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Introduction

E-Z Data Inc.’s SmartOffice Mobile for Pocket PC® is a robust application developed for devices
running Microsoft’s Pocket PC® operating system. Using iAnywhere Solutions’ Ultralite
database and MobiLink Server, SmartOffice Mobile for Pocket PC is used to seamlessly
synchronize SmartOffice data with Pocket PC devices.

The following record types can be synchronized using SmartOffice Mobile for Pocket PC:

Contact — Individual
Contact — Business
Calendar

SmartPad

Policies

Investment

Note: SmartOffice Mobile for Pocket PC is only compatible with devices running Microsoft’s
Pocket PC and Pocket PC Phone Edition. It is not compatible with Microsoft’s SmartPhone
Operating System.

Installing SmartOffice Mobile for Pocket PC

1. From the side menu, click User Setup and then select Installations to open the Installations
spreadsheet.

The Installations spreadsheet displays all available installation options. From this
spreadsheet, click the SmartOffice Mobile for Palm and Pocket PC link to open the Install
SmartOffice for Mobile devices dialog box.

Select the Click here to download and install SmartOffice Mobile for Pocket PC option
to begin the installation file download.

=3 SmartOffice

Install SmartOffice for Mobile devices

Install SmartOffice for Mobile devices by selecting the following links.
SmartOffice fileg will be installed on your device before
synchronization.

Click here to dovenload and install SmartOffice Mokile for Palm.

Click here to dovwenload and install SmadOffice Mobile for Pocket PC.

Cancel
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3. From the File Download dialog box, click the Open button to start the installation. The
installation file can also be saved to the PC and installed from the saved location.

File Download |

Some filez can harm your computer. [F the file information below
lookz zuspicious, or vou do not fully trust the source, do not open or
zave thiz file.

File name: ezm_ppc.exe
File type:  Application
From: 192 168.2.57

& Thiz bpe of file could harm pour computer if it containg
malicious code.

whould you like to open the file or zave it to your compker?

| Open I Save Cancel More Info

¥ ilways ask before opening this twpe of file

4. Click the Yes button to install the SmartOffice application using the default application install
directory. The progress bar shows the application being installed.

x

Select a program's check bow if you want boinstall it on your
mobile device, or clear the check box if you want bo remove the
program from your device.

MHate: |f a program that wou installed iz not listed, the program was
not dezigned to be uzed on your mobile device.

Inzstalling Applications

Inztall "E-Z Data Inc. SmartOifice' and other pending installations using the default application install directon?

Mo | Cancel |

Space available on device:
¥ Install program into the default installation folder

Remove from both locations

To remove the zelected program from bath =

vour device and this computer, click Remowe,  SETEYE- |
] I [Eatice] | Help |

5. Once the progress bar is complete, click the OK button from the Application Downloading
Complete dialog box.
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Accessing SmartOffice Mobile on the Pocket PC Device

Tap the Start menu to display the program list and then tap SmartOffice to open the program.

Recent Programs

01, 2002
bt infFormnakion

% Today

@ ActiveSync rmenks
=] Calendar

[=] Contacts

@ Inbox

ﬁ Internet Explorer
[,_| Notes

L, Smartoffice
Tasks
@ Windows Media

[% Programs
[@ Settings
() Find

igg Help B

Running SmartOffice Mobile for the First Time

When opening SmartOffice for the first time, the Security Information screen is displayed.

Security can be either enabled or disabled for the device. Once security is enabled, the only way
to remove it is to uninstall and reinstall the SmartOffice Mobile application.

<601

fwj Security Information

*f:j Application Password  ={% 6:03 @

Enter security password.

bt

E Password
Canfirmmy ;. ****
Smartffice Mobile
Enabling security on this device will
encrypt the database and require a
password whenever SmartOffice
Miobile is accessed. Do you wish o
enable security?
12371][2[3]a]s[6][7[8]9]0]-[=]@
Tabjq wile|r|t[y[u]ilo[p[[]]
CAPla[s[d[fla[h[j[k[I]:]"]
[ ves || No | Shift] z [x [c v ][b]n[m],[. /] +
ctifai]* [\] [1[t]<]=

E|A
.-
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Click the Yes button to enable security and display the Application Password screen. The
password is required each time SmartOffice Mobile is opened. The password must be at least 6
characters with at least one alpha and one numeric character. The password can be changed at any
time by selecting the Security Password option from the main SmartOffice Mobile menu.

| SmartOffice | SmartDffice o< B:05 @
Q tontacts Change security password
a'r('] i\ sk ke ke o
@ Calendar = Password
L=
= - Confirm ¢ FFHE
T Da g
MH
P
[}
)

Synchronize 1231|2[3[4[5]6|7[8[9|0]-[=|w
Sync Configuration Tab[g|w]e[r[t]y|u]i[o[p][I
Security Password EAPlﬂlﬁldlflglhlilkll|;|'|
shift| z [x [c[¥ [b[n[m[,[.[/[+
About SmartOffice Mobile ctfai] " [\ ] [L[t]<]=

=[]
When running SmartOffice Mobile for the first time, enter the SmartOffice Office Name and

User Name in lower case letters in the Synchronization Options screen. Also, specify the
appropriate synchronization and MobiLink Server information.

Note: Only one database can be used for synchronization.

Synchronization Options

From the SmartOffice Mobile Main screen, tap Tools and then select Sync Configuration from
the expanded list to open the Synchronization Options screen.

.EF SmartOffice

@ Conkacks
B
@-\ Calendar :';E'I_l.fz,;l
W

Ta Da fi_:_

Synchronize
Sync Configuration

Security Password

About SmartOffice Mobile
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From the Synchronization Options screen, enter the following information:
o Office Name: SmartOffice Office Name

e User Name: SmartOffice User Name

o Password: Enter the SmartOffice User Password

e Select the communication method used to connect to the MobiLink Server (TCP/IP or
HTTP)

e Host: Enter the IP address of the MobiLink Server
e Port: Enter the Communication Port

Note: The SmartOffice System Administrator can provide the communication method, host IP
address and port number.

£F | smartoffice f 11:44 (D

ﬁ Synchronization Options

Office Mame ; Carl

User Mame ; admin

B L
IPasswurd|

[[]eocs User

3 MobiLink Server Details

@ TCRIP (Y HTTP

[ web Server
192.1658.2.171

Hosk
Paort @ 2447

E|‘

Protocol: Select the communication protocol used to communicate with the MobiLink Server.
The options are TCP/IP, HTTP, or HTTP using a Web server. An additional option is displayed
when HTTP is selected. This information is provided by E-Z Data for SmartOffice Online users
and by the IT department for corporate users.

SmartOffice Login Information: The Office, User and Password for accessing SmartOffice
must be entered in the appropriate fields. To enter the password, tap the Password button, enter
and confirm the SmartOffice login password and then tap the OK button. If the SmartOffice One
Card System (eOCYS) is being used, select the eOCS User option to enable One Card System
Outcomes when tracking activities.

MobiLink Server Details: The host URL or IP address and port assigned to the MobiLink
Server must be entered in order to synchronize successfully. This information is provided by E-Z
Data for SmartOffice Online users and by the IT department for corporate users.

Once the correct information has been entered on the Synchronization Options screen, tap the OK
button to save the information.
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Setting Up SmartOffice Mobile Synchronization Criteria

1. From the side menu, click Synchronization and then select Mobile Device Setup to open the
Synchronization Setup Wizard.

2. From the first screen of the Synchronization Setup Wizard, click the Next button.

3. Choose to synchronize All Records or Selected Records and then click the Next button. If All
Records are selected, proceed to Step 4. When choosing the Selected Records option, the Set
Selection dialog box opens. Select a Set of contacts to synchronize.

2 SmartQffice -- Web Page Dialog

Set Selection

Select contacts to synchronize based on a set.

Set || |

I 0K | | Cancel |

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

4. Select a date range of future and past activities for synchronization. Click the Next button to
continue.

2 SmartOffice -- Web Page Dialog

SmartOffice Mobile Device - Activity Selection

Select the type and date range of activities to be synchronized.

Activity Type Activity Date Range
® an Mt dayis)
{:} Timed F'rexriu:uus days)

< Back

@ Z000-2005 E-Z Data, Inc, All rights reserved,

[ ] [ ]
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5. From the SmartPad Selection screen, select the number of SmartPad entries to synchronize.
Only SmartPad records from the time frame specified for the last x months will synchronize.
Either all SmartPad records can be synchronized or only manually entered SmartPad Notes
depending on the selection made. Click the Next button.

2} SmartOffice -- Web Page Dialog

SmartOffice Mohile Device - SmartPad Selection

Select the number of SmartPad entries to download for each contact.

Specify SmartPad Downloading Options
';ll i 2 ¥ 4 5 & T & 9
!

OC@®O00C000O0O0
SmarFad entriesfu:-rl.ast manthi=)

SmartFad Motes Only |:|

Warning: Downloading a large number of SmartPad entries can dramatically increase
the time required to synchronize.

< Back

2 2000-2005 E-Z Data, Inc. All rights reserved.

[ ] [ |

6. The final Synchronization Setup Wizard screen is a review of the information selected for
synchronization. If all of the information is correct, click the Finish button.

2 SmartOffice -- Web Page Dialog

SmartOffice Mohile Device - Download Description
Synchronization will be based on the selected criteria:

HEE Al Contacts.,
BRE Al Activities for the next 30 days and previous 15 days
BRE Two SmartPad{s) per Contact.

«  Tochange the selection, click the Back button.

Click the Finizh button to save the Setup.

w0 ] [we ] [ caen |

@ Z000-2005 E-Z Data, Inc. All rights reserved,
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7. After the initial setup is complete, a synchronization must be performed in order to
synchronize the data from SmartOffice with the SmartOffice Mobile application on the
Pocket PC device. Synchronization can either be performed with the device connected to the
PC or wirelessly with a wireless enabled device. With an ActiveSync session established with
the PC or a wireless connection available, tap the lightning bolt icon from any SmartOffice
Mobile screen to synchronize.

Preparing Data for Synchronization

After the synchronization criteria have been selected, perform an initial synchronization.

1. From the side menu, click Synchronization and then select Update Mobile Device to open
the Update Mobile Device with Changes dialog box.

hronization

2. Select the Perform a full refresh of the data from SmartOffice option to transfer data that
meets the synchronization criteria.

2} SmartOffice -- Web Page Dialog

This meny Updates the SmartOffice prograin ah the mobile device. 4
Full Refresh pdates all records based on the selection criteria. An
Update will download aii new and modified records to the device.

Lipdate Mobile Device with Changes

{:} Update hobile Dewvice with new records and modifications

@ iPerfarm a full refresh of the data from SmarntOffice

oK || Close |

@ Z000-2005 E-Z Data, Inc, All rights reserved,

3. Perform Synchronization with the PDA to complete the initial synchronization.
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SmartOffice Mobile Main Screen

When the SmartOffice Mobile application is opened, after the initial setup and synchronization is

complete, the application opens to the SmartOffice Mobile Main screen.

SmartOffice
& Contacts
@-\ Calendar

To Do

N

{¢11:46 €3

New Tools f

In the SmartOffice Mobile Main screen, there are four icons: Contacts, Calendar, ToDo and

Synchronize (Lightning Bolt). There are also two menu options, New and Tools.
e Contacts: Add a new Contact record and view existing Contact records
e Calendar: Add an Activity and view existing Activity information

e ToDo’s: Add a ToDo item and view existing ToDo information
e Synchronize: Perform synchronization

e New menu: Add new Contacts, Activities and ToDo items.

Contacts

By default, when the Contacts icon is selected from the SmartOffice Mobile Main screen, the
Personal (Individual) Contact Summary tab is displayed. The Contact Summary tab can display
records in four different categories: Recent, Personal, Business and All Contacts. These options

can be selected by tapping the drop-down arrow next to the Personal option.

SmartOffice

Personal ~

df11:47

¥ Smartoffice

Abernathy,Brad
Ackerman, Joseph
Ackerman,Kathleen
Ackerman,Kenneth
Ackerman,Marianne
Adam, Chris
Adarns,Frank.
Adams,Margaret
Adarms, William
Adcock, Martin
Adcock,3arah
Afable, Patty
Alexander, Felicia
Alexander, Mark,
Alexander, sherman
Alonzao,Helena

#ab|cde| fah | ik | Imn|opg)| rst U] syz

(626)555-1213

(62614330925
(B26)962-2032
(6261512-1231
{213449-0771
(BZEYIF0-4410
(B26)555-1333x
(B26)745-6595
(B18Y112-2311
(BZ61335-3334
(62615553222

4]

Show -

Recent

- Personal
62617992951 =] | Business 2951 [
(gesjgsd-0zaz (L o (626)954-0382 [

Ackerman,Marianne
Adam, Chris
Adarns,Frank.
Adams,Margaret
Adams, William
Adcock, Martin
Adcock,3arah
Afable, Patty
Alexander, Felicia
Alexander, Mark,
Alexander, Sherman
Alonzao,Helena

(626)555-1213

(62674330925
(B26)962-2032
(6261512-1251
£213)449-0771
(EZE)FF0-4410
(626)555-1333x
(626)745-6595
(B181112-2311
(626)335-3334 | |
(626)555-3222% |

New

E|A

New

E|A
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There are four different list screens to display the records:

Recent: Only the recently added or changed records (Individual Contacts and Business

Contacts) are displayed on this list.

Personal: Individual Contact records are listed here.
Business: Business Contact records are listed here.

All Contacts: Individual Contact and Business Contact records are listed here.
There are three ways to search for a Contact (Individual or Business) record:

Use the vertical scrollbar to scroll up and down through the Contact list. Once the appropriate
record is found, tap the Contact’s name to display the Contact Details tab.

;'{1}" SmartOffice

Smartﬂfﬁce % 11:49 (D
Personal »
#abcde[ foh[ ik [Imn[opg] rst fvw] vz

Abernathy, Brad

(Br6iSez-1160  |a
Ackerman, Joseph (626 3951 l;
Ackerman,Kathleen (626)984-0332 [
Ackerman,kKenneth (BZEISE5-1213
Ackerman,Marianne
Adarn, Chris
Adams,Frank,
Adams, Margaret
Adams, williarm
Adcock, Martin
Adcock, Sarab
Afable,Patky
Alexander,Felicia
Alexander, Mark,
Alexander, Sherman
Alonzo,Helena

(626)433-0925
(626)962-2052
(626)512-1231
(213)449-0771
(626)370-4410
(626)555-1335x
(626)745-5595
(a18)112-2311
(626)335-3334 | |
(626)555-3222% |

¢ 11:48 (D

Dr. Joseph Ackerman
Chief QF Staff

Medical

Joseph M., Ackerman, M.D., Inc.

144 wilshire Blvd,, Suite 250 Address
Los Angeles, CA 90007

(B26)799-2951 Phare
Jackerman@bobbisnet, com E-Mail
Client/a Type/3ubType
Referral Source
0z/27/1950 Birth Date
o4 Age
$375,000 Income

Details | Phone ‘ Address | E-Mail ‘

New

E|A

et f B MEHE | a7

Enter a portion of the business name or individual contact’s last name in the search field

provided on the top right hand corner to display the matching Contact record(s).

oz 11:53 (D

lﬁt.‘:;" SmartOffice

All Contacts~ |p

¢ 11:54 (D

;',frw.‘:i"‘ SmartOffice

All Contacts >  |ack

#ab|cde| fah| ik [Imn{opg] rst juww] sz

#ab|cde| foh | ik [Imn]opg] rst {uww] wve

Pacifica Medical Facility, [ 304)626-509-.,, |a
Paladian, alfred (464)455-0095 [
Paladian, Mark (800)335-1452. .,
Parkinson, Pricilla (B00IEES-9944,
Patel, Wishiwas (B3R)523-0675
Peterson, Marma (B00)335-1452...
Peterson, Shelky (B2A)542-3524
Peterson, Sophia (704164 7-5661
PG Corporation (310)257-9335

Ackerman, Joseph (B26793-2951
Ackerman, Kathleen (B26)954-0352
Ackerman, Kenneth (BZ6)555-1213
Ackerman, Marianne

Phoeniz, ]

Dlote Too Tronmwbore e S kT [ = =y

12301|2[3]4|s5]e[7[8]|o|o|-[=|«] h23[1]2]3]4]|s5]6]7[a8][0]0]- ||«
Tabla[wle[r[t[y[ulifo[p[[[]] [Tablaw[e[r[t|y[ui[o[p[[]]
capPlals|d[fla[n[j[k[1[:["] ||caP[a[s[d[f[a[n]ji[k[I];["]
shift|z[x[c[v[b[n[m|, [.[/[ <] |shiftfz][x[c[v[b[n[m], [.[/][+
ctlaii] * [\ ] [4]1]e]=] [culaia] " T\ ] [V[1]e]>
Mew E=J(~(| [Mew = |~
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Tap the Alphabet tab to find a Contact record. Tapping “#ab” highlights the first Contact
whose last name begins with “‘A’. Tap “#ab” again and it highlights the first Contact whose

last name begins with ‘B’.

SmartOffice oz 11:58 (D smartOffice oz 11:58
Personal - Personal -
#ab|cde| foh | ik | Imn]opg] rst juww] xvz | [#ab[ cde| foh| ik | Imn{opg] st uew] we
Abernathy,Brad (626)522-1160 | [ Ansong, David (310)793-2951 =
Ackerman, Joseph (626)799-2951 [ | Ansong,Deana (B26)552-2342 [
Ackerman,Kathleen (6261984-0382 | Ansong, Judy (a0s)sz1-5718 [
Ackerman, Kenneth (B2A)555-1213 Ansong,Lynn (213123-132¢ | |
Ackerman, Marianne anthorey, Brian (g13)5383-7111
Adarm, Chris antille, Eugene (310z237-4382
Adams, Frank. (B2A)433-0925 Antosen, Robert (813)965-4455
Adarns, Margarek (BZEIFEZ-Z032 Arias, Emily (213)555-444 4
Aidams, williarn (B26I512-1251 Airliss, il {3731355-0095
Adcock, Martin (2133449-0771 Arreita, Ay (626)991-2313
Adcock, 3arah (B2A)370-4410 Arrieka, Michael (B2A)557-5904
Afable, Patky (626)555-1333% Arrieta, Sandy (562 )693-5674
Alexander,Felicia (B2A)745-6595 Arvan, John (213)987-0934
Alexander,Mark, (g1a12-2311 Ashcroft, Michael (213)585-6945
Alexander, Sherman (626)335-3324 ||| Ashton, Jennifer [a00)3es-6521... ||
Alonzo,Helena ey s gl b A M| E 5 dinas, Samuel (2135 (R
MNew E|* MNew E|A

Creating an Individual Contact Record

There are two ways to create a new Contact Record:
From the Contact Summary Tab

1. From the SmartOffice Mobile Main screen, select Contacts. By default, the Personal
(Individual) Contact Summary tab is displayed.

2. Tap New to open the Record Type dialog box.

3. Select the Individual option and then tap OK to display the Edit screen.

4. Enter the required Individual Contact information and then tap OK to display the Detail tab.

SmartOffice

o< 1z:08 () (£ smartoffice

12110

Contact Type: Clignt > |«|l Dr. Joseph Ackerman
. ||| hief oF staff
Select the type of contact to b Type: A Medical
be _added from the following Title: Do, Tnseph M. Ackerman, M.0., Tnc.
options. Mame: Ackerman, Joseph -
' ! P 144 wWilshire Blvd., Suite 250 Address
() Individual Suffise: _|| Los Angeles, ca 90007
_ Greeting: Jo (626)799-2951 Fhone
() Business Erplover: Tosegh M. Ak " JAckerman@bobbisnet.com E-Mail
Mployer: Joseph M, Ackerman, M. Clientfa, Tvpe/SubType
Source: Referral Referral Source
-
Sub-Source ! | | oziz7i1950 Birth Date
. N 24 Age
Jaob Title: Chief OF Skaff $375,000 Income
Birth Date:  02/27§1950 ]
Ao 54 I
Dt ails | Phone | Address | E-Mail | Cietails | Phone | Address | E-Mail |
EH|~ | |Edit Tools |« ||edit €F [ HEEad S
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From the New Menu in the SmartOffice Mobile Main Screen

1.
2.
3.

@ Zontacts
@ Calendar
Ta Da

Contacts

Calendar
To Do

From the New menu, select Contact.
Tap New to open the Record Type dialog box.
Select the Individual option and then tap OK to display the Details tab.

% 12207 (D

Select the type of contact to
be added from the following
options.

() Individual

{1 Business

(] 4 Close

New|Tools f

SmartDFfic
Contack Type:
Sub Twpe:
Title:

Mame:
Suffizx:
Gareeting:
Emplover:
Source:
Sub-Source
Job Title:
Birth Date:
age:

e

Clignk

oz 12:12 (D
|

B

Mrs.

Adarns, Margaret

Margaret

Ace Building

Referral

accounting Department

03/19/1942

24

% 12:13 (D

L.ﬁ‘c.}" SmartOffice

Mrs. Margaret Adams
Accounting Department

Dietails | Phone |

Address | E-Mail |

Real Estate

Ace Building

2314 Ash Drive Address
Monterey Park, Ca 91754

(B261962-2032 Phane
margaret_adamstdemo@h, ., E-Mail
Client/E Type/aubType
Referral SOurce
03191942 Birth Dake
62 hge
432,000 Income

Details | Phone | Address | E-Mail |

Edit Tools

[EEREnET @07
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Contact Phone Number
From the Contact Details tab, tap the Phone tab to open the Phone Summary.
Tap New to open the Phone Detail dialog box.

Tap the Type drop-down arrow to specify the phone type.

Enter the remaining phone information and then tap OK to save the additions.

1.

2
3.
4

SmartOffice

Phione Summary Margaret Adams

oz 12:14 (D Smartﬂfﬁce

¢ 12:15 (D

Phone Details  Margaret Adams

Residence (626)962-2032
Residence Fax (626)555-3550
Business (B26)987-7235

Type: Residence -
Area Code: 626
Dial Nurnber; 962-2032
Extension:
Remarks :
Preferred:

Dietails ‘ Phione | Address | E-Mail |

Details | Phone ‘ Address | E-Mail ‘

vew BEMERE T QR 7|

Edit Tools E|A

Contact Address

1.

2.
3.
4

From the Contact Details tab, tap the Address tab to open the Address Summary.

Tap New to open the Address Detail dialog box.
Tap the Type drop-down arrow to specify the address type.

Enter the remaining address information and then tap OK to save the additions.

Note: The preferred Phone Number and Address are displayed on the Contact Details tab.

SmartOffice

Address Summary Margaret Adams

oz 12:17 (D Smartl]ffice

{¢12:19 (D

Address Detals Margaret Adams

Residence 2314 Ash Drive
Monterey Park, CA 91754
957 E. 21st Street

Los Angeles, CA 90024

Business

Address Type: Residence -
Line 1: 2314 Ash Drive
Line 2:
Line 3:

City: Monterey Park
State: CA

Counkry:
Zipr 91754

Remarks
Preferred:

Details | Phone | Address | E-Mail |

Dietails | Phone | Address | E-Mail |

vew EEVMEHE | G 7|

Edit Tools E|A
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Contact E-mail/Web Address
From the Contact Details tab, tap the E-mail tab to open the E-mail Summary.
Tap New to open the E-mail Details dialog box.

Tap the Type drop-down arrow to select either the E-mail or Web Site option.
Enter the remaining address information in the Address field.

Note: The preferred E-mail/Web Site is displayed on the Contact Details tab.

1.

2.
3.
4

5n1arl:l]ffice oz 1221 (D Emartl]ffice {1221 (D
E-Mail Surnrnary Margaret Adams E-Mail Detail Margaret Adams

E-Mail  margaret_adams4demo... Type: E-Mail -
Web Sike v, wisadam,com

Address: margaret_adamsddemo@hotm. ..

Preferred:

Details | Phaone | Address | E-Mail |

Details | Phaone | Address | E-Mail |

vew B ELAEHE | GA 7|

Edit Tools E|A

Modifying a Contact Record

1. From the Contact Details tab, tap Edit.
2. Modify the contact’s information and then tap OK to save the changes.

%1213 (D

FB|smart0ffice

Mrs. Margaret adams
Accounting Department

Real Estate

Ace Building

2314 Ash Drive Address
Manterey Park, C8 91754

(626)962-2032 Phone
margaret_adams4dema@h, . E-Mail
Clignt/B Type/aubType
Referral Source
03191942 Birth Date
62 Age
432,000 Incarmne

Details | Phone | Address | E-Mail |

SmartOffice
Contack Type: Client
Sub Type: B

Title: Mrs.

s 12:12 (D
|k

Mame: Adams,Margaret -

SufFiss

Greeting: Margarek

Emplover: Ace Building

Source: Referral

Sub-Souree
Job Title: Accounting Department
Birth Date: 03)19)1942 hd
Age: 62
Details | Phicre: | Address | E-Mail |
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Modifying a Contact’s Phone Number

1. From the Contact Details tab, tap the Phone tab to open the Phone Summary.
2. Tap the number for modification to open the Phone Detail dialog box.

3. Modify the information as necessary and then tap OK to save the changes.
Modifying Contact Address

1. From the Contact Details tab, tap the Address tab to open the Address Summary.
2. Tap the address for modification to open the Address Detail dialog box.

3. Modify the information as necessary and then tap OK to save the changes.
Modifying E-mail Address

1. From the Contact Details tab, tap the E-mail tab to open the E-mail Summary.
2. Tap the address for modification to open the E-mail Detail dialog box.

3. Modify the information as necessary and then tap OK to save the changes.

Deleting a Contact Record

1. From the Contact Details tab, tap Edit to open the Details tab.
2. Tap Tools and then select Delete to open the Record Deletion Confirmation dialog box.
3. Tap Yes to delete the selected Contact record.

(3 |smartoffice o< 12:33 () § £F|smartoffice < 12:33
Contact Type: Client - [~ Contact Type: Client - [~
Sub Twpe: B B Sub Twpe: B B
Title: Mrs, i i
Mame: Adams,Margaret - T
Suffix: i @ Do you want to delete the |_
Gresting: Margaret 5 selected Contact entry 7 =
Employer: Ace Building Yes No
Source: Referral
Sub-Source Rzl Sub-Source |
Job Title: Accounting Department Job Title: Accounting Department
Birth Date: 037191942 [ Birth Dake: 03/19/1942 ]
Cety  Send E-mail to Contact Dietails | Phione | address | E-Mail |
Edit w E|A |Edit Tools E|A
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Deleting a Contact’s Phone Number

1. From the Contact Details tab, tap the Phone tab to open the Phone Summary.

2. Tap the number to be deleted to display the Phone Detail tab.

3. Tap Tools and then select Delete to open the Record Deleting Confirmation dialog box.
4

Tap Yes to delete the selected address.

Smartl]ffice o< 5:20 @ Smartl]ffice s 5:22
Phone Surmmary Margaret Adams Phone Detals  ™Margaret Adams
Residence  (626)962-2032 Type: Residence -
Residence Fax  (626)535-3550
Business (626)957-7285 SmartOffice

O
Do you want to delete the
selected phone number ?
Yes Mo
Dietails ‘ Phione | Address | E-Mail | Details | Phone | Address | E-Mail |
New €7 [ & | <aal #7| |Edit Tools E|A

Deleting a Contact’s Address

1. From the Contact Details tab, tap the Address tab to open the Address Summary.

2. Tap the address to be deleted to open the Address Detail tab.

3. Tap Tools and then select Delete to open the Record Deleting Confirmation dialog box.
4. Tap Yes to delete the selected address.

Smartl]ffice £ 5:27 @ Smartl]ffice o< 5:28
Address Summary Margaret Adams Address Detals  Margaret Adams
Residence 2314 Ash Drive Address Type: Residence -

Monterey Park, CA 91754

Business 937 E. 21sk Street SmartDffice

Los Angeles, CA 90024
Do you want to delete the
current address ?

Yes No

T

Tip: 91754

Remarks ;

Preferred:

Details | Phone | Address | E-Mail | Details | Phone | Address | E-Mail |
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Deleting a Contact’s E-mail/Web Address

1.

2.
3.
4

From the Contact Details tab, tap the E-mail tab to open the E-mail Summary.

Tap the address to be deleted to open the E-mail Detail tab.

Tap Tools and then select Delete to open the Record Deleting Confirmation dialog box.
Tap Yes to delete the selected address.

Smartl]ffice oz 12:36 (I Smartl]ffice < 12:36
E-Mail Detail Margaret Adams E-Mail Detail Margaret Adams
Tvpe: E-Mail - Type: E-Mail -
address; margaret_adams4demo@hotm. .. SmartOffice
Preferred: A
Do you want to delete the
selected Wwebaddress 7
Yes No
Delete
Dety  Send E-mail to Contact Details | Phone | Address | E-Mail |
Edit | Tools E|A Edit Tools E|A

Creating a Business Contact Record

There are two ways to create a new Business Contact record:
From the Contact Summary Screen

1.

From the SmartOffice Mobile Main screen, select Contacts. By default, the Personal
(Individual) Contact Summary tab should be displayed.

Tap New to open the Record Type dialog box.
Select the Business option and then tap OK to display the Details tab.

Enter the business information and then tap the Phone and Address tabs to enter the
corresponding information.

Tap OK to save the information and display the Contact Details tab.

oz 2:16 @ I | smartOffice oz 217 @3 artOffice ok
Type: * |«|| ABC Life
H i 9505, P Sk Add
Select the type of contact to Name: ABC Life OB egggr ress
be added from the folowing Source: o
options. Los Angeles, CA 90024
Industry: | [l z231466-a989 Phone
O Indivicual Class: - http: v apal.com E-Mail
_ Employees: 150 = || Monica Scott Prim Contact
(®) Business
Revenue: $0.00
Est, Date: hd
Prim Contact: Monica Scott
Income
Taw: ||
SIC # T
Dt ails | Phone | Address | E-Mail | Dietails | Phone | Address | E-Mail |
B3|« | [Edit Tools |« ||edic £F 5 & @i
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From the New Menu in SmartOffice Mobile Main Screen
From the New menu, select Contact.
Tap New to open the Record Type dialog box.

Select the Business option and then tap OK to display the Details tab.

Enter the business information and then tap the Phone and Address tabs to enter the
corresponding information.

Tap OK to save the information and display the Contact Details tab.

1.

2.
3.
4

@ Zontacts
@ Calendar

[©)
7

¢ 2:16 (D

Select the type of contact to
ke added from the following
options,

28R %' : {1 Individual
P
'L_,j_' () Business
E DK Close
Contacks . m
Calendar
To Do
New|Tools 77 E|*
.,,ti:j1 SmartOffice o< 221 @ Office ok
Type: Client - («] | ABC Manufacturing
Marme: ABC Manufackuring B 3215, Main Street Address
source: E7D Long Beach, Ch 90746
(626)555-5950 Phane
Industry: Manufacturing h Elan &. Haorley Prim Contack
Class: Private Corporation - 4100, 000,000 Income
Employees: 250 =
Revenue: $0.00
Est. Date: 05141993 -
Prim Contack: Elan &, Horlesy
Income $100,000,000
Tax: 65% B
SIC #: 1234 T

Details | Phone |

Address | E-Mail |

Details | Phione | Address | E-Pail |
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Business Phone Number

1. From the Contact Details tab, tap the Phone tab to display the Phone Summary.
2. Tap New to open the Phone Details dialog box.

3. Tap the Type drop-down arrow to specify the phone type.

4. Enter the remaining phone information and then tap OK to save the additions.
Business Address

1. From the Contact Details tab, tap the Address tab to display the Address List tab.
2. Tap New to open the Address Details dialog box.

3. Tap the Type drop-down arrow to specify the address type.

4. Enter the remaining address information and then tap OK to save the additions.

Note: Both the preferred Phone Number and preferred Address are displayed on the Contact
Details tab of the Contact record.

Business E-mail/Web Address

Adding an e-mail/Web address for a Business record is identical to the steps required in adding an
Individual Contact record. Please refer to the Contact E-mail section.

Modifying a Business Record
Modifying a Business record is identical to the steps required in modifying an Individual Contact
record. Please refer to the Modifying a Contact Record section.

Modifying a Business Phone Number

Modifying a Business phone number is identical to the steps required in modifying an Individual
Contact phone number. Please refer to the Modifying a Contact’s Phone Number section.

Modifying a Business Address
1. From the Contact Details tab, tap the Address tab to display the Address Summary.

2. Tap the address for modification to open the Address Details dialog box.
3. Modify the information as necessary and then tap OK to save the changes.

Deleting a Business Record

1. From the Contact Details tab, tap Edit to open the Details tab.

2. Tap Tools and then select Delete to display the Record Deletion Confirmation box.

3. Tap Yes to delete the selected Contact record.

Deleting a Business Phone Number

1. From the Contact Details tab, tap the Phone tab to open the Phone Summary.

2. Tap the Number to be deleted to open the Phone Detail tab.

3. Tap Tools and then select Delete to display the Record Deleting Confirmation dialog box.
4. Tap Yes to delete the selected address.

Deleting a Business Address

1. From the Contact Details tab, tap the Address tab to open the Address Summary.

2. Tap the Address to be deleted to open the Address Detail tab.

3. Tap Tools and then select Delete to display the Record Deleting Confirmation dialog box.
4. Tap Yes to delete the selected address.
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Deleting a Business E-mail/Web Address

1. From the Contact Details tab, tap the E-mail tab to open the E-mail Summary.

2. Tap the address to be deleted to open the E-mail Detail tab.

3. Tap Tools and then select Delete to display the Record Deleting Confirmation dialog box.
4. Tap Yes to delete the selected address.

Calendar
The Calendar views are: AgendaView, DayView, WeekView and MonthView.

AgendaView

The AgendaView is used to display a combination of timed and non-timed activities for a specific
day. The AgendaView for a previous or future day is displayed by tapping the left or right arrows.

fwj‘ SmartOffice o< 2:28 @
w1504 ~[s[m[rT]wlFls] Bl<]=

Christine Barnaby- To Do

0225 PM - 60 Minukes

Kenneth Ackerman- Appointment
03:00 PM - &0 Minukes

New (=] (7] =

DayView

Select Calendar from the SmartOffice Mobile Main screen to open the DayView Calendar. The
DayView is used to display the activities for a specific day. The DayView for a previous or future
day’s activities is displayed by tapping the left or right arrows.
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WeekView

The WeekView is used to view activities for a specific week. Previous or future weeks’ activities

can be displayed by tapping the left or right arrows.
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MonthView

The MonthView is used to display activities for a specific month. The MonthView for previous or

future months’ activities can be displayed by tapping the left or right arrows.
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Adding an Activity from the Calendar
1. From the DayView calendar, tap New to open the Activity Details tab.
2. Enter the activity information and then tap OK to save the activity.

l.%.?" SmartDffice

o< 2134 @ eﬁ? Smart0Office

Frank Adams Subiject

Contack:

[+ 1]

Place: Green streek

|bu5in955 lLnch |

Starts: O7/15/2004 12:00PM
Duration : &0 Activity Reazon
Duration URit: Minukes - Meeting with client to discuss | 4]
Type: Appointment - about nesw insurance policies
SubTwpe: Approach/Mew Seen -
Priarity: Mormal -
Alarm: 15
Skatus: Active A | |
Private: |:| : &
Trarked: [u] X
Ackivity | Reason | Bckivity | Reason |
Edit B~ | |Edit [

Modifying an Activity from the Calendar
There are two ways to modify an activity:
From the AgendaView

1. From the SmartOffice Mobile Main screen, select Calendar to open the AgendaView
calendar, listing all the activities scheduled for the current date.

2. Hold the stylus on an Activity to open a menu with the options: Edit, Delete and Cancel.
3. Tap Edit to open the Activity Details tab in edit mode.
4. Modify the information as necessary and then tap OK to save the changes.

¢ 240 (D

SmartOffice

ul 1504 Contact: Adams Frank -
Delete —]
Frank Ada nent Flace: @reen street
12:00PM-§ Cancel finess lunch Starts: 07/15/2004 12:00PM
Christine Barnaby- 1o Do
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Kenneth Ackerman- Appointment Duration Unit: Minutes -
03:00 PM - 60 Minukes ]
Tvpe: &ppointrent ¥ =
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From the Activity Details tab
From the SmartOffice Mobile Main screen, select Calendar to open the AgendaView

1.

calendar listing all the activities scheduled for the current date.

Tap the Activity to be modified to display the Activity Detail tab in read-only mode.
Tap Edit to switch the Activity Details tab to Edit mode.

Modify the information as necessary and then tap OK to save the changes.

{?j smartOffice
Frank Adams

Appointment  Approachflew Seen
07/15/2004 12:00 PM - 60 Minukes

Green skreet

Meeting with client to discuss about new
insurance policies

Fsmartoffice

Conkact:
Place:
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Duration
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Type:
SubType:
Priority:
Alarm:
Skatus:

Private:

adams Frank

¢ 240 D
(2]
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07f15/2004 12:00PM -

1)

Minukes

Appointment

4
Il

Approach/Mew Seen -

Marmal

15

Active

0

Trarked: [l

Activity | Reason

|
Hiskary |

Edit Tools | $F {4 & | <a 4}

Edit Tools

Deleting an Activity from the Calendar

There are three ways to delete an activity:

From the AgendaView

From the SmartOffice Mobile Main screen, select Calendar to open the AgendaView
calendar, listing all the activities scheduled for the current date displayed.

Hold the stylus on an Activity to open a menu with the options: Edit, Delete and Cancel.
Select Delete to open the Delete Record confirmation message box.

1.

Tap Yes to delete the activity.
Office ok
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From the Activity Detail tab (Read-only Mode)

1.

From the SmartOffice Mobile Main screen, select Calendar to open the AgendaView
calendar, listing all the scheduled activities for the current date displayed.

Tap the activity to be deleted to display the Activity Detail tab in read-only mode.

Tap Tools and then select Delete Activity to open a Delete Activity Record confirmation
message box.

Tap Yes to delete the activity.

&?F SmartOffice l.{f}jr‘«"‘ SmartOffice

Frank Adams

Frank Adams- Appointment Appoinkment  Approach/Mew Seen
12:00 PM - 60 Minukes, business lunch 07/15/2004 12:00 PM - 60 Minukes
Christine Barnaby- To Do
02:25 PM - 60 Minukes
Kenneth Ackerman- Appointment Meeting with client to discuss about new
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Green streek

Delete Activity
History
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From the Activity Edit tab (edit mode)

1. From the SmartOffice Mobile Main screen, select Calendar to open the AgendaView
calendar, which lists all the scheduled activities for the current date.

2. Tap an activity to be deleted to display the Activity Detail tab in read-only mode.
3. Tap Edit to switch Activity Details tab to edit mode.
4. Tap Tools and select Delete to open a Delete Record confirmation dialog box.
5. Tap Yes to delete the activity.
L.E:.j;" SmartOffice = 2:53 @ L.E:.j;" SmartOffice o 2:53 @ 3| Smartoffice =2 2:54
Christine Barnaby Caontact: Barnaby Christine (] Contact: Barnaby Christine z
ToDo  Approachffew Seen Place: new wark Flace: new vark
07/15/2004 02:25 PM - 60 Minuk . , -
{151 iriutes Starts: 07/15/2004 02:28 PM FE—
new york Duration : 60
- A - Do wou weant to delete the
Curation Unit: Minutes @ selected Activity 2
Type: To Do v = =
SubType: ApproachfMew Seen A
Priority: Mormal A
Alarm: 15 Alarm: 15
Skatus: Active - Status: Active hd
Private: |:| : Private; D :
it Tracked: [yl %
Send E-mail to Contact Bickivity | Reason | Hiskary |
Edit Tools | €8 4 2 §i <& ) B | Edit Tools {8

ToDo

From the SmartOffice Mobile Main screen, select ToDo’s to open the non-timed activities list.

Adding a ToDo Item

1. From the SmartOffice Mobile Main screen, select ToDo’s to open the non-timed activities
list.

2. Tap New to open the Activity Details tab.

3. Enter the non-timed activity information and then tap OK to save the activity.

L.ﬁ?j" SmartDffice < 257 @ L.ﬁ?j" SmartDffice W< 2:58 @ l.Ej" SmartDffice o< 3:01 @
Contact: Margaret Adams Subject 711504 ~ |5 M| T [w il E@
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ToDo Date: 071542004 -
Type: Ta Do - Activity Reason
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Private: |:|
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Modifying a ToDo Item

There are two ways to modify a ToDo item:
From the ToDo List

1.

3.

4

From the SmartOffice Mobile Main screen, select ToDo’s to open the ToDo List which
displays all the ToDo’s scheduled for the current date.

Hold the stylus down on a ToDo item to open a menu with the Edit, Delete and Cancel
options.

Tap Edit to open the Activity Details tab in edit mode.
Make the necessary modifications and then tap OK to save the changes.

From the Activity Edit Tab

1.

From the SmartOffice Mobile Main screen, select ToDo’s to open the ToDo List which
displays all the ToDo’s scheduled for the current date.

Tap the ToDo item to be modified to display the Activity Details tab in read-only mode.
Tap Edit to switch the Activity Details tab to edit mode.

Make the necessary modifications and then tap OK to save the changes.

fr} smartOffice
Margaret Adams

#HE smartDffice o< 3:18 @

Conkack: Adams Margaret

To Do ApproachMew Seen Place: califormia
07§15§2004, Thu ToDo Date:  07}15/2004 -
california Twpe: ToDo v
shopping for birthday party SubType: ApproachMew Seen -
Priority: Mormal -
Status: Ackive i
Private: |:|
Tracked:

Ackivity | Reason | History |

Edit Tools | € 1 2 | < o} Edit Tools |

Deleting a ToDo

There are two main ways to delete a ToDo item:
From the ToDo List tab

1.

From the SmartOffice Mobile Main screen, select ToDo’s to open the ToDo List which
displays all the ToDo’s scheduled for the current date.

Hold the stylus down on a ToDo item to open a menu with the Edit, Delete, and Cancel
options.
Select Delete to open a Delete Record confirmation message.
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4. Tap Yes to delete the activity.
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From the Activity Details Tab

From the SmartOffice Mobile Main screen, select ToDo’s to open the ToDo List which
displays all the ToDo items scheduled for the current date.

Tap a ToDo item to be deleted which displays the Activity Details tab in read-only mode.
Tap Tools and then select Delete Activity to open a Delete Record confirmation message

1.

box.
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4. Tap Yes to delete the activity.
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Activity Log

The Activity Log is a list of the activities linked to a particular contact that is used to display, add
and modify activities.
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Adding a Timed Activity from the Activity Log

Adding an activity from either the Calendar or Activity Log is nearly identical. The main
difference is that when adding an activity from the Activity Log, it is linked to a Contact.

From the Contact Details tab, tap the Activity Log icon to open the Activity Log tab listing
any existing activities for the selected Contact.

Tap New to open the Activity Details tab.
Enter the necessary information for the activity and then tap OK to see the added activity on

1.

Adding an Non-timed Activity from ToDo
From the Contact Details tab, tap the ToDo icon to open the ToDo List tab.
Tap New to open the Activity Details tab.

Enter the necessary information for the activity and tap OK to see the added activity on the
ToDo List tab.

the Activity Log tab.
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SmartPad

SmartOffice Mobile is used to view, add and delete SmartPad records that are synchronized with
the SmartOffice database. Note that only those SmartPad entries that are added with SmartOffice
Mobile for Pocket PC that are not synchronized with SmartOffice can be modified.

Adding a SmartPad Note

1. From the Contact Details tab, tap the SmartPad icon to open the SmartPad Summary tab
listing existing SmartPad entries for the selected Contact.

2. Tap New to open the SmartPad Detail tab.
3. Enter some notes and then tap OK to see the added entry on the SmartPad Summary tab.

H48 | SmartDffice / ‘}" SmartOffice o< 3:58 @

SmartPad Surnmary  Joseph Ackerman SmartPad Detal  Joseph Ackerman
1. Twpe: Mutual FundsMarne: Fidelit. . Appointment Completed at i
2. Type : BuyShare: 1000.0Mame: ... (07 /02/2004), [

3. Type: Sel(AVERAGE COST)Shar...

vew GEFHEE | GaZ | [ i

Deleting a SmartPad Note
There are two ways to delete SmartPad Notes:
From the SmartPad Summary:

1. From the Contact Details tab, tap the SmartPad icon to open the SmartPad Summary tab
listing all the SmartPad entries for the selected Contact.

2. Tap and hold on the SmartPad entry to open a menu with the Edit, Delete and Cancel options.
3. Select Delete to open the Delete Record confirmation message box.
4. Tap Yesto delete the entry.
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From the SmartPad Detail Screen:
From the Contact Details tab, tap the SmartPad icon to open the SmartPad Summary tab

1.
listing all the SmartPad entries for the selected Contact.
2. Tap on the entry to be deleted to open the SmartPad Detail tab.
3. Tap Tools and then select Delete to display the Record Deletion Confirmation box.
4. Tap Yes to delete the entry.
CrmartPad Detal  Joseph Ackerman SrnartPad Detal  Joseph Ackerman
Created On ;. 07f15/2004 15:59 PM Created On :  O0Ff15/2004 15:59 PM
Lppointrnent Completed at -
(O7f0B,/2004), ]
Do you want to delete the
selected SmartPad entry ?
Yes No
Delete
%end E-Mail To Contact ] 1=
Edit |Tools E|A Edit Tools E|A
Policies

SmartOffice Mobile is used to display the Policies, Policy Details, Interested Parties and Policy
Totals tabs on the PDA. Please note that Policy information displayed here cannot be added,

modified or deleted from the PDA. The information is read-only.
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Accessing Policy Information

1. From the Contact Details tab, select the Policy icon to open the Policy Summary tab.

2. Tap the Policy Name to display the Policy Detail tab.

3. Tap Tools and select the Show Interested Parties option to display the Interested Parties tab.
4

Tap OK twice and then tap Tools to select the Display Totals option and display the Policy
Totals tab.

j:}' SmartOffice ¢ 4:06 lfw}' SmartOffice
Palicy Surmmary  Joseph Ackerman Palicy Detail Joseph Ackerman
Palicy Mame | &, Premium | Benefit | Plan Mamme Total Coverage
Takal Coverage $£1,012 $449,999 . -
C BB Lif
Home Insurance $587 40 armer e
Safe Driver Plan 41,700 $0 || Policy # P325166
Business Cwner'. ., $240 $0 ) -
Palicy T LiF
CaT $450 go || T RS e
Preferred Life $1,500 $100,000 || Policy Date 0z/25/2001
American Level 10 49,600 $500,000 Shatus Infarce
Maode/Prem Semi-annually f$506,00
Basic Face $400, 000,00
MetDE $449,909,05
Cash Walue $175,412.59
Tuuls|ﬁ@,ﬁﬁ®ﬁ'f .Tuuls|ﬁ@,ﬁﬁ@ﬁf

Smartl]fﬁl:e s 4:18 @ Smartl]ffice < 4:18 @
Interested Parties Policy Totals Joseph Ackerman
Party Role | R.elation | Contackharne Life Benefit: $440,000
Prirmary Contack Self Joseph Ackerm )
Primary Insured  Self Aickerman, Josg 5V $171,912
Chaner Self Joseph Ackerm|{ | Annual Prerniurm: $2,126
Payar Self Joseph Ackerm )
Beneficiary Son kenneth Ackern D.I Benefit: 0
Beneficiary Daughter  Marianne Acker | Annual Prermiurm; 40
Absolute Assignee  Wife kathleen Acker Arrity Value: 40
Anral Premiumm: $0
1] m Do
Tuuls|ﬁ@,ﬁﬁ@ﬁf_'mﬂ'5|ﬁ@=ﬁﬁ®ﬁf
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Investments
SmartOffice Mobile can display the Investment Summary, Investment Details and Investment
Totals tabs on the PDA.

Note: The Investment Details tab is intended to display investments with share and cost
information. The Variable Annuity information is limited due to this restriction. The investment
information is read-only.

Accessing Investment Information
From the Contact Details tab, select the Investment icon to open the Investment Summary

1.

tab.

Tap the Investment Name to display the Investment Details tab.
Tap OK and then tap Tools to select the Display Totals option and display the Investment

Totals tab.

e{?‘?‘ smartOffice

o419 D e{?‘?‘ smartOffice

.'{E;"" SmartOffice

Investment Surmmary  Joseph Ackerman

Investrment Detail Joseph Ackerman

Investment MName | Walue |
ATT 8.5 2010 $138,339
American Skandia $131, 766
General Electric Capital Carp. 444,655
Amgen Corporation 451,562
Cash $60,000
ATET $63,237
Federal Matl Mbg Assn MEn 480,143
United States Treasury Bills 485,395
American Funds U5, Govt .. $17,402
american High Yield $19,909

Security Type Bonds
Invest Name ATT 8.8 2010
Account # 00234567956
Purchase Cost $129,999,99
Tax Basis $129,999
Shares/Date $136,5818.18 : 01/07/2004
Price/Date $101.11 : 03/19/2004
Yalue $138,339

Investrnent Totals Joseph Ackerman

Tunls|ﬁ@=ﬁ§<§ﬁ'{;

.Tunls|ﬁ@.ﬁ§®@{;

Cost: $674,973
Tan: $447,272
Walle: $622,413

Tuolslﬁ@aﬁ@@ﬁf
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