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Introduction

Client Data System E-Mail Posting for Microsoft Office Outlook is an add-on feature that
interfaces Client Data System® with Microsoft® Office® Outlook®. This feature enables the
CDS user to have a seamless interface with MS Outlook and enables the user to use MS Outlook
as an e-mail client. Use MS Outlook to compose mail and post those messages to the CDS
SmartPad™. This feature supports Microsoft Outlook 2003.

Installing CDS E-Mail Posting for Microsoft Office
Outlook

1. During the installation of CDS 6.0, the following dialog box displays.

Select the appropriate synchronization option(z] and then click Mest o continue:

+ Clignt Data Systern Synchronization for Microzoft Dffice Outlook 2002
" Client Drata Systern Synchronization for Lotus Motes 5.0

" Mone of the above

2. By default, the Microsoft Office Outlook 2003 for Client Data System option will be
selected. Click the Next button to proceed.

Select the appropriate spnchronization option(z] and then click Mest to continue:

[v Clignt Data System E-Mail Posting for Microsoft Office Outlook 2003
[ Client Diata Spstem Calendar/Contact Synchronization for Microzoft Dffice Outlook 2003
3. Select the Microsoft Office Outlook 2003 E-mail Posting for Client Data System option
and then click the Next button to display the InstallShield Wizard Complete dialog box.

4. Click the Finish button. When the CDS Outlook E-mail Posting is installed, the CDS Post
button is added in MS Outlook.

SmartPad Postings from MS Outlook
The CDS Post button enables the user to post e-mail messages from MS Outlook to CDS.

Posting a Message from the Microsoft Outlook Folder
1. Select the message to be posted to CDS and then click the CDS Post button.
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2. The posting dialog box displays the specified message information.

Outlook E-Mail Interface @

Subject : |

Contact E-mail (53 nat found in CDS

Date Time |
Keywords | | a4 & B
Contacts For Posting { C0S )
SolrCE Conkack Mame E-mail Address

Record count: 0

Post | Cancel

Source Contack Mame E-mail Address
Record count: 0
Contacts { Posted )
Posted By Posted Ta E-mail Address Paosted On Keywords

Record count: O

e Subject of the message.

e Date/Time of the message.

o Keywords.

e List of CDS Contacts associated with the message.
e List of Contacts not found in CDS.

o List of Contacts that the message was posted to.

¢ In the Contacts for Posting (CDS) section, contacts from CDS whose e-mail address
matches with the e-mail address in the To, Cc, or Bcc field of the selected mail are listed.

e Inthe Contact E-mail not found in CDS section, contacts whose e-mail addresses are
present in the To, Cc, or Bcc field of the selected mail are listed. No matching contacts in

CDS with that e-mail address are listed.

e In the Contacts (Posted) section, posting details include the name of the CDS user that
posted the e-mail, the CDS contact records that the e-mail was posted to, the associated e-
mail, the date and time of the posting, and keyword(s) associated with the message.
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Posting a Message to Additional Contacts

1. To post the message to CDS contact records that are not listed in the posting dialog box, click
the Add/Search Contacts button to open the Find Contact Information dialog box.

Qutlook E-Mail Interface

X

Contact E-mail (5] not Found in CDS

subject : |
DratefTime : |
kewords | ih i E’i
Contacts For Posting [ CD3S ) T o
SourCeE Contack Marne E-mail Address
Ore Test, E-Z Data ezdatatesti@ez-data.com
D Frorm Tesk, E-Z Data

ezdatatest@ez-data,com

Record count: 2

Source Contact Marme

Contacts { Posted )

E-mail Address

Recard count: 0

Posted By Posted To

E-mail Address

Past |

Posted Cn Keywords

Record count: 0
Cancel |

2. The Find Contact Information dialog box is used to search for Individual or Business records.

Find Contact Information

X]

Last MNarne <, First Mame | a
Opions

* Conkact " Business

Enter the search information and click Gk,

Cancel |

Find Business Information

]

Eusiness hlarme | a
Opions

(" Conkact * Business

Enter the search information and click Gk,

Cancel
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3. Enter the search criteria and then click the OK button to open a dialog box listing all of the
records that meet the criteria. Select the appropriate record(s) and then click the OK button.
The selected record(s) display in the posting dialog box. For the additional selected record(s)
in the Contacts for Posting (CDS) section of the posting dialog box, CDS will display in the

Source column.

Qutlook E-Mail Interface

|
DratefTime & |
|

fenmords

Subject

Contacts For Posting [ CD3S )

# i By

Source

D To

D Fran
D5
cos

Contack Mame
Tesk, E-Z Daka
Test, E-Z Data
Ackerman , Joseph
ABC Manufackuring

Contack E-mail () not Found in CDS

E-mail Address
ezdatatest@ez-data, com
ezdatatest@ez-data, com
jackermani@jma.com
supporti@abcmanu, com

Record count: ¢

Source

Contacts [ Posted )

Cantact Mame

E-mail Address

Record count: 0

Posted By Posted To

E-mail Address

Posted On

Cancel |

Keywards

Record count: 0

X]

Posting a Message to a Key Relation
1. To post the message to a key relation of a CDS Contact, select the Contact from the Contacts
for Posting (CDS) list and then click the Key Relation(s) button.

2. The Key Relation(s) dialog box opens, listing all of the key relations for the Contact in CDS.

To select the key relations to whom to post the message, click the associated checkbox for the
appropriate key relations and then click the OK button.

Key Relation(s) for Ackerman, , Joseph

3

i

Conkack Mame | Relation |
O ackerman, Kathleen Wife

O ackerman, Kenneth S0

Ackerman, Marianne Daughter

D Halverson, Joe Assaciake
Fecord count: 4

Cancel
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3. Click the Post button from the posting dialog box to post the message to the selected contacts
from the Contacts for Posting (CDS) list as well as for the selected key relations.

Qutlook E-Mail Interface E|

Subject :

|
DratefTime & |
|

fenmords

Contacts For Posting [ CD3S )

# i By

Source Contack Marne E-mail Address

Ore Test, E-Z Data ezdatatesti@ez-data. com
O From Test, E-Z Data ezdatatest@ez-data,com
DS Ackerman , Joseph jackerman@ima.com
oS ABC Manufacturing support@abcmanu, com
ke Relation Ackerman, Kathleen

Record count: 5
Contact E-mail (=) not Found in COS

Source Contack Mame E-mail Address

Recard count: 0

Contacts { Posted )
Pasted By Pasted Ta E-mail Address Pasted Cn Keywards

Record count: 0

Cancel |

Posting a Message to a Newly Added Contact

Use the Outlook E-mail Interface application to create new CDS Contacts from the posting dialog

box and post messages to that Contact’s SmartPad.

1. In MS Outlook, select a message and then click the CDS Post button.

2. From the posting dialog box, click the Add/Search Contacts button to open the Find Contact
Information dialog box.
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3. Enter the search criteria and then click the OK button to display a dialog box of contact

record(s) matching the search criteria.

QOutlook E-Mail Interface

X

M

A | ast Mame | First Marne | Middle | E-rnail Address | Type | A
O ackerman Joseph M. joe_ackermani@eznet., .,
O ackerman Kathleen
O ackerman Marianne
O adcock Markin markin, adcocki@eztes. ..
O alexander Sherman
O anderson Phillip
O ansong David M. david. ansongi@geen, ..
M anthare: Rrian \7
<

Record count: 11
oK | Cancel |

4. Click the Add Contact button to display the Quick Add — Contact dialog box.

Quick Add - Contact

Please enter conkact details

Last Marme |

Middle Mame |

Firsk Marne |

Type | j

E-mail |

Business Mame |

OCoup |

Cancel
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5. Enter all the required Contact information and then click the OK button.

Qutlook E-Mail Interface

e
& | g5k Mame | First Marne | Fliddle | E-mnail Address | Type |

O anderson Phillip

O ansong Dravid M. david. ansongi@geem. ..

O anthory Brian

O antill Eugene

O antonsen Robert ,

[ aschtouni william L.

adams Joshua 5.

L
< b3
Record count: 12
Zancel | add Conkact |

X
=

6. Click the OK button to display the newly added contact record in the posting dialog box.

Posting a Message to a Newly Added Business Record

1. In MS Outlook, select a message and then click the CDS Post button.
2. From the posting dialog box, click the Add/Search Contacts button to display the Find
Contact Information dialog box.

w

4. Enter the search criteria and then click the OK button to display a dialog box with contact
record(s) matching the search criteria.

QOutlook E-Mail Interface

Select the Business option to change the title of the dialog box to Find Business Information.

i
4 Bus, Mame | Type | Class | E-mail Address | NAICS # |
[ 2B Manufacturing Company 1234 Plz
[ ace Building Company 5413 c
£ >

Record count: 2

(814 Cancel CAdd Business |

X
=
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5. Click the Add Business button to display the Quick Add — Business dialog box.
Quick Add - Business P§|

Please enter business details ;

Bus. MName

Tvpe

Ll Lo

BEus, Structure

MAICS #

Industry Grp

|
|
|
E-rnail |
|
|
|

Ll Lo

Category

Cancel |

6. Enter all the required information for the Business and then click the OK button.

QOutlook E-Mail Interface E|
w
4  Bus, Mame | Type | Bus. Struckure | E-mail Address | MATICS # | Industry Grp |
Prime Tech Group, Inc, Partnership supporb@primetechgroup. com Technology

Reecord court: 1

Cancel | .ﬁ.ddBusiness|

7. Click the OK button to display the newly added contact record in the posting dialog box.

Indication of Posted Message(s) in Outlook

In MS Outlook, without having to go to the posting dialog box of a message, the user can easily

identify whether a message has been posted to a Contact’s record in CDS.

1. In MS Outlook, select the folder from where you want to post an e-mail message (i.e., Inbox,
Sent Items).

2. On the View menu, point to the Current View and then select the Customize Current View

option.

From the View Summary dialog box, click the Fields option.

4. From the Select Available Fields From dialog box, select the User-defined fields in Inbox
option.

5. If you have already posted a message from this folder, the Posted field name displays on the
Available Fields list.

6. Select the Posted field from the list and then click the Add button.

The field can also be positioned in the view by using the Up and Down buttons.

8. In the selected folder view, a checkbox displays in the Posted column for all of the messages
that have already been posted to contacts in CDS.

w

~
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To find out more detailed information about a posted message:

1.

Qutlook E-Mail Interface

In MS Outlook, select a message and then click the CDS Post button to display the Posting
dialog box.

X]

Subject |
DratefTime & |
fenmords | ih i I’i
Contacts For Posting [ CD3S )
Source Conkack Marne E-mail Address
Ore Test, E-Z Data ezdatatesti@ez-data, com
OFrom Test, E-Z Data ezdatatest@ez-data, com

Contack E-mail () not Found in CDS

Record count: 2

Source Cantact Mame

Contacts | Posted )

E-mail Address

Record count: 0

Posted By Posted To

DEMO Ackerman, Kathleen
DEMO Bckerman, Joseph

E-mail Address

jackermani@ijma. com

Past

Posted On Keywards

13022006 16:12
13/02/2006 16:11

Record count: 2

2. The Contacts (Posted) pane displays the following information: who the message was posted

Viewing a Posted Message from the SmartPad
Once the user has posted a message to a Contact record in CDS, he or she can view the posted

message from the Contact’s SmartPad.

In order to view the content of the message, select the message and then click the View
Posted E-mail Message button.

1.

by, who the message was posted to, the e-mail address of the contact which the message was
posted to, what date/time the message was posted, and the keyword of the posted message.

This is especially helpful in a network CDS environment when multiple CDS users have been
identified as e-mail recipients.
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2. If the user posted an e-mail, the Type column of the Contact’s SmartPad will display E-mail.
Click the View Posted E-mail Message button to display the e-mail in the following format.

B Weekly Meeting

Frarm: |ezdatatest@ez-data.cu:um

To: I|caru:u|.dawsu:un@eztest.u:u:um

i I|juseph_ackﬂrman@eztest.u:u:um,'marianne.ackﬂrman@eztest.mm

BiCc: I |

Subject: |wEekly Meeting

Kevwards: |Meeting

Serk: [Tue 12{12{2005 11:19 AM
Hi Everyone, -~
bust a reminder that our weekly meeting for this week has been postponed. We will meet next Thursday at 3:00pm.
[mee you all then.
Thanks! B
w

[ Prink ] [ Reply ] [Reply F'.II] [Fu:urward] [ Close ]
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3. If the user posted an e-mail address with an attachment, the Type column of the Contact’s
SmartPad spreadsheet will read E-mail with Attachment. By clicking the View Posted E-
mail Message button, the mail will be displayed in the following format.

M Updated Issue Log @

From: |ezdatatest@ez-data.cnm

To: I|juseph_ackﬂrman@eztest.u:u:um

[ I|marianne.ackﬁrman@eztest.u:u:um,'carul.dawsun@eztest.mm

BiCc: I |

Subject: |LI|:u:|ated Issue Log

Kewvwards: |

Sent: [Tue 12/12/2005 11:30 AM

Hi &ll, -
lttached is the updated lzsue Log. Please review and provide any feedback.

Thanks!

Mail Attachments

{ssue Log.doc

[ Frint ] [ Reply ] [Repl';.-' .C'.II] [F-:.rward] [ Close ]

4. The Mail Attachments section displays the attachment(s). In order to see the content of the
attachment file, highlight the attachment and then click the View File button.

Reply, Reply All and Forward Options for Posted Message(s)

Once a message has been posted to a Contact’s SmartPad, the user can choose to Reply, Reply

All or Forward the message.

1. InCDS, open a Contact record and then click the SmartPad icon.

2. From the SmartPad, select an entry type as either E-mail or E-mail with Attachment and
then click the View Posted E-mail Message button. By doing this, the user is able to view
the content of the message. The format of the message displays exactly as it does in MS
Outlook.

o Click the Reply button to open the message in the MS Outlook compose Ul with the To
and Subject fields filled as per the posted mail.

e Click the Reply All button to open the message in the MS Outlook compose Ul with the
To, Cc and Subject fields filled as per the posted mail.

e Click the Forward button to open the message in MS Outlook with only the Subject
field filled as per the posted mail.
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CDS E-mail Posting Options

There are several e-mail posting options available when sending mail from MS Outlook.

1. In MS Outlook, click the Tools menu to open an additional list of options.

2. Select Options and then click the CDS E-mail Posting Options tab. By default, the
following options are selected.

Preferences Mail Setup Mail Formak Spelling
Security Okher 03 E-mail Posting Options

Select CDS E-mail Posting Options
| Post E-mail body ta SmartFad

Yw'hen a meszage iz being sent from either Qutlook, or COS:

f* Manually post meszage to COS contact record

v Prompt to pozst mezzage to SmartPad when sending from
Dutlock with & walid COS Seszion.

" Automatically post meszage to COS contact records Following confirmation.

" Automnatically post meszage to CDS contact records without confirmation,

| O |[ Cancel ]

o When the Post E-mail body to SmartPad option is not selected, the subject of the posted
message will be displayed in the Notes section of the SmartPad Summary. In this case, the
user must open the SmartPad record in order to view the body of the e-mail.

o When the Post E-mail body to SmartPad option is selected, the body of the posted message
will be displayed in the Notes section of the SmartPad Summary.
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When the user either selects the second or third option from the CDS E-mail Posting Options
tab, an additional section displays. In this section, by default, the To and Cc checkboxes are
selected. Upon the automatic posting of the message, it will match the CDS Contact Records
with a MS Outlook e-mail address in the specified To, Cc, From and Bcc fields and then post
the message to those contacts’ SmartPad records.

Preferences Mail Setup Mail Farrmak Speling
Security Qkher Z03 E-miail Posking Options

Select CDS E-mail Pozsting Optionz
[ Post E-mail body ta SmartFad

When a message iz being sent from either Outlook or COS:

" Marwally pozt meszage to COS contact record

v

¢ Automatically post meszage to COS contact records following confirmation.

" Automnatically post meszage bo CDS contact records without confirmation,
Match CDS contact records with Qutlook e-mail address in the
followaing felds:

[~ Fram W To
¥ Cc | Beo

[ o |[ Cancel H apply ]

Manually Post the Message to the CDS Contact Record: In MS Outlook, compose a
message and then click the Send button to send the message to the Sent Items folder. Open
the Sent Items folder, select the message which was sent and then click the CDS Post button.
The user can then specify which Contacts in CDS to post the message to.

Manually Post the Message to the CDS Contact Record and Prompt to Post the Message
to SmartPad when sending from Outlook with a valid CDS session: In MS Outlook,
compose a message and then click the Send button to be prompted to post the message to a
Contact in CDS. If Yes is selected, the posting dialog box will display where the user can
specify to which Contacts in CDS to post the message.

Automatically Post Message to CDS Record(s) Following Confirmation: In MS Outlook,
compose a message and then click the Send button to be prompted to post the message to
Contacts in CDS. If Yes is selected, it will automatically post the message to all of the
matching CDS Contact records with an MS Outlook e-mail address in the specified To, Cc,
From and Bcc fields.

Automatically Post Message to CDS Contact Record(s) without Confirmation: In MS
Outlook, compose a message and then click the Send button to automatically post to all of the
matching CDS Contact records with an MS Outlook e-mail address in the specified To, Cc,
From and Bcc fields.
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Note that depending on the CDS E-mail Posting option selected, the outcome will be slightly
different. The default CDS E-mail Posting option will be used throughout the user guide. The
selection does not affect the posting from any of the MS Outlook mail folders.

Composing a Message from MS Outlook

Both message(s) that already exist in MS Outlook and newly composed message(s) can be

posted.

1. Compose a message and then click the Send button. The following prompt will display if the
default settings in the CDS E-mail Posting Options were selected.

CDS E-mail Posting Options |g|

Post this message ko Contack(s) in CDS7

2. Click the Yes button.

3. A posting dialog box will open and display the composed message information (e.g., Subject
and Date/Time) along with any matched CDS contact record(s).

4. If the message finds a match with any CDS contact records, a bold checkbox will display
under the Source column. To post the message to this contact, select the checkbox and then
click the Post button.

QOutlook E-Mail Interface PZ|
Subject : |
DakelTime : |
Keywords | i ] .f":
Cantacks Faor Pasting { CDS )
Source Contack Mame E-mail Address
To Ackerman, Marianne marianne_ackerman@eznet,com
O Fram Test, Ezdata ezdatatest@ez-data. com

Record count: 2
Cantact E-mail (=) nat Found in C0OS

Saurce Cantack Marne E-mail Address

Record count: 0

Conkacts { Poskted )
Posted By Posted To E-mail Address Posted On Kewwords

Record count: 0

Cancel
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Form Letters
The Outlook E-mail Interface application also enables the user to send form letters from CDS to

the selected contacts directly through MS Outlook.

E-mailing a Form Letter as an E-mail

1. InCDS, click the Reports menu and then select the E-mail Form Letters option to open the
Find Form Letter dialog box.

2. Click the OK button to display the E-mail Form Letter dialog box.

M E-mail Form Letter

Letkers

VO EHS U

mn g 9

3

[]importance: High

[

Cancel

I | Conkacts... | ’ Help

Description Modified | DocType HIPAA i)
rear term renewal E-Z Edlitar _ =
02051997 3rd year term renewal 020581397 |E-Z Editor
02008997 d4th year term reneswwal 02/08M997 E-Z Editar
020084937 Sth year term renewal 020084997  E-Z Editor
02008937 Bth year term reneswal 0205937 E-Z Editar
020084997 Tth vear term renewal 020081937  E-Z Editor hd
Subject: | Znd vear kerm renewal
Attachments
[ Add (Images | Documents)... ]
[ Browse. ., ]
Address Selection Letter Log Starage Opkn E-rnail Cpkions
(%) Preferred Address () Link o Form Letker Only (#) E-mail
) Residence Address (%) Hardcopy ko Client () E-mail as attachment
(O Business Address (o Letter Lag Storage Save copies of messages in Sent Ikems Folder
Sork By [Irequest a delivery receipt
) Last Mame [ create Follow-up Ackivity P e
(¥} Zip Code

3. Select the Form Letter to be e-mailed. By default, the Description of the selected Form Letter

will display in the Subject field.
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4. Click the Contacts button to display the Select Contact dialog box.
Il Select Contact &|

[ Conkact Selection Using Set)Filker, . ]

[ ad hoc Contact Selection, .. ]

[ ]select all Contacts

| ok | | camcel | [ Help |

Contact Selection Using Set/Filter: Specify a set or filter to e-mail the selected Form
Letter to.

Ad hoc Contact Selection: Specify contact(s) to e-mail the selected Form Letter to.
Select All Contacts: Send the selected Form Letter to all contacts in the CDS database.
When the Ad hoc Contact Selection option is selected, follow the following steps.

1. Click the Find button to display the Find Contact Information dialog box.
2. Click the OK button to display the Contact List.
3. Select the Contact(s) to e-mail the Form Letter to and then click the Ok, Select
button.
4. The selected Contact(s) will display in the Select Contact List.
Il Select Contact PX|
Selected Conkack List
(4 Adams, Joshua
B4 Anderson, Phillip
(<] &nsong, David
[ Sek., ][ Filker.. ][ Eind. . ][S@press]
[ ok [ Zancel ] [ Help ]
5. Select each of the Contacts to e-mail the Form Letter to and then click the OK
button.
6. Inthe E-mail Form Letter dialog box, click the E-mail button to e-mail the Form

Letter to the selected Contact(s).

E-mailing a Form Letter with an Attachment

1. InCDS, click the Reports menu and then select the E-mail Form Letters option to open the
Find Form Letter dialog box.
2. Click the OK button to open the E-mail Form Letter dialog box.
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3. Click the Add (Images/Documents) option to display the Images/Documents spreadsheet.

B Images/Documents (5)

@x b?@%‘é

Contact
Ackerman, Joseph |01 052000

1210419399
104041999
09041399
03042005

.ﬂ-u:kerman, Joseph
Artille, Eugene
Artille, Eugene
Ackerman, Joseph

i

Description

|.-;ru_i Year Term Renewal Letter
College Funding Letter

8 Pay Life Letter

Performance Bar Graph
Header logo

4. Select the image or document to be sent as an attachment along with the Form Letter and then

click the Ok, Select button.

5. The selected image or document will display in the Attachments section.

M F-mail Form Letter,

Letters

nIRVO EBS

M

Description
2nd year term renevval
3rd year term renesval
4th year term reneswval
Sth year term renesval
term renewal

EIB.I'EIE.I"I 937
03021957
0321957
03021957

Maodified
Q5021997
05021997
05021997
05021997

DocType HIPAA
E-I Editor
E-Z Editor
E-Z Editor

E-Z Editor

0gm2M997

08021997 Fth year term renewal 08021997  E-Z Editor
Subject: | &th wear term renewal |
Attachments
f2nd Y T R | Lett ?
Eebotbe Ll ok bl | &dd {Images | Documents), .. |
[ Browse, .. ]
[ Wiew Aktachment ]
[ Remove Attachment ]
Address Selection Letter Log Storage Optn E-mail Options
(%) preferred Address {1 Link ko Form Letker Only () E-mail
{JResidence Address (%) Hardcopy to Client () E-mail as Attachment
(O Business Address (O Mo Letter Log Storage Save copies of messages in Sent Ikems Folder
Sork By [ ]request a delivery receipt
(1 Last Mame [ ]create Follow-up ackiviey [JRequest a read recsipt
(%) Fip Code [ ]Print ©ne Per Family [ importance: High

Cancel

| Emal |

| [ contacts... || Help
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e Click the View Attachment button to view the selected attachment.

e Click the Remove Attachment button to remove the selected attachment.
e Specify an attachment by clicking the Browse button.

E-mailing a Form Letter as an Attachment

1. InCDS, click the Reports menu and then select the E-mail Form Letters option to open the
Find Form Letter dialog box.
2. Click the OK button to open the E-mail Form Letter dialog box.

B E-mail Form Letter,

Letters

VO ES Y

Date
08020997
08020997

053021997
05021997

2nd year term renewsal
3rd wear term renesvval
4th vear term renewal
Sth wear term reneswal
Bth wear term renewal

Tth wear term reneswal

Description

Modified
08021 397
02020 397
08021 397
02020 397
08021 397

051021997

DocType

E-7 Editar
E-7 Editar
E-7 Editar
E-7 Editar
E-7 Editar

HIFAA

[

Subject: | 7th wear term renewmal

Aktachments

[ add (Images [ Documents), .,

]

|

Browse, .,

]

Address Seleckion
() Preferred Address

i) Residence Address
() Business Address

Sork By

Letter Log Storage Cpkn

() Link ko Form Letter Only

{(®) Hardcopy to Client
{:} Mo Lekker Log Starage

E-mail Dptions

) E-mail

(%) E-mail as Attachment

HTML b

Save copies of messa

[ ]request a delivery rec

I[:} Lask Marne
(%) Zip Code

[ create Follow-up Activity

|:| Request a read receipl

[ ]importance: High

Adobe PDF Files

Rich Text
Text
Wiard For \Windows

Cancel

] [ Contacks. .. ] [

Help

3. Select the Form Letter to be e-mailed. By default, the Description of the selected Form Letter
will display in the Subject field.
4. From the E-mail Options section, select the E-mail as Attachment option to display a drop-

down menu. By default, HTML will be selected.
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5. Select the format in which the attachment should be sent and then click the Contacts button
to display the Select Contact dialog box.

M Select Contact &l

6. Select the applicable option and then click the OK button.

7. In the E-mail Form Letter dialog box, click the E-mail button to e-mail the Form Letter as an

[ Contact Selection Using Set/Filker ... ]

[

&d hoc Contact Selection. ., ]

[ ]5elect All Contacts

[ Ok

i [Cancel] [ Help ]

attachment to the selected Contact(s).
E-mail Options
Aside from being able to send a Form Letter as an E-mail or as an E-mail Attachment, there are
several options when sending a Form Letter.

E-rnail Options
(%) E-mail

() E-mail as Ak

Save copies of messages in Sent Ikems Folder
[ ]Request a delivery receipk
|:| Request a read receipt

|:| Importance

kachment

1 High

Save copies of messages in Sent Items folder: Select this option to save a copy of the sent
message to the MS Outlook Sent Items folder.

Request a delivery receipt: Select this option to request a delivery receipt.

Request a read receipt: Select this option to prompt the individual receiving the message
with the following dialog box.

Microsoft Office Outlook

1A\

ezdatatest@ez-data.com has requested a read
receipt be sent when message ‘2nd vear term
renewal' has been read, Do you wank ko send a
receipk?

[ ]oon't ask me about sending receipts again

| Yes | ’ Mo

0 Click the Yes button to send a receipt.

Importance: High.

Importance: High: Select this option to mark the message being sent with a priority of
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Sending Internal Messages as E-mail

When a user from one database sends an internal message to a user of another database, that
message is sent as an e-mail.

1.
2.
3.

4.

5.

In CDS, click the Messages button to display the Messages — Inbox tab.

Click the New Message button to display the Message Recipients dialog box.

From the Message Recipients dialog box, select the users to send the message to and then
click the OK button to display the While You Were Out dialog box.

Note that selecting none of the users will send the message to all of the users listed in the
Message Recipients dialog box.

Enter all the required information and then click the Send button. Note that the recipient user
must have an e-mail address specified in the User Profile.

The selected recipient user will receive this message as an e-mail.

Sending CDS Activities as Online Invitations

1.

In CDS, open the Activity Detail dialog box.

€2 Activity Detail

Last Rm, First |.C\dams, Robert Priarity Mormal w Created By |DEMO
Tvpe/Sub Appointment w b Status Ackive w Created On |24/02/2006
Kewwords  [Inkernal Assigned To  |DEMO
Due Date i [ rrivate [ Tentative [CItracked  Participants

L &=
Subject [wieekly Meeting = [}
Place [Eaardroam [send E-mail Irvitations Userllame 2
start Time Fii 24/2/2006 | [01:30PM Al day event
End Time Fri 247272006 » 02:30PM w
Reminder |5 minutes w
Reasan
Follow-up

v
K | ’ Cancel ] [thions... l lﬁecurring...] [ Help l
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2. Enter all the required information and then click the Add Record button in the Participants
section to display the Database Users list.

Bl Database Users (B)

OX|BS

Userllame |Security Level Status Agent

[ DEMO Highest Active Cdell, Daniel
v ED Group Active Singer, Eclvward
Wiarnings, Eileen

PR Lowvest Active Paladian, Mark
MIKE Lowvest Active Fuzzom, Mike
(e Lowvest Active Riclder, Mancy
MORMA, Lowvest Active Peterson, Morma
DEMOZ2 Higghest A ctive

3. Select the appropriate users and then click the Ok, Select button.

4. In the Activity Detail dialog box, the Send E-mail Invitations option will be automatically
enabled.

5. Click the OK button to display the Send E-mail Invitation dialog box.

B Send E-Mail Invitation X

Subject: |'-.-'-.-'eekl~;.-' Meeting
Select Participants For Online Invitation
[] CEMO (ezdatatestimez-data, com)

] eo
] EILEEN

Select Al ” Cancel ]

6. Select the participants for the online invitation and then click the OK button. To send an
online invitation to a participant, an e-mail address must be specified for that participant.

To add an e-mail address for a participant from the Send E-mail Invitation dialog box:

1. Select the Participant and then click the Add button to open the Add/Modify E-mail for
Participant dialog box.

B Add/Modify E-Mail for Participant

EMail: | ed@eztest.com

Eook | [ Cancel ]

2. Enter the e-mail address for the participant and then click the OK button.
3. The added e-mail address displays in the Send E-mail Invitation dialog box next to the
Participant’s name.
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To modify an e-mail address for a participant from the Send E-mail Invitation dialog box:

1. Select the Participant and then click the Modify button to display the Add/Modify E-mail for
Participant dialog box.

2. Modify the e-mail address and then click the OK button.

3. The modified e-mail address displays in the Send E-mail Invitation dialog box next to the
Participant’s name.

Exporting CDS Contact Information in the vCard (.vcf) Format

1. InCDS, from the Contact Summary, select a contact record and then click the E-mail
Contact as .vcf file button.
1 Summary TPersonaI TAdd'I. Personal TKe_I,J Relations TBenefils TLetterstocuments TCustom Fields

PbhWdi:MmAVBEe B BT AR

Last Hame First Hame Birth Date All Phones All Agleteannas
Adams E

Oeoup

2. The Outlook Compose dialog box displays with the selected contact record as a .vcf
attachment.
3. Enter the appropriate message recipient(s) and then click the Send button.

To import the Contact record into MS Outlook:

1. In MS Outlook, open the message with the .vcf attachment.
2. Double-click the attachment to display the Opening Mail Attachment dialog box.

Opening Mail Attachment §|

‘{/' ¥ou should only open attachments From a trusbworthy source,
iy

Attachment: COS_Conktact_Raobert_Adams_ D3,k From
Intitled - Message (HTML)

Would wou like to open the file or save it to wour computer?

. open | [ Save

Alwavs ask before opening this bvpe of File
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Click the Open button to display the Contact record in vCard format.

= Mr. Robert Adams - Contact

CEX

P Fle Edt Wiew Insert Format  Tools  Actions  Help
dseanddose | 0¥ DG 0 - oG B A0 -A LB U= =is ==
Genersl | Detals | Actvites | Certficates | AlFields |

[Fulbsme... | [Mr. Robert Adams | E-mail... (] | adams@TwsTranspec. com.au | ()
Jab title: |Direct0r | g Display as: |Mr. Fobert Adams (adams@TWSTranspec.com.au)|
Company: |T W 5 Transpec Py Lkd | web page address: | |
File as: |.0.dams, Robert “ | IM address; | |
Phone numbers

e | |

[Home. ][] masesenesz |

[ Business Fax... ]E] | |

[Mobile... ]EH |
Addresses

Business. .. B 1145 Sanckuary PEWY

Geelong YIZ 3220
This is the mailing
address
’ Contacts... ] | | [Categories... ] | | Privake []

Click the Save and Close button to save the contact record in the default Outlook Contacts
folder.
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