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Introduction

The CDS Outlook E-mail Interface is an add-on feature that interfaces CDS with Microsoft®
Outlook®. This feature enables the CDS user to have a seamless interface with Microsoft®
Outlook® and enables the user to use Microsoft® Outlook® as an e-mail client. Use Microsoft®
Outlook® to Compose mail and post those messages to the CDS SmartPad™. This feature
supports Microsoft Outlook 2000 and above.

Installing the CDS Outlook E-mail Interface

The Outlook E-mail Interface module is being introduced in Client Data System™ (CDS) ™
Version 4.2, as part of the base system installation. For existing users, a patch installation will be
provided.

When the CDS Outlook E-mail Interface has been successfully installed, verify that the Post
button is enabled in Microsoft® Outlook®.

iE Post

Setup for the Outlook E-mail Interface

1. InCDS, click the Database menu to open an additional list of options.
2. Select the Modify Current User’s Profile option.

3. Click the Misc. Information tab.
4

In the Miscellaneous Options section, select the Microsoft Office Outlook option from the
Default E-mail drop-down list and then click OK.

i User Profile [ x|
EY

Perzanal Information ] Security Infarmation ] Contact Recaord ] Activity Options ] Thirgs Done
Mizc. Information ] Prosy List ] Palicy/lrwestment
— Modem/Phone Information —————— ~ Mizcellaneous Options

Dialing Method I vI Wiord Processor E-Z Editar

Synchronize Calendar At

Default Calendar

Default E-mail Microsoft Dffice Outlook

[ | N (K1 K]

[v Spell Check before Sending E -bail
[ Save Copy of Meszage in Sent Folder
[ Prampt Barder

[v Show Field Help

0k I Eancell Help | |
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By default, the E-mail Messages option in the Posting Options section will be selected.

Mizc. Information ] Prrosy List ] Palicys| nvestment ]

Perzanal [nfarmation ] Security [nfarmation ] Contact Record ] Activity Options ] Things Done b

— Contact Record Dptions — SmartPad Options
™ Automatic Set alidation [ &utomatic Add Mode when opened
™ Show Deperdents [ Delete Linked SmartPad Postings
™ Shaw Agents Posting Options
I Shew Business ¥ Calendar activities ¥ Time Log
I™ Show Group Census [¥ | Dials Mads I¥ Policy/P T
I Check Duplicate Contacts/Business v Individual Letters ¥ Investments
v dssign Mew Contacts to Curent User v E-mail Meszages
Iv | Shew Indicatars v addiess/Phone Change

— Indicator Oplions
[~ SmartPad Motes v Letters v Palicy/P.C.M [ Show Sets ComboBox
v Activities v Key Relations [ Irvestments [ Show Filter ComboBox

Cancel | Help |

SmartPad Postings from Microsoft® Outlook®

After installing the CDS Outlook E-mail Interface application successfully, the Post button is
enabled in Microsoft® Outlook®. This enables the user to post the e-mail messages from
Microsoft® Outlook® to CDS.

Posting a Message from the Microsoft® Outlook® Folder
1. Select the message to be posted to CDS and then click the Post button.

Note: Depending on the installed version of Microsoft® Outlook®, the following dialog box
may be displayed when posting messages to CDS.

Microsoft Dutlook |

& program is trying ko access e-mail addresses you have
stored in Qutlook, Do you want to allow this?

If this is unexpected, it may be a wirus and wou should
choose "MNa”,

v allow access For |1III minutes j

Yes Mo | Help |
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Select the Allow access for checkbox to access the duration drop-down list and then select 10
minutes. Click the Yes button to proceed with the posting.

Depending on the CDS E-mail Posting option selected, the outcome will be slightly different.
The default CDS E-mail Posting option will be used throughout the User Guide. The
selection does not affect the posting from any of the Outlook mail folders.

From the dialog box, click the Yes button and the posting dialog box will display the
specified message information.

Subject of the message

Date/Time of the message

List of Outlook Contacts associated with the message
List of CDS Contacts associated with the message

List of Contacts that the message was posted to

Outlook E-Mail Interface

Subject : I

Date,l'Time:I . &4 @ M

—iConkacts related to the Message { Outlook )

Source | Contack Mame | E-Mail Address |

Record count: O

—iContacts for Posting { CDS )
Source | Contack Mame | E-Mail address

Record count: 0

—Contacts { Posted )
Contact Mame | E-Mail Address

Record count: 0
coo |

In the Contacts Related to the Message (Outlook) section, contacts whose e-mail
address is present in the To, Cc or Bcc field of the selected mail will be listed. No
matching contact in CDS with that e-mail address will be listed.

In the Contacts for Posting (CDS) section, contacts from CDS whose e-mail address
matches with the e-mail address in the To, Cc or Bcc field of the selected mail will be
listed.

In the Contacts (Posted) section, contacts from CDS whom the selected mail has been
posted to will be displayed.
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Posting a Message to Additional Contacts

1.

In Outlook, select the message to be posted to a Contact’s SmartPad and then click the Post
button.

A posting dialog box will display the selected message information (e.g., Subject and
Date/Time) along with any matched CDS contact record(s).

To post the message to CDS contact records that are not listed in the posting dialog box, click
the Add/Search Contacts button.

Outlook E-Mail Interface [ x|

Subject : | Meeting to discuss Further on the Business Logic For Integration Modules
Date/Time : | Thu (07/25/2004 10155 Al i B
—Contacts related ko the Message { Outlook )
Source | contact Mame | E-Mail address |
Ta Jonathan Spiegel jonathan, spiegel@hatmail, com
Fram ezmailkest ezmailtest@eaz-data.com

Record count: 2

—Contacts For Pasting ( CDS )

Source | Conkact Mame | E-Mail Address
OTo Linda, Michael michael. indo@hbotmal, com
Oto Johnson, Kelly kelly . johnson@hatmail.com

Record count: 2

—Contacts { Posted )
Contack Mame | E-Mail Address

Record count: 0
Post I Cancel |

In the Find Contact Information dialog box. The user can search for Individual or Business
records.

Find Contact Information Find Business Information
I_ast Mame = First Name = I a Business Mame I a
Oplions Oplions
’7 % Contack " Business ’7 " Contack % Business
Enter the search information and click G, Enter the search information and click G,
TR Cancel T Cancel
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3. Enter the search criteria and then click OK to open a dialog box listing all of the records that
meet the criteria. Select the appropriate record(s) and then click OK. The selected record(s)
display in the posting dialog box. For the additional selected record(s) in the Contacts for
Posting (CDS) section of the posting dialog box, CDS will display in the Source column.

Outlook E-Mail Interface E3

| @ F

| g5k Marmne | First Mame | Middle | E-mail Address | Type | -~
Ackerman Joseph . joe_ackerman@eznet,.,  Client
Ackerman Kathleen Client
O ackerman Matianne esther@ez-data,com Client
O adcock Markin Client s
O aitkens Chris chris@ez-data, com
O alexander Sherman Client

O anderson Phillip Friend
Ansnnn Mawid 1. Clirnk it
4 | 3

|Record count: 14

Cancel |

Outlook E-Mail Interface

Subject : I Meeting ko discuss further on the Business Logic for Inkegration Modules

DakelTime : IThLI 071292004 10:55 AM M m H

— Contacts related to the Message [ Qutloaok )
Source | Contact Mame | E-Mail address |
To Jonathan Spisgel jonathan, spiegel@hotmail . com
From ezmailkest ezmailtestimez-data. com

Record count: 2

—Contacts For Posting ( D5 )

Source | Contact Mame | E-Mail Address

OTe Linda, Michael richael. linda@botmail.cam
OTe Johnson, Kelly kelly johnsori@hotmail, com
D5 Ackerman , Joseph joe_ackerman@eznet, com
[¥]cos Ackerman , Kathleen kackerman@hibbel com

Recard count: 4

—Contacts { Posted )

Cankack Marme | E-Mail Address

Record count: 0

Cancel |
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Posting a Message to a Key Relation

1. In Outlook, select the message to be posted to a Contact’s SmartPad and then click the Post
button.
A posting dialog box will open and display the selected message information (e.g., Subject
and Date/Time) along with any matched CDS contact record(s).

2. To post the message to a key relation of a CDS Contact, select the Contact from the Contacts
for Posting (CDS) list and then click the Key Relation(s) button.

5

3. The Key Relation(s) dialog box opens, listing all key relations for the Contact in CDS. To
select the key relations to whom to post the message, click the associated check box for the
appropriate key relations and then click OK.

Key Relation({s) for Ackerman , Joseph |
e
Conkact MName | Relation |
O ackerman, kathleen wife
[ ackerman, Kenneth Son
Ackerman, Marianne Draughter
D Halverson, Joe hAssociake

[Record count: 4

Cancel |

When the user clicks the Post button from the posting dialog box, the message will be posted
to the selected contacts from the Contacts for Posting (CDS) list as well as for the selected
key relations.

CDS E-mail Posting Options

There are several e-mail posting options available to the users when he/she is sending a mail from
Outlook.

1. In Microsoft® Outlook®, click the Tools menu, to open an additional list of options.
2. Select Options and then click the CDS E-mail Posting Options tab.
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By default, the following options are selected.

Options B |
Preferences I Mail Setup | Mail Formak | Spelling |
Security | Cither DS E-mail Pasting Options

— Select COS SmartPad Pozting
YWhen the Post to CDS button iz zelected or a meszzage iz zent from Outlook;

f+ Manually post ressage bo COS contact recaord,

v Prompt to post meszage to SmartPad when sending
frorn Outlook with a «walid CDS sezsion.

" Automatically post meszage to COS contact records following confirmation.

" Automatically post message to COS contact recards without canfirmation,

katch COS contact recardz with Outlook e-mail addresz in the
following felds:

¥ Ta
v Cc
[~ From

Copyright [2] 2002-2004 E-Z Data, Inc. Al rights reserved.
K, I Cancel | By |

What are the Options?
Manually Post the Message to the CDS Contact Record

In Outlook, compose a message and then click the Send button to send the message to the Sent
Items folder. Open the Sent Items folder and then click the Post button. The user can then
specify to which Contacts in CDS to post the message to.

Manually Post a Message to the CDS Contact Record and Prompt to
Post the Message to SmartPad when Sending from Outlook with a
Valid CDS Session

In Outlook, when the user composes a message and clicks the Send button, they will be prompted
to post the message to a Contact in CDS. If Yes is selected, the posting dialog box will display
where the user can specify to which Contacts in CDS to post the message.
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Automatically Post Message to CDS Contact Record(s) Following
Confirmation

In Outlook, when the user composes a message and clicks the Send button, they will be prompted
to post the message to Contacts in CDS. If Yes is selected, it will automatically post the message
to all of the matching CDS Contact records with an Outlook e-mail address in the specified fields:
To, Cc and From.

Automatically Post Message to CDS Contact Record(s) without
Confirmation

In Outlook, when the user composes a message and clicks the Send button, the message will
automatically post to all of the matching CDS Contact records with an Outlook e-mail address in
the specified fields: To, Cc and From.

Composing a Message from Microsoft® Outlook®

Both message(s) that already exist in Microsoft® Outlook® and newly composed message(s) can
be posted.

1. Compose a message and then click the Send button. The following prompt will display if the
user has the default settings in the CDS-E-mail posting options as explained above.

CDS E-mail Posting Options

Would wou like to post this message to Contact(s) in COS?

2. Click the Yes button.

Note: Depending on the version of Microsoft® Outlook® installed, the following dialog box
may be displayed when posting messages to CDS.

Microsoft Dutlook = x|

& pragram is trying ko access e-mail addresses vou have
stored in Qutlook, Do you want ko allow this?

If this is unexpected, it may be a wirus and you should
choose "MNo,

¥ allows access For |1EI minukes j

Yes Mo | Help |

3. Select the Allow access for option and then select 10 minutes from the drop-down list. Click
the Yes button to proceed with the posting.

Once the user clicks the Yes button, a posting dialog box will open and display the composed
message information (e.g., Subject and Date/Time) along with any matched CDS contact
record(s).
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4.

I the message finds a match with any CDS contact records, a bold checkbox will display
under the Source column. To post the message to this contact, select the checkbox and then
click the Post button.

Indication of Posted Message(s) in Outlook

In Outlook, without having to go to the posting dialog box of a message, the user can identify
whether it has been posted to a Contact’s record in CDS.

1.
2.

In Outlook, select the folder from where you want to post an e-mail (i.e., Inbox, Sent Items).

On the View menu, point to Current View and then select the Customize Current View
option.

From the View Summary dialog box, click the Fields option.

From the Select available fields from combo box, select the User-defined fields in Inbox
option.

If you have already posted a message from this folder, the Posted field name should be
visible in the Available Fields list.

Select the Posted field from the list and then click the Add button.

Also, the user can position the field in the view by using the move up and move down
buttons.

Now, in the selected folder view, the user will be able to see a checkbox in the Posted
column for all the messages that have already been posted to some contacts in CDS.

Viewing a Posted Message from the SmartPad

Once the user has posted a message to a Contact record in CDS, he or she can view the posted
message from the Contact’s SmartPad.

In order to view the content of the message, select the message and then click the View Posted E-
mail Message button.
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If the user posted an e-mail, the Type column of the Contact’s SmartPad spreadsheet will display
E-mail. By clicking the View Posted E-mail Message button, the e-mail will be displayed in the
following format.

i Meeting to discuss further on the Business Logic for Integration Modules E3 |

From: | ezmailtesti@ez-data.com

To I | joniathan. spiegel@hotmail. com:kely. jobnzon@hotmail. corm;michael. indo@hobmail. com
Cr: I |

BCe: I |

Subject: | heeting to dizcuss further on the Buziness Logic for Integration Modules

hiz iz atest message. i

Print Reply Reply All Fonward Close

If the user posted an e-mail with an attachment, the Type column of the Contact’s SmartPad
spreadsheet will read E-mail With Attachment. By clicking the View Posted E-mail Message
button, the mail will be displayed in the following format.

i Document on Lotus Nokes E |

From: | ezmailtest@ez-data.com

T I | johathan. spiegel@hotmail. com:kely. johnzon@hotmail. com:michael indol@hotmail, com
Ci: I |
BCe: I |

Subject: | Document on Lotus Maotes

Fleaze find the attached document to et up Lotus Mates. ﬂ
=

Wiew File |

Frirt Reply Reply Al | Fonwmard | Cloze |

The Mail Attachments section will display the attachment(s). In order to see the content of the
attachment file, highlight the attachment and then click the View File button.
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Reply, Reply All, and Forward Options for Posted Message(s)

Once a message has been posted to a Contact’s SmartPad, the user can choose to Reply, Reply
All or Forward the message.

In CDS, open a Contact record and then click the SmartPad icon. From the SmartPad, select an
entry type as either E-mail or E-mail With Attachment and then click the View Posted E-mail
Message icon. By doing this, the user is able to view the content of the message. The format of
the message appears exactly as it does in Microsoft® Outlook®.

o Click Reply to open the message in the Outlook Compose Ul with the To and the Subject
field filled as per the posted mail.

e Click Reply All to open the message in Outlook Compose Ul with the To, Cc and the
Subiject field filled as per the posted mail.

e Click Forward to open the message in Outlook with only the Subject field filled as per the
posted e-mail.

Form Letters

The Outlook E-mail Interface application also enables the user to send form letters from CDS to
the selected contacts directly through Outlook.

In CDS, the user can send Form Letter(s) to Contacts as either an e-mail or an attachment.
1. From the Contact Summary spreadsheet, select the appropriate contacts.

2. Click the Spreadsheet Correspondence button.

3. From the Spreadsheet Correspondence dialog box, click the Form Letter button.

If multiple contacts are selected, the following message is prompted:
Client Data System

@ Would wou like to create correspondence For all tagged records?

4. Click the Yes button to display the Find Form Letter dialog box.

Client Data System™ - CDS Outlook E-mail Interface User Guide
Revised: 08-10-04
Page 11



5. Click the OK button after applying filter conditions to open the Print/Fax/E-mail Form Letter

dialog box.

i Print / Fax / E-mail Form Letter

x]

— Form Letters

0w aE Y S

Date |

De=scription

03021997 2nd year term renewal
osnzr9ar ard year term reneswval
08021997 dth vear term reneweal
0gnz2M199r Sth year term renevval
03021997 Eth year term renevwal
osnzr9ar Tth year term reneswal
03021997 B-pay life
Annual bithday demonstration letter

Annual re
Applicant regquest to zend H.O. medical informati 027291997 E-Z Editar

08021997 Appointment confirmation

Modified DocType ﬂ
08021997  E-Z Editor

05021957 E-Z Edfitar
05021957 E-Z Edltar
05021987 E-Z Ediitor
0S02M1 957 E-Z Ediitar
05021957 E-Z Edfitar
05021957 E-Z Edltar
05021987 E-Z Ediitor
02/724/1353 E-Z Ediitar

05021957 E-Z Edltar LI

—Addresz Selection —
v Prefered Address

(" Residence &ddress
" Business Address

™ Mo Letter Log Storage

—Letter Log Storage Optn — Print/F ax/E-mail
™ Link to Form Letter Only || Frint * E-mail

{*' Hardcopy ta Client ) Send Fax " E-mail as Attachment

—Sort By
" Last Mame

{+ Zip Code

[7 Create Follow-up Activity

[ Print One Per Family

Cancel | [Eatfants,. |

Help |

6. Inthe Print/Fax/E-mail section, choose to either send the Form Letter as an E-mail or E-
mail as Attachment by selecting the corresponding radio button. Click the E-mail button to
send the Form Letter to the specified Contacts.

If Outlook is currently not running in the user’s computer, the user will be prompted with the

following message:

Client Data System

@ Cutlook application is not currently open. Would wou like to launch the Outlook application?

=
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7. Select Yes to launch the Outlook application before sending the form letters.

Note: Depending upon the version of Microsoft® Outlook®, the following dialog box may
display during the sending process.

Microsoft Outlook |

behalf,

& & program is krwing ko automatically send e-mail on your
Do o wank to allow Ehis?

If this is unexpected, it may be a wirus and wou should

choose "MNa",
AEREREERNERRRREEEEEREEEEEEEEN]
Yes i | Help |

8. Click the Yes button to proceed.

Once the letters are sent to the selected contacts, there should be a copy of the Form Letter for
each of the Contacts it was sent to in the Sent Items folder of Outlook.

9. Post the sent Form Letter to any contact in CDS from the Sent Items folder, by selecting it
and then clicking on the Post button.
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