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SalesOutlook®
Upgrade Guide

Updating SalesOutlook to the new forms
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.
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 overridden

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. Navigate to the production folder.  We will use theSalesOutlook folder as an example. Normally, the production folders of SalesOutlook are located under Public Folders / All Public Folders / SalesOutlook.
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2. Right click and choose properties
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3. Click on the Forms tab.
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4. Click on the manage button.
5. Click on the Set button located in the left-hand column.
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6. Navigate to the SalesOutlook folder in the SalesOutlook pst.  Click OK.
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7. Click on the right side of the window.

8. Highlight and delete all forms on the right hand side of the window. (These are the forms in your production system) You could also choose just one form.
[image: image6.png]Salesoutiock

=

Deletevien
saesoutiack Create fate.
alesoutiack Email

alesoutiock HTML Emall
saesOutiook Import Outlook Contct:
salesOutiook Move]Copy Account Pro
salesoutiook Realign
SalesOutiockDelete.

Copy

Dekete

™ show categories

Description

Form number: Version!

dlose.

Clear Cache.

Insta.

Contact:

Help





9. Click on the left side of the window.

10. Highlight all the forms on the left hand side and choose copy. 

You have now upgraded the SalesOutlook folder forms to SalesOutlook 4.x.  Now proceed to upgrade the other SalesOutlook folders, one at a time, using the same procedure.
Repeat the above (Steps 1 – 10) process for all folders that you wish to update to new SalesOutlook forms
Publish single form from an oft
1. Unzip the attachment to your local hard drive.

2. In Outlook 2010 choose the developer tab (If you do not have the developer tab then choose File | Options | Customize ribbon | Check Developer on the right hand side.)

3. Click on "Design a form" and select "User templates in file system" and then navigate to where you saved the file in step 1.

4. Press and Hold your Shift Key and then click open. 

5. Release the shift key after the form opens.

6. Click on the publish | Publish Form as then click Browse and browse to "Public folders\all public folders\salesoutlook\leads"

7. Highlight the leads form and choose Publish.
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