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Introduction

SmartMail for Outlook is an add-on feature of SmartOffice® that integrates SmartOffice with
Microsoft® Outlook® and creates a seamless interface between the two, enabling users to continue
using MS Outlook as their e-mail client. Users can compose MS Outlook e-mail messages directly from

SmartOffice and post messages to the SmartPad™.

SmartMail for Outlook requires either Microsoft

Outlook version 2002 (XP) or 2003. This document provides step-by-step instructions for the

installation and use of SmartMail for Outlook.

Installing SmartMail for Outlook

1. Make sure Outlook is not running prior to the installation of SmartMail.

2. From the side menu, click User Setup and then select Installations to open a list of additional
components that can be installed from SmartOffice.

3. Click SmartMail for Outlook to begin installation.
Note: If a warning displays that asks for permission to download an application from E-Z Data,
Inc., click the Yes button to allow the download to occur.

4. After the installation is complete, MS Outlook will open automatically.
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Smarthail for Outlook
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Posting Messages to the SmartPad

Following installation, a SmartMail button will be available in MS Outlook for posting e-mail messages
from MS Outlook to SmartOffice.
1. Select the e-mail message(s) for posting and then click the SmartMail button.
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Note: Depending on the version of MS Outlook installed and the updates applied, the following
security dialog box may be displayed when posting messages to SmartOffice.
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2. From the dialog box, select the Allow access for option to access the duration drop-down list, select
10 minutes and then click the Yes button to proceed with posting.
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3. To post the selected message to additional contacts, click the Search Contacts button.

SmartMail for Outlook ['>__<|
RE: % acation Request b g’j %l
Source Contact Hame Middle Mame | Suffix | Email Address Type

Mo Contact Found

Ackerman, Bemie Individual
To Ackerman, Joseph k. b carl@ez-data.com  Individual
To Apple, Dawvid carl@ez-data.com  Individual
Cc Mo Contact Faund carlai@ez-data.c...
4 3

[ tark E-Mail Frivate in SmartPad

Total Contacks: 5

Post | Cancel |

4. Enter search criteria to locate a contact or business record for posting.

SmartMail for, Outlook - Find Individual/Business Contact(s) [Z|

Enter the information to search Individual B uziness Contact(z)

Enter Mame |
Contact Type

 Individual " Business o+ |ndividual/Business

Search | Cancel

5. Select additional contact(s) for posting.

SmartMail for Outlook - Find Individual/Business Contact(s)

Last Hame # First Mame Tupe Employer Mame Occupation -
Wan DerYeen : Indisidual J n Inzurance Ser . nsurance

O van Derveer Caralyn Individual Yan Derveer Gas Com...

O van Derveer D avid Individual Yan Derveer Gaz Com...

O *an Hoy Elaine Individual

O “areekhoven Roxann |ndividual

M waroa Gabor [ndividual b

L | 3

Total Contacts: 10

aFr. | LCancel
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6. To post e-mail to a contact’s Key Relations, select the contact and then click the Key Relations

button.
SmartMail for Outlook
b

RE: W acation Request
Source Contact Mame

Mo Contact Found

Ackerman, Bemnie

tiddle Hame | Suffix

[ Mark E-Mail Private in SmartPad

Total Contacks: 5

Cancel |

Paost |

Email Address

carl@ez-data.com

Tao Ackerman, Joseph M.

To Apple, Dawid carliZtez-data.com

Cc Mo Contact Found carlatziez-data.c...
4

E3

5 Ry

Type

Individual
Individual
Individual

7. Select the Key Relation(s) for posting and then click the OK button.

Key Relation(s) for Ackerman, Joseph M.

._

[Greeting Relation

Contact Mame  #
M} &.ckerman, Kenneth
O &ckerman, Marianne

San

[ aughter

K.enneth

4

Total Contacts: 2

] LCancel

SmartOffice® v5.0 - SmartMail for Outlook User Guide

Revised: 11-11-05
Page 4




8. Click the Post button to copy the e-mail message(s) to the SmartPad of the selected (checked)
contacts and their Key Relation(s).

SmartMail for Outlook

Source

From
To
To
To
Cc

L |

RE: Y acation Fequest

Contact Mame

Smart0f.. Ackermar , Kathleen

Mo Contact Found
Ackerman, Bemie
Ackerman, Joseph k.
Apple, Dawvid

Mo Contact Found

[ tark E-Mail Private in SmartPad

Taotal Contacks: &

dh A 5T Ry

tiddle Mame | Suffis | Email Address Type

katietaipahool .c...
morganisezdata...
carli@ez-data.com  Individual
b, carli@ez-data.corm  Individual
carli@ez-data.corm  Individual

carlai@ez-data.c...

Post | Cancel
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Compose Mail from SmartOffice

1. From an open Contact record, click the Compose Mail button.

QO +°9O%

Joseph M. Ackerman

ESEMERER&G s B Lw »

Summary || Cortact (B) || Add'Persopal || Household (Z) || Key Relations || Benefit Compse E-mal o] || LettersMocumerts |[ ==
Personal Information Phone Numbers + f H
Last Name Ackerman Fuffi [ [T Tvpe | Full Phone | Extension | Dial
First Mame Joseph Middla M. [] Residence [B26) 799-2951 Pl
Greeting Joe Title Dr. [] Business (3110) 309- 152 2
Type Sub-Type 09458152 —

SmartOffice® v5.0 - SmartMail for Outlook User Guide

Revised: 11-11-05
Page 5



2. Determine if the message being sent is to the selected contact or to another SmartOffice user
regarding the selected contact.

2 SmartOffice -- Web Page Dialog

Compose Mail Options

@ Iz this message regarding the current contact™
o Iz this message to the current contact™

Select ohe oF more Hsers to receive the e-mall,
Click the following check-box to select more thah &4 Wsers.

User-1 |

User-2 |

User-3 |

User-4 |

|:|I rant to select Additional Users.

ok | | close
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3. A MS Outlook compose window displays. When the message is sent, it will be posted to the
SmartPad of the recipient(s).
Note: Any e-mail message composed from Outlook can be posted to the SmartPad while the user
is logged into SmartOffice. When the user clicks the Send button in MS Outlook, a “Would you

like to post the e-mail to SmartPad™?”” message displays. Selecting Yes opens a contact selection
dialog box.
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