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Objective

The main objective of SmartLink for Windows Explorer is to facilitate the posting of files from
Windows Explorer to various areas of the SmartOffice system. While files can be posted from the
Letters/Documents tab throughout the system, this is often a multi-step procedure that requires
the user to physically have the record open at the time of posting.

The SmartLink for Windows Explorer interface enables the user to be anywhere in the
SmartOffice system and post to almost anywhere else in the system. The interface for this
function is consistent with the way users are accustomed to using other Windows Explorer plug-
ins. Furthermore, by utilizing the concept of active/expanding Context Menus, SmartOffice users
will feel more comfortable and confident regarding the ability to achieve results while posting
files.

If a user is logged into SmartOffice and has the contact record selected, this new posting feature
will provide the ability to be virtually two clicks and a description entry away from posting a file.
If the user has not pre-selected the contact record, they must first find the contact and then
complete the posting.

Functionality

Using the new SOActiveX component as a point of integration, SmartLink for Windows Explorer
is an external component of SmartOffice. The end user interface has the following capabilities
regarding the posting of files to the Letters/Documents tab, located in various areas of the system.

Posting

o |dentify and post file(s) to the Active Contact. The term Active Contact refers to the
Individual, Business, or Advisor record that is currently selected by the user in the current
SmartOffice session.

e The ability to find any Individual, Business, or Advisor record. The ability to locate contacts
that are not necessarily the Active Contact.

e The ability to locate other contacts through the Found or Current contact’s Key Relations.

e The ability to post a file to a contact specific Pending Case, Policy, Account Master,
Investment Position or Opportunity record. Basically, anywhere there is a Letters/Documents
tab in the SmartOffice system.

e The ability to zip together and post multiple files, as one entry, to any of the areas noted
above.
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Navigation

From Windows Explorer there will be a SmartLink Posting menu option. When this Context

Menu is selected for a file, the following workflow will occur:

e SmartLink Posting is selected and the SmartLink for Windows Explorer dialog box opens to
a spreadsheet layout.

0 The Active Contact is displayed and the following toolbar buttons are available:
o Contact Search
e TagAll
o Key Relations
Module specific buttons:

Pending Case

Policy

Account Master

Investment Position

e  Opportunity

o |f there currently is no Active Contact selected in SmartOffice, then the SmartLink for
Windows Explorer spreadsheet will be blank when it is first opened.

o If there is more than one contact record tagged and the user selects the Key Relations button,
the Key Relations that will be retrieved will be those for the highlighted record only. This is
the same functionality that exists in the Outlook plug-in. When one or more Key Relations
are selected, these will be added to the list of contacts in the SmartLink for Windows
Explorer and will be automatically tagged.

e Only one contact record can be tagged if the user wants to post the file(s) to a module specific
Letters/Documents tab.

o If more than one contact is selected, the user will receive a warning message when
attempting to select one of the module specific buttons.

Eﬂ SmartLink for Windows Explorer, E]

"'_n,, Only one contact record may be selected
L] wehen attempting to perform this action.

0 When the file is posted to the Documents section of the Letters/Documents tab, it will
also automatically post to the related SmartPad.

0 After the process of posting is completed, all SmartLink for Windows Explorer dialog
boxes will close.
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Unsupported Functionality

e The user cannot be at the Pending Case, Policy, Account Master or Investment Position
summary screens, tag a record, and then open SmartLink for Windows Explorer expecting
that the current record will be the default record for posting. The main record (relationship)
will always be with contact records.

e The user cannot find a holding directly by using an account number or policy number.

Designs and Workflow
Installation Options

As with all other installations and plug-ins that work in conjunction with SmartOffice, the
installation program for SmartLink for Windows Explorer is available from the Installations
spreadsheet. This is accessed by selecting Installations from the User Setup menu. If the user
does not already have the SOActiveX component installed, it will be installed when the user first
installs SmartLink for Windows Explorer.

If there is a newer version of either the SOActiveX component or SmartLink for Windows
Explorer, these items will automatically be updated when SmartLink for Windows Explorer is
accessed by the user.

SmartLink for Windows Explorer Workflow

User not Logged into SmartOffice

The user should first be logged into the SmartOffice system to use the SmartLink for Windows
Explorer plug-in. If the user is not currently logged into SmartOffice, they will receive the
following message. Once the user has logged into the system, they can right-click on the
appropriate file(s) and open the workflow for SmartLink for Windows Explorer.

ﬁ SmartLink for, Windows Explorer, EJ

i You are currently not logoed into SmartOffice.
Pleaze login and attempt this operation again.

User Logged into SmartOffice

When a user right-clicks on a file or files, after having first installed the SmartLink for Windows
Explorer plug-in, there will be an option on the Context Menu labeled SmartLink Posting. When
the user selects this option, then the SmartLink for Windows Explorer dialog box will open.
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SmartLink for Windows Explorer Program

The SmartLink for Windows Explorer dialog box is the control center for this plug-in. From here,
the user can decide to search for a different contact or contacts for posting, Key Relations for one
specific contact, or instead post the selected file(s) to one of five key areas of the system for one
specific contact. The example depicts the SmartLink for Windows Explorer program with module
buttons. This same spreadsheet view is used for both individual and business contact records. The
columns listed are Contact Name, Phone and Employer/Primary Contact. The information for the
Phone column will be generated from the Preferred Phone number field. Individual Contact
records will have an Employer and the Primary Contact will be populated for Business Contact
records.

8 SmartLink for Windows Explorer - SmartOffice E||E|Pz|
O &P E
Caontact Hame Ermplayer/Primary Contact Phone
Ackerman, Jozeph M. Jozeph M. Ackerman, M0, Inc. [E26] 7392
Angzong, Dawvid M. Joseph M. Ackerman, M.D. Inc. [310] 793-2951
4 3

Total Contacts : 2

Post | | Cancel

E2000-2004 E-£ Drata, Inc, All rights reserved.

If there is currently no Active Contact selected in SmartOffice, then the SmartLink for Windows
Explorer spreadsheet will be blank when it is first opened. The user will need to perform a
Contact Search prior to attempting to either post the file(s) to a contact or one of the module
related areas for a contact. The example below depicts the warning message received when the
user selects the Post button and the spreadsheet is blank.

B8 SmartLink for Windows Explorer Fz|

"j At least one contact record must be selected
. when attempting ta petfarm thiz action.

When the user selects one or more contacts and then clicks the Post button, the workflow outline
in the Posting Options section of this document will be enforced. If the user clicks the Cancel
button, then their focus will be returned to Windows Explorer.
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Contact Search Functionality

The following functionality and workflow exists for the SmartLink for Windows Explorer
program when the Contact Search button is selected:

e Contact Search

o0 When this button is selected, a contact search dialog box is displayed with the option to
search Individual Contacts, Business Contacts, or both Individual/Business Contacts. The
default when this box opens is to search both Individual and Business Contacts just as in
the Outlook plug-in.

&8 SmartLink for Windows Explorer - Find Individual/Busi... E|

Enter the information to search Individual /Buziness contact(z)

Enter Mame I |

Contact Type
O Individual ) Business @ |ndividual/Business

| Search || Cancel |

0 When the Contact Search results are returned, they are displayed in a Select Contact(s)
dialog box. The SmartLink for Windows Explorer and Outlook plug-ins share the same
look and feel in their Select Contact(s) dialog boxes.

Contact Mame & E mploper/Primary Contact Phone
AEC Life | MonicaSeott | [32:

[ 2BC Marutacturing Elan &. Harley [626] HE5-3333

O &bemathy, Brad Mationz Life Insurance [B26] 522-1160

[ &.ce Building Felicia Alerander [E2E] 9877208

O Ackeman, Jozeph M. Jozeph M. Ackerman, M.0D., Inc. [626] ¥93-2951

O ackeman, Kathleen M. Hibbel [E26] 984-0222

O Ackeman, Kennath [E26] BRE-1213

[ e I R ¥ B [AEY PN O

4 3

Total Contacts ; 41

OK | | Cancel |

S2000-2004 E-2 Data, Inc, All rights reserved.

0 When the user selects one or more contacts from any Select Contact(s) dialog box, they
will be displayed in the SmartLink for Windows Explorer dialog box both automatically
tagged and in alphabetical order.
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0 If the user searches more than one time, then the results of each new search will be added
to the existing list of contacts and displayed on the spreadsheet in the SmartLink for
Windows Explorer dialog box. These additional records will be alphabetized and tagged
as well.

0 The user must input some information to perform a search. Blank searches are not

allowed. If the user attempts a blank search, then they will receive a warning message
and the OK button will return them to the Contact Search Options dialog box.

@ SmartLink for Windows Explorer, g]

"'_n,, Mo search condition has been specified.
L] Please enter a search condition prior to
running this search.

e Contact(s) Displayed and Post Button Selected

0 When the user selects a contact record and then selects the Post button, the file(s) will
post to the Letters/Documents tab of the selected contact(s).

Key Relations Button Functionality

The Key Relations button functions in the same manner as it does in the Outlook plug-in. This
dialog box has at least two columns for identification purposes:
o Key Relations — Contact Name, Role

o0 Only Individual Key Relations are retrieved and displayed. Business Key Relations are
not retrieved as part of this search.

0 The Key Relations button functions as it does in the Outlook plug-in. If the user has
multiple tagged contacts, only the Key Relations for the highlighted line will be returned
in a dialog box when the Key Relations button is selected.

o0 This is the only module Select dialog box that contains a multi-select spreadsheet.

0 When the user selects one or more Key Relations and then clicks the OK button, these
records display on the SmartLink for Windows Explorer spreadsheet in alphabetical order
and will automatically be tagged.
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o0 This dialog box is the only dialog box to have OK and Cancel buttons.
0 The Cancel button will return the user to the SmartLink for Windows Explorer dialog
box.

& SmartLink for Windows Explorer - Posting Options

Key Relations Summary A

Contact Mame & Raole
ckerman, Fathleen M. Spouse

O Ackeman, Kenneth San

O &ckeman, Marianne Draughter

O Halverzon, Jos Agzociate

O Halverzon, Randall C. Agzociate

4 3
| OK || Cancel

EZ000-2004 E-2 Data, Inc, Al ights rezerved.

Module Button Functionality

When the user attempts to select one of the Module buttons, only one contact record may be
selected; otherwise, they will receive a warning message. The following functionality and
workflow exists for the SmartLink for Windows Explorer program when one of the Module
buttons is selected:

e Module Posting Options

0 When the user selects a module button, an area specific spreadsheet will open so the user
can select the appropriate record for the data type. No customization of these screens is
allowed. The available columns for each data type are detailed. All the module specific
spreadsheets have Post and Cancel buttons for immediate posting:
= Pending Case: Plan Name, Commissionable Annualized Premium (Comm

Annlzd),Case #, Status (Figure 1)

e The only Pending Cases that are retrieved are those that normally would be
displayed by the stage Underwriting_All on the global Pending Case Summary
spreadsheet.

= Policy: Policy #, Plan Name, Annual Premium, Policy Status, Carrier Name (Figure
2)
e Only Active status Policies will be retrieved.

= Account Master: Account Name, Account #, Open Date, Total Value (Figure 3)
e Only Active status Accounts will be retrieved.

= Investment Position: Account #, Investment Name, Symbol/CUSIP, Shares,
(Current) Value (Figure 4)
e Only Active status Positions will be retrieved.

= Opportunity: Opportunity Name, Status, Campaign Name (Figure 5)
e Only Active status Opportunities will be retrieved.
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Module Posting Options Figures

& SmartLink for Windows Explorer - Posting Options

Pending Case Summary

Flan Mame -~ Statuz Comm Annlzd | Case # Stage

Preferred Life Submitted 1800000 | Undenwriting

Post | | Cancel

E2000-2004 E-2 Data, Inc, All rights reserved.

Figure 1

& SmartLink for Windows Explorer - Posting Options

Individual Policy Summary

Folicy Flan Mame Annwal Premium | PolicyStatus Carrier Mame

Safe Driver Plan 1,700.00 %M Financial

Home Insurance Artive Prudent Inzurance ...
Buziness Dwner's ... 24000 Active BiwM Financial
Total Coverage 1.012.00  Inforce ABC Life
11975043 CAT 450,00 Active BiwM Financial
4 3
Post || Cancel

EA000-2004 E-2 Data, Inc, All rights reserved.

Figure 2
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& SmartLink for Windows Explorer - Posting Options

Account Master Summary

Account Mame Account H Open Date Total Y alue

Ackerman Annuities 4581208 FEA 131.766.04

Amenican Funds Account 24482 124154193396 102,738.95

Perzhing Individual Account 00234567956 12/28/41955 43793897

4 3
Post || Cancel

EA000-2004 E-2 Data, Inc, All rights reserved.

Figure 3

& SmartLink for Windows Explorer - Posting Options

Position Summary

Account & |Fvestment M ame Symbol/CUSIP Shares Wal -
00234567956 Federal Matl Mg ... | 31364FZH7 9,920,028 I
00234567956 ATET 001957109 224884 B3.237.
00234567956 Cash 192337465 £0,000.00 B0.000.
00234567956 Amgen Carporatiaon 03162100 7412 81,562,
00234567956 General Electric Ca...  3B962G1M4 44 221 64 44 BRA.
00234567956 ATT 8.8 2010 120033211 13681818 138,339,
4531203 American Skandia 131.7EE, -
4407 Amarican Frmds 11 MPE200 0 1120 749 17 A7

4 3

Post || Cancel

EZ000-2004 E-2 Data, Inc, Al ights rezerved.

Figure 4
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& SmartLink for Windows Explorer - Posting Options

Opportunity Summary

O pporturity Hame & Statuz Campaign Mame

Retirement Planning llmitiall | Retirement Planning

Post | | Cancel

EA000-2004 E-2 Data, Inc, All rights reserved.

Figure 5

o Other than as noted for Key Relations, these module specific dialog boxes have single select
spreadsheets and Post and Cancel buttons.

e The user will highlight the appropriate record and then select the Post button to immediately
post the file(s) to the appropriate Letters/Documents tab.

e |f the Cancel button is selected, then the workflow will return the user to the SmartLink for
Windows Explorer dialog box.

Posting Options and Error Handling
Posting Options

When the user selects the Post button from any of the SmartLink for Windows Explorer dialog
boxes, it is expected that the selected file(s) will post to the Letters/Documents tab of the
appropriate data area. After selecting the Post button, the Posting Options dialog box will open
enabling the user to provide pertinent information regarding the file(s). The user can input a
Description, Category, and Keyword(s) that will provide assistance in identifying the file(s) in the
future. The Description field is a mandatory field for this dialog box.

Eﬂ SmartLink for, Windows Explorer,

D escription || |

Categaory I ﬂl

Keyword I |

|Enst to SmartOffice || Cancel |
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Whenever the user clicks on the Post to SmartOffice button, then any other open SmartLink for
Windows Explorer dialog boxes close. The user will receive positive notification regarding the
success of the file(s) posting.

B SmariLink for Windows Explorern E|

SmartOffice was successiully updated
swith the selected filels).

Error Reporting

If there is an error while attempting to post the selected file(s) to the appropriate
Letters/Documents tab, the user will receive an error dialog box. When the posting fails, the focus
will return the user to Windows Explorer.

ﬁ SmartLink for Windows Explorer,

L
\l;) There waz a problem posting the selected filels).
Pleaze contact customer support for assistance.

There is also dynamic checking of certain types of restricted files that cannot be uploaded to the
SmartOffice system. If the user right-clicks on one of these restricted file types and attempts to
select Post to SmartOffice they will receive an error message dialog box prior to processing the
workflow. If a restricted file is to be included as part of a group of files and is Zipped, this is
permitted. The following example depicts the error dialog box that displays when only one file is
selected and it is of a type that is specifically restricted by SmartOffice for posting.

Eﬂ SmartLink for Windows Explorer,

i The selected file iz specifically restricted by SmartOffice.
Please =elect another file for posting.
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