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In order to mark records as private in SmartOffice, the User Role option Record 
Privatization Rights must be enabled by the SmartOffice administrator. 
 

 
Figure 1: The Record Privatization Rights User Role option in Office Settings. 
 
The Following record types can be marked as private in SmartOffice – 

 
Contact records 
Calendar events 
Form Letters 
Letters stored in a contact’s Letter Log 
Documents and images stored in a contact’s Document Summary 
 

Records that can be marked as private will have a Record Privatization button 
available on the toolbar. In some cases the Record Privatization button will be 
available by moving the mouse over the More Features drop down button on the 
toolbar. 
 

 
Figure 2: The Record Privatization button on the To Do toolbar of the DayView 
Calendar. 
 



 
�2004 E-Z Data, Inc. is a registered trademark of E-Z Data, Inc. 

 

2

 
Figure 3: The Record Privatization button in the More Features drop down of the 
Contact summary screen toolbar. 
 
When a user marks a record as private in SmartOffice, only that user will be able to view 
the private record. Viewing permission may be granted to other SmartOffice users at the 
time a record is marked as private. 
 
To Mark a record as private in SmartOffice – 

• Select the record to be marked as private in SmartOffice by tagging the selected 
record. Only one record at a time may be marked as private. 

• Click the Record Privatization button. 
• Select the Mark Selected Record as Private option. 

 

 
Figure 4: The Mark Selected as Private dialogue screen. 
 

• SmartOffice will open an expanded Mark Selected Record as Private screen 
allowing viewing permission to be granted to SmartOffice users with access to 
the users records. 
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Figure 5: The expanded Mark Selected as Private dialogue screen. 
 

• If no available users are selected, only the user marking the record as private will 
be able to view the private record.  

• After granting viewing permission, click OK. 
• The record marked as private will appear with a highlighted background in the 

record summary screen. 
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Figure 6: Contact record marked as private in the contact Summary screen. 
 
 
 
 
 
  
 


