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Introduction

SmartOffice Mobile for Palm is a custom application developed by E-Z Data to synchronize information
between SmartOffice and a Palm OS device. The application uses iAnywhere Solutions’ Ultralite
database and MobiLink Server to synchronize data without interfering with existing applications on the
device.

The following types of information can be synchronized:
e Contact — Individual
e Contact — Business

e Activity
e SmartPad
e Policies

e |nvestments

Installing SmartOffice Mobile for Palm
1. Log into SmartOffice.

2. From the side menu, click User Setup and Installations to open the Installations spreadsheet.
I .|E: -

3. The Installations spreadsheet displays all the available installations. From this spreadsheet, click the
SmartOffice Mobile for Palm and Pocket PC link.

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

X SmartDffice

Install SmartOrfice for Mobile devices

Install SmartOffice for Mobile devices by selecting the following links.
smartOffice files will be installed on your device before
synichronization.

Click here to dovwenload and install SmartOffice Mokile for Palm.

Click here to dovenload and install SmartOffice Mobile for Pocket PC.

Cancel

SmartOffice® v5.0 — SmartOffice Mobile for Palm User Guide
Revised: 11-10-05
Page 1



5. From the File Download dialog box, click the Open button to start the installation. Alternatively, the
installation file can be saved to the PC and installed from the saved location.

File Download |

Some filez can harm your computer. [F the le information below
looks suspicious, ar you do nok fully frust the zource, do not open ar
zave this file.

File name: ezm_palm.exe

File wpe:  Application

Frorm: 192.1658.2.54

& Thiz type af file could harm your commpter if it contain:
malicious code.

whauld yau like ta apen the file or zave it to your campker?

Open |

¥ | Alwaps ash before opening this ype of file

Cancel Mare Infa

6. If the username assigned to the Palm device does not appear in the User field, click the down-arrow
at the right of the field and select the user name before clicking the Done button.

4. Install Tool |

File[=] listed below will be installed on vour handheld the nest
time pou perform a HotSyne operation:

File M ame | Filz Sizel Deztination |
SmartOffice.pro 511KE B Handheld

Hemove...

Done

o

LChanoe Destination,.. |

— Tip=:

Find other applications to install on pour handheld at
hittp: 4 A, palm. com

The ‘&dd’ button lookz first in the YA0D-0M folder ingide your
C:APROGRAM FILESYPALM folder. Thiz folder iz a conveniznt
place to store downloaded handheld files.
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7. When prompted, begin a HotSync on the PDA to install SmartOffice Mobile. Once the HotSync is
complete, click the OK button.

smartOffice Mobile For Palm - Installshield Wizard |

Please install the SmartOffice Maobile For Palm program by performing a HokSync operation and then click OF to
complete the installakion,

Setting Up SmartOffice Mobile for Palm

Accessing SmartOffice Mobile on the Palm OS Device
To start SmartOffice Mobile, tap the SmartOffice icon.
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When opening SmartOffice for the first time, the Security Information window is displayed. The user will
have the option to either enable or disable security for the device. Once security is enabled, the only way
to remove it is to uninstall and reinstall the SmartOffice Mobile application.

(B) Palm 0S Garnet Simulator - [Simul... E_”§|g| (B) Palm 0S Garnet Simulator - [Simul... EI'E'E'

Security Information

&7z
SmartOffice Mobile

Enabling security on this device will
encrypt the database and require
a password whenever SmartOffice
Mobile is accessed. Do you wish

to enable security?

SmartOffice Mobile Login
Enter Security Password

Password : I
Confirm : I

( Yes J( No )

Click the Yes button to enable security and display the SmartOffice Mobile Login window. The password
is required each time SmartOffice Mobile is opened. The password must be at least 6 characters with at
least one alpha and one numeric character. The password can be changed at any time by accessing the
Security Password option from the main SmartOffice Mobile menu. Once the password has been entered
and the user taps the OK button, the Synchronization Options window opens.

(8) Palm 0S Garnet Simulator - [Simul... EI'E'E'
rSynchronization Options
Sync Method :  HotSync
Protocol : ™ TCP/IP [0 HTTP

SmartOffice Login Information:

Office :reno
sar . daniel

assword ; O eOCS User

obilink Server Details:
- 192.168.2.171
. 2439

ost
Port
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SyncMethod: By default, the HotSync option is selected for use with a cable/cradle connected to a PC
with Palm Desktop and the HotSync Manager installed. This option can be cleared for synchronization
with a wireless enabled device.

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

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

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

Once the correct information has been entered on the Synchronization Options window, tap the Done
button to save the information.

Setting Up SmartOffice Mobile Synchronization Criteria

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

SmartOffice Mobile Device - Synchronization Setup Whzard

Welcome to the SmartOffice for Mobile Device Synchronization Setup Wizard. Click
Hext to proceed.

oeg

SmartOffice Mobile Device
Synchronization

e o N e R

2 2000-2005 E-Z Data, Inc, All rights reserved,
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3. Choose to synchronize all contacts or selected contacts and then click the Next button.

2 SmartOffice -- Web Page Dialog

SmartOffice Mobile Device - Contact Selection
Define the contact records to be synchronized.

Contact Selection
'@} All Records

O Selected Records

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

1 Lo ]

If All Contacts is selected, continue to Step 4. Otherwise, the Set Selection dialog box opens. Select a
Set of contacts to synchronize.

2 SmartOffice -- Web Page Dialog

Set Selection

Select contacts to synchronize based on a set.

et |Clients |

| 0K I | Cancel |

© Z000-2005 E-Z Data, Inc, All vights reservad,
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4. Select a date range of future and past activities for synchronization. Click the Next button to continue.

2 SmartOffice -- Web Page Dialog

SmartOffice Mobile Device - Activity Selection

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

Activity Type Activity Date Range

) an Nex‘t day(s)
{:} Timed F'rexri-:nus days)

[ ] [

< Back

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

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

selection made. Click the Next button.

2 SmartQffice -- Web Page Dialog

SmartOffice Mobile Device - SmartPad Selection

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

Specify SmartPad Downloading Options
";ll.\ 1 2 ¥ 4 5 & T & 9
!

OO0 ®0O0000O0O0
SmarFad entriesfnrlastEI manthi=)

SmartFad Hotes Only D

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

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

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

2 SmartOffice -- Web Page Dialog

SmartOffice Mobile Device - Download Description

Synchronization will be based on the selected criteria:

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

Tochange the zelection, click the Back buttan.

«  Click the Finizh button to save the Setup.

Cma | [0 ] [ | [ cas |

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

Preparing Data for Synchronization

After the criteria for synchronization has been selected, an initial synchronization must be performed.

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

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

3. Perform a HotSync with the PDA to complete the initial synchronization.

Note: Synchronization can either be performed with the device connected to a PC or wirelessly with a

wireless enabled device. To synchronize while connected to a PC, perform a HotSync operation using the

cable or cradle that came with the device. To synchronize with a wireless enabled device, tap the

synchronize option from the main SmartOffice Mobile menu.
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Using SmartOffice Mobile

SmartOffice Tab
Tap the SmartOffice tab to open a list of options.

(8) Palm 0S Garnet Simulator - [Simul... EI'E'E' H) Palm OS Garne ato m
SmartOffice Diptia
Contact «C
Calendar 7L
To Do 7D
E’Z Synchromze 75
™ i Sync Options 70
SmartOfﬁte Mohlle Preferences /F
LLELLET) ® .I:I.bout SmartOffice /T.
for Palm OS _— . ur rammvws

Contact Tab

From the SmartOffice tab, select Contact to display an alphabetical listing of the contact records in
SmartOffice Mobile. In order to find a specific contact, enter the first few letters of the first or last name
to only display those records matching the find criteria:

{8) Palm OS Garnet Simulator - [SimuL... F” ] |§| (B) Palm 0S Garnet Simulator - [SimuL... F“ o |§| tE) Palm OS5 Garnet Simulator, - [Simul.. F” ] |§|

{ Options _ Contacts ‘Contacts

Contact 20th Century Life Insurance, (800) 55JAnderson, Jerry (626) 322-1898

Calendar /l- ABC Life, (323) 466-8989 Anderson,Kathy (626) 322-1898

LOLD /D ABC Manufacturing, (626) 585-8989 |Anderson,Mike (818) 399-0781

Synchronize 7S Abernathy,Brad (626) 522-1160 Anderson Philip (909) 874-7222#73

Sync Options 0 Able,Christian (909) 875-722242654 |Anderson,Tom (626) 322-1898

Preferences 7F Ace Building, (626)( 937)—7233 Ainderson & Anderson, (800) 398-8743
Ackerman,Joseph (626) 799-2951 Badinas,fAndrea

About SmartOffice /T Ackerman,Kathleen (626) 984-0382 [Blackson, Andrew

1Ur rdifmmmvs

Ackerman,Kenneth (626) 555-1213
Ackerman,Marianne (626) 799-2951
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Creating an Individual Contact Record

1. From the SmartOffice tab, select Contact to display a list of contacts.
2. Tap the New button to open the Record Type dialog box.
3. Select the Individual option and then tap the Done button to display the Details tab.

(8} Paim 0S Garnet Simulator, - [SimuL... EI'E'E' r@) Palm 05 Garnet Simulator - [Simul... E”§|g|
(fnd ~ Client T ot g |
TN Miller
First Name: James

RecordType Greeting: Jim
Suffix: Jr.
Select the type of contact Title: Mr.

Sub-Type: A Client
Source: Anderson

™ Individual Sub-Source: Referred
[ Business Income: 75000
Cancel (Done ) (Cancel) [Details| (Delete)

4. Enter the contact information and then tap the Phone, Address, and E-mail/Web buttons to enter the
corresponding information. Additional information can be added by tapping the Details button.

5. Tap the Done button to save the information and display the Contact View tab.
Note: The Contact View tab only displays the Preferred Phone, Address, and E-mail/Web Address.
Any additional phone numbers, addresses, and e-mail/Web addresses can be accessed by tapping the
icons on the upper right of the Contact View tab.
() Palm 05 Garnet Simulator - [SimuL... [2][5][X]
‘Contact View

234 North Ave
iller City, CA 24564

(909) 764-9845 T

miller j@mail.com

(Done )( Edit )(Details)
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Note: A small telephone icon will display to the right of telephone numbers on devices with phone
dialing capabilities. In order to dial the phone number, tap on the phone icon next to the number.

Contact Phone List
1. From the Contact View tab, tap the Phone icon to display the Phone List tab.
2. Tap the New button to open the Phone Details dialog box.

rtEl Palm 0S Garnet Simulator - [Simul... [2 ][5 |[] | ) Patm 05 Garnet Simulator, - [Simul... [2][5[X]
HTL N Et3d James Miller
Residence (909) 764-9845
Business  (909) 764-5894
Type w Residence
Area Code P09

Phone#t  764-9845
Exten.

Remarks

[Done)(Cancel)(Delete) @ Preferred

3. Tap the Type drop-down arrow to specify the phone type.
4. Enter the remaining phone information and then tap the Done button to save the additions.

Note: A small telephone icon will display to the right of telephone numbers on devices with phone

dialing capabilities. In order to dial the phone number, tap the phone icon next to the number.
Contact Address List
1. From the Contact View tab, tap the Address icon to display the Address List tab.
2. Tap the New button to open the Address Details dialog box.

{E) Palm 0 Garnet Simulator - [Simul... [2)[51|[] )| ) Palm 05 Garnet Simulator - [Simul.... [2][5X]
eI 4James Miller Address Details

Residence 234 North Ave Type w Business

Miller City CA 24564 | | Address |326 Whilshire Blvd.
Business 326 Whilshire Blvd.

Westwood CA 91210 Line 2
Line 3
City Westwood
State €A
Country USH 2Zip 91210
Remarks

Preferred O

( Done ) (Cancel) (Delete)
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3. Tap the Type drop-down arrow to select the address type.
4. Enter the remaining address information and then tap the Done button to save the additions.

Contact E-Mail/Web Address List

1. From the Contact View tab, tap the E-mail/Web icon to display the E-mail/Web List tab.
2. Tap the New button to open the Web Address Details dialog box.

{8) Palm 0S Garnet Simulator, - [Simul... EI|§|PZ| (8) Palm 0S Garnet Simulator. - [Simul... EI'E'E'
(S FAT Y James Miller

E-Mail miller j@mail.com

Web Site www.jmiller.com WebHddress Details

Type w E-Mail

Address  miller j@mail.com
Remarks

[Done)(Cancel)(Delete) @ Preferred

3. Tap the Type drop-down arrow to select E-mail or Web Site.
4. Enter the remaining E-mail/Web information and then tap the Done button to save the additions.

Contact Details Dialog Box
1. From the Contact View tab, tap the Details button to open the Contact Details dialog box.

@3 Palm OS Garnet Simulator, - [Simul... EI'E'E'
Contact View

Employer |
Occupation Medical
Job Title  Doctor

( Done ] (Cancel )
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2. Enter the contact personal information and then tap the Done button to save the additions.

Modifying a Contact Record

1. From the Contact View tab, tap the Edit icon to open the Details tab.
2. Modify the information as necessary and then tap the Done button to save the changes.

Modifying a Contact’s Phone Number

1. From the Contact View tab, tap the Phone icon to display the Phone List tab.

2. Tap the phone number to be modified in order to open the Phone Details dialog box.

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

Modifying a Contact’s Address

1. From the Contact View tab, tap the Address icon to display the Address List tab.

2. Tap the address to be modified in order to open the Address Details dialog box.

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

Modifying a Contact’s E-mail/Web Address

1. From the Contact View tab, tap the E-mail/Web icon to display the E-mail/Web List tab.

2. Tap the e-mail or Web address to be modified in order to open the E-mail/Web Details dialog box.
3. Modify the information as necessary and then tap the Done button to save the changes.

Deleting a Contact Record

1. From the Contact View tab, tap the Edit button to display the Details tab.

2. Tap the Delete button to open the Delete Record dialog box.

3. Tap the OK button to delete the selected record from the palm device and the server.
Note: Perform a HotSync operation to synchronize the data.

Business Contact Records

Creating, modifying, and deleting Business Contact Records works the same way as Individual Contact
Records. The only difference is that some of the screens display different information more useful for
working with businesses.

‘E’ Palm 05 Garnet Simulator - [Simul... g|§|g| ‘E’ Palm 05 Garnet Simulator - [Simul... g|§|g|
fi[{4 ~ Client Contact View a4
ERS RBC Manufacturing ABC Manufacturing

Contact:Elan A. Horley .
Sub-Type: 321S. Main Street
Source: EZD . T
Sub-Source: Business Details
NAICS #: 1234
Revenue: Employees p50
Income: 100000000 05/14/1993 «
Tax: 65 w» Manufacturing
w Private Corporation

(Done ) (Cancel) [Details| (Delete)
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Calendar
The Calendar views are: DayView, WeekView, MonthView and AgendaView.
DayView

From the SmartOffice tab, select Calendar to open the DayView calendar. The DayView is used to
display the activities for a specific day. The activities of a previous or future day can be displayed by
tapping the left or right arrows.

=/ Palm 05 Garne ato O (8) Paim 0S Garnet Simulator-[Simul...r;]|:§|g]
Uptia sep22,05 RIBMUWE T BELL
Contact s C 8:00
AR 9:00 Cunningham,John - deliver
ToDo /D information regarding new
Synchronize 7S insurance products offered.
Sync Options 70 10:00
Preferences ZF :;gg
About SmartOffice /T 1:00
- iur rannus ;
2:00
3:.00
4:00
[ Done | [Goto ][ New ]

WeekView

The WeekView is used to view activities for a specific week. The activities of a previous or future week
can be displayed by tapping the left or right arrows.

(B) Palm 0S Garnet Simulator, - [Simul... EI'E'E'

4 Week 38 p

S M T WT F S
800 18 19 20 21 22 23 24
10:00 L
12:00
2:00
4:00
6:00 Lid
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MonthView

The MonthView is used to display activities for a specific month. The activities of a previous or future
month can be displayed by tapping the left or right arrows.

(B) Palm 0S Garnet Simulator - [Simul... EI'E'E'

11 (12 |13 |14 |15 |16 (17
18 (19 |20 |21 |22 |p&)*(24
25 (26 |27 |28 |29 |30

AgendaView

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

(B) Palm 0S Garnet Simulator - [Simul... E“E|g|
T ysR L dsMTIWTERS|D

9:00 am Cunningham, John - deliver i.

O 1 Anderson,Philip - Call to follo...
[ N Peterson,Norma - Discuss las...

Done | [Go To || New
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Adding an Activity from the Calendar

1. From the DayView calendar, tap the New button to open the Activity Details tab.
2. Enter the activity information and then tap the Done button to save the activity.

(8) Palm OS Garnet Simulator - [Simul... E]|§‘E|

Place
Subject

¥ Appointment v Approach/New
deliver information
regarding new insurance

O Done [ Private [0 Tracked
O Alarm w Normal

( Done ) (Go to ) (Cancel) (Delete)

ag
"ﬂ.‘

- D

Activity Components

Time: Tap the Time button to specify the Start and End Time of an activity.
Contact: Tap the Contact button to link a contact to the activity.

Location: Enter the Location for the activity.

Type: Tap the Type drop-down arrow to display the activity type list.

Reason: Enter the Reason for the activity. If the reason takes up more than the space provided, tap the
Reason button to open the Details tab and display the complete entry.

Done: Tap the Done button to save the activity.

Private: Select this option to designate the activity as private.

Tracked: Select the Tracked option to enter an Appointment into the Activity Tracking cycle.
Alarm: Select the Alarm option and then specify the amount of time to be reminded prior to the
activity.

Priority: Tap the Priority Type drop-down arrow to specify the priority.

Modifying an Activity from the Calendar

1.
2.
3.

From the SmartOffice tab, select Calendar from the drop-down list to open the DayView calendar.
Tap the applicable activity to open the Activity Details tab.
Modify the information as necessary and then tap the Done button to save the changes.
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Deleting an Activity from the Calendar

1. From the SmartOffice tab, select Calendar from the drop-down list to open the DayView calendar.
2. Tap the applicable activity to open the Activity Details tab.

3. Tap the Delete button to display the confirmation dialog box.

4. Tap the OK button to delete the activity.

(B) Palm OS Garnet Simulator, - [SimulL... EI'E'E' (8) Paim 0S Garnet Simulator - [Simul... E] |E|g|
Sep 23,056 Sep 23,05

(Time) 9:00amDur.60 ¥ Minutes _9:00 amDur. 60 ¥ Minutes
Cunningham.Jehn.............
v Daniel Delete Record
Place
Subject Records deleted from

w Appointment  Approach/New SmartOffice Mobile will
deliver information be deleted from the

Server. Are you sure you
want to delete the
selected record ?

regarding new insurance
O Done [J Private [0 Tracked
O Alarm v Normal

( Done ) (Go to ] (Cancel) | (oK ) (Cancel )

To Do

From the SmartOffice tab, select To Do from the drop-down list to open the non-timed activities list.

=) Palm 0S Garne Hi _ (8) Palm 0S Garnet Simulator-[Simul...[z][§|g]
Sl sep 23, 05 KIBMWEZE F B
Contact /C CI1  Anderson,Philip - Call to follow ug
Idar OMN Peterson,Norma - Discuss last m
Synchronize 7S
Sync Options 70
Preferences «F
About SmartOffice /T

1Ur rdiimmvs

(Done ) New ][ Goto)
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Adding a To Do Item

1. From the SmartOffice tab, select To Do from the drop-down list to open the non-timed activities list.
2. Tap the New button to open the Activity Details tab.
3. Enter the non-timed activity information and then tap the Done button to save the activity.

Modifying a To Do Item

1. From the SmartOffice tab, select To Do from the drop-down list to open the non-timed activities list.
2. Tap the applicable To Do item to open the Activity Details tab.
3. Make the modifications as necessary and then tap the Done button to save the changes.

Deleting a To Do Item

1. From the SmartOffice tab, select To Do from the drop-down list to open the non-timed activities list.
2. Tap the applicable To Do item to open the Activity Details tab.

3. Tap Delete to display the confirmation dialog box.

4. Tap the OK button to delete the To Do item.

{8) Palm 0S Garnet Simulator - [Simul... g|§|g| (8) Palm OS Garnet Simulator - [Simul... g|§| E|

‘Sep 23,05
w Minutes

............... Dur.
son,Norma

...... TR T T Tt T PPN

[Participant] ¥ Daniel Delete Record

Place
Subject

w ToDo w Approach/New

Reason) Discuss last meeting and
future insurance needs.

O Done [J Private ™ Tracked
O Alarm » Normal

( Done ) ((Go to ) (Cancel)

Records deleted from
SmartOffice Mobile will
be deleted from the
Server. Are you sure you
want to delete the
selected record ?

( OK )(Cancel)
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Synchronize

The Synchronize menu item only applies to wireless enabled devices and will initiate a wireless
synchronization with SmartOffice.

) Palm O arne ato ]

Bl |

Contact s C
Calendar 7L
To Do d))
Synchronize 7S
Sync Options 70
Preferences 7 F
About SmartOffice /T

1Ur rdiimvdy

Preferences

The Preferences tab in SmartOffice Mobile contains additional preferences that can be used to tailor the
application for specific needs.

) Palm OS Garne ato O (8) Palm 0S Garnet Simulator - [SimuL... E]|E|PZ|
ptia Preferences
Contact 7 C
Calendar /L Landing Zone : 5[5
ToDo 7D Contact List
Synchronize 7S dgendaliou
Sync Options 70

Preferences Mail Adaptor E-mail

About SmartOffice /T E-mail:

11Ul rdimvs o .
Confirm E-mail:

[ Enable Phone View
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Landing Zone

The Landing Zone allows users to specify the location that will display each time the SmartOffice Mobile
application is opened:

e Home: The main SmartOffice Mobile screen displays each time the application is opened.

e Contact List: The Contact List screen displays each time the application is opened.

e Agenda View: The Agenda View screen displays each time the application is opened.

The landing zone makes it easier to program the buttons on Palm devices to quickly access the area of the
application that is used the most. For example, if the landing zone is set to the Contact List and the
Address button on the Palm device is set to open SmartOffice Mobile, each time the Address button is
selected, the Contact List in SmartOffice Mobile will display.

Mail Adaptor E-mail

The Mail Adaptor E-mail section on the Preferences tab is used to specify the e-mail address used in
conjunction with E-Z Data’s SmartOffice Mail Adaptor. This section only applies if the Mail Adaptor
module is being used.

Enable Phone View

The Enable Phone View option is used to change the appearance of the Contact List to work better with
Palm powered phone devices such as the Treo. With the phone view enabled, all phone numbers for each
contact will display (preferred number will display in bold) and can be dialed by selecting the appropriate
phone number.

{8) Palm 0S Garnet Simulator - [Simul... E'E'E'

Contacts

Abernathy, Brad
(626) 522-1160M
Able, Christian
{909) 875-7222##26541B
(909) 562-4895R

Ace Building,

{626) 987-7288E
(626) 987-2888B

Ackerman, Joseph
(626) 799-2951R

(310) 309-0948+#152B
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Contact Menu
From the Contact View, tap the Contact View tab to display the modules drop-down list.

=/ Pa 0 arne ato i |
111

Activity Log <A
SmartPad 7S
Policies 7 P

Investments /1 [M.D,, Inc.
FormLetters /L

{|Letter Queue ./ T|te250
o0s Angeles, CA 90007

626) 799-2951 T

Ackerman@bobbisnet.com
(Done )( Edit )({Details)

E £

Activity Log
The Activity Log is a list of the activities linked to a particular contact.

Adding a Timed Activity from the Activity Log
1. From the Contact View, tap the Contact View tab to display the modules drop-down list.
2. Tap Activity Log to open the ActLog tab.

3. Tap the New button to open the Activity Details tab.

4. Enter the activity information and then tap the Done button to save the activity.

(B) Palm OS Garnet Simulator, - [SimuL... EI'E'E' (B) Palm 0S Garnet Simulator - [Simul... EHE|E|
Joseph Ackerman rSep 22,05

ON 09/22/05; 5:00 pm - Meeting wif {_Time ) 5:00 pmDur.60 ¥ Minutes
(Contact) Ackerman,Joseph

[Participant] w Daniel

Place
Subject Meeting

+ Appointment

Meeting with Joe.
O Done [J Private ™ Tracked
O Alarm w Normal
=] (Done ) [ New ) ( Done ) (Go to ) (Cancel) (Delete)

ag
"ﬂ.‘

4320

[
)
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Adding a Non-timed Activity from the Activity Log

1. From the Contact View, tap the Contact View tab to display the modules drop-down list.

2. Tap Activity Log to open the ActLog tab.

3. Tap the New button to open the Activity Details tab.

4. Enter the activity information without entering a time and then tap the Done button to save the
activity.

SmartPad

SmartOffice Mobile can be used to view, add, and delete SmartPad records that are synchronized with the

SmartOffice database. Only those SmartPad entries that are added with SmartOffice Mobile for Palm and

have not synchronized with SmartOffice can be modified.

Adding a SmartPad Note
1. From the Contact View tab, tap Contact View and then select SmartPad from the drop-down list of
modules to display the SmartPad tab.

Activity Lo A

Policies 7P
Investments /1 |M.D., Inc.
FormLetters /L

{lLetter Queue ./ T|te 250

os Angeles, CA 90007
626) 799-2951 5

Ackerman@bobbisnet.com
(Done )" Edit )(Details)

3
2. Tap the New button to display the Details tab. Enter the SmartPad note and then tap the Done button
to save the additions.

{8) Paim 0S Garnet Simulatar - [Simul... [ ](5|[5] | & Paim 05 Garnet Simulator - [Simul... [2][5|[X]
L E ki1l Joseph Ackerman Detai

Discussed funding for Joe's kids college biscussed funding for Joe's kids
Appointment was scheduled for 09/22 college education over lunch.

Created:09/23/05
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Deleting a SmartPad Note

1. From the Contact View tab, tap Contact View and then select SmartPad from the drop-down list of
modules to display the SmartPad tab.

2. Tap the SmartPad note for deletion to open the Details tab.

3. Tap the Delete button to open the Delete Record dialog box.

4. Tap the OK button to delete the selected record from the palm device and the server.

Policies

SmartOffice Mobile can be used to display Policies, Policy Details, Interested Parties and Totals on the
PDA.

Note: Policy information is read-only and cannot be added, modified or deleted in SmartOffice Mobile.

(E) Palm 0S Garnet Simulator - [Simul... E“ 0 |§| (E') Palm 05 Garnet Simulator - [Simul.. E“ ] |§| (E) Palm OS Garnet Simulator - [Simul.. [“ o |§|
Joseph Ackerman Pollcy Details ‘Interested Parties

Pollues

Plan A.Prem Benefit)Plan Name Preferred Lifej Primary Contact
otal Coverage 1,412 449,999 i 20th Century Life Ackerman, Joseph
ome Insurance 587 5823490 Primary Advisor
Safe Driver Plan 1,700 ; Life Philip Anderson
Business Owner' 240 Primary Insured
AT 450 Joseph Ackerman
Preferred Life Owner

Submitted
Mode/Prem Monthly 150.00
Basic Face 100,000.00 Payor
NetDB 185,000.00 Joseph Ackerman
Cash Value

Joseph Ackerman

Accessing Policy Information

1. From the Contact View tab, tap Contact View and then select Policies from the drop-down list of
modules to display the Policies tab.

2. Tap the policy to display the Policy Details tab.

3. Tap the IntPrty icon to display the Interested Parties tab.

4. Tap the Done button and then tap the Done button again to return to the Policies tab.

5. Tap the Totals icon to display the Totals tab.

Investments

SmartOffice Mobile can be used to display Investments, Investment Details and Investment Totals on
the PDA.

Note: Investment information is read-only and cannot be added, modified or deleted in SmartOffice
Mobile.
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Accessing Investment Information

1. From the Contact View tab, tap Contact View and then select Investments from the drop-down list
of modules to display the Investments tab.

2. Tap the investment to display the Investment Details tab.

3. Tap the Done button and then tap the Totals button to display the Investment Totals tab.

(E) Palm 0S5 Garnet Simulator - [Simul... E_“E|E| (E) Palm 0S5 Garnet Simulator - [Simul... E_“E|E| (E) Palm 0OS Garnet Simulator, - [Simul... E“E|E|

‘Investments g il Investment Details _ ‘Investment Totals
Security Type StocksfCost: 1,618,975
Invest Name ngen Corporation ax Basis: 480,450
Account # 00234567956]¥alue - 2,147,660
Purchase Cost 54,000.00
Tax Cost 54,000.00
ash Shares/ Date 79412 07/22/02
AT&T Price/Date 62.00 02/28/05
Current Value 48,926.00

Investment Name
nited States Treasury Bill
organ Stanley U.S. Govt S
American Century High Yiel
ATT 8.8 2010

merican Century High Yiel
AIM Growth Fund

Form Letters

SmartOffice Mobile enables users to initiate the sending of a form letter to the selected contact.
1. From the Contact View screen, tap the Contact View menu and then select Form Letters.

8 Palm OS Garne ato | @) Palm 05 Garnet Simulator - [Simul... E”E|E\
Ddule FormLetter

Activitylog /A nvestment Prospecting Letter
SmartPad 7’5 hnual Review Letter
Policies 7P Appointment Confirmation Letter
Investments /1 |[M.D.Ine. |jAnnual Birthday Demo Letter
Beneficiary Endorsement to Policy Hol
Birthday Letter: 50th
D.|. Prospecting Letter
College Education Funding
und Manager Change
elcome to the New Move-In Policyhol
erm Renewal Letter

Form Letters
Letter Queue /T

iller City, CA 24564
309) 764-9845 =

illerj@mail.com

(Done )( Edit )(Details)

2. From the list of form letters that displays, tap on the letter to be sent to the contact and then tap the
Done button.

3. A confirmation dialog will display, confirming that the letter will be saved to the SmartOffice Printer
Queue during synchronization.
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Letter Queue

The Letter Queue displays a list of form letters selected using SmartOffice Mobile to be sent to a contact.
The list displayed in the Letter Queue will be added to the SmartOffice Printer Queue during the next
synchronization. If a selected form letter no longer needs to be sent to the contact, then it can be deleted
from the Letter Queue by selecting the letter and tapping the Delete button.
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