Format (Rich Text Recommended)

1. Select tools | Options

2. Select the Mail Format tab.

3. Select Rich text for compose in this message format.

4. Uncheck Use Microsoft Office Word 2003 to edit email messages.

5. Uncheck Use Microsoft Office Word 2003 to read Rich Text email messages.
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