Affiliate Program

CSV Export
User Guide

Sma@@@

=—= L




Copyright © 2006, E-Z Data, Inc., All Rights Reserved

No part of this documentation may be copied, reproduced, or translated in any form without the
prior written consent of E-Z Data, Inc.

All product names are trademarks of their respective manufacturers or organizations.

I DAIA

Proven in Practice”

918 E. Green Street

Pasadena, CA 91106

Web: http://www.ez-data.com
Telephone: (626) 585-3505

Fax: (626) 440-9097

U.S. toll-free fax: (800) 779-3123

SmartOffice® Online — Affiliate Program CSV Export User Guide
Revised: 01-26-06


http://www.ez-data.com/

Table of Contents

L@ T T SRS 1
WhEL IS @ CSV TIIR? ... bbb bbb 1
IMPOrting t0 SMAITOTIICE ......c.eiiiiiiie et 2
SmartOffice Data IMPOrt FASE ClaSS........coiiiiie ittt s 2
SmartOffice Data IMPort USEr GUITE ..........ceeieeiieiierie et 2
SmartOffice - Available Fields for IMPOrt...........coooveiiiic e 2
EXPOTting fFrom GOIAMINE® ...........ovuveeeeeieeeeeceee ettt senees 3
Separating Names into Individual CoIUMNS ..........cccoiiiiiiii e 5
Exporting from MiCroSOFt® OULIOOK®..............o.euieeeeeeeeeeeeeeeeeeeee e 7
EXPOITING TrOM ACT T bbbttt b bbbttt 12
EXporting from PalmM™ DeSKEOP .......eieiiiieiieiiieeee sttt st e st e et sneeseesneeneeseeenees 16
EXPOrting from AdVISOrS ASSISTANET ..........c.ovecvieieeeeeieeeeeeeeee s eeetes s es s ees st s e ene s 19
Third Party SUPPOIT LINKS .......cviiiiiiiiieieee e 21
F O I 10 o] o o] TSPV PRTUPPPPRPP 21
AAVISOrS ASSISTANT SUPPOIT:...c.eieiee et sre e s e st be e beenreesreenree e 21
(€10] (o 1 T LIRS0 o] oo o PSSR 21
MiCroSOTt OULIOOK SUPPOIT: ...ttt 21
=1 U o] o] OSSPSR 21

SmartOffice® Online — Affiliate Program CSV Export User Guide
Revised: 01-26-06



SmartOffice® Online — Affiliate Program CSV Export User Guide
Revised: 01-26-06



Overview

This guide outlines the steps necessary to export contact data to and from commonly used
Customer Relationship Management (CRM) programs for import into SmartOffice®. This guide
is comprehensive; however, it may not cover every possible situation. If you find that you require
more detailed or specific instructions, please use the links provided to contact the manufacturer of
the corresponding software.

What is a CSV file?

To import data into SmartOffice, the data must be in Comma Separated Value (.csv) format.

A CSV file contains the values in a table as a series of ASCII text lines organized so that each
column value is separated by a comma from the next column's value and each row starts a new
line.

For example:
Doe,John,944-7077
Johnson,Mary,370-3920

Smith,Abigail,299-3958

A number of applications can be used to open and work with CSV files (e.g., Microsoft® Excel®).

@ Microsoft Excel - Contact_Import.csv E]@
@] File Edit Miew Insert  Formak  Tools Data  Window Help Adobe PDF o & X
P3P il L0 | E=E=E M| El .M. A, B
P X - D s EEEAGBE|E- - A
L
HS - &

A [ B | C | o [ E [ F [ &
1 |Last Mame First Mame Phone
2 |Daoe Johin Q44-7077
3 |Johnson Mary 370-3920
4 |Smith Ahbigail 299-3953
5
= w
M 4 » »\Contact_Import { Shest2 £ sheets /' |¢ Sl
Ready LM

Most importantly, the data must be saved to a file with a .csv extension. To learn how to use
Microsoft® Excel® to save data in a CSV file format, consult the MS Excel Help system.
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Importing to SmartOffice

After following the steps for the applicable affiliate program to export your contact information
into .csv format, follow the links below for instructions on importing your data into SmartOffice.
SmartOffice Data Import Fast Class
http://www.ezdata.com/news/eznews/SOFCv53Datalmport/SOFCv53DatalmportFlash/SOFCv53
Datalmport.html

SmartOffice Data Import User Guide

http://www.ez-data.com/support/SO50 UserGuides/SmartOffice v51 -
Data_Import_User_Guide.pdf

SmartOffice - Available Fields for Import

Important: When importing data into SmartOffice, all data must be separated into its own
column. If, for example, the Contact’s Name is in one field, it must be separated into a First
Name Column and a Last Name Column.

The following is a list of fields in SmartOffice that data can be imported into:

e #of Children e Greeting ¢ Residence Street4
e Age e Job Title e Residence Street5
e Alphakey e Last Name e Residence ZIP Code
e AlphaNuml e Marital e Review Date
e AlphaNum2 ¢ Middle Name o Salary
e Birth Place e Mobile (Cell Phone) e SmartPad Notes
e Business Fax ¢ Nationality e Spouse Notes
e Business Phone e Net Worth e Spouse Age
e Business City e QOccupation e Spouse Date of Birth DOB
e Business Country o Pager e Spouse Employer
e Business Moved in Date e PIC e Spouse Greeting
e Business Remark e PICQ e Spouse Info
e Business State e Primary Language e Spouse Job Title
e Business Street o Remarks e Spouse Occupation
e Business Street2 e Residence Fax e Spouse Preferred Phone
e Business Street3 e Residence Phone e Spouse Salary
e Business Street4 e Residence City e Social Security #
e Business Streetb e Residence Country e Sub-Source
e Business ZIP Code e Residence Moved in Date e Sub-Type
e Date of Birth DOB e Residence Remark e  Suffix
e E-Mail e Residence State o Title
e Employer e Residence Street e Tobacco
e First Name e Residence Street2 e Total Income
o Gender e Residence Street3 e Web Site
e ZIP Code
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Exporting from GoldMine®
1. Open the Contact Search Center to display the Contacts for export.

# GoldMine 6.5 (Corporate Edition) - [Contact Search Center]
-.Jr-); File Edit Miew Lookup Contact Schedule Complete  Tools  Window  Help

A R % | B S B B %L L oA s Foe

ey Find Mate Calendar  Call Appt. Sale Wail Ctr  E-mail Wirite Reportz | Toolar  Help

ey @ & & & |5 o

Power Wiew  Qukpubbo T Swnc Shirirk, Prefs Colurmns
Search Saved Conkack

Lookup: |I:|3r'|la|:l [primar_l,.l]j that | J At B ardtoll
Company Contact Phonel Zip Addre
J4BIG541 Tu
1221M 3457 1958 LakC
American B ank At Bardroll [310)585-3783 90403 23020
Cadten Engineering Ltd. Bea Deflow [70B])555-3311 RO0O0S 18340
ArtirneS oftware Donald Dunat [BO2)555-0004 45745 11 e
Compute-&ll M agazine Gabe Capman [B16]555-0344 11753 OneJ
Movatech Ltd, Homer Stellchild [512)555-2888 24E0E 122E

2. After displaying the Contacts for export, click the Columns button to open the Browser
Column Selection dialog box.

Browser Column Selection

]

YWith thiz dialog vou can select the column that will be included in the
browszer. Select the entry called [Sort Order Field] to display the current
zort order colurnn.

Ayvailable columns Selected columnz
Account [Accounti I
Acct Manager [Fewd — Contact

Actionon = Phionel

Addrezz2 [Sort Order Field]
Address3 -3 Addresz [Address]
Azzt [Sec] — City

Callbackat

Calbackan i

Callbkfreq

Clozedate

Comments D
Country LU
| Cancel

[«
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3. Specify the appropriate columns for export and then click the OK button to return to the
Contact Search Center.

# GoldMine 6.5 (Corporate Edition) - [Contact Search Center]
"Jr*\; File Edit WYiew Lookup Conkact Schedule Complete  Tools  Window  Help

4 W= B S R % =

P Find Mote Calendar  Call Appt. Sale Mail Ctr  E-mail W

£ s
: =4 By = =
BiEh etz Power T View Outputbo |+ Swnc
Search Saved Conkack
Lookup: |En:|r'|tan::t [primar_l,l]j that |_ Printer... it B3
Word...
Company Euntiw onel
34801054 '
123/IN3457 Clipboard...
Amencan Bank, Art Bardtoll [310)555-

4. Click the Output To button and then select the Excel option from the expanded menu to
open Microsoft Excel and display the exported information.

Microsoft Excel - Book1 |._||E|E|
%_E] File Edit Mew Insert Format Tools Data  Window  Help Type a question for help = o & X
=R N H .10 B I U|E=S4]8 %|=| ;
A1 - & Company
A B | ¢ [ D | E | &
1 |Company Contact Phonel ip Address =
2 348410541 TLI
3 | 123VIN3457 19595 | LAMC L
4 |American Bank Art Bardtoll (310)555-3783 | 90403 2302 Whitrman Avenue o
5 |Cadten Engineering Ltd.  Bea Deflow (F057555-3311 | BO000S 1824 White Swallow Drive A
B |ArimeSoftware Donald Dunst (BOZ555-0004 | 85745 1101 South Forbes Ti
7 |Corpute-All Magazine Gabe Caprman (5161555-8844 | 11753 |0ne Jermaine Plaza Je
g |Movatech Ltd. Harmer Stellchild [B12)555-8888 | 84605122 E 35th Place P
8 |Smith & Jones LLP lain John Conyngshy [213)555-1234 1 90071 |520 South Hopeland Lc
10 [VWestern Telecom Kathy Smith [201)555-8000 7074 14 Johntown Street Il
11 |FrontHange Solutions Inc. |Lauren Hall [BO0y aR-7889 | 80920 1150 Kelly Johnson Boulevard |C
12 [LANSupport Martin Specie (F7A55-6900 | 30092 000 The Frame Parkway il
13 |5t. James Medical Center Marley Williams (BO3)5E5-2222 | 97232 A0 SWY Chadwick Street P
14 |Blue Pelican Consulting | Parker Fillman (214)555-0432 1 75080 901 S.Main Way R
15 |JP Hutton Randall MNoel (BO053555-1234 | 95753 2200 Sideman Street W
16 |JHill Millinery Scott Leonidsky (2161555-4664 | 44024 12345 Mono Stream Road C=s
17 |Sue's Flower Shop Sue Harner (B151555-4567 | 21364 5134 Canoga Dr. C
s .
M 4 » ] Sheetl S < | i
Ready
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Separating Names into Individual Columns

Note that when contact data is exported from GoldMine, the Contact’s First and Last Name
display in the same column. Before importing data into SmartOffice, you will need to separate the
first and last names into separate columns.

1. Position your cursor in the column to the right of the Contact column. In the example above,
this would be column C.

2. Select Column from the expanded Insert menu.

3. Click the Contact column heading to select the entire column. In the example above, this
would be column B.

4. Click Data then select Text to Columns to display the Convert Text to Columns Wizard -
Step 1 of 3 dialog box.

Convert Text to Columns Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited,
If this is correct, choose Mext, or choose the data type that best describes your data.

Qriginal data type

Choose the file type that best describes your data:

- Characters such as commas or tabs separate each figld.
- Fields are aligned in columns with spaces between each field,

@D

xlgixed

wid

Preview of selected data:

irt Bardtoll

o ORI R

1

Mext> | [ Eiish
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5. Select the Delimited option and then click the Next button to display Step 2 of 3 of the
Wizard.

Convert Text to Columns Wizard - Step 2 of 3

" This screen lets you set the delimiters vour data contains, You can see
how your text is affected in the preview below,

Delimiters
[]T1ab [ ] semicalon []comma

[v]space [ ] Other: I:I Text qualifier:

Treat consecutive delimiters as one

Data preview

TiT
i

Lrt rdtoll

| Einish

6. Inthe Delimeters section, select the Space option and then click the Next button.

7. Click the Finish button on the last screen of the Wizard. The first and last names now display
in separate columns. For help on this feature, please refer to the Microsoft Excel Help system.
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8. In MS Excel, select Save from the expanded File menu to open the Save As dialog box.

rSave As

Save i |E'_'| My Documents M @ -3 a A L EH v Tools -

_ -_2 |0 Labels
) |y Goldmine Export

B"I‘:-f RECE':': My Data Sources
ocuments )My eBooks
@My Music
¥ E‘My Pictures
Deskiop @My YWideos
. [CMewsletter
#} [Z)Phone Labels
Iy Documents
r_}-
Iy Computer
File: marne:

Goldmine_Contack_Expork, csy

_sove |
Save asbype! | gy (Cu:umma delimited) (*.csv) A

My Metwork,
Flaces

9. Enter a File name, specify a Save In location, select CSV (Comma delimited) (*.csv) from
the Save as Type drop-down list and then click the OK button to save the exported
information.

For more information on export features in GoldMine, contact GoldMine Technical Support.
GoldMine Support: http://www.frontrange.com/Support/Category.aspx?id=194&ccid=62

Exporting from Microsoft® Outlook®
1. From MS Outlook, select the Contact folder containing the data to be exported.
! Fle Edit Wiew Go Tools  Actions  Help

PeNew v | 4

My Contacks

Current YWiew

s TR 1N T P
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2. Select Import and Export from the expanded File menu.

Contacts - Microsoft Outlook

EE_iIe Lgu:lit Wiews Go Tools  Actions Help

| MNew P G| BoFind
-
I |
Close all Ikerms
] Save fs...
Save Atkachments k|
| Folder 3

| Import and rE)q:u:urt. .

Page SIE!I:@L"'E 3

|_-1 Prink Prewview
=

Print. .. Ckrl+HP

Exit

w
%

Cuskomize Current Yiew, ..

3. From the Import and Export Wizard dialog box, select the Export to a file option and then
click the Next button.

Import and Export Wizand

Choose an ackion ko perform:

wport ko a file
Impart a WCARD File (weF)
Import aniCalendar or wCalendar file {wes)
Import from another program or File
Import Inkernet Mail Account Settings
Import Inkernet Mail and Addresses

Descripkion

Export Outlook information ko a file for use in other
programs,

< Back L_Mext::— J [ Cancel
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4. Select the MS Outlook Contact folder containing the data to be exported and then click the
Next button.

Export toja File

Select Folder to expart From:

= (@ Personal Folders
[ Calendar
=R _onkacts
-5 Deleted Items
o[ Drafts
. 13 Inbox =
b éﬁ Journal
o Junk E-mail
[ Mot EZ-Data
ol | Nokes y |
L3 outbox

[ Cuarantine

I_I S8 Sank Trame

< Back. ]uext:b J [ Cancel

5. Name the exported data file and then click the Browse button to select a location to save it.
The default save location is the Desktop. Be certain to retain the file’s .csv extension and then
click the Next button.

-
Export to a File

Save exporked file as:

[*

b

|zttings'l,DeskJ:o|:u'l,cu:untacts.CSV | [B[owse ]
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6. Click the Finish button to export the information.

-
Export to a File
The Following actions will be performed:
Map Custom Fields ..,

Export: "Contacts” from Folder: Contacks

This may take a Few minukes and cannot be canceled,

[ < Back l[ Finish J[ Cancel

7. Locate and open the saved file.

& cxport

File

\_) EBack, \_)J Ll: pSearch [i:' Faolders v

Address || C:\Documents and Settingsijstiefeling|Deskiopexport bt | i

P =T
— £
File and Folder Tasks * ljﬂ,l

E'j Make a new Folder contacts,csv

@ Publish this Folder to
the Web

2 Share this Folder

Edit  ‘iew Faworites Tools  Help

other Places

(& Deskiop

E___"i My Documents
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8. In MS Excel, remove the columns that do not contain data relevant to SmartOffice.

Microsoft Excel - contacts.cswy

@_] File Edit Wiew Insert Formak  Tools  Data  Window  Help

P Einrial 10 - B I U|EEE G
={3] - b
e E | © | D | E | F |

1 |Title |First Name |Middle Mame Last Mame | Suffix |Company Deg

2 Joe Smith EZ-DATA,

3 Joseph van Ackerman EL-DATA,

4 Peter Diller EL-DATA

i Alvin imonsan EL-DATA

6| | ]

7

=]

a

10

11

17

M 4 » »contacts / |8 |

9. Select Save from the expanded File menu.

10. Enter a File name, specify a Save In location, select CSV (Comma delimited) (*.csv) from the
Save as Type drop-down list and then click the OK button to save the exported information.

If you have more questions about exporting from MS Outlook, contact Microsoft Technical

Support.

Microsoft Outlook Support: http://support.microsoft.com/oas/default.aspx?L N=en-

us&gprid=2520&x=10&y=17
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Exporting from ACT!™

1. In ACT!, adjust the Contact List so that it displays all of the contact records for export.
2. Add or Subtract columns so that the Contact Information displayed is what is for export.

WACT! - [ACT6demo - Contact List]

”% File Edit Contact Lookup rite Reports Tools Online  Wiew Window Help

J_|l4 o0 B QEERT | GO0 @

[Edit Mode | 7ensl | Urtaosl | Lookup Selected |

J Company i Contact i Phane L F
rcadia Ave. Florist Jackie Jorgenzen B02-555-8169
Bechtel Corp. Ciylan Mguen G02-444-5410
Boomer's Artwiors Ernily Drunin E02-555-3783
CH Gourmet Gifts Ernst Anderzon 415-555-2909
CH Gourrnet Gifts Jane Chan 212-665-4534
Continental Energy Herman Getter 315-665-4815
Django Consulting Michaela J. Zip 415-565-1340
Intermational 5afarn Wivian Grace £13-555-4259
bd arwayz Financial Alexander O'Brien 206-555-2073
b zhd akin Cider Co. Greq Mok akin 972-565-1900

”w Edit Contact Lockup ‘Write Reports Tools Online  Wiew Wir
= I —

| [ Hew... Chrl+H — ]
(B | g EEs -
~ | Eropen... Chrl+0
B Close coww  |T2zAl | Unadl | Le
B save ctles Contact | P
Save Copy As... F1z Jackie Jorgenzen E02-555-
Dylan Mguyen B02-444.
Import...  Al+F1Z 2-555-
h-555-
% Synchronize. .. L oERR.
% Synchronize Setup... Herman Getter 918-555-
Michaela J. Zip 415-555-
Bk Vivian Grace 19-5855-
Restore. .. Alexander 0'Brien 206-555-
. : Greg Mot akin 972-555-
Adrminiskration 4
E Set Reminders. ..
£ print.., Chrl+P
I Print Contack Lisk
1 ACTademo. dbf
|B¥ Exit Alt+F4
il ]

SmartOffice® Online — Affiliate Program CSV Export User Guide
Revised: 01-26-06
Page 12



4. Select Text — Delimited from the File Type drop-down list and then click the File Name and
Location Selection button.

=

Export Wizard

Thiz wizard will export data from the cumently open
databaze to a different fils.

To which file type do vou want to export
your data?

File bpe: ]Text - Delimited ;j

File name and location:

i':: “Documents and S ettings'ystiefe m

I Mext » ‘ Finizh J Cancel ‘

5. Inthe Save As dialog box, name the exported data file, select Text — Delimited (*.csv) from
the Save as Type drop-down list, select a location to save the file and then click the Save

button.

Save As

Save In: | =3 graphics

File name: |act_contacts.cav Save

Save as bype: | Test - Delimited [ cav) | Cancel |

T et - Delimited [ bt '
Text - Delimited [7,cavl
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6. Inthe Export Wizard dialog box, select the Contact records only option and then click the
Options button.

Export Wizand

] ':‘ whhat kind of records do pou want to export?

{* Contact recards anly
" Group recards only

4

5
. ¥
B

: To view additional export options, click the Options buthan.

< Back ‘ MHest » | Finizh | Cancel

7. Select the Comma and Yes, export field names options and then click the OK button.

Export Options f'5_<|

— Select field separator

Expart filez are created with a specific character separating each
field of a record. “what character do pou want to uze?

+ Comma
" Tah

— Do pou want to export field names?

When exporting recardz, you have the option to include figld
names from the curent databasze.

v Mes, export feld names

k. | Cancel
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8. Select the Current lookup option and then click the Finish button.

Export Wizard

YWhich contact or group records do pou want o export?

" Cument record

..................................

il records

< Back | MHewt » | Finizh I Caricel |

9. Specify the order of the fields to be exported and then click the Finish button.

Export Wizard

Specify the arder in which the contact figlds from the
currently open ACT! databaze will be exported.

Public/Private

Record Manager
Compary Remove Field |
Contact

Address 1 Fieset |
Address 2
Address 3
City

State

io

(L) |

Load tap | Save Map |

< Back Hewt > | Finizh I Caricel |

SmartOffice® Online — Affiliate Program CSV Export User Guide
Revised: 01-26-06

Page 15



10. Open the exported .csv file in Microsoft Excel to display the exported information.

Microsoft Excel - act_contacts.csv

E_] File Edit YWiew Insert Format Tools Data  Window  Help

NGO @RS aR- 98 -8 Me @ e

Al2 - &

A | E | C | D | E
1 |Public/Private Record Manager | Company Contact Address 1
2 |Public Chris Huffrman Arcadia Ave. Florist |Jackie Jorgensen (7201 M. Arcadi:
3 |Public Chris Huffrman  Bechtel Corp. Dylan Myguyen 5550 South Ve
4 |Private Chris Huffman  |Boomer's Arbworx Emily Dunn 84907 E. Roseh
5 |Public Chris Huffman | CH Gourmet Gifts  |Ernst Anderson (552 Everett Awve
E |Public Chris Huffman  CH Gourmet Gifts  |Jane Chan 13 East Adth =
7 |Puhblic Chris Huffman  Continental Energy  |Herman Getter 54 5. Utica
8 |Public Chris Hufffnan  Django Consulting  |Michaela J. Zip 1111 Easy St
9 |Fublic Chris Hufffman | International Safari  Wivian Grace 486 Safari O,
10 |Fublic Chris Hufffman Manxsys Financial |[Alexander O'Brien 2864 Yookland
11 |Frivate Chris Huffrman  McMakin Cider Co. | Greg McMakin 615 Minette Dr.
12 |

| ]

13

11. Select Save from the expanded File menu.

12. Enter a File name, specify a Save In location, select CSV (Comma delimited) (*.csv) from
the Save as Type drop-down list and then click the OK button to save the exported
information.

If you have more questions about exporting from ACT!, contact ACT! Technical Support.
ACT! Support: http://www.act.com/support/index.cfm

Exporting from Palm™ Desktop

1. From Palm Desktop, click the Contacts button and then select the contacts you want to
export; or, do not select any contacts in order to export all of them.

B palm Desktop

File Edit View Tools Hotync Help

M =
Categonys | Al v | Sort By ' Company, Last Mame ' [15h
| Mame cComparny Frirmary Category
Barberman, Armania 714-555-3456 (H) Personal »
i Ackerman, Jog E-7 Data, Inc. B26-555-1234 (W) Personal =
| Stitferman, Rod Zamples Inc. E26-553-4321 (W) Business ~
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2. Select Export from the expanded File menu.

B palm Deskiop
=W Edit wiew Tools HotSync Help

Cpen Archive, .. i o~
Save all Chrl+5
Revert

e | Al v | SortE
Imnport...

Camp

Expth wiard, .. man, Armania
Page Setup... ' man, Joe E-7 [x
Print. .. Ckl+p  man, Rod Sampl
Exit

3. From the Specify Export Fields dialog box, check the fields of information that you would

like to export and then click the OK button.

Specify Export Fields le

Last Mame
First Mame
Title Cancel
Compary 1
“Wwork Help
Home

Fax

E-tdail

i obile

Addresz 1

City 1 2

1]8

>

dld

Tip
To change the field arder,
click on a field and drag it
up or down the list,

SmartOffice® Online — Affiliate Program CSV Export User Guide

Revised: 01-26-06
Page 17



4. Name the exported data file, specify a location to save the file, select Comma Separated
(*.csv, *.txt) from the Export Type drop-down list, make certain to retain the .csv extension
on the File Name and then click the Export button.

Export As
Export |@ Eexport v| o I = mE-

@cnntacts.csv

File narne: contacts cay | [_ E=port _]

Export type: | Comma Separated [F.cav; ™kxt) w [ Cancel ]

Contacts Archive [*.
Comma Separated [*.caw; ™ tat]
Tab Separated Values [*.tab; " txt]
Addrezs Archive [ aba)

Fange:

5. Open the exported .csv file in Microsoft Excel to display the exported information.

Microsoft Excel - contacts.csy

@ File Edt Yiew Insert Format  Tools Data  Window  Help

N EEHO S A8 a8 -2l ie M

A4 - fe

I B | c | D | E | F |
1 |Ackerman Joe E-£ Data, Inc. B26-555-1234
2 |Stifferman |Rod Manager Samples Inc. |B2B-555-4321
3 |Barberman Armania 7 14-655-3456
4 |

| |

g
)
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6. Select Save from the expanded File menu.

7. Enter a File name, specify a Save In location, select CSV (Comma delimited) (*.csv) from
the Save as Type drop-down list and then click the OK button to save the exported
information.

If you have more questions about the Palm export, contact Palm Technical Support.

Palm Support: http://www.palm.com/us/support/

Exporting from Advisors Assistant®

The Advisors Assistant contact information export is a two step process. First the information is

exported to MS Outlook’s Contacts section, then it is exported to a .csv file. Follow the

instructions below to export the contacts to MS Outlook and then refer to the Exporting from

Microsoft® Outlook® section to finish the process.

1. Note that Advisors Assistant can only export to the main MS Outlook Contacts folder. If you
do not want to export these pre-existing contacts with the .csv, you will need to move them to
a sub-Contacts folder.

2. In Advisors Assistant, select the Utilities menu item, and then select Export to Outlook
from the expanded Outlook Import/Export menu.

E Adwvisors Assistant - All Information
File Access Edit Mew Modules Reports

RN Admin Help

Change Area Codes
Yerify Producers .

P View Client With Links

The Acme Company, Inc. Outlook ImpaortfExport F Expart to Outlook
Type: Group Client Master Forms b Irport Fram Cutlook: ig
Sub-Type: Mamme Ukilities L
Industry: Manufacturer Pelicy Liiities , Title: Chief Financia
Contact: ;lex Field Labels , otreet 1: 3455 Acme Pla

- >treet 2: 15th Floor
City, State: Grover Beach
Founded: 04011984 Profits: $250,000 Greeting: John
Ane 21 Assets: $23.000.000

SmartOffice® Online — Affiliate Program CSV Export User Guide
Revised: 01-26-06
Page 19


http://www.palm.com/us/support/

3. Enter your export criteria if you want to export a certain set of contacts; or, leave the fields as

they are and then click the Search button to export all contacts.

E Advisors Assistant - All Information

File Access Edit BUEEN Modules Reports  Utlities  Admin Help
J! E Qutlook Selection Criteria - Name
Search Description [ |
Prirary Producer:| [2] OrgamzatlonfChent:
Marne Type:] [2] Gender:
Marne Sub-Type:[ [2] Head of Househuld:
Occupation:| [=] Dependent Status:l:l
Linked To:| [2] Bith Month:[Any Month 3]
Relationship:[ [2] Wed. Anniv. Month:[ny Month T3]
Market 0 O —
First Marre:] | City:l:l
Carnpary Marne:[ | State::E
Area Code:[ | Mailing Option:[Both__[#] Email: [Al [2] Who Changed| [#]
Search From Search Range Search To

[ 2] mame Range | [2]
Mo Date Ofgith | [/ | Birthdate [/ 7 | Mo UpperLimit |
o Anniversary | [ 7 | wwed. Anniv.  [F 7 | _ NoUpper Limit__|
Mo Earned Incame | | | Eamed Income [39999999 | No Upper Limit |
Mo Total Income \ [ | Total Income [09999999 | No Upper Limit |
Mo Metwiorth | [ | Metworth  [99999999 | Mo Upper Limit |
Mo Dependents \ [ | Dependents [a9999999 | Mo Upper Limit |
MoZipcode | | | ZipCode | | Mo UpperLimit |
[ | Last Changed [/ 7 | Mo UpperLimit__|

Search ‘ Cancel | Clear | Load | Save ‘ Hame F|E)€| Ealicy | Palicy Flex | gnderwritmg| Help ‘

4. Select the Process Selected Contacts option, clear the Process Calendar option, and then
click the OK button.

Outlook Synchronization

Process Selected Contacts

OProcess Calendar

Help
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5. Open MS Outlook to view the exported contacts in the Contacts folder.

icrosoft Qutlook

Favorites Tools Actions Help

@3* r%JFi_nu:I %Organi;& E3: - @|

Folder List *

- @' Cutlook Todayw - [F
% Calendar

@ conkackss
@ Deleted Items

Adams, John

100 NL.E. Main Street
10tk Floar, Suite 1000
Pismo Beach, CA 93445

Business: B05-473-7475

The Acme Com
3455 Acme Plaza

15th Floar
Grover Beach, Cf
Business: i

B} Drafts Client Marketing Systems, Inc.
&3 Inbox (1) &30 Price Street

<3 Journal Pisma Beach, CA 93449

Motes Business: BO0-643-4485

@ Oukbio Business Fax:  805-773-7985

£ Sent Items E-mail: support@climark.. ..
@ Tasks

Sample, Jane

123 Maple Street
Any Town, CA 93449

6. Refer to the Exporting from Microsoft® Outlook® section above to continue the process of

exporting to a .csv file.

If you have more questions about exporting from Advisors Assistant, contact Advisors Assistant

Technical Support.
Advisors Assistant Support: http://www.advisorsassistant.com/support.htm

Third Party Support Links
ACT! Support:

http://www.act.com/support/index.cfm
Advisors Assistant Support:
http://www.advisorsassistant.com/support.htm

GoldMine Support:
http://www.frontrange.com/Support/Category.aspx?id=194&ccid=62

Microsoft Outlook Support:

http://support.microsoft.com/oas/default.aspx?LN=en-us&gprid=2520&x=10&y=17

Palm Support:

http://www.palm.com/us/support/
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