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Introduction

Users of Client Data System® (CDS) can synchronize Contacts, Activities and SmartPad entries
in CDS with Microsoft® Office® Outlook®. This document explains the synchronization
options, how to synchronize CDS data with MS Outlook data and outlines the corresponding
fields used in each application.

The CDS Outlook Synchronization application only supports MS Outlook 2003, MS Exchange
Server 2000 and MS Exchange Server 2003.

Installing CDS Outlook Synchronization

1. During the installation of CDS 6.0, the E-mail and Calendar Synchronization Installation
dialog box displays.

Select the appropriate synchronization option(z] and then click Mest to continue:

Q¥ Microzoft Office Outloo 03 far Client Data System

|:-_.- Latuz Mates far Client D ata System
|:'_.' More of the abowve

2. By default, the Microsoft Office Outlook 2003 for Client Data System option is selected.
Click the Next button to display the next E-mail and Calendar Synchronization Installation
dialog box.

Select the appropriate synchronization option(z] and then click Hext to continue:

Microzoft Office Outlook, 2003 E-Mail Posting for Clie

ozaft Office Outlao 3 Calendar / Contact 5

3. Select the Microsoft Office Outlook 2003 Calendar / Contact Synchronization for Client
Data System option and then click the Next button.

4. When Microsoft Office Outlook 2003 Calendar / Contact Synchronization for Client Data
System has been successfully installed, the InstallShield Wizard Complete dialog box
displays. Click the Finish button.

5. When CDS Outlook Synchronization is installed, the CDS Sync button is added in MS
Outlook.

D5 5vnc - |

@ Mormal Svnchronization
@ Full Synchronization

6. The user is able to initiate Normal Synchronization or Full Synchronization from Outlook.
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Setup for Outlook Synchronization

In order to view the options related to Outlook Synchronization, the CDS Outlook
Synchronization component needs to be successfully installed and the Default Contact list should
be set to Microsoft Office Outlook.

To set the Contact list option:

1. Launch the Internet Explorer browser.
2. From the Tools menu, select Internet Options.
3. From the Internet Options dialog box, click the Programs tab.

Internet Options

General | Securty | Privacy | Content Eunnectinnsl Frograms | Advanced

Internet programs

%4 Y'ou can specify which program ‘indows automatically uzes
4;_&;”} for each Internet service.

HTHML editar: |Miu:ru:usu:uft Office Word v |
E-mail |Miu:ru:usu:uFI: CFfice Outlook, e |
Newsgroups: | Outlook Express w |
Internet call: |NetMeeting " |
Calendar: |Miu:ru:usu:uft Office Cutlook W |
Contact Jizt: '-'1i|:r'|:|:=|:|Ft OFfice Outlook w |
[ B e ] Y'ou can reset Internet Explarer bo the default

home and zearch pages.

Enable or dizable brawser add-onz installed on

[ Manage Add-ons. .. ] OUr COMpULEr.

Internet Explorer should check to see whether it iz the default broveser

[ Q. l [ Cancel

4. Verify that the default Contact list is set to Microsoft Office Outlook.
5. Click the OK button.
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To set up for Outlook Synchronization:

1.
2.

w

In CDS, click the Database menu to open an additional list of options.
Select the Modify Current User’s Profile option to display the Personal Information tab.

H User Profile

Outlook, Integration Promy List Thingz Done Misc. Infarmation
Perzonal Infarmation ] Security Information \l Contact Options \l Activity Optiong \l Palicynvestment

User Information Assistants)Associates

Database [DEMO Assistant-1 v
Login Mame |DEMO Assistant-2 w
Linked Contack [ #Assistant-3 v
Linked AgentfProducer  |odell, Daniel Assistant-4 v
Skatus | Ackive w | Assistant-5 £
Last Logged In [12}16/2005
E-rnail | ezdatatest@ez-data.com

| K | [ Cancel l [ Help ]

Enter the e-mail address of the logged in Outlook Profile in the E-mail field.
Click the Outlook Integration tab.

I User Profile

Perzonal Information Security Information Contact Optionz Activity Options Folicy/lnvestment
Outlook Integration ] Froy List 1 Thingz Done 1 Mizc. Information 1

Cuatlook, Synchronization Opkions Synchronization Timer Opkions

Duklook Profile | Cnklaak, w | [ClEnable Timer

D3 Dutlook Synchronization Setup Summary

rhil $§ #VE B

Created By | Modified By Created Modified SyncType Full ~
! ! | | v
[ ok |l Cancel H Help ]

From the Outlook Synchronization Options section, select the Outlook Profile with which
you would like to perform synchronization. If there is more than one profile, all the profiles
will be listed in the drop-down list and the default profile will remain selected.
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6. From the CDS Outlook Synchronization Setup Summary section, click the Add Record
button to open the Outlook Synchronization Setup Wizard — Outlook Synchronization
Options dialog box. In this step, the user will specify what type of records to synchronize.
The user has the option to either synchronize only Contacts and Notes, just Activities or
both. By default, the All of the above option will be selected to synchronize Contacts, Notes

and Activities.

Outlook Synchronization Setup Wizard

Outlook Synchronization Options

W'elcome to the Outlook Synchronization Setup Wizard,

Please select the tvpe of records ko be synchronized.

Select the appropriate option

all of the above

| Mext > |[ Close ]

7. Click the Next button to display the Contact Record Selection dialog box.

Outlook Synchronization Setup Wizard

Contact Record Selection

Please seleck the range of contack records ko be synchronized,

Al Contacts - All Contact records in the database that meet the setup criteria will be synchronized.
Selected Conkacks - Contack records that meek the specified set criteria will be synchronized,
Select the appropriate choice below

(%) all Conkacts
) Selected Contacts

[ ]5vne Birthdays

[ Help ] [ < Back ] | Mexts | [ Close
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Select the type of Contacts to synchronize and then click the Next button.

Select the All Contacts option and then click the Next button to synchronize all contact
records from CDS and MS Outlook.

To synchronize specific contact records, select the Selected Contacts option to display a
Set button below the Selected Contacts option.

Click the Set button to open the Find Sets dialog box.

Enter the name of the set to be used for synchronization and then click the OK button.
The specified set name will display in the Set field.

If the user does not know the name of the set, he or she needs to click the OK button
from the Find Sets dialog box to display the Set List spreadsheet which lists all of the
available sets in the database.

Outlook Synchronization Setup Wizard

Contact Record Selection

Please seleck the range of contack records ko be synchronized,
Al Contacts - All Contact records in the database that meet the setup criteria will be synchronized.

Selected Conkacks - Contack records that meek the specified set criteria will be synchronized,

Select the appropriate choice below

) Al Contacts

(%) Selected Contacts

} set | |[TEST
! J [ ]5ync Birthdays
[ Help ] [ < Back ] | Mext = | [ Close ]

If the user selects the Selected Contacts option without specifying the Set and clicks the
Next button, the following dialog box will display:

Client Data System &l

@ Flease select a Set for Contact Selection,

Select the Sync Birthdays option to synchronize the contact’s birthdays. When this
option is selected, expect the synchronization time to increase since Outlook will create
calendar entries for the birthdays of all the contacts being synchronized.
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9. After specifying the Contact Record Selection, click the Next button to display the SmartPad
Record Selection dialog box. By default, only the recent three SmartPad entries within the
last four months will synchronize for each contact record. These options can be modified as
necessary. A maximum of nine SmartPad entries within the last twelve months can be
synchronized. Select the Sync Private Notes option to synchronize all the SmartPad records
marked as private that fall in the specified date range.

Outlook Synchronization Setup Wizard

SmartPad Record Selection

Set the appropriate options For synchronizing SmarkPad entries.

# Set the number of SmartPad entries ko be downloaded for each conkact,

# Set the timeframe and decide if Private Motes will be included.

[ e r'_"'_" Specify the SmartPad Options

w e ) SmnartPad entries nok o exceed 3 in number
-, % SmartPad entries for lask 4 months
i : [ ]3vnc Private Motes
\ .
[ Help ] [ < Back. ] | Mextx | [ Close ]

10. Click the Next button to display the Activity Record Selection dialog box.

Outlook Synchronization Setup Wizard

Activity Record Selection

Please enter the date range of the activities ko be synchronized,
Enter a number of daws for both the Mext and Previous fields to synchronize all activities in

that range. To also include Private activities, select the Sync Private Ackivities option.

“‘ Specify the Date Range
j— g =

-""‘hx
Mext a0 dawis)

g -
—

p——
- s — Previous 15 dawis)
[ ]3vne Private Activities
Help ] [ < Back ] | oMextx [ Close
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By default, only those activities of the next 30 days and previous 15 days will synchronize.
The date range can be modified by the user if necessary. Maximum activities of the next 90
days and the previous 45 days can be synchronized. Select the Sync Private Activities option
to synchronize all activities marked as private that fall between the specified date range. If
this option is not checked, private activities from MS Outlook and CDS will be ignored
during sync.

11. Click the Next button to display the Confirm Record Deletion dialog box.

Outlook Synchronization Setup Wizard

Confirm Record Deletion

Select the appropriate option For record deletion,
Confirmatian - The user will be prampted prior ko a recard being deleted.

Mo Confirmation - This user will nat be natified prior ko a recard being deleted.

Wi iy Specify the Recard Deletion Opkion
A1k

(%) Confirmation For Deletion

Mo Confirmation For Deletion

Help ] [ < Back ] | Mextx | [ Close

e Select the Confirm for Deletion option to be notified of any deleted records from either
MS Outlook or CDS. With this option selected, a list of records deleted from Outlook or
CDS after the last sync will be displayed during synchronization and the user will have
an opportunity to add back the deleted record if he/she intends to.

e Select the No Confirmation for Deletion option to not be notified of any deleted records
from either MS Outlook or CDS.
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12. Click the Next button to display the Conflict Resolution dialog box.

Outlook Synchronization Setup Wizard

Conflict Resolution

Select the appropriate option For conflict resolution between 05 and Outlook.
Specify the Conflick Resalution Option
(%) Motify the user when a conflick ocours
) Always use the C0S Database information

) Always use the Microsoft OFfice Outlook

[ Help ] [ < Back ] | Mexts [ Close

e Select the Notify the user when a conflict occurs option to be notified of any conflicting

records.

e Select the Always use the CDS Database information option to override the Outlook

data with CDS data for any conflicting records.

o Select the Always use the Microsoft Office Outlook option to override the CDS data

with Outlook data for any conflicting records.
13. Click the Next button to display the Outlook Synchronization Setup dialog box.

Outlook Synchronization Setup Wizard

Outlook Synchronization Setup

The svnchronization has been configured with the Following options:
# The user will be responsible For resalving any conflicts,
# The user will be prompted prior ko deleting records,
# Ackivities in the range of next 30 daws and previous 15 davs will be synchronized.
* SmartPad entries not exceeding 3 and For last 4 months will be swnchronized.
lick. the Finish button to save this Setup.

Full Synchronization - Yes or Mo

@' Yes {:} Mo

[ Help ] [ < Back ] | Fnish | [ Close

This step summarizes the setup criteria specified by the user. To run a full synchronization,
select the Yes option in the Full Synchronization section. Click the Finish button to save the

setup criteria.
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Full Synchronization

For full synchronization, the user will be prompted to select the Contact folder that is to be used
for synchronization and the respective default folders will be used for the Calendar, Tasks or
Notes. The full synchronization will synchronize all records from CDS and MS Outlook that meet
the setup criteria. A full synchronization is recommended if the Outlook Profile that was being
used for the synchronization is changed on the Outlook Integration tab.

Subsequent (Normal) Synchronization

For subsequent synchronizations, only those records that were added/modified after the last
synchronization will be synchronized. If the setup is changed, upon subsequent synchronization,
only those records that satisfy the new setup criteria and were added/modified after the last
synchronization will be synchronized.

Running Synchronization

There are several ways to initiate synchronization:

e Click the CDS Sync button in MS Outlook to present the user with the option to either run a
normal or full synchronization.

e Use the shortcut key (Ctrl+S) in CDS.

e Select the Run Outlook Synchronization option from the Tools menu in CDS.

When the user initiates synchronization without defining the setup criteria, the following message

box displays:

CDS Qutlook Sync Interface

\iJ) You do not have synchronization setup, Before synchronizing with Microsoft OFfice Outlook, wou must create a setup

far the synchranization Frarm <05,

Click the OK button to display the following dialog box:

Client Data System X

\‘:{/ Do wou wank the synchronization ko create a default setup for vou and proceed?

o |

Select the No button to cancel the process.

Client Data System F§|

@ Outlook. synchronization cancelled,
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Click the Yes button to add a default synchronization setup for the user (with the following
criteria) and start the synchronization process.

Default Synchronization Setup Criteria

Ml Qutlook Synchronization Description

Outlook Synchronization Options

Specify the appropriake option,

Contact Record Selection

Select the type of Contacts bo be downloaded,

(#) all Contacts (") Selected Contacts

[Isync Birthdays

SmartPad Selection

Sek the appropriate opkions.

Activity Record Selection

Enker the Date Range of the activities,

Mext 30 davis)
Previaus |—15 day(s)

[ I5ync Private Activities

Confirm Record Deletion

Specify the appropriate action,
() Confirmation For Deletion

(") Mo Confirmation for Deletion

Conflict Resolution

Select the appropriake option For conflick resolution between C03
and Microsoft Cffice Cuklook,

(%) Motify the user when a conflict ocours
() Always use CDS database information

() Always use Microsoft Office Outlook database

SmartPad entries nok to exceed 3 in nunnber
SmartPad entries for last 4 rnonths
[I5ync Private Mates
Full Synchronization
[ ok

l [ Cancel ]

During the synchronization, the CDS Outlook Sync Interface — Contact Folder Selection dialog

box displays:

CDS Outlook Sync Interface - Contact Folder Selection P§|

Please select a contact folder For synchronization.

Path
EZMail

EZMailtContacks

Folder Mame

Contacks

DS Contacts

Cancel

The CDS Outlook Sync Interface — Contact Folder Selection dialog box lists all of the existing
Contact folder(s) in MS Outlook. Select the appropriate Contact folder to synchronize with and
then click the OK button.

If the user does not want to use the default synchronization setup criteria and would like to
specify his or her own, the user can do this by going through the Outlook Synchronization Setup
Wizard mentioned earlier.
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E-mail Reconciliation

The following message displays when the synchronization profile selected by the logged in CDS
user does not match the current Outlook Profile.

CDS Outlook Sync Interface §|

@ The synchronization profile selected by the logged in COS user does nok match the current Qutlook profile,

Click the OK button to display the following message:
Client Data System ['5_(|

@ Cutlaak, synchronization cancelled.

Once the user clicks the OK button, he or she will need to select the correct synchronization
profile in CDS in order for synchronization to work.

The following message displays when the e-mail address for the current user in CDS does not
match the e-mail address of the logged in Outlook profile.

CDS Outlook Sync Interface

The email address specified Faor the current user in the CDS user profile test@ez-data,com' does not match the e-mail
address af the logged in Qutlook profile 'ezdatatest@ez-data, con's

Click the OK button to display the following dialog box:
Client Data System ['5_<|

@ Cutlook synchronization cancelled,

Click the OK button and then enter the correct e-mail address in the CDS user profile in order for
synchronization to run.
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If Outlook is closed and synchronization is initiated from CDS, the following dialog box displays:

Client Data System |E|

:p Microsaft Qutlook is not currently open, Launch Microsoft Office Qutlook?

iy

| fes | [ Mo

Click the Yes button to open MS Outlook. Once Outlook is open, the following dialog box
displays:

Client Data System e

:p Stark COS-Outlook Synchronization?®
i

= [ w ]

Click the Yes button to start the synchronization.

Outlook Contacts vs. CDS Contacts

Below are some points regarding Contact records that the user should be aware of:

o If the Last Name and First Name are not provided and only the Company name is provided in
Outlook, it is considered a Business record once it synchronizes over to CDS.

The various types of contact records (Contact, Business, Agent) in CDS display in the
Categories field on the Outlook Contact Detail tab once synchronization occurs.

Any contact records in Outlook or CDS without a Last Name will not be synchronized. In
order to prevent duplicate contact records, CDS Outlook Synchronization requires a
minimum of the Last Name and First Name fields to be populated.

When synchronizing with a Set, any Contact record added in Outlook will be added as a
member of the Set.

When synchronizing with a Set, only the activities, to do items and notes that fall within the
specified range that are not linked to any contact or are linked to a contact which is part of the
Set, will be synchronized to Outlook. An activity which is linked to a contact that is not in the
set will not be synchronized.

Outlook Notes vs. CDS SmartPad

The CDS Outlook Synchronization maps the Notes in MS Outlook to the SmartPad in CDS. On
full synchronization, the number of entries specified for SmartPad in the setup criteria meeting
the timeline will be synchronized to Outlook Notes. These criteria are applied on a per contact
record basis.

For example, the user has specified that the SmartPad entries are not to exceed 4 in number and
should include SmartPad entries for the last 6 months. Upon synchronization, it will synchronize
the 4 most recent SmartPad entries per contact within the last 6 months in Outlook Notes. For
subsequent synchronizations, any additional SmartPad entries added in CDS for the synchronized
contacts meeting the timeline will be added to Outlook Notes.

In MS Outlook, any activity related SmartPad entries are displayed in blue and any note-related
SmartPad entries are displayed in yellow.
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Outlook Calendar vs. CDS Activity

The CDS Outlook Synchronization maps the Calendar in MS Outlook to Activities in CDS. On
full synchronization, activities in MS Outlook and CDS that fall within the date range specified in
the setup will be synchronized.

Adding an Activity Linked to a Contact in Outlook

1.
2.
3.

No ok

Open a new Calendar window.

Enter the required information for the activity.
From the lower left corner of the Calendar window, click the Contacts button to open the

Select Contacts dialog box.
Select Contacts

Look in:

[ Carl

[ Carla

3 Caroleanne
3 Charles
[ Chithra
[ Chris

3 Christopher
%=| Contacks

fal 77 Carmarakac

|

| %

Ikems:

[ | @|Filed As
ABC Manufacturing
Ace Building

(il

Ackerman, Joseph M,
Ackerman, Kathleen
Ackerman, Kenneth M,

Ackerman, Marianne

e
8
8
8
=

Adcock, Jennifer

Job Title Compant

ABC Manufacturing
Ace Building

182

Chief OF Staff Joseph M. Ackerman, M.D., Inc,

Hibbell, Sims, & Mcalester, Inc,

| %

[ Ok, l [ Cancel

] [ apply

X)

Select a contact and then click the OK button.
The selected Contact Name displays in the Contacts field of the Calendar.
Click the Save and Close button to save the activity.

Synchronize.
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8.

In CDS, open this activity. The linked Contact Name of the activity added in Outlook will
display in the LastNm, First field.

£ Activity Detail

Last Mm,First |ackerman, Joseph | Priarity Important | CreatedBy  |DEMO
TypeiSub | Appointment v v| status Active |  Crestedon [1z/01jz005
Keywards  |Business Assigned To  |DEMO
Due Date i [CIprivate [ Tentative [ITracked  Participants

;h':
Subject |activity added in Outlaok with a linked Contact
Place |Office []=send E-mail Invitations Usertlame L
Stark Time Mon 12/13/2005  « |EI‘3:DEI aM [Jal day event L
End Time Mon 12/19/2005  » 11:30AM
[ ] reminder
Reasan
Testing

w

[ oK ]| Cancel | [thions...” Help ]

Adding an Activity Linked to a Contact in CDS

1.

©ooN O

Open a new Activity Detail window.

Enter the required information for the activity.

Click the LastNm, First field label to open the Find Contact Information dialog box.
Enter the search criteria and then click the OK button.

£ Find Contact Information

Lask Mame <, First= |.|:|.|:k
Opkions
(%) Conkact () Business

Enter the information to search on (blank searches all),
then click the Ok button,

| ()4 | [ Cancel ] [ Help ]

The Contact List displays all of the contact records with the matching search criteria.
From the Contact List, select the applicable contact and then click the Ok, Select button.
The selected Contact’s name displays in the LastNm, First field.

Click the OK button to save the activity.

Synchronize.
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10. In MS Outlook, open this activity. The linked Contact Name of the activity added in CDS
displays in the Contacts field as shown below.

& Activity added in CDS with a linked Contact - Meeting

PHe Edk Vew [met Fomst Jook Adions Heb

i i gend 140 8- | 0vReagrence... 3] Cancel Iprtation | 1
Appointmert | Schedding |

Invitations harve nok been sent for ithis mesting,

I
Subject: _mwmm@u&! a liked Cortact A
Location: | Office ¥ | Labet: |[] Mone e

Swttine; | Tue 12/20/2005 v [mooam  |v| Cardayevent
Endtme:  |[Twelzieoes v [1z00mM v

[l geminder: : ] [ 9‘“’““{.&;? v
El s s . RS

Testing

(Coneants... | [esechi ademaning.] - . : -

Adding an Activity for Additional Contacts and Participants
In Outlook, the user can add additional contacts and participants when creating an activity.

e Weekly Meeting - Meeting
Pple Edt Wew [mwet Fomat Took  Actions  Help

i 1=15end Bencelitaton | ¥ 3| X @ e 2w sJAIB s uEER:===]

Sublect: |Weekly Meeting |

Location: |Corference Room | Labet [T ione |
Startkime;  |Fri 12/16/2005 v| [200aM ] CJAldayevent
End time: |Fri 12)16[2008 v| [10:00am v
[Flreminder:  [15 mintes - Shou time as: | Il Busy -
Dmslsannrhemeethgl.mg: | rosoft NetMaeting
Hi All,

Please be prepared to discuss the status of the current build.

Tharks!

[ contacts... | |Eugene antile; Joseph M. Ackerman MD. | [categories... | Ertvate [
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After synchronization has been completed, open this activity in CDS. The first contact displayed
in the Contacts field of the Outlook Calendar is shown as the linked Contact in CDS.

£ Activity Detail

Last M, First Jantills, Eugene | Priotity Irnportant w Created By [DEMO
Type/Sub Appointment % | | v | Status Ackive w Created On 12012005
Keywords | Assigned To |
Due Date [ [Private [JTentative [JTracked  Participants
i o
Subiject [weekly Mesting ‘j
Place | Conference Raoom [5end E-mail Invitations Usertlame Ay
DEMC

Stark Time Fi 1241652005  + |DQ:UD amM [CJall day event -
End Time Fi 12ME/2005 |1n:nu A
Reasan
Hi &ll, ~
Please be prepared to discuss the status of the current build, b

v v

| [a]4 |[ Cancel ][thions...][idditional Contacts,l'.ﬁ.ttendees...][ Help ]

Any additional Contacts will be displayed when the user clicks the Additional
Contacts/Attendees button from the CDS Activity Detail dialog box as shown below.

B Additional Contacts f Attendees

Conkacks
= o
Hame E-Mail ’_\
Ackerman Joseph live_ackermani@eznet.com y
w
Attendees
= 2
E-Mail -
martin adcocki@eznet commartin adcock@eznet .com -
w
QK | [ Cancel ] [ Help
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For those participants in the Outlook Calendar who have a matching e-mail address with a CDS
user, that activity will be assigned to that user in CDS after synchronization completes. If there
are multiple CDS users with matching e-mail addresses from the participant list in Outlook, those
users will be listed on the Participants spreadsheet from the CDS Activity Detail dialog box. The
activity will be assigned to all matching users.

All participants in the Outlook Calendar whose e-mail addresses do not match with any of the
CDS users will be listed in the Attendees spreadsheet of the Additional Contacts/Attendees dialog
box.

B Additional Contacts f Attendees

Contacks

Ackerman Joseph joe_ackermaniEieznet.com

Atkendess

| Ok | [ Cancel ] [ Help ]

Outlook Tasks vs. CDS To Do Items

The CDS Outlook Synchronization maps the Tasks in MS Outlook to To Do’s in CDS. In MS
Outlook, it enables users to create tasks without having to specify the Start Date; however, in the
CDS Outlook Synchronization application, we need the Start Date to be specified in order for
those tasks to synchronize with CDS. Only those tasks that have a Start Date and fall between the
given date range will be synchronized.

By design, the recurring tasks are not synchronized both ways. The synchronization of the
additional contacts and participants for tasks/to do items follow the same logic as with the
activity/calendar section.

Record Deletion

Ignore Record Deletion

If this option was selected in the CDS Outlook Synchronization Setup Wizard, the user will not
be notified of any deleted records from either MS Outlook or CDS. Wherever the record was
initially deleted, it will remain deleted but will still exist in the other application.

For example, if Joseph Ackerman’s record was deleted in CDS, with the Ignore Record Deletion
option selected, his record will remain deleted in CDS; however, it will still exist in MS Outlook.
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Confirm Record Deletion

If this option was selected in the CDS Outlook Synchronization Setup Wizard, the user will be
notified of any deleted records from either MS Outlook or CDS since the last synchronization.
During the synchronization process, the CDS Outlook Sync Interface — Confirm Deletions dialog
box displays.

Depending on which application (MS Outlook or CDS) the records were deleted from, the title of
the dialog box may display:

e CDS Outlook Sync Interface — Confirm Deletions from Microsoft Office Outlook

o CDS Outlook Sync Interface — Confirm Deletions from Client Data System

The Confirm Deletions dialog box displays any contact, activity or note records that have been
deleted from either application after the last synchronization. Having the option to confirm record
deletion provides the user with the opportunity to either add back the deleted record from the
application in which it was deleted from, or delete the record from the other application as well.
If records were deleted from both MS Outlook and CDS, upon the subsequent synchronization,
the Confirm Deletions from Microsoft Office Outlook dialog box will display first and once those
records have been resolved, it will display the Confirm Deletions from Client Data System dialog
box.

There are several options available for handling deleted records. The user can select an option
specific to each deleted record by selecting the appropriate option and moving on to another
record; or, the same option can be applied for all deleted records by selecting the Apply to all
records option.

CDS Outlook Sync Interface - Confirm Deletions from Microsoft Office Outlook @

The Following records were deleted in Microsaoft Office Outlook but remain in Client Data Systen,

Select the appropriate action For each record and then click the Apply Action button, Select the Apply to all records checkbox to apply a selected
action ta all of the records,

Records that appear in red are linked to a policy or investment record and cannot be deleted From CDS. Click the Display Linked Records button
to show a list of this tyvpe of records,

Lisk of deleted records in Microsoft OFfice Outlook

=| @ Activity Field Mame | Field Yalue
a@ Record type Bctivity
= @ Activity with History Modification Date 11/24/2005 22:11:52
& Mesting with Client AllDay FALSE
i 3 Agent Start Time 112312005 00:00:00
& fgency Du-e.Date 11)23/2005 00:00:00
. ] CriginalDate 00000000
i i ﬁusmess Priarity Marrmal
i ABC Manufacturing Status In Progress
= ﬁ Contact Alarm 0
ﬂ ackerman, Joseph Private Mo
& E Notes Body testingl
[ created on : 11/29/2005 14:45:0000App: | SHbjeCt ToDe
Recurring Activity u]
£ % | | Participant 1 DEM
Select the appropriate action For the selected record(s) Total: 6

+ Ignore the deleted record

" add the record back to Microsoft OFfice Qutlook [~ #Apply to all records

" Delete the record From Client Data Syskemn apply Action Display Linked Records

Close
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In the CDS Outlook Sync Interface — Confirm Deletions from Microsoft Office Outlook dialog

box, the deleted records display in an expanded tree format with the following Record Types:

Activity, Activity with History, Agent, Business, Contact and Notes. The user can easily view

which record has been deleted in Outlook along with the corresponding fields of the record

shown in the right pane of the dialog box.

For the deleted records in Outlook, the user can select one of the following options:

e Ignore the deleted record - The selected record will remain deleted in Outlook but will still
exist in CDS.

e Add the record back to Microsoft Office Outlook - The selected record will be added back
into MS Outlook.

o Delete the record from Client Data System - The selected record will be deleted in CDS.

By default, the Ignore the deleted record option will be selected.
The steps to apply the action for each deleted record are as follows:

1. Highlight the deleted record (i.e., To Do 1) as shown previously.

2. Select the appropriate action for the selected record (i.e., Ignore the deleted record).

3. Click the Apply Action button.

4. Once the action has been applied, the List of deleted records in Microsoft Office Outlook will
refresh and that record will be removed from the list.

5. The Total count of the deleted records is updated as well.

CDS Outlook Sync Interface - Confirm Deletions from Microsoft Office Outlook @

The Following records were deleted in Microsoft OFfice Outlook but remain in Client Data System,

Select the appropriate action For each record and then click the Apply Action button, Select the Apply to all recards checkbox to apply a selected
action to all of the records,

Records that appear in red are linked to a policy or investment record and cannot be deleted fram CDS. Click the Display Linked Records buttan
to showe a list of this tyvpe of records,

List of deleted records in Microsoft Cffice Outlook

@ Activity Field Mame Field Value
= &F Activity with History
&P Mesting with Client
= 3 Agent
5 Agency
= i Business
i ABC Manufacturing
= ﬁ Contack
ﬁ ackerman, Joseph

= E Notes

B Created On: 11/29/2005 14:45:000 0Appc

< ?

Select the appropriate action For the selected record(s) Total: 5

&+ Ignore the deleted record

" Add the record back o Micrasoft Office: Qutlook [ apply to all records

" Delete the record from Client Data Syskem Display Linked Records
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The steps to apply the same action for all deleted records are as follows:

1.

2.
3.
4

6.

Select the appropriate action (i.e., Delete the record from Client Data System).

Select the Apply to all records option.

Click the Apply Action button.

Once the action has been applied to all records, the List of Deleted Records in Microsoft
Office Outlook will refresh and all the records except for the ones in red will be removed
from the list.

The total count of the deleted records will be updated as well.

CDS Outlook Sync Interface - Confirm Deletions from Microsoft Office Outlook

The Following records were deleted in Microsaoft Office Outlook but remain in Client Data Systen,

Select the appropriate action For each record and then click the Apply Action button, Select the Apply to all records checkbox to apply a selected
action ta all of the records,

Records that appear in red are linked to a policy or investment record and cannot be deleted From CDS. Click the Display Linked Records button
to show a list of this tyvpe of records,

Lisk of deleted records in Microsoft OFfice Outlook

@ Activity Field Mame Field Yalue
@ Activity with History Eusho 1
& Agent Company ABC Manufackuring
& i Business Category Business
i ABC Manufacturing Bus!ness P.::idress 55 1, Main Street
i ﬁ Contact Business City Pasadena
Business State h
ﬁ Ackerman, Jossph Business Postal Code 91108
{1 Notes Business Telephane M., (310)-237-4882
Select the appropriate action For the selected record(s) Total: 2

{* Ignore the deleted record

" add the record back ta Microsoft Office Outlook [ apply to all records

" Delete the record from Client Data System Display Linked Records

Close

The records that display in red are linked to policy or investment records and cannot be
deleted from CDS. Only the Ignore the deleted record or Add the record back to
Microsoft Office Outlook actions can apply to such records. Click the Display Linked
Record button to open a notepad which lists such records.

2 DeletedList.ixt - Notepad
File Edit Format Wiew Help

List of records deleted from outlook and Tinked to policy or investment in CDS :
List of Business

ABC Manufacturing
List of cContacts

Ackerman, Joseph
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CDS Outlook Sync Interface — Confirm Deletions from Client Data System

CDS Outlook Sync Interface - Confirm Deletions from Client Data System @

The Following records were deleted in Client Data Swstem but remain in Microsoft Office Outlaak,
Select the appropriate action for each record and then click the Apply Action button, Select the Apply ko all records checkbox ko apply a selected
ackion ko all of the records,
Lisk of deleted records in Client Data System
= ‘@ Activity Field Name Field Yalue
@ Meeting with Client Private Mo
@ Recurring Activity Test Location OFfice
& Agent Subject Meeting with Client
=l Business i:laorm EF\LSE
I ’ 3y
Los Angeles Hilk
@l Los Angeles Hiton Start Time 11/30/2005 08:00:00
= & Contact End Time 11§30/2005 09:30:00
ﬁ Ackerman, Joseph Record type Timed Activity
= D Motes Priority Mormal
D Created On ;1172902005 14:45:0000Appair | Body to discuss the new insurance policies
Maodification Date 11/29/2005 15:01:33
Participank 1 Esther Chang
< ¥
Select the appropriate action For the selected record(s) Total: §
¥ Ignore the deleted record
" Add the record back to Client Data Svstem [ apply to all records
" Celete the record from Microsoft Office Qutlook

In the CDS Outlook Sync Interface — Confirm Deletions from Client Data System dialog box, the

deleted records display in an expanded tree format with the following Record Types: Activity,

Agent, Business, Contact and Notes. Here, the user can easily view which record has been deleted

in CDS along with the corresponding fields of the record shown in the right pane of the dialog

box.

For the deleted records in CDS, the user can select one of the following options:

e Ignore the deleted record - The selected record will remain deleted in Outlook but will still
exist in CDS.

e Add the record back to Client Data System - The selected record will be added back to
CDS.

o Delete the record from Microsoft Office Outlook - The selected record will be deleted in
MS Outlook as well.

By default, the Ignore the deleted record option will be selected.

The steps to apply an action for each deleted record or applying the same action for all the deleted

records is the same as mentioned earlier.

The differences between the Confirm Deletions from CDS and Confirm deletions from MS

Outlook dialog boxes are:

1. The Activity with History section is not displayed in the expanded tree format.

2. The deleted records with linked policies and investments will not be displayed in red. The
Display Linked Records button is not shown.
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Conflict Resolution

A conflict occurs when a contact or an activity that has been synchronized between MS Outlook
and CDS is modified in both of these applications after the last synchronization.

Notify the user when a Conflict Occurs

If this option was selected in the CDS Outlook Synchronization Setup Wizard, the user will be
notified of any conflicting records. During the synchronization process, the CDS Outlook Sync
Interface — Conflict Resolution dialog box displays.

The option to be notified of conflicting records presents the user with the opportunity to compare
the data in CDS with MS Outlook to help decide which data to keep.

There are several options available for handling conflicting records. The user can select an option
specific to each conflicting record by selecting the appropriate option and moving on to another
record; or, the same option can be applied for all conflicting records by checking the Apply to all
records option.

CDS Outlook Sync Interface - Conflict Resolution @

If all the records require the same action, then choose the action to be applied and select the ‘apply o all records' checkbox,
IF different actions need bo be applied for each record, highlight the record and select the appropriate action.

Conflict Resolution &ction Selection criteria
™ Client Data System " Microsoft OFfice Outlook, {* Ignore Record ™ Select Data

[~ apply to all records

List of conflicting records

@ Activity Field Marme | Cutlook, | DS Merged Data
@ Activity added in Qutl | Start Time 12/19/2005 11:00:00 12/19/2005 15:00:00
= & Agent End Time 12/19/2005 12:00:00 12/19/2005 12:00:00
5 Grant, Christopher Priority Urgent Other
i Business Primary Conkack Ackerman Joseph
= ﬁ Contact
ﬁ Ackerman, Joseph
D Motes
£ >
(a4 | Cancel |

In the CDS Outlook Sync Interface — Conflict Resolution dialog box, the conflicting records
display in an expanded tree format with the following Record Types: Activity, Agent, Business,
Contact and Notes.

For the conflicting records, the user can select one of the following options:

Client Data System - Overwrite the Outlook record with CDS data.

Microsoft Office Outlook - Overwrite the CDS record with Outlook data.

e Ignore Record - Ignore the conflict and keep both records as they are.

Select Data - Select the appropriate data from both CDS and Outlook.

By default, the Ignore Record option will be selected.
The steps to apply for conflicting records are as follows:

Highlight a conflicting record as shown above.

Select the appropriate action for the selected record.

Highlight the next conflicting record.

Select the appropriate action for the selected record.

Continue this pattern until the appropriate action has been applied to all the conflicting
records.

6. Click the OK button to proceed with synchronization.

orwnE
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The steps to apply the same action for all conflicting records are as follows:
1. Select the appropriate action to be applied to all the conflicting records.

2. Select the Apply to all records option.
3. Click the OK button.

If the Client Data System option is selected for a record, the CDS data will be populated in the

Merged Data column.

CDS Outlook Sync Interface - Conflict Resolution

[~ apply to all records

List of conflicting recards

f* Client Data System

Conflict Resolution &ction Selection criteria

" Microsoft Office Cutlook

If all the records require the same action, then choose the action to be applied and select the "apply ta all recards' checkbos,
IF different actions need bo be applied for each record, highlight the record and select the appropriate action.

" Ignore Record

(X

™ Select Data

(=@ Activity
&P Mesting with Client
= 5 Agent
3 Paladian, Mark
= i Business
i Ace Building
= ﬁ Contact
ﬁ Ackerman, Joseph
MNotes

Field Mame | Outlook | DS Merged Data
Location areen Street Restaurant Conference Room Conference Room
Subject IMeeting with Client y'eekly Mesting wweekdy Meeting

Skart Time: 12/19/2005 12:00:00 12/19/2005 13:30:00 12/19{2005 13:30:00
End Time 12/19/2005 14:00:00 12/19/2005 14:00:00 12/19/2005 14:00:00
Pricrity Marmal Other Other

Baody To discuss about new insura...  Status Follow-up Status Follow-up

Primnary Contack

Adecock, Jennifer

Bartelo Frank

Cancel |

Biattelo Frank

If the MS Outlook option is selected for a record, the Outlook data will be populated in the

Merged Data column.

CDS Outlook Sync Interface - Conflict Resolution

[ apply ko all records

List of conflicking recards

™ Client Data System

Conflict Resolution Action Selection criteria

% Microsoft OFfice Cutlook

If all the records require the same action, then choose the action to be applied and select the ‘apply o all records' checkbox,
IF different actions need bo be applied for each record, highlight the record and select the appropriate action.

" Ignore Record

™ Select Data

=3P Activity
&P Mesting with Client
= 5 Agent
& Paladian, Mark
= i Business
i Ace Building
= ﬁ Contact
ﬁ Ackerman, Joseph

D Motes

Field Mame | Outlook | [aln)} Merged Data

Lacation Green Street Restaurant Conference Raom iareen Street Restaurant
Subject Meeting with Client Weekly Meeting Meeting with Client

Skart Tirne 12/19/2005 12:00:00 12/19/2005 13:30:00 12/19/2005 12:00:00

End Time 12/19/2005 14:00:00 12/19/2005 14:00:00 12/19/2005 14:00:00

Priority Tormal Other Hormal

Body To discuss about new insura...  Status Follow-up To discuss about new insuran. ..

Primary Conkact

Adcock, Jennifer

Bartelo Frank

Cancel

Adcock, Jennifer

Client Data System® v6.0 — Outlook Synchronization User Guide

Revised: 12-20-05
Page 23



If the Select Data option is selected for a record, it requires the user to double-click on the
applicable CDS or Outlook data and that data will be populated in the Merged Data column.

CDS Outlook Sync Interface - Conflict Resolution

If all the records require the same action, then choose the action to be applied and select the ‘apply to all records' checkbox,
If different actions need to be applied for each record, highlight the recard and select the appropriate action,

Conflick Resolution Action Selection criteria

™ Client Data Syskem ™ Microsoft Office Cutlook " Ignore Record {* Select Data
r
List of conflicting records
=] @ Activity Field Mame Outlook | DS | Merged Data
@ feeting with Client Location Green Street Restaurant Conference Room Green Street Restaurant
& & Agent Subject Meeting with Client Weekly Mesting ‘'eekly Meeting
5 Paladian, Mark Stark Time 12/19/2005 12:00:00 12/19/2005 13:30:00 12§19/2005 12:00:00
i i Business En.d Time 12/19)2005 14:00:00 12/19{2005 14:00:00 12/19/2005 14:00:00
i Are Buiding Priarity Normal . Other Marmal
] Body To discuss about new insura..,  Skakus Follow-up Skatus Follaw-up
T ﬁ E.untal:t Primary Contact &dcack, Jennifer Biartelo Frank Adcock, Jennifer
& Ackerman, Joseph
D Notes

Cancel |

The Apply to all Records option is disabled after selecting the Select Data option.
If the user clicks the OK button while there are still conflicting records to be resolved, the
following dialog box will display:

CDS Outlook Sync Interface |g|

i} %

N‘,../ There are still conflicking records ko be resolved, Continue?

w |

From this dialog box, if the user clicks the Yes button, it will proceed with synchronization. If the
user clicks the No button, it will bring the user back to the Conflict Resolution dialog box to
resolve the remaining conflicting records.

Always use the CDS Database Information

If this option was selected in the CDS Outlook Synchronization Setup Wizard, the user will not
be notified of any conflicting records. During the synchronization process, if it detects any
conflicting records, it will overwrite the Outlook record with CDS data.

Always use the Microsoft Office Outlook Database

If this option was selected in the CDS Outlook Synchronization Setup Wizard, the user will not
be notified of any conflicting records. During the synchronization process, if it detects any
conflicting records, it will overwrite the CDS record with Outlook data.
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CDS Outlook Synchronization Log

In CDS 6.0, a new feature was added where a synchronization log is generated so that the user
can view what took place in each synchronization process.
After synchronization, use the shortcut key Ctrl + L in CDS to open the following dialog box:

B Outlook Synchronization Log E|

[ate Range
[From | 1143012005
[Thru | 11302005
Special Date Ranges
{:!' Year ko Date {:!' Last 7 Days
i) Month ko Date i) Last 30 Days
| (" | [ Cancel ] [ Help ]

Depending on the specified date range, only those synchronization(s) which took place within the

date range will be listed. Click the OK button to display the Outlook Synchronization Log.

[E| Dutlook Synchronization Log [15)

EBX]

X>OHSSVZEO
Sync User | Sync Profile | Sync Folder | Sync Date Synic Start Time Sync End Time b
JEML Ctlaok Cortacts [11/3002005 02005 4:10:06 Phd

[ DEMO ook Cortacts 11302005 1143002005 41201 Pr 1153002005 4:12:05 Ph

| DEMO Cutlaok Cortacts 1143042005 1103002005 4:12:58 Pr 11553002005 4:135:01 Ph

[ DEMC ook Cortacts 11302005 1103002005 4:29:03 Pr 1153002005 4:29:07 Ph

[ |DEMC Cutlaok Cortacts 1113042005 1103002005 4:30:533 Prl 11553002005 4:30:57 Ph

[ DEMC ook Cortacts 1143052005 1103002005 4: 3207 P 1173002005 4:32:14 PM

[ |DEMC ook Contacts 11430/2005 1103002005 4: 33530 PRl 1173002003 4:33:532 PM

[ DEMC ook Cortact= 11430/2005 1103002005 4:34:01 Ph 1173072003 4:34:09 Ph

[ DEMO Cutlaok Cortacts 1143042005 1103002005 4:34: 41 Prl 11553002005 4:34:44 Ph

[ DEMO ook Cortacts 114302005 1103002005 4:35:44 Pr 113002005 4:35:49 Ph

[~ DEMO Cutlaok Cortacts 1143042005 1103002005 4:36:07 Pr 1153002005 4:36:19 Ph

[ DEMO ook Cortacts 11302005 1103002005 4:40:44 Prl 1153002005 4:42:26 Ph

[ |DEMC Cutlaok Cortacts 1143042005 1103002005 4:4230 Prl 11553002005 4:435:51 Ph

[ DEMC ook Cortacts 11302005 1103002005 4:49:25 P 1153002005 4:49:49 Ph

[ |DEMC Citlaok Cortacts 11430/2005 1103002005 4:50:02 PR 1153002003 4::50:05 Ph

[ L

£

Select a specific log to view and then click the Run button to generate a report displaying the
details of all the records added/modified/deleted during the selected synchronization process.

Client Data System® v6.0 — Outlook Synchronization User Guide
Revised: 12-20-05
Page 25



	 
	Introduction
	Installing CDS Outlook Synchronization
	 Setup for Outlook Synchronization
	Full Synchronization
	Subsequent (Normal) Synchronization
	Running Synchronization
	 E-mail Reconciliation
	Outlook Contacts vs. CDS Contacts
	Outlook Notes vs. CDS SmartPad
	Outlook Calendar vs. CDS Activity
	Adding an Activity Linked to a Contact in Outlook
	Adding an Activity Linked to a Contact in CDS
	Adding an Activity for Additional Contacts and Participants 

	Outlook Tasks vs. CDS To Do Items
	Record Deletion
	Ignore Record Deletion
	Confirm Record Deletion

	 Conflict Resolution
	Notify the user when a Conflict Occurs
	Always use the CDS Database Information
	Always use the Microsoft Office Outlook Database

	 CDS Outlook Synchronization Log

