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About This Guide

Congratulations on your purchase of SmartOffice® Online i the most powerful Customer
Relationship Management solution in the insurance and financial services industry! As an
administrator of SmartOffice Online, your job is to ensure that the SmartOffice Online
implementation goes smoothly and that your office is up and running as quickly as possible. Of
course, thatés our goal, too!

The information contained in this guide should address many of the questions you have as you
begin the implementation and configuration process. Please read the entire guide and contact our
office for questions or clarification on the information presented.

Implementation Overview

Step 1: Ensuring Hardware and Software Requirements are Met (page 3)

Ensure that all computers that will access SmartOffice Online meet or exceed the hardware and
software minimum requirements.

Step 2: Logging in to your Office (page 4)

Login to your office.

Step 3: Configuring your Office (page 8)

Complete office configuration, specify default settings.

Step 4: Understanding How Security Affects Data Entitlement (page 22)

WhileE-Z Data is creating your office and admin user, thc
Af fects Data Entitl ement 0 sinyourSmartPfice @nline affite. t o0 cr eat e ne

Step 5: Understanding How User Roles Affect Feature Access (page 25)

Determine users (other than the Admin User) that must be created in SmartOffice Online.
Thoroughl y read AUnderstanding How User Roles Affect Fea

Step 6: Creating Users (page 32)

Fill out the User List Worksheet included at the end of this document. After your office is created,
log on to SmartOffice Online as the Admin user and create new users.

Step 7: Establishing Department/Team Hierarchy or Proxies (page 36)
Create Department Hierarchy and create proxies (if needed).

Step 8: Creating User Groups (page 41)
Create User Groups (if needed).

Step 9: Configuring and Using SmartMail for Outlook (page 43)
Configure Outlook e-mail interface.
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Step 10: Training Options (page 49)

Learn how to reap the rewards of using a tool as robust and broad in scope as SmartOffice
Online by taking advantage of one or more of our training options.

Step 11: Getting Technical Support Assistance (page 52)

No w, |l et 6s get started!
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Step 1: Ensuring Hardware and Software Requirements are Met

To ensure acceptable performance of SmartOffice Oninewh et her youbére in the offic
road, the following hardware and software requirements must be met or exceeded: These

requirements are based on a combination of software design and field performance tests.

Computers configured to exceed these minimum requirements may further enhance the overall

performance of SmartOffice Online.

Hardware Requirements
1 Pentium Il 600Mhz (or equivalent) processor
1 128MB RAM (256MB preferred)
9 56Kbps dial-up connection (cable modem, DSL or other broadband connection preferred)

Software Requirements
1 Microsoft Internet Explorer version 6.0
1 Windows 2000 or XP

1 Microsoft Word 2000 or 2002 required for Word interface
(Microsoft Word 97 is compatible at this time; however, no further development/testing is
being conducted on this version--as is.)

1 Microsoft Outlook 2003 required for Outlook interface

1 Adobe Reader® version 6 (needed for viewing and printing the PDF files produced by
SmartOffice Online). Click here for a free download:
http://www.adobe.com/products/acrobat/readermain.html.
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Step 2: Logging in to your Office

1. When the SmartOffice Online Administrator creates your account, an e-mail containing the
login URL, Office Name, User Name, and Password will be sent to you automatically. Click
on the link contained in the e-mail to access SmartOffice Online.

2. From the Login screen, enter your Office Name, User Name, and Password.

Note: Cl i ck A Remember Meo meanhUser damyg filadin aufoiméaticattyen N a
future logins. For security reasons, you will still need to enter your password.

A SmartOffice - Microsoft Internet Explorer
File Edit View Favorit

ISmarl:-(f

Tools Help

Please Login

Welcome to SmartOffice.

Office Nsme
User Name \

Password

Enter your Office

Name, User Name,
and Password and
click Login.

O

Click here if you forgot your password.

€ 2000-2005 E-Z Data, Inc. All rights reserved.

Figure 1: SmartOffice Login Screen

3. Click Login.
4. When prompted, select your time zone and click OK.
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SmartOffice -- Web Page Dialog

User Preferences - Admin

me Zone Setup

our local date and time should be
10/18/2005 05:53A1

Select the appropriate Time Zone

[GMT - 7:0] US/Arizena
[GMT - 6:0] US/Mountain According to your time zone setup, your local time =hould be
[GMT - 5:0] US/Central

07:00

[GMT - 5:0] US/East-Indiana hours
AT -5 2/Indi -Starke

[GMT - 5:0] US/Indiana-Starke behind

[GMT ] US/Eastern
[GMT - 4:0] US/Michigan
[GMT] Greenwich Mean Time

the Greenwich Mean Time (GMT).

[GMT + 2:0] Berlin, Paris, Rome Warning: Your browser reports that your computer's local time iz
[GMT 1 Mozcow 0400
[GMT + 5:20] Indian Standard Time hours
[GMT + 7:0] Bangkek, Hanoi, Jakarta ) behind
[GMT + 8:0] Beiing, Chongquing, Hong Ko GMT, and the local date and time is
[GMT + 8:0] Kuala Lumpur, Singapore 10/18/2005 08:534M
[GMT + 8:0] Taipei v :
OK I | Cancel

£ 2000-2005 E-Z Data, Inc. All rights reserved.

Figure 2: Change Time Zone Screen

The SmartOffice Home page will display as show below.

A SmartOffice - Microsoft Internet Explorer

File Edit View Favorites Tools Help Links .l'.-

[Quick Adarsearsh ——] Hello Admin (California) Tuesday October 18, 2005

[ina "

Enter Contact Name

T
\~ -~ What's New In SmartOffice

Usability Features W

Optimal IE Cache Settings
Y Explorer

|Contact |
| Household Search

| Reporting/Marketing |
i Opportunity

| Pending Case

[} Reporting Features A Click Here

Personalization Features W

| D And More!

EICIEETN > (i hero to find out about all the new features in SmartOfficeS!

| Job Queue Latest

| User Setup About E-Z Data

| Office Setup Click Here

| Data Maintenance
| Miscellaneous

Smagg

BEHOERSO0
Figure 3: SmartOffice Home Page
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Note: The options displayed on the side menu vary according to your security level and module

assignments. Your options may appear substantially different than those displayed on the
screen below.

6. The password you used to login should be changed immediately. To change the password,
click User Setup then Change Password from the side menu.

To change your
/ password, click User
Setup, then Change

Password.

Figure 4: Change Password Option

7. The Change Password screen displays prompting you to enter a permanent password.

SmartOffice Online Implementation Guide (rev. 10/05)
E-Z Data, Inc. 1 918 East Green Street | Pasadena, California 91106  Support (626) 585-3515  Fax (800) 779-3123
Page 6



