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Introduction

Client Data System E-Mail Posting for Microsoft Office Outlook is an add-on feature that interfaces
Client Data System® with Microsoft® Office® Outlook®. This feature enables the CDS user to have a
seamless interface with MS Outlook and enables the user to use MS Outlook as an e-mail client. Use MS
Outlook to compose mail and post those messages to the CDS SmartPad™. This feature supports
Microsoft Outlook 2003.

Installing CDS E-Mail Posting for Microsoft Office Outlook

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

ect the appropriate synchronization option(s] and then click Nest to continue:

¥ Microzoft Office Outlook 2003 for Client Data Syetem

i@ Lotus Motes for Client D ata System

{i Mone of the above

2. By default, the Microsoft Office Outlook 2003 for Client Data System option will be selected. Click
the Next button to proceed.

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

3. Select the Microsoft Office Outlook 2003 E-mail Posting for Client Data System option and then
click the Next button to display the InstallShield Wizard Complete dialog box.

4. Click the Finish button. When the CDS Outlook E-mail Posting is installed, the CDS Post button is
added in MS Outlook.

SmartPad Postings from MS Outlook
The CDS Post button enables the user to post e-mail messages from MS Outlook to CDS.

Posting a Message from the Microsoft Outlook Folder
1. Select the message to be posted to CDS and then click the CDS Post button.
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2. The posting dialog box displays the specified message information.

Qutlook E-Mail Interface E]

Subject

|
Dake/Time |
|

Keywords

Zontacts For Posting { CDS )
Source Contact Mame E-mail Address

B

Record count: O
Zontact E-mail (5) not Found in COS

Source Contact Mame E-mail Address

Record count: O

Zontacts { Posted )
Posked By Posked To E-mail Address Posked On Keywords

Record count: O
Post | Zancel

e Subject of the message.

o Date/Time of the message.

e Keywords.

e List of CDS Contacts associated with the message.
e List of Contacts not found in CDS.

e List of Contacts that the message was posted to.

e Inthe 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 are listed.

e |Inthe Contact E-mail not found in CDS section, contacts whose e-mail addresses are present in
the To, Cc, and Bcc fields of the selected mail are listed. No matching contacts in CDS with that
e-mail address are listed.

e Inthe Contacts (Posted) section, posting details include the name of the CDS user that posted the
e-mail, the CDS contact records that the e-mail was posted to, the associated e-mail, the date and
time of the posting, and keyword(s) associated with the message.
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Posting a Message to Additional Contacts

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

Qutlook E-Mail Interface

X)

Subject

|
Dake/Time |
|

Keywords

Zontacts For Posting { CDS )

i

|&ddysearch Contacts

Zontact E-mail (5) not Found in COS

Source Conkact Mame E-mail Address
Ota Test, E-Z Data ezdatatesti@ez-data.com
OFrom Test, E-Z Data ezdatatestidez-data,com

Record count: 2

Source Conkact Mame

Zontacts { Posted )

E-mail Address

Record count: O

Posked By Posked To E-mail Address

Posk |

Posked On Keywords

Record count: O
Zancel |

2. The Find Contact Information dialog box is used to search for Individual or Business records.

Find Contact Information Pz| Find Business Information &|

Last: Name <, First Mame:= | a

Optians

* Conkact ™ Business

Enter the search information and click CkK.

Cancel

Eusiness Name | a

Optians

(" Conkact {* Business

Enter the search information and click CkK.

Cancel
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3. Enter the search criteria and then click the OK button to open a dialog box listing all of the records
that meet the criteria. Select the appropriate record(s) and then click the OK button. 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.

Qutlook E-Mail Interface

3

Subject :

|
Dake/Time |
|

Keywords

Zontacts For Posting { CDS )

B

Source Conkact Mame
Ora Test, E-Z Data

ram esl, E- ara

OF Test, E-Z Dat

03 Ackerman , Joseph
anuracturing

¥l cos ABC Manufackuri

Zontact E-mail (5) not Found in COS

E-mail Address
ezdatatest@ez-data,.com
ezdatatest@ez-data,com
jackermani@ima.com
suppork@abcmanuy, com

Record count: 4

Source Conkact Mame

Zontacts { Posted )

E-mail Address

Record count: O

Posted By Posted To

E-mail Address

Posted On

Zancel |

kevywords

Record count: O

Posting a Message to a Key Relation

1. 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.

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

Key Relation(s) for Ackerman , Joseph

3
i

Contact Marne | Relation

Ackerman, Kathleen WiFe

O ansong, David Emploves
O thompson, Steve Referrer
Record count: 3

(0]4 | Cancel
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3. Click the Post button from the posting dialog box to post the message to the selected contacts from
the Contacts for Posting (CDS) list as well as for the selected key relations.

Outlook E-Mail Interface Pz|

Subject

B

|
Dake/Time |
|

Keywords

Zontacts For Posting { CDS )

Source Conkact Mame E-mail Address

Ore Test, E-Z Data ezdatatestidez-data,com
OFrom Test, E-Z Data ezdatatestidez-data,com
03 Ackerman , Joseph jackermani@ima. com
03 ABC ManuFacturing suppork@abcmanuy, com
Key Relation Ackerman, Kathleen

Record count: 5

Caonkact E-mail (53 not found in CDS

Source Contact Mame E-mail Address

Record count: O

Zontacts { Posted )
Posked By Posked To E-mail Address Posked On Keywords

Record counk: O

Zancel |

Posting a Message to a Newly Added Contact
Use the Outlook E-mail Interface application to create new CDS Contacts from the posting dialog box
and post messages to that Contact’s SmartPad.

1. In MS Outlook, select a message and then click the CDS Post button.
2. From the posting dialog box, click the Add/Search Contacts button to open the Find Contact

Information dialog box.
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Quick Add - Contact

Please enter conkact details

Last MName |

Middle Mare |

First Marne |

Tvpe |

E-mail |

Business Mame |

Dccupation |

Cancel
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3. Enter the search criteria and then click the OK button to display a dialog box of contact record(s)
matching the search criteria.
Outlook E-Mail Interface E|
m
A | ast Mame | First Marne | Middle | E-rnail Address | Type | A
O ackerman Joseph M. joe_ackermani@eznet., .,
O ackerman Kathleen
O ackerman Marianne
O adcock Markin markin, adcocki@eztes. ..
O alexander Sherman
O anderson Phillip
O ansong David M. david. ansongi@geen, ..
M anthare: Rrian \7
<
Record count: 11
oK | Cancel |
4. Click the Add Contact button to display the Quick Add — Contact dialog box.




5. Enter all the required Contact information and then click the OK button.

6.

Outlook E-Mail Interface E|
M EH

& | g5k Mame | First Marne | Fliddle | E-mnail Address | Type | L
O anderson Phillip
O ansong Dravid M. david. ansongi@geem. ..
O anthory Brian
O antill Eugene
O antonsen Robert ,
[ aschtouni william L.
adams Joshua 5.

L
< b3
Record count: 12
Zancel | add Conkact |

Click the OK button to display the newly added contact record in the posting dialog box.

Posting a Message to a Newly Added Business Record

1.
2.

w

In MS Outlook, select a message and then click the CDS Post button.

From the posting dialog box, click the Add/Search Contacts button to display the Find Contact
Information dialog box.

Select the Business option to change the title of the dialog box to Find Business Information.

Enter the search criteria and then click the OK button to display a dialog box with contact record(s)

matching the search criteria.

Outlook E-Mail Interface PE|
B
A Bus, Marme | Type | Class | E-mail Address | MAICS # |
[ 4B Manufacturing Company 1234 Pl
O ace Euilding Company 5413 Zr
£ >

Record count: 2

Ik Cancel
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5. Click the Add Business button to display the Quick Add — Business dialog box.
Quick Add - Business P§|

Please enter business details ;

Bus. Mame |
Type | [~
Class | ﬂ
E-rnail |
NAICS # |
Induskry | j
Cateqory | j

Cancel |

6. Enter all the required information for the Business and then click the OK button.

Qutlook E-Mail Interface

M B
4 Bus, Mame | Type | Class | E-mail Address | MAICS #
D ABC Manufacturing Company 1234
[ ace Building Compary 5413

Prime Tech Group, Inc,

£

Record count: 3

Cancel | #dd Business

7. Click the OK button to display the newly added contact record in the posting dialog box.

Indication of Posted Message(s) in Outlook

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

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

From the Select Available Fields From dialog box, select the User-defined fields in Inbox option.
If you have already posted a message from this folder, the Posted field name displays on the
Available Fields list.

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

The field can also be positioned in the view by using the Up and Down buttons.

gk~ wd

N o

On the View menu, point to the Current View and then select the Customize Current View option.
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8. In the selected folder view, a checkbox displays in the Posted column for all of the messages that
have already been posted to contacts in CDS.

To find out more detailed information about a posted message
1. InOutlook, select a message and then click the CDS Post button to display the posting dialog box.

Outlook E-Mail Interface Pz|

Subject

B

|
Dake/Time |
|

Keywords

Zontacts For Posting { CDS )

Source Conkact Mame E-mail Address
Ora Test, E-Z Data ezdatatestidez-data,com
OFrom Test, E-Z Data ezdatatestidez-data,com

Record count: 2
Zontact E-mail (5) not Found in COS

Source Contact Mame E-mail Address

Record count: O

Zontacts { Posted )

Posked By Posked To E-mail Address Posked On Keywords
DEMO Ackerman, Kathleen 13/02/2006 16:12
DEMO Ackerman, Joseph jackermani@ima.com 13/02)2006 16:11

Record count: 2

Posk

2. The Contacts (Posted) pane displays the following information: who the message was posted by, who
the message was posted to, the e-mail address of the contact which the message was posted to, what
date/time the message was posted and the keyword of the posted message. This is especially helpful
in a network CDS environment when multiple CDS users have been identified as e-mail recipients.

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.

1. Inorder to view the content of the message, select the message and then click the View Posted E-
mail Message button.

Client Data System® v6.0 — E-Mail Posting for Microsoft Office Outlook User Guide
Revised: 02-24-06
Page 9



2. If the user posted an e-mail, the Type column of the Contact’s SmartPad spreadsheet will display E-
mail. Click the View Posted E-mail Message button to display the e-mail in the following format.

B Weekly Meeting

From; |ezdatatest@ez-data.mm

To: ||carnl.dawsnn@eztest.cnm

Cc: I|j|:useph_al:kﬁrman@eztest.l:l:um;marianne.al:kerman@eztest.l:l:nm

Bec | |

Subject:  |weekly Meating

Kewywords: [Meeting

Sentk: |T|.|e 12/20/2005 11:19 AM
Hi Everyone, 2
Hust & reminder that our weekly meeting for this week has been pogtponed. We will meet next Thursday st 3:00pm.
See yvou all then.
IThanks!
w

[ Print ] [ Reply ] [Reply F'.II] [Furward] [ Close ]
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3. If the user posted an e-mail address 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.

B Lipdated Issue Log @

Frorm: |ezdatatest@ez-data.cnm

Ta: I|jnseph_ackﬁrman@eztest.-:|:|m

it I|marianne.ackerman@eztest.u:u:um,'carnl.dawsnn@eztest.cum

BCc: I |

Subject: |LI|:u:|ateu:| Issue Log

Kewwords: |

Sent: Tue 12202005 11:30 AM

Hi &ll, i
Isttached is the updated lzsue Log. Please resiesvand provide any feedback.

[Thankz!

Mail Akkachments

{ssue Log,doc

[ Print ] ’ Reply ] ’Replyﬂ.ll] ’Farward] [ Close ]

4. The Mail Attachments section displays the attachment(s). In order to see the content of the attached
file, highlight the attachment and then click the View File button.

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 button. 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

button. By doing this, the user is able to view the content of the message. The format of the message

displays exactly as it does in MS Outlook.

o Click the Reply button to open the message in the MS Outlook compose Ul with the To and the
Subiject fields filled as per the posted mail.

e Click the Reply All button to open the message in the MS Outlook compose Ul with the To, Cc and
Subiject fields filled as per the posted mail.

e Click the Forward button to open the message in MS Outlook with only the Subject field filled as
per the posted mail.
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CDS E-mail Posting Options

There are several e-mail posting options available when sending mail from MS Outlook.
1. In MS 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. By default, the following
options are selected.

Preferences Mail Setup Mail Formak Spelling
Security Okher 03 E-mail Posting Options

Select CDS E-mail Posting Options

| Post E-mail body ta SmartFad

Yw'hen a meszage iz being sent from either Qutlook, or COS:

f* Manually post meszage to COS contact record

v Prompt to pozst mezzage to SmartPad when sending from
Dutlock with & walid COS Seszion.

" Automatically post meszage to COS contact records Following confirmation.

" Automnatically post meszage to CDS contact records without confirmation,

| O |[ Cancel ]

o When the Post E-mail body to SmartPad option is not selected, the subject of the posted message
will be displayed in the Notes section of the SmartPad Summary. In this case, the user must open the
SmartPad record in order to view the body of the e-mail.

o When the Post E-mail body to SmartPad option is selected, the body of the posted message will be
displayed in the Notes section of the SmartPad Summary.

Client Data System® v6.0 - E-Mail Posting for Microsoft Office Outlook User Guide
Revised: 02-24-06
Page 12



When the user either selects the second or third option from the CDS E-mail Posting Options tab, an
additional section displays. In this section, by default, the To and Cc checkboxes are selected. Upon
the automatic posting of the message, it will match the CDS Contact Records with a MS Outlook e-
mail address in the specified To, Cc, From and Bcc fields and then post the message to those
contacts” SmartPad records.

Preferences Mail Setup Mail Farrmak Speling
Security Qkher Z03 E-miail Posking Options

Select CDS E-mail Pozsting Optionz
[ Post E-mail body ta SmartFad

When a message iz being sent from either Outlook or COS:

" Marwally pozt meszage to COS contact record

v

¢ Automatically post meszage to COS contact records following confirmation.

" Automnatically post meszage bo CDS contact records without confirmation,
Match CDS contact records with Qutlook e-mail address in the
followaing felds:
[ Fram v To
¥ Cc | Beco

[ o |[ Cancel H apply ]

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, select
the message which was sent and then click the CDS Post button. The user can then specify which
Contacts in CDS to post the message to.

Manually Post the 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, compose a message
and then click the Send button to 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.

Automatically Post Message to CDS Record(s) Following Confirmation: In Outlook, compose a
message and then click the Send button to 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 To, Cc, From and Bcc fields.

Automatically Post Message to CDS Contact Record(s) without Confirmation: In Outlook,
compose a message and then click the Send button to automatically post to all of the matching CDS
Contact records with an Outlook e-mail address in the specified To, Cc, From and Bcc fields.
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Note that 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
effect the posting from any of the MS Outlook mail folders.

Composing a Message from MS Outlook
Both message(s) that already exist in MS 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 default

settings in the CDS E-mail Posting Options were selected.

CDS E-mail Posting Options |E|

Past this message ko Conkack(s) in CDS?

2. Click the Yes button.

3. 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).

4. If 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.

Qutlook E-Mail Interface

Keywords

X]

Subject

|
Dake/Time |
|

Zontacts For Posting { CDS )

B

Source Conkact Mame
Tao ackerman, Marianne
OFrom Test, Ezdata

Zontact E-mail (5) not Found in COS

E-mail Address

matianne_ackerman@eznet, com
ezdatatestidez-data,com

Record count: 2

Source Conkact Mame

Zontacts { Posted )

E-mail Address

Record count: O

Posked By Posked To E-mail Address

Zancel

Posked On

Keywords

Record count: O
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Form Letters
The Outlook E-mail Interface application also enables the user to send form letters from CDS to the
selected contacts directly through MS Outlook.

E-mailing a Form Letter as an E-mail

In CDS, click the Reports menu and then select the E-mail Form Letters option to open the Find
Form Letter dialog box.
Click the OK button to display the E-mail Form Letter dialog box.

1.

M E-mail Form Letter rg|
Letters
Date DocType HIPAA 2
05021937 Srd year term reneval E-Z Edlitor
05021997 | 4th year term reneswal 05021997 E-Z Editor
08021997 Sth year term renesyal 031021997 E-Z Editor
08021997 |Bth year term renesyal 03021997 E-Z Editor
08021997 Tth vear term renewal 05021997 E-Z Editor hd

Subject: | 2nd year term renewal |
atkachments
’ Add (Images / Documents), .. ]
’ Browse, .. ]
Address Selection Letker Log Storage Optn E-mail Options
() Preferred Address (O Link to Farm Letker Only () E-mail
(O Residence Address (8 Hardcopy to Client () E-mail as Attachment
O Business Address (O ho Letter Log Storage Save copies of messages in Sent Ikems Folder
Sork By [Irequest a delivery receipt
() Last Name [ create Fallaw-up Activity G Fioauest oo ek
©2ip Cade [Importance: High

[

Cancel ] ’ Contacts, ., ] ’ Help ]

Select the Form Letter to be e-mailed. By default, the Description of the selected Form Letter will

display in the Subject field.

Click the Contacts button to display the Select Contact dialog box.

I Select Contact

X

[

Contact Selection Using Set/Filker ... ]

[

&d hoc Contact Selection. ., ]

[ ]5elect All Contacts

CIE

i [ Cancel ]

[ telp |

Contact Selection Using Set/Filter: Specify a set or filter to e-mail the selected Form Letter to.
Ad hoc Contact Selection: Specify contact(s) to e-mail the selected Form Letter to.
Select All Contacts: Send the selected Form Letter to all contacts in the CDS database.
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o When the Ad hoc Contact Selection option is selected, follow the following steps:
1. Click the Find button to display the Find Contact Information dialog box.
2. Click the OK button to display the Contact List.
3. Select the Contact(s) to e-mail the Form Letter to and then click the Ok, Select button.
4. The selected Contact(s) will display in the Select Contact List.

M Select Contact &|

Selected Contack List
B4 Adams, Joshua
B4 Anderson, Phillip
(4] ansong, David

[ Set., ][ Filter. . ][ Eind.. ][S@press]

| ok | cancel | [ Help |

5. Select each of the Contacts to e-mail the Form Letter to and then click the OK button.
6. Inthe E-mail Form Letter dialog box, click the E-mail button to e-mail the Form Letter to the
selected Contact(s).

E-mailing a Form Letter with an Attachment

1. InCDS, click the Reports menu and then select the E-mail Form Letters option to open the Find
Form Letter dialog box.

2. Click the OK button to open the E-mail Form Letter dialog box.

3. Click the Add (Images/Documents) option to display the Images/Documents spreadsheet.

B Images/Documents (5) |Z”E|gl

GXPVDE S BE

Contact Date Description
Ackerman, |III'1 """" |'.T;'ru:i “ear Term Renewal Letter
Ackerman, Joseph 1215399 College Funding Letter

Antille, Eugene 1043141999 g Pay Life Letter

Antille, Eugene 09041399 Performance Bar Graph
Ackerman, Joseph 03425/2005 Header logo

Jozeph

4. Select the image or document to be sent as an attachment along with the Form Letter and then click
the Ok, Select button.
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The selected image or document will display in the Attachments section.

M E-mail Form Letter

Letters
HAYDED U
Date Description Modified | DocType HIPAA S
08021997 2nd year term renesal 05021997 E-Z Editor
03021997 3rd vear term renesnal 05021987 E-Z Editor
03021997 4th vear term renesnal 05021997 E-Z Editor
03021997 Sth year term renesnal 05021987 E-Z Editor

Bth year term renewwal 05021997 |E-ZEditor | |

03021997 7th vear term renesnal 05021997 E-Z Editor W

Subject: | ath wear term renewal |
Aktachments
i 2nd Year Term Renewal Letker

Add (Images [ Documents), .,

Browse, .,

| |
[ ]
[ View Attachment |
[ ]

Remove Attachment

Address Selection Lekter Log Storage Opkn E-mail Options
(%) Preferred Address () Link to Form Letter Only — (3) E-mail
() Residence address (%) Hardcopy ko Client () E-mail as Attachment
(O Business Address (Mo Letter Log Storage Save copies of messages in Sent Ikems Folder
Sork By [ Jrequest a delivery receipk
) Last Mame [] create Follow-up Activity FIrequest a read recelpt
(¥ Zip Code [ 1Print ©ne Per Family [ Jimportance: High
[ E-mail ] [ Cancel ] [ Contacts. .. ] [ Help

e Click the View Attachment button to view the selected attachment.
e Click the Remove Attachment button to remove the selected attachment.
e Specify an attachment by clicking the Browse button.
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E-mailing a Form Letter as an Attachment

1. InCDS, click the Reports menu and then select the E-mail Form Letters option to open the Find
Form Letter dialog box.
2. Click the OK button to open the E-mail Form Letter dialog box.

B E-mail Form Letter,

Lekters
nLYDEHS
Date Description Maodified | DocType HIPAA e
080241997 2nd year term reneswal 08021397  E-I Editar —
080241997 3rd wear term renewal 08021397 E-I Editar
08021997 4tk vear term renewal 08021397  E-I Editar
080241997 Sth yvear term renewal 08021397 E-I Editar
Bth wear term renewal 08021397  E-I Editar
7th year term renewwal 0024297 I v

x)

Subject: | 7th wear term renewmal

Aktachments

]

Address Seleckion
() Preferred Address

i) Residence Address
() Business Address

Letter Log Storage Cpkn

() Link ko Form Letter Only

{(®) Hardcopy to Client
{:} Mo Lekker Log Starage

Sork By

I[:} Lask Marne
(%) Zip Code

[ create Follow-up Activity

[ add (Images [ Documents), ., ]
’ Browse, ..

E-mail Dptions

) E-mail

(%) E-mail as Attachment | HTML w

Save copies of messa

[ request a delivery rec|pich Text
|:| Request a read receipl ward Far Windows

[ ]importance: High

Adobe PDF Files

Text

Cancel

] [ Contacks. .. ] [

Help

3. Select the Form Letter to be e-mailed. By default, the Description of the selected Form Letter will
display in the Subject field.
4. From the E-mail Options section, select the E-mail as Attachment option to display a drop-down

menu. By default, HTML will be selected.
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5. Select the format in which the attachment should be sent and then click the Contacts button to
display the Select Contact dialog box.

M Select Contact &l

[ Contact Selection Using Set/Filker ... ]

[ &d hoc Contact Selection. ., ]

[ ]5elect All Contacts

| ok ] [ cancel | [ Help |

6. Select the applicable option and then click the OK button.

7. In the E-mail Form Letter dialog box, click the E-mail button to e-mail the Form Letter as an
attachment to the selected Contact(s).

E-mail Options

Aside from being able to send a Form Letter as an E-mail or as an E-mail Attachment, there are several

options when sending a Form Letter.

E-rnail Options

(%) E-mail

() E-mail as Attachment

Save copies of messages in Sent Ikems Folder
[ ]Request a delivery receipk

|:| Request a read receipt

[ ]tmportance: High

e Save copies of messages in Sent Items folder: Select this option to save a copy of the sent message
to the MS Outlook Sent Items folder.

e Request a delivery receipt: Select this option to request a delivery receipt.

e Request a read receipt: Select this option to prompt the individual receiving the message with the
following dialog box.

Microsoft Office Outlook

ezdatatest@ez-data.com has requested a read

! E receipt be sent when message ‘2nd vear term
renewal' has been read, Do you wank ko send a
receipk?

[ ]oon't ask me about sending receipts again

| Yes | ’ Mo

0 Click the Yes button to send a receipt.

Importance: High: Select this option to mark the message being sent with a priority of Importance:
High.
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Sending Internal Messages as E-mail

When a user from one database sends an internal message to a user of another database, that message is
sent as an e-mail.

1.
2.
3.

4.

5.

In CDS, click the Messages button to display the Messages — Inbox tab.

Click the New Message button to display the Message Recipients dialog box.

From the Message Recipients dialog box, select the users to send the message to and then click the
OK button to display the While You Were Out dialog box.

Note that selecting none of the users will send the message to all of the users listed in the Message
Recipients dialog box.

Enter all the required information and then click the Send button. Note that the recipient user must
have an e-mail address specified in the User Profile.

The selected recipient user will receive this message as an e-mail.

Sending CDS Activities as Online Invitations

1.

In CDS, open the Activity Detail dialog box.

€2 Activity Detail

Last Mm, First |.|:u|:|<,|3r|-|-.e||-.J Kathleen Priarity Morrnal w Created By |DEMO
TypeiSub | Meeting || v | Status Active v | CreatedOn  [12/27/2005
Keywords  [Inkernal Assigned To |pEMO v

Due Date IH— Cerivate [ Tentative [Jracked - Participants

-
Subject [véeekly Mesting

Place [Baardroom [5end E-mail Invitations Userllame e
Skark Time ‘ Tue 124272005 v‘ |Dl:3lj Pra [Jal day event L3
End Tirme ‘ Tue 12/27/2005 v ‘ |DS:DD PM
[Treminder
Reasan
Follow-up

W

Ok, |[ Cancel ”thiu:uns...” Help ]
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2. Enter all the required information and then click the Add Record button in the Participants section to
display the Database Users list.

Bl Database Users (B)

OX|BS

Userllame |Security Level Status Agent

[ DEMO Highest Active Cdell, Daniel
v ED Group Active Singer, Eclvward
Wiarnings, Eileen

PR Lowvest Active Paladian, Mark
MIKE Lowvest Active Fuzzom, Mike
(e Lowvest Active Riclder, Mancy
MORMA, Lowvest Active Peterson, Morma
DEMOZ2 Higghest A ctive

3. Select the appropriate users and then click the Ok, Select button.
4. In the Activity Detail dialog box, the Send E-mail Invitations option will be automatically enabled.
5. Click the OK button to display the Send E-mail Invitation dialog box.

M Send E-Mail Invitation X

Subject: |'-.-'-.-'eekly Meeking
Select Parkicipants For Online Invitation

[] CEMO (ezdatatest@mez-data, com)

] eo
[] EILEEN

Select Al H Cancel ]

6. Select the participants for the online invitation and then click the OK button. To send an online
invitation to a participant, an e-mail address must be specified for that participant.

To add an e-mail address for a participant from the Send E-mail Invitation dialog box

1. Select the Participant and then click the Add button to open the Add/Modify E-mail for Participant
dialog box.

B Add/Modify E-Mail for Participant

EMail: | ed@eztest.com

Eook | [ Cancel ]

2. Enter the e-mail address for the participant and then click the OK button.
3. The added e-mail address displays in the Send E-mail Invitation dialog box next to the Participant’s
name.
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To modify an e-mail address for a participant from the Send E-mail Invitation dialog box

1.

Select the Participant and then click the Modify button to display the Add/Modify E-mail for
Participant dialog box.

Modify the e-mail address and then click the OK button.

The modified e-mail address displays in the Send E-mail Invitation dialog box next to the
Participant’s name.

Exporting CDS Contact Information in the vCard (.vcf) Format

1.

2.
3.

In CDS, from the Contact Summary, select a contact record and then click the E-mail Contact as .vcf
file button.
I Summary T Fersonal T Add'l. Personal T Key Relations T Berefitz T Letters/Documents T Custom Fields

PHLELMIVBESSIETOD

Last Hame First Hame| Occupation | Birth Date |Total Life
Jozeph i urgeon| 024274 960

All Phones

The Outlook Compose dialog box displays with the selected contact record as a .vcf attachment.
Enter the appropriate message recipient(s) and then click the Send button.

To import the Contact record into MS Outlook

1.
2.

In MS Outlook, open the message with the .vcf attachment.
Double-click the attachment to display the Opening Mail Attachment dialog box.

Opening Mail Attachment

q‘i/' You should only open attachments from a trusbwaorkby source,

Attachment; COS_Contact_Joseph_Ackerman_2EE . vvcf From
Intitled - Message (HTML)

Would yiou like to open the file or save it ko your computer?

. open | [ Save

Always ask before opening this bype aof File
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3. Click the Open button to display the Contact record in vCard format.

EE Dr. Joseph M. Ackerman, M.D. - Contact

! Fle Edt ‘“iew Insert Format Tools  Actions  Help

|§|ﬂ§aveandclnse @cj 0 | ¥ {'}"ﬁ@"| T ¥ -—!E.ﬂ.rial

-0 - A|B|E]:=

B=ES

i=

Genersl | Detals | Activities | Certificates | AllFields |

[FuII Mame. .. ] |Dr. Joseph M. Ackerman, M.D. | E-rnail. .. E] | joe_ackerman@eznet, com |
Job title: |ChieF Of Skaff | g Display as: =rman, M.D, (joe_ackerman@eznet com) |
Company: |3058Ph M. Ackerman, M.D, Inc, | Web page address: |htt s ez-data.com |
File as: |.|3.|:I<5rrna|'|J Joseph M, | IM address; | |

Phone nurmbers

[usiness... |[ || 1083036305453 |

[Home... [+ zezaszest |

[Business Fax... |[*]| |

[ mobile... =] |
Addresses

Business... B 144 wilshire Blvd,, Suite 250
Los Angeles, CA 90007

This is the mailing
address

[ Conkacks., .. ]l

| [Categnries... l |

| Private |:|

4. Click the Save and Close button to save the contact record in the default Outlook Contacts folder.
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