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SalesOutlook®
Upgrade to Top Level Archive Folders Guide

Updating SalesOutlook to the new forms using Outlook 2010 or greater
SalesOutlook, Inc.

 (770) 642-4923

Open the new database

In Outlook choose File | Open | Outlook data file and open the SalesOutlook.pst with the new forms. Contact SalesOutlook for the latest SalesOutlook database template.
Copy The SalesOutlook Forms
The example below shows copying/upgrading the SalesOutlook folder forms to a new databse.  

IMPORTANT: Only copy the forms that you have determined were not customized or your customizations will be removed, Contact SalesOutlook for any customized forms.
Steps to Copy the SalesOutlook Forms to a Production database:
IMPORTANT: You must have owner rights to all folders within the SalesOutlook database in order to successfully complete the following process.

1. Clikc on File | Options | Advanced | Custom Forms.
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2. Click on Manage forms
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3. Click on the set button on the left and open the database folder you want to copy from
4. Click on the set button on the right and open the database folder you want to copy to.
5. Highlight the form you want to copy and click the Copy button
6. Do this for all folders and forms you want to upgrade or overwrite.

NOTE: When copying to the Public Folders database make sure you copy the forms to the “All Public Folder” hive and not Favorites. When using a Delegate mailbox it is best to log in as the delegate user to copy forms.
Copy the Account , Account Contact, Opportunity, Customer Service and  

Folder Drop Down forms (System Folder).
Create new fields in the system folder.

Navigate to the System folder and bring up the field Chooser. Create an “EntryID” and a “StoreID” field as text fields.
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Create new Archive Folders.
Create a top level Public folder (Not inside the SalesOutlook folder tree). You can name then anything but we recommend archiving by Year. Copy the ‘Notes History’ folder to the new Archive folder muktiple times and rename them by year.
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Change the Notes Histry form to go to the current year.
Note: You should change the Notes History to the current year at the beginning of each year.

Navigate to the System folder and open the Notes History Form under folder Drop downs. Choose the view By Type if you do not see Folder drop downs grouping.

Click on the button next to Folder name and select the current year for the drop downs folder.

Save the form.
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Create the new folder drop down for the  Archive Folder.
You can copy and paste this item (ctrl-c then ctrl-v) or create a new folder drop down form and add the additional folders.
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Move the notes to the correct Archive folders.
Remove the Notes History from the favorites for all users. (this will keep the synch stream low when you move the older notes to the top level folders)
Move the notes from the existing Notes History folders to the new Notes Archive tree according to the year they were created in.

Install the latest update for users that are going to run the Archive procedure.

Contact SalesOutlook for the latest client update.
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