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Introduction

SmartMail for Lotus Notes is an add-on feature of SmartOffice® that integrates SmartOffice with Lotus
Notes and creates a seamless interface between the two, enabling users to continue using Lotus Notes as
their e-mail client. Users can compose Lotus Notes e-mail messages directly from SmartOffice and post
messages to the SmartPad™. SmartMail for Lotus Notes requires either Lotus Notes version 6.x or
higher. This document provides step-by-step instructions for the installation and use of SmartMail for
Lotus Notes.

User Roles and Licenses

1. Log into SmartOffice as a System Admin user. The System Admin user can set up access rights for
other offices, including SmartMail for Lotus Notes.

2. Select Office Settings from the expanded Office Setup menu to open a list of available offices.

3. Select the appropriate office and then click the Licenses tab.

4. Select the Lotus Notes Integration Module option and then click the Save button to record the
change.

5. Select an appropriate user on the Users List Summary and then click the User Roles/Licenses tab.

6. Select the SmartMail for Lotus Notes option in the E-mail Interface section and then click the
Save button. The selected user now has the SmartMail for Lotus Notes role.

3 SmartOffice - Admin (Maria) - Microsoft Internet Explorer
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Enter Contact Hame User Administration - Admin
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Installing SmartMail for Lotus Notes

1.
2.

4.

Make certain that Lotus Notes is not running prior to the installation of SmartMail.

From the side menu, click User Setup and then select Installations to open a list of additional
components that can be installed from SmartOffice.

2§ smart0ffice - Admin {Maria) - Microsoft Internet Explorer

Fle Edi View Fovoites Took Help [ ]
Back - = - (D 7 | D seach [ilFavoites ffMedia 4| CN- SH - 2] -
Adddress [@] hitp: 2192, 166.2.77 devS0rame him
Links [_1Folders (&]Customize Links ] Demo.nst  &]Dictionarp.com & frame & Fres Hotmal &]1TS @] LN [Gaurdian] &]LN-22 [Nagpui] &]LOCALCYS &]Marketing CvS & Minlfe — 150 &

lQuick AddiSearch
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Installations
| Description |
Enables synchronization of SmartOtfice data with & notebook PO

| Download
SmartOtfics Mabile
SmartLink for wiord
smartscanner
SmantDisler

Enter Contact Hame
Enables SmartOffice to import and export documents to and from Microsoft Word.

Enzbles a scanner interface. Allows embedding of scanned documents

If using & modem or network telephony system, allows phone numbers to be disled directly
from SmartOffice

SmartLink for Lotus Notes
smartLink for Spreadshest Export

Enablzs SmartOffice contacts and activities to synchronize with Lotus Motes.

Enablss Smartoffice to export spreadshest data in Comma Separated Yalues, Tab Separated
walues, and XML tormats into the Broveser, Notepad, Microsoft Excel and Microsott Wore
applications

SmartLink for Excel Reports
Smarthazil for Lotus Motes

Adaobe Acrobst Readsr Ste

Enables SmartOffice to export report data to Microsoft Excel

Ensbles SmanOHice to use Lotus Notes for sending s-mail messages and copying them to the
SmartPa.

Dovvrilnads Adobe Reader, used for printing spreadshests and reports Al
| Adobe

Download SmartOtfice Static Contert Downloads static pages into cache. Makes SmantOffice run faster.
Downioad Crystal Reports Viewer Downloads Crystal Reports Viewer, used to display and print rsports availabls on the Crystal
Server.

SmartLink for ¥Windows Explorer Enablss the posting of files from YWindows Explorer to various areas of SmartOffice
SmantLink Image'izver Enables the viewing of documents and images that are Linked, rather than Embedded, inthe
warious areas of SmartOffice where this functionalty is available.
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Click SmartMail for Lotus Notes to begin installation.
Note: If a warning displays that asks for permission to download an application from E-Z Data,
Inc., click the Yes button to enable the download to occur.

After the installation is complete, Lotus Notes will open automatically.

Note: The Lotus Notes Mail template must be customized in order to work with SmartMail for
Lotus Notes. This should be performed by the Lotus Notes Administrator prior to performing this
installation.
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SmartPad Posting Options in Lotus Notes

From the Actions menu click SmartPad Posting Options to open the SmartPad Posting Options dialog
box.

SmartMail for Lotus Motes - SmartDffice SmartPad Posting Options

Select SmartOffice SmartPad Pozsting Options

‘“wihen the Smarthd ail button iz zelected or a meszage iz zent from Lotus Notes:

t+ Manually post meszage to SmartOffice contact recard.

v Frompt to post meszage to SmartPad
when zending from Lotuz Motes with a walid SmartOffice Session.

" Automatically post message to SmartQffice contact records following confirmation.

i Automatically post mezzage to Smartdffice contact records without confirmation.

b atch SmartOffice contact recordz with Lotus Motez e-mail
addrezs in the following fields:

[ Ta I
[ [ Ce [ Boo

Cancel |

The SmartOffice SmartPad Posting Options dialog box provides the user with certain options to
customize posting. The following options enable the user to post a composed message to SmartOffice
either manually or automatically:

Manually Post message to SmartOffice contact record.

Selecting this option enables the user to post a message manually to the SmartPad of the
appropriate contact(s) selected in the SmartMail for Lotus Notes dialog box in SmartOffice.
Prompt to post message to SmartPad when sending from Lotus Notes with a valid
SmartOffice Session.

Selecting this option will prompt a message to the user whether the mail is to be posted to
SmartOffice or not when the Send button is clicked.

SmartMail For Lotus Motes

@ Wiould vou like to post this message to Contact(s) in SmardOffice?

Automatically post message to SmartOffice contact records following confirmation.
Selecting this option enables the user to post an e-mail automatically to the SmartPad of the
SmartOffice contact(s) following the confirmation message box. The posting dialog box will not
display in this case.

Automatically post message to SmartOffice contact records without confirmation.
Selecting this option enables the user to post an e-mail automatically to the SmartPad of the
SmartOffice contact(s) without the confirmation message box. The posting dialog box will not
display in this case.

The Match the SmartOffice contact records with the Lotus notes e-mail address in the To, Cc,
Bcc, From fields option enables the user to choose the e-mail address from the selected fields that
need to be matched to the SmartOffice contact records.
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Posting Messages to the SmartPad from Lotus Notes

In Lotus Notes, either e-mail messages from the Inbox or Sent folders can be posted to SmartOffice, or
e-mail messages can be posted when the Sent button is clicked.

1. Open the Inbox/Sent folder.

2. Select an existing e-mail to be posted to the SmartPad and then click the SmartMail button.

3. The Request Mail dialog box displays with the list of e-mail addresses of the recipients matching
the SmartOffice contacts.

Smart™ail for Lotus Motes - SmartOffice
Fequest Mail 4 [~ gi"j %'
Source | Contact | E-Mail Address | Type
Ace Building testiBez-data.com
Beoo Mo contact found,  uzeri@test-uaboo. com
O From John Ackley marai@prerniertedomain. com |ndividual
4 L]

[ tdark E-tdail Frivate in SmartFad

Total Contact(=]: 3

Puost | Cancel |

4. To post the selected e-mail to additional contacts, click the Find Contact(s) button.

SmartMail for Lotus Motes - SmartOffice
Hequest Mail ﬂ H %.
Source | Contact | E-Mail Address | TFind Contactz) [&ltF) |
OTo Ace Building testiZez-data.com Business
Boo Mo contact found. uzeri@test-pahoo.com
O From Jahn Ackley rmarialzpremiertedanain. com Individual
4 F

[ Mark E-bail Private in SmartFad

Tatal Cantacts]: 3

Post | Cancel
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5. Enter the appropriate search criteria to locate a contact or business record for posting and then click
the Search button.

SmartMail for Lotus Motes - Find Individual /Business Contack({s)

Enter the information to search Individual/Buziness Contactz)

Enter Mame |
Contact Type

" Individual " Business & |ndividual/Business

| Search | Cancel |

6. Select any additional contact(s) for posting and then click the OK button.

SmartMail For Lotus MNotes - Select Contact(s)

[

Last Mame | First Marne | Type |

narn Joseph |ndividual
O sckeman I arianne Individual
O s.ckeman K.enneth |ndividual
O Ackley John Individual
O Ackeman F.athleen Individual

Record Count ;5

ak LCancel |

Note: The additional contact selected displays on top and the Source displays as SmartOffice.

SmartMail for Lotus Motes - SmartOffice

Request bail dh fa BT Ry

Source | Contact | E-Mail &ddress | Tupe
SmartJffice Ackerman, Jozeph  JAckerman(@bobbiznet. com |ridiveidual

O7e Ace Bulding testiZiez-data. com Buziness

Boo Mo contact found,  uzer@test-vaboo. com

O From Jokin Ackley mariat@premiertedamain. com [ rdividual

1 *
[ Mark E-bail Private in SmartPad

Total Contact(z]: 4

| Post | Cancel
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7. To post e-mail to a contact’s Key Relations, select the contact and then click the Key Relations
button.

Smart™ail for Lotus Motes - SmartOffice
Fequest tai & @ﬁ
Source Cantact E-tal Address Type -
| | | _|,||:.l | Contact Key Relations [&k+k]]
O Ace Building testi®ez-data.com Buziness
Boo Mo contact found.  user@test-uahoo, com
O Frem John Ackley maria@premiertedamain, com [ndividual

4

[ Mark E-Hail Frivate in SmartFad

Total Contact(z): 3

Pozt | Cancel |

8. Select the Key Relation(s) for posting and then click the OK button.

SmartMail for Lotus Motes - Contact Key Relation(s)
=]
4 Contact Hame | Greeting | Relation

Dr. Aandall C. Halve... Randy iate
[ Mizs Marianne Acker.. Maranne Draughter
[ tr. Joe Halverson Joe Agzociate
O Mr. Kenneth Ackerm... Ken Son

O Mrs Kathleen M. Ac. Katie Wife

4

Record Count ;5

] 4 Cancel
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9. The selected Key Relation displays in the Request Mail dialog box with the Source as KeyRelation.

SmartMail for Lotus Motes - SmartOffice

Request bail % [~} H ﬁ'

Source | Cantact | E-Mail Address | Tppe
Smartffice Ackerman, Jogeph  JAckerman@bobbiznet com Individual
K.epRelation Dr. Randall C. H... Individual

Orta Ace Building test@ez-data com Business

Broo Mo contact found.  uzer@itest-nahoo. com

O From John Ackley mariatepremiertedomain. com Individual

4 L]
[ Mark E-Mail Private in SmartPad

Total Contact(z]: 5

| Post | LCancel

10. To post e-mail to a contact’s pending case, select the contact and then click the PCM button.

Request kil % [~ g’f
Source | Contact | E-Mail Address | Type |F'enu:|ing Caze Mangement [f-‘«lt+F']|
O7o Ace Building test{@ez-data.com Buziness
Beco Mo contact found.  uzer@test-pahoo. com
O From John Ackley mariat@premiertedomain. com Individual

4 3

[ Mark E-bail Private in SmartPad

Tatal Contact(s]: 3

Post | LCancel

Note: The PCM button will not be available if the user currently logged into SmartOffice does not
have the appropriate user rights.
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11. Select the Pending Case for posting and then click the OK button.

SmartMail for Lotus Motes - Pending Case{s) for Ackerman, Joseph

A Palicy# | Plan M arne | Carrier Marme | Status
3 92 American Level 10 ABC Life Inforce
[ 854683 Buszineszs Owner'...  BWHM Financial Active
[ rPaz=s166 Total Coverage ABC Life Infarce
[ 58234590 Frefered Life 20th Century Lif... Subrnitted
1l | L+l

Total Pending cazes: 4

(0] 4 I Cancel |

Note: Only one pending case can be selected for posting. The mail will be posted to the Policy
Notes and the Activity E-Mail section for the Policy/Pending case.

12. Select the Mark E-Mail Private in SmartPad option to mark the e-mail as private in the
SmartPad. Click the Post button to copy the e-mail to the SmartPad of the selected (checked)
contacts, their Key Relation(s) and pending cases (if selected).

Smart™ail for Lotus Motes - SmartOffice
Request bai % [~} E"j ﬁ'
Source | Contact | E-Mail Address | Tppe
ESmartEl fice Ackerman, Jozeph  JAckerman@bobbiznet com [ rdividual
K.epRelation Dr. Randall C. H... [ rdividual
Or1o Ace Building tezt@ez-data. com Businesz
Boo Mo contact found.  uzer@test-nahoo. com
Fram Jahin Ackley mariat@premiertedamain. com | ndividual

4

tdark. E-tail Private in SmartPad

Total Contacts]: &

| Post | Cancel

Note: The Mark E-Mail Private in SmartPad option will be disabled if the user logged into
SmartOffice does not have the Record Privacy rights or if the Enterprise View is turned on.

13. In the SmartOffice SmartPad, the user can access the original e-mail using the Open Link button.
(Customize the layout to display the Open Link column, if necessary).
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Posting Messages to the SmartPad from SmartOffice

1. In SmartOffice, open the Details tab of the appropriate contact and then click the Compose E-mail

button.
Joseph M. Ackerman (Joe) (Spouse: Katie)

£#00+ov i B EBEREsRED

Summary || Cortact (B} || Add| Personal || Household (Z) || Wey Relations || Berert || Leﬂq\ﬁﬂﬂﬂumﬂm—“—ﬂplﬂllmerrt SHER

ompoze E-mail F3

Personal Information Phone Numbers + fi B

Last Hame Ackerman Suffix [ Twpe | Full Phone | Remarks |
First Hame Joseph rdiddle M. [T Residence (626) 799-2951
Grasting Joe Title Dr. [ Business (310) 309-09454152
Type Client Sub-Type A
= hdckil L2y ETT O wd

2. Determine if the message being sent is to the selected contact or to the selected SmartOffice user(s)
regarding the selected contact.

<3 SmartOffice

Compose Mail Options

G Iz this message regarding the curment contact™
- Iz this message to the current contact?

Select ope oF more Wseks to Fecelve the e-rnail.
Click the fallowing check-hox to select maore thah & Wsers.

User-1 |

User-2 |

User-3 |

User-4 |
|_ lweant to select Additional Users.

[ OK || Close |

Note: When the “Is this message regarding the current contact?” opton is selected, the current
contact will not be the recipient of the mail. Only the e-mail address of the users will display in the
compose window.
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3. The Lotus Notes New Memo tab displays with the e-mail addresses of the recipients of the e-mail.

welcome | B2y Maria jose - Inbas 3¢ r!. Request Mail X @New Mema

% Send and File... || Save Az Draft Delivery Options...

Maria jose/premierdomain i |-"-‘\dmin<admin@ez-data‘l_com>
@ 01/23f2006 06:26 P o |
E}_IL bee |

Subject |F~!e: Jozeph M. Ackerman

Note: Any e-mail message composed from Lotus Notes can be posted to the SmartPad while the
user is logged into SmartOffice. When the user clicks the Send button in Lotus Notes, a “Would
you like to post the e-mail to SmartPad™?”” message displays. Select Yes to open the Request Mail
dialog box listing the SmartOffice contacts and recipients’ e-mail addresses.

4. The e-mail is posted to the SmartPad of the selected contact(s) in SmartOffice.

Posting Messages to Policies/Pending Cases from
SmartOffice

1. In SmartOffice, open the Details tab of the appropriate Policy or Pending Case and then click the
Compose E-mail button.

Issued - 856974 - Life - Erin Basinger - Preferred Life - 20th Centun,r Life Insurance

KOO+ HEEPR /Y E l €0 »
Summary Detail (P || Underwriting || Delivery () || Advizor Requests || Riderz/Reinsurance H_—MM'L“*'-‘D'L‘—D—LH

Compoze E-mail F9
Status and Dates Premium Information

StatusiStatus Date Issued 01/10:2005 todal Premium 400,00 Prem hode Quarterly
signed 117302005 Ry Submitted 12052004 Ry Fay hfethod Check Annlzd Frem 1,600.00
Target Excess Prem
12:21/2004 12/30,2004
All Reg In E’ Approved E’ Lump Sum AEE
lssued 01/10/2005 E, Delivered O Comm hodal 400,00 Comm Annizd 1,600.00
Infarce O Renewal
: . : Policy Advisor Summa
Basic Policy Information + m ‘ E E E
T | Role | Advisor Interes‘t—[
Policy # 56974 Caze # [~ Primary Advisor Carolina Christianzen 100.00
Caze Unique I0 66054-1601
Carrier 20th Century Life Insurance
Flan Name Preferred Life Pullcy Insured Summary + 1 & B 153
Term -
P Ve Sub-Type ™ Contact Hame | Proposed Class

Note: E-mail can be composed from only one Pollcy or Pending Case at a time.
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2. Determine if the message being sent is to the selected contact(s) related to the current case/policy or
to the selected SmartOffice user(s) regarding the current case/policy.

3 Smart0ffice

The contacts listed below are related to the curvent CaselPolicy. Select the contacts to
Whakn vou workd ke to send a letter.

Case Information

Case Office Maria
Falicy # $56974 Casze #
Flan Hame Preferred Life

[

Related Contacts

"¢ | Contact Hame ' Role

r Basinger, Erin Primary Contact

- Bazinger, Erin Primary Inzured

- Bazinger, Erin Cvvner

I Bazinger, Erin Payor

- Chriztianzen, Carolina Primary Advisor

r Ahkle, Chriztian Adam Advizar's Supervisar
r MoiCoy, Harry Unclerwriter

- 20th Century Life Insurance Carrier

Compose Mail Options

% Send a meszage to the Selected Contachs).
" Send a meszage to SmantOffice Usenz) regarding the curmrent Case/Policy.

| 0K | | Cancel |

Note: When the “Send a message to SmartOffice User(s) regarding the current Case/Policy” is
selected, the current contact will not be the recipient of the e-mail. Only the e-mail addresses of the
users will display in the compose window.

3. The Lotus Notes New Memo tab displays with the e-mail addresses of the e-mail recipients. When
the e-mail is sent, it will be posted to the Activity Mail tab and the Policy Notes of the selected
recipient(s) in SmartOffice automatically.

Issued - 856974 - Life - Erin Basinger - Preferred Life - 20th Century Life Insurance

K#OOER

SUmmEry || Detail (P || Undepweriting || Delivery () || Advizor Regquests H Riderz/Reinzurance || ActivityMail (Z) || LettersDocuments | Palicy Transactions

5 f T E S »

Pending Case Activity Summary

Start Date i Contact Hame Start Time  Type Sub-Type Subject Reason
4| | »
E-mail Information 77 B
I Sent Date Sender Recipient Subject Post
||_ 01/28/2006 12:028M  maria@premiertedomain.com Admin =so-me@ezd.com= Re: Erin Basinger; 20th Century Life Insurance; 66054-1601; &
96974
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