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Overview of TrueSync and Outlook

- What is Outlook?

Different versions of Outlook

How to choose Outlook synchronization during installation
- What you see during TrueSync setup

How to back up your Outlook data

Folders vs. Categories

Exchange server

Expression Services

Issues to be aware of (“gotcha’s”)
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What is Outlook?

- Outlook is a PIM (Personal Information Manager)
It will manage your:
-Contacts
-Calendar
-Tasks (ToDo items)
-Memos

- It also handles e-mail and journal entries, but we don’t
synchronize those
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Different versions of Outlook

There are several “flavors” of Outlook:
+ Outlook 97

+ Outlook 98

+ Outlook 2000

+ Outlook XP (also known as Outlook 2002 and less commonly
Outlook 10)

There is also a product that comes with all versions of Windows
called “Outlook Express”. It is a limited “email and address book
only” version. We do not synchronize with Outlook Express.
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How to choose Outlook synchronization during

installation

+  When the Starfish Installer runs, you will see the choices for Outlook synchronization.

Select the version of Outlook you will be using. Then press the “>>” button to
complete installation.

Desktop Application Synchronization
¥ Outlook 9812000
178.7 KB/ min  +1.0.6.68
¥ X

1716 KB/1 min - +1.0.6.68

Note that future versions of TrueSync will have a single choice for Outlook, which will

not reference any version numbers. This should reduce confusion for the end user.
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What you
see
during
TrueSync
setup

+ Truesync Plus

Wwhelcome to the TrueSync Fluz Setup wizard,

Thiz Wizard will guide you through zome zimple steps to
prepare TrugSync for first time uze.

Click Mest ta continue.

¢ Back Cancel Help




+ Truesync Plus

What you
see
during
TrueSync
setup

Select the desktop application that pou wigh to
synchranize. Additional applications may be added from
the Client menu within T ueSync.,

Desktop application(=]:

Clutlook, 98 [Mot [nztalled)
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< Back Hext >

Cancel |

Help

+ TrueSync Plus

Outlook 2000 Setup

Flease wait while TrueSync examines your Outlook
configuration.

[Lhange Settings...

< Back Hest Cance

« Truesync Plus

Outlook 2000 Setup

TrueSync has finished examining your Outlook,
configuration and has automatically configured itself to

synchronize pour data,

Contacts:

The following folder(z] will be spnchronized:

Personal FoldershContacts
Pergonal Folders\Contacts\Family
Personal Folders\Contacts\Friends

Personal Folders\Contacts\Commercial
Personal Folders\Contacts\Starfish List

Pergonal Folders\ContactshSkuTel
Personal FoldershContacts\M otorola

=

LChange Settings... I

Cancel

Help |




What you
see
during
TrueSync
setup
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What you
see
during
TrueSync
setup

Outlook Settings

I Eontactsl Tasksl M otes |

“When vou chooze to synchronize multiple folders,
E TrugSynec allows pou to access any folder group in

Outlook. Check the additional folder grouplz) you
wizh to zet up for spnchronization below,

MHaote: Data acceszed from an Exchange Server may take
a long time to synchronize.

QOutlook falder groups:

[w|Perzonal Folders
[w]bd ailbo - Johe Doe

[ lArchive Folders ;l

(] 4 | Cancel | Lapply | Help
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Outlook Settings

Folder Optians | I Tasksl M otes |

% Outlook, Contacts

Do pou gtore all of wour contacts ina gingle folder?

" Yes, and | use categories to organize them

Bleaze chooze the falder where your Dutlaek Contacts
are stared.

Hutlook falder:

IF'erscnnaI Folders'Contacts
Update | Browze,.. |

FHD

| uze multiple folders, or | do not organize my contacts
uzing categones.

0k I Cancel Apply Help




What you
see
during
TrueSync
setup
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+ Truesync Plus X|

Select the device that you wish to synchronize. Additional
devices may be added from the Client men within
TrueSync.

Device(s):

Falm Devices

< Back Mext Cancel Help

How to back up your Outlook data

- Before starting a sync you should back up your data in
Outlook. This way, the user can restore their data to
Outlook of they are not satisfied with the results of their

sync.




& Contacts - Microsoft Dutlook

How to back up your [ Eile | Edt view Favorites Tools Actions  Help
Outlook data . - P G- BpFrd % |E
- "R= | &
Close Al Tkerms i
- Each version of Outlook |
appears somewhat different, | ttachmen
but the basic instructions are Folder 3
the same. IE;;E;Filg Management. ..
- Go to the “File” menu in | Import and Export. .
Outlook and select “Import & Archive...
Export” Page Setup 3
E:. Prink Preview
& Print..., Chrl+P
Wark Offine
%@Starﬁsh Exit
E-<&a Inbox

How to back up your
Outlook data

Zhoose an action to perform:

Export to a File

Import & WCARD File (wvch)

Import an iCalendar or wiZalendar File (L wes)
Import From another program or File

Import Internet Mail Account Settings
Import Internet Mail and Addresses

— Descripkion

Export Outlook information to a File For use in other
programs.

%_ﬁ Starfish @I ¢ Back I Mest = I Cancel




How to back up your
OU'“OOk data Export Personal Folders X

Select the folder to export From:

E@' Personal Folders
----- £ YInfecked

----- % Calendar
EEI---@ Contacks

----- & Deleted Items
----- B} Drafts

[ Inbox

{ﬁ Journal

..... Mokes

[
J@ Outbo ﬂ
' _oter. |

+1.5F% Saweed Thames

,%\,Starﬁsh @l < Back I Mext = I Cancel |

How to back up your
OI.I'“OOk data Export Personal Folders |

Save exporked file as:

IJDcuments'l,.ﬁ.rchived'l,l 1262001backup.ps  Browse, ., |

Opkions

{* Replace duplicates with items exported
= allow duplicate items to be created

" Do not export duplicate items

,%\, Starfish @l < Back. I Finish I Cancel




Folders vs. Categories

- This is probably one of the most confusing issues you
will deal with when working with Outlook and TrueSync.

- Outlook records have a field at the bottom called
“Categories”. Some users (not many) use this field to
manage their data. Other users separate their data into
discrete folders within Outlook.

- The next few slides will show you both of these methods
of data management.
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Folders vs. Categories

4 Calendar éEusinE
El{f:} Contacts | E-mail
- @ el Phone S
-2 Commercial Coxor
2 Family Busine
-2 Freq. Contacts Busine
- Friends E-rail:
% Maotorola

; Denm
2 SkyTel Busine

4% Starfish List
| - -@ Svkes Euger
i ----- d Deleted Ikems Busine
,E’,-,)Starﬁsh -k Drafts E-mail;




Folders vs. Categories

Contacks Propetrties

Contacts | Fields |

To synchronize contacts, match the comect file/folder name for each client
calurn by aligning them an the zame row, Click in any cell. then click the
dovar arrow o view a list of available files folders.

X

Refrezh List |

| Dutlook 2000

| Wigdom 05 Device

rs

-

Freq. Contacts

Phone Memar Contacts

Freq. Contacts
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SkyTel SkyTel
Matarala Matarala
Sykes Sykes
Starfish List Starfish List _|;|
1 | E
[~ Do naot synchronize Contacts
0k, I Cancel Spply | Help |

Folders vs. Categories

B3 \Infected
% Calendar

‘f:i- i_onkacts

----- @ Drrafts

------ ‘T_ﬁl Sent Tkems

f_g'.i.a Starfish

EII@' Cwtlook, Today -

{7 Deleted Thems

I £E1 Saved Ikems

[Personal Folde

i Cateqgories

Business (11 ikems)

| Categnrles

Mu:ntu:nru:ula (22 |tem5]|

o= DOUGLAS ALERECHT
MARE ANDREWS
GREGE ARMSTRONG
BRUCE BAKER
JEMMIFER: BANKS
JOSHUA BARTEL

DAYE BEEEE
DEBORAH BELANGER-F




; ?
Folders vs. Categories == I

Item(s) belong ko these categories:

Mokorola add ko Lisk |
i-ategories. .. | IM':'t':'r':'la Available categaries:

Campetition
Fawvarites

Gifts
GoalsfObjectives
Hulidayw

Holiday Cards
Hak Cankacts |-
Ideas

L_| International
kKey Cuskamer
Miscellaneous

Makarala
Personal LI

%}b Starfish 04 I Zancel Maskter Cakegory Lisk. .. |

L

Folders vs. Categories
B

Contacts | Fields I

JE=1  To synchionize contacts, match the cormect file/folder name for each client
] column by aligning them on the zame raw, Click in any cell, then click the

down armow to view a list of available files/folders.
Refrezh List |

COutlool, 2000 | Wizgdom 05 Device -
Buziness Business <add>

fatarala M atarala -
Starfizh

nfiled

Commercial

Contacts -
4| | E

[ Do rnot spnchionize Contacts

%{3 Starfish (] 4 I Cancel Apply | Help |




Folders vs. Categories
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Folders vs. Categories

Outlook 2000 Options x|

Ouwlock 2000 | FolderOptions | Fileds
Contacts | Tasks I Motes
s

Beec) Outlook Contacts
i - -~

Do pou ztore all of pour contacts in a single folder?

& ¥es, and | use categonies to organize them

Please choose the falder where pour Outlook, Contacts
are stored.

Outlook folder:

IF'ersu:unaI FoldershContacts

Update | Browse. . |

Fﬂn

| uze multiple folders, or | do not organize my contacts
uzing categones.

ak I Carcel | Apply | Help |
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Outlook 2000 Options x|

Oulook 2000 | FolderOptions | Fileds

Contarts | Tl I Bl mbmm

Browse for Folder x|

Browse for the folder containing the records you want to
suhichranize;

- Archive Folders
=l Personal Folders
Bl “nfected

Draftz

Inbio
Outhox
Saved ltems
[ Sent ltems

ak I Cancel | Help |

ok | Cancel | Spply | Help |




Folders vs. Categories

+ Clicking “OK” will bring up a dialog advising you to map your
categories, since the previous mapping is no longer valid. Clicking
the Contacts button on the TrueSync toolbar will allow you to map
your categories.

- Since Outlook permits the user to apply more than one category to
a contact record, when that record is synced to a client, it may
appear multiple times on that client. This is because the client may
handle categories more like separate folders, so TrueSync has to
put a copy of the contact into each category. This can lead to calls
from users complaining about “duplication” of records on their
device. Most devices have an “All” category selection which they
default to. Users may not be aware of this, and assume that
TrueSync has duplicated their data.

%{) Starfish

Exchange server

- In addition to synching with the user’s Personal Folders file on
their local hard drive, TrueSync allows them to sync with their data
on an Exchange server.

+ Exchange servers are a way for large companies to keep their data
in a single repository, accessible to anyone with sufficient
permissions. This way, there can be a company “master” contact
list that everyone has access to, plus they can have their own
individual accounts on the server with their own private data.
TrueSync will allow the user to sync with both of these.

,E’.-Ea Starfish



Outlook Settings

IEontactsl Tasksl M otes |

Exchange server

TrugSynec allows pou to access any folder group in
Outlook. Check the additional folder grouplz) you
wizh to zet up for spnchronization below,

E “When vou chooze to synchronize multiple folders,

MHaote: Data acceszed from an Exchange Server may take
a long time to synchronize.

QOutlook falder groups:

[ lArchive Folders ;l
[w|Perzonal Folders
[w]bd ailbo - Johe Doe

,%‘.‘) Starfish (0] 4 | Cancel | Apply | Help

Exchange server

Contacts |Fie|dg |

J==| To synchronize contacts, match the comect file/folder name for each client
| column by aligning thermn on the zame raw. Click in any cell, then click the

dowun arrow to view a list of available flez/folders.
Refresh List |

Outlook 2000 | Wizdom 05 Device -
Maotorola - Mailbox Muotorala

Friends - Mailbox

Freq. Contacts - Mailbox Freq. Contacts

Family - b ailbox Farnily

Commercial - M ailbos Comrmercial

Contacts - Mailbo: Contacts -
4| | »

[ Do nat synchronize Contacts

,%b Starfish (] I Cancel Apply | Help




Contacts Properties x|

Caontacts |Fie|dg |

Exchange server

J==1 Tosynchronize contacts, match the comrect file/falder name for each client
1 column by aligning them on the zame row. Click in any cell, then click the

- dovr armow bo view a list of available filez/folders.
Refresh List |

Outlook 2000 | Wizdom 05 Device -
Matorala - Mailbox k4 otorola

Friends - Mailbox Friends - Mailbox <add: e
Freq. Contacts - kailbos Freq Contacts

Farnily - M ailbio: Farnily

Commercial - b ailbox Cornmercial

Contacts - Mailbox Contacts -
1| | E

[T Do not synchronize Contacts

,%.) Starfish 0k I Cancel Ll | Help |

Expression Services

Starting with Outlook 98, Microsoft introduced a feature called
“Expression Services”. This is a module that allows other
programs to work with data within Outlook. It gets installed during
the Full installation. It’s not installed during Minimal and Standard
installations.

When Outlook 2000 came out, however, Expression Services was
built into Outlook and was no longer a separately installable
component.

This information is important because...

&f» Starfish



Issues to be aware of - “Gotcha’s!”

Exchange Server issues:
- Sync can sometimes be slow, due to network traffic
- Users may have trouble syncing “shared” folders

- If users have added custom categories to their contacts on the
Exchange server, but haven’t added them to their Master Category
List on their desktop, TrueSync won’t see those categories.

+ Users may see strange text in their email address fields
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G otc h as ] BE] Untitled - Appointment 1Ol x|
File Edit ‘Wiew Insert Format Tools Actions Help Type a question for help =

[Hsaveandclose & (] | <% Recurrence... | GFImvite Attendees... | ! b K 4 - w - | 7]

Appointment I Scheduling I

Subject: IMotoroIa Meeting

Location: I ﬂ [ This is an online meeting using:  |Miceasaft MetMesting ﬂ
Starttime;  [Mon 11/26{2001 x| [#3oPm x| T Allday event
End time: [ton 1172672001 x| [sooem |

:\@/ [ Reminder: |15 minukes j &I Show time as: I. Busy LI Label: ||:| Mone

Busy tag J

Private tag

3 NN

. I
%‘3 starHSh Conkacks. .. | I Cateqaries... | I Private i




Gotchas!

'™ Dutlook Today - Microsoft Dutlook

File Edit \View Faworites Tools  Ackions  Help
FlMew - &h SendiReceive | L0 Find Type a contact bo find = | [2) % _
4| mBack o | @

ouklook:boday

Folder List X e
@ archive Folders B
E@' iCutlook Today - [Personal Folde

Monday, November 26,

Malandau

options ________ x|

Pref Mail Set Mail F k| Spelli =1 ity Other
Gotchas! references I ail Setup I ail Formal I peling I ecurity | |
General settings

Skartup in this Folder: IInbox j

[+ Warn before permanently deleting items

™ | When selecking bext, automatically select entire word

e e e N T

vl Exchange Extensions properky pages

AukoArchis

Preview p:

|

Instant M

i Reminder Cptions. .. I Add-In Manager... I

Custam Farms... | ZoM Add-Ins... |

%ﬁn Starfish Ok | Cancel




Gotchas!

The Outlook E-mail Security Update
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Gotchas!

Microsoft Outlook ]

& program is Erying bo aocess e-mall addresses vou have
stored in Outlook, Do you want bo allow this?

If this is unexpected, & may be a vinis and you should
choose "Ro”,

I allow access For II mirite j




Gotchas!
Microsoft Qutlook |

& program is trying to acoess e-mall addresses vou have
stared in Cuklook. Do you want bo allow Ehis?

If this is unexpected, i may be a virs and wou should
choose "ho",

M allow access for Ill] minutes j

1 mirwite
Yes I minubes

minubes
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Getting more help with TrueSync & Outlook

Due to Outlook’s flexibility and level of complexity, there will probably
be times when you run into issues that are not covered here. You
can get more help by going to the Starfish Support site at:
http://www.starfish.com/motorola
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