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Partner XE Outlook Plug-In User Guide

The Partner XE Outlook Plug-in allows for two way integration between Partner XE and
Microsoft Outlook. This integration requires the user to have Microsoft Outlook 2007 or
higher.

NOTE: The Outlook Plug-In must be installed to use this feature. This feature is a separate
install from any Partner XE upgrade. To install a new version of the Outlook Plug-In, the
previous version must be uninstalled.
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Outlook Plug-In Set up
After installing the Outlook Plug-In, the following screen will appear every time the

user logs in.

Connect to Partner XE

Partner.

U zemarme: ITEFEFh’-‘n.

Passward: I ““““““ q Login I Cancel |

4

For agencies with multiple entities, the Partner XE Outlook Plug-in automatically logs into
the entity that Partner XE was last logged into.

2010 Microsoft Outlook
1. Click on Partner XE on the tool bar.
2. Instructions are available below for the following options:

a. Click on Import Contacts to import contacts from Partner XE into Outlook.
b. Click on Options to setup plug-in for your agency.
c. Click on Status to verify plug-in is working.

Q' —i1 9 |+ Inbox - tscott@sisware.com - Microsoft Outlook
Home Send /Receive Folder View

Partner 5E
Menu Ce d
s 3 Import Contacts
4 Favorites =
— . = f £
(5 mbox (2] Options 3
O Unread Mail peaeRoniey =
[ sent items — Status
3 HR (1)
(&) Deleted Items (5) b Yesterday
[ Mew Clients to Call
[ Training Documents - Monday
3 NASPA
4 Sunday
3 chris i o e anan e
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2007 Microsoft Outlook

1. Click on Partner XE on the tool bar.

2. Instructions are available below for the following options:
a. Click on Import Contacts to import contacts from Partner XE into Outlook.
b. Click on Options to setup plug-in preferences.
c. Click on Status to verify plug-in is working.

EE, win7vm14 - Remote Desktop Connection
IL\_f: Inbox - Microsoft Outlook

EEiIe Edit  “iew Go Tools Actions Help { Parther XE

{ (3 New ~ Lﬁh g x 4 Reply b= Reply to All b Forwar [ | [ Search address books  ~ | (@) B
" = Partner ®E
Mail « Inbox —_l—
Favorite Folders 2 |[[search Inbox 1 Impart Contacts
[ZInbox 2] & _
Arranged By Date
L Unread mait 8 ¥ Cptians

E a;nt[ll]tems = Today & Status
(&) Deleted Items [5)
[ Mews Clients to Call
[ Training Documents
L MASPA,

Mail Folders

(2 Yesterday

+| Monday

*

B T S

Status

If plug-in or calendar does not seem to be working check the ‘Status’. If any of them
display ‘Disabled’ double click on it and an error message will display. Provide the message
to SIS Service (service@sisware.com) to assist in the analysis.

Logged into The Tami Scolt Agency as= TERRA
Calendar Sync:
Last Atternpt: 11132012 2:43:.24 PM
Last Success: 11132012 2:43.24 PM
Context Menus: Enabled
Folder Monitoring: Enabled
Category: Enabled
_ A
SIS | 4181 Arlingate Plaza Columbus, Ohio 43228 | sisware.com CONTACT SERVICE - 8 800.747.7005 (Option #2 ) [E service@sisware.com

3|Page


file:///C:/Users/tscott/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/5724CQNM/service@sisware.com

partnernet Partner o, sis

Options
The Outlook Plug-In offers options for Partner XE Settings.

-
Partner XE Settings M“ o —_ d

[ Awtomatically add incoming mail to Partner XE.

[ fwtomatically add sent mail to Partner XE.

Sync Partner XE Calendar to Outlook.

Prompt to set document description when manually adding emails to Partner XE.

] Prompt to set document descriptions when adding a folder of emails to Partner XE.
Automatically add received dateltime to document description.
Automatically add incoming receipts from RPaost to Partner XE

| Show Client Details In Emails
I [] Show in reading pane
[] Show in open email window

0K || Cancel

Automatically add incoming or sent email:
e To automatically add emails from incoming and sent folders
o Options box (above) must be checked in both places (first two options)
o Address book must have the email address with ‘Allow Auto-Add’ box checked

Address Book - Client Ashley Trump [TR120108185126228]
[ Active
MNarne Key
Primary |Ashley Trump | secondary | | Sort [Trump |
Salutation | | Title | ||| ClientID [TR120108185126225 |
Company | |
Since [11/10/1988 | SsN| |  TaxID| | Type [Personal | status
|Addre55 ||Phor|e,|'Fax | Email fvieb |Unique Data ||Lir1ks |
Email 2 Add I i Delete l{l < | &
Allow Auto-Add
Business Email
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The message will be flagged with a green category stating ‘Message has been sent to
Partner XE'. This applies to both Inbox and Sent items.

E.’v win7vm14 - Remote Desktop Connection

LL\:, Inbox - Microsoft Outlook
EEiIe Edit  MWiew Go Tools Actions Help Partner #E

g Mews - 5 X | i Reply Replyto &l (=4 Forward | 55 L sehdfReceive ~ [ :
i Egp om =]

Mail # Inbox \ FW: Ac
Favorite Folders - |Search Inbox \p v| ¥ || paul Fu
[ “jInbox (7] b -
Arranged By: Date Mewwest on t i |
0 Urread Maif ] || This me:
[ sent Ttems 5 Monday \\/
3 HR (1) Sent M
(5] Deleted Items [7) .1 Paul Fuller Mon 5:04 PM o o ‘ .
[ Mew Clients to Call Finit Agency Universe Study for ACT members” intern,,, ¢ U o
[[J Training Documents (=3 Cathy Shaw Maon 5:00 PR ] Mess
[ MASPA, Outlook Plug-in Release items for Mowvember —_—
Mail Folders - (=1 Jeff Vates Man 457 PM | had =
Pjﬁ“ Mail ke ms - ACT: Agency Universe Study for ACT members” internal.., 0 in bott
- - i (=3 Adam Ritchie han 354 P
I = (@ﬂan_bnx- Tar.r!| SCF'Ft.I:II Deploying Mew Database to C5T01 I "

e If you choose to manually add emails to Partner XE, it will also show the green
category ‘Message has been sent to Partner XE'.

e When you open up an email to read, it will also show a green line stating ‘Message
has been sent to Partner XE'.

If‘_\. 9 uas 5 P Agenoflniverse Study for ACT members’ internal use - Message [HTML) -oXx
& -
h Message @
, ‘e . ‘E / ‘2 T Find gﬁ
x h' ] \ v ) 5— ﬂ, Safe Lists - EE {f ‘ % " ’“
= by Related ~
Reply  Reply Forward | Delete Moveto Create  Other lock L] Mot Junk Categorize Follow Mark as Sendto
to All Folder~ Rule Actions= | fender - - Up~ Unread || ki Select~ Gnehlote
Respand Actions Junk E-mail (P Options {F] Find Onehlote
This message was sentwith High impartance, v/

Fram: Paul Fuller Sent: Maon 1141272012 5:04 PM
Toi Greq Tillar; Alex Deak; Michael Doran; Tami Scatt; Bruno Paganini; Kate Gluck.

Ca

Subject: Fisf dgency Universe Study for ACT members' internal use

-] Message | wr Agency Universe Study 2012 _Excerpts for ACT Members_11032012 (final). pdf (1 MEB]

kl

| had sent out a scanned copy of this previously, Jeff vates just sent out, Good information in both the attachment and the email,

Pard

Paul Fuller | EVP - Product Management
email: pfuller@sisware com

office: 614 213 6551

mobile: 614.314.5064

fax: 614.388.5811

web: e sisware.corm

simple innovelive secure

From: Jeff Yates [mailto:Jeff. Yates@iiaba.net]
Sent: Monday, November 12, 2012 4:57 P
Tn: =ff Yates
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NOTE: Automatic add-in will only attach to Clients, Contacts and Individuals in Partner XE.
If you have an email address attached to multiple clients/contacts it will attach to the first
client/contact/individual it finds.

The “automatically add” options will attach every email sent or received from that
email address to the Client, Contact or Individual in Partner XE. Since these messages are
stored as documents, they cannot be deleted from Partner XE once attached (but can be
hidden).

Sync Partner XE Calendar to Outlook

The calendar in Partner XE will sync every 5 minutes. This is a one way synchronize, from
Partner XE to Outlook. Any meeting or reminder will add to Outlook calendar when entered
in Partner XE. The Calendar will synchronize within 14 days of today’s date. For example,
an appointment 3 weeks from today; will not synchronize with the Outlook Calendar until 14
days prior to it being effective.

Prompt to set document description when manually adding emails to

Partner XE

> If checked, Document Description box appears which allows you to change the
description of the email before attaching in Partner XE.

» Also have option to check box - Don’t ask again. Always use the email’s subject
as the description. This will remove the prompt.

Document Description

Specify the description to use for thiz email in Partner XE

Drescriphian:
|F'|:n|i|:_l,l P&292671092 | Wehicle Change

[T Don't ask again. Always use the email's subject as the description,

SIS | 4181 Arlingate Plaza Columbus, Ohio 43228 | sisware.com CONTACT SERVICE - ﬂ 800.747.7005 (Option #2 ) B service@sisware.com
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Prompt to set document description when adding a folder of emails to

Partner XE

» If checked, Document Description box appears indicating that you can designate a
description to identify all the emails in the folder OR if left blank, the subject of each
email will be used.

> Also have option to check box - Don’t ask again. Always use the email’s subject
as the description. This will remove the prompt.

Document Description

Specify a description to use for all of the emails being added to
Fartner #E or leave the description blank to uze the subject of each
email az the description.

Description:
|MASPA Folded

™ Don't ask again. &lwaps use the email's subject as the description.

4

> If a folder name is designated, the folder name will appear in the Description. The email
subject will appear in the File Name.

Documents j M show hidden documents  [ERRlsS j
Descripkion File Mame

MASPA Folder (10/26/2011 4:01:21 PM) Agencies for MASPA Waork Groups. msg
MASPA Folder (7192012 7:41:54 AM) Inkroducing the NASPA Idea Exchange. msg

Automatically add received date/time to document description
When attaching an email message into Partner XE, the date and time the email was
received will be added to the document description.

Documents _ M show hidden documents M

Description File Mame Doc Link, C
MASPA Foldey (10/26/2011 4:01:21 PM) Agencies For MASPA Work Groups.msg HE121115012501222 C
MASPA Foldeq (771972012 7:41:54 AM) Introducing the MASPA Idea Exchange.msg HE121115012501222 C
MASPA NEEDS T T WOTET L7 el e 2 ob &s PMY MASPA NEEDS ¥OU TO WOTE! msg HE121115012501222 C
Test Email (10/22]2012 2:52:49 PM) Beta For Mobile App with Apple.msg ASSIGMZ01211151328097324 C
ID Cards Policy_IDCards_95092.pdf ASSIGMN2012111513258007324 P
SIS | 4181 Arlingate Plaza Columbus, Ohio 43228 | sisware.com CONTACT SERVICE - 8 800.747.7005 (Option #2) <] servicemsisware.com
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Automatically add incoming Receipts from RPost to Partner XE
RPost is a service offering registered email, e-signature and encrypted email services. This

service is available for an additional fee and requires a separate installation in addition to
the Outlook Plugln.

» If checked, email receipts for messages sent using RPost will be automatically added to
the Receipts folder in Outlook

o The (R)eceipts folder will be set up automatically when installing the RPost
integration

= [ Inbox [7)
I:j {Rleceipts (1]

o The client Address Book in Partner XE must include the email address with ‘Allow
Auto-Add’ box checked

Address Book - Client Ashley Trump [TR120108185126228]

[w] Active
Name Key
Primary [Ashley Trump | secondary | | Sort [Trump |
Salutation | | Tithe | ||| ClientID|TR120108185126228 |
Company | |
Since [11/10/1989 | sSM| | Tax ID | | Type [Personal | status [active |

|Address||PhonefFax| Email'vieb |Unique Daiﬁ||Links|

i Add I@Delete 7

Description Allow Auto-Add |
Business Email

SIS | 4181 Arlingate Plaza Columbus, Ohio 43228 | sisware.com CONTACT SERVICE - 8 800.747.7005 (Option #2 ) [E service@sisware.com
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Show Client Details in Email

AN "9 6 e e )= MASPA NEEDS YOU TO WOTE! - Message [HThL) = = -
®
= Message

LA KDY D e B YD 2

2 Related ~
Reply  Reply Forward | Delete Mowe to Create  Cther Block

Mot Junk Categorize Follow Mark as Send to
o &Il Folder= Rule Actions= | Sender - Up~ Unread || Wi Select~ OheNaote
Respond Actions Junk E-mail = Optians = Find OneMote

Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

ssage has been added to Parther XE

Fram: John Heinsz [john@hsgr.com] Sent: Thu 972772012 2:56 PM
To: Tami Scott
Co
Subject: MASPA MEEDS YOU TO WOTE!
-
[x The 2012 Beard of Directors Election

Septermnber 27, 2012 E|

Maar KASEPA b

-
(=) — PartnerE Client Information
Client Details: Policies: Active Orly j &
K
John Heinzz
Policy Murnber | LOB | Producer |

ASSIGN201211151328097 324 AUTOP  Cathy E Shaw

Attach Email... |

If the Show Client Details in Emails options are chosen, you can show the client
details in the reading pane and/or inside the email within Outlook.

Double click on the policy number to open up the Client summary page in Partner XE.
» Select policies by Active Only or All Policies.

Click on Attach Email... to bring up the search box. The Client will already be shown
in the box.

SIS | 4181 Arlingate Plaza Columbus, Ohio 43228 | sisware.com
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To import contacts into Outlook
A client, contact or individual in Partner XE can be added as a contact into Outlook.

B Import Contacts = S 1. On the Partner XE dropdown, click
Search: on Import Contacts.
[Cients =] Jiudy Search | 2. To search, select Clients, Contacts

or Individuals in the dropdown

Email Address menu. Click Search.

- |pssersmi@yahoo. .. 3. Select the correct name in the

- | rtrigbold@idenet. results by highlighting.

4. Click Add Selected.

5. This client, contact or individual will
now appear in your Contacts in
Outlook.

Contacts

@Tasks
4 ] Ca @ -

Calendar

Add Selected Canicel |

SIS | 4181 Arlingate Plaza Columbus, Ohio 43228 | sisware.com CONTACT SERVICE - 8 800.747.7005 (Option #2 ) E service@sisware.com
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To send an Email from Partner XE and attach to documents

1. To activate this function, check Auto Add Outbound Emails in User Preferences > Other.

User Preferences - SISAdmin SISAdmin

Desktop || Tookar || Report || print || wy m cards || other |

- General - Letter Defaults
¥ English Language Search based on industry standard Zoom: (7 75
I Enable Transformation Station

100%
[ Prompt on Exit ¥ LogErrors 150
fo
i~ Client Folder [ Status bar
Wiew Filter: (& all (" Recent withing [365 | day(s) ™ Rulsr

¥ Display Future remindzr NotesfTa Do Lists on Client Summary ¥ Maximize on display

I~ Include all Policies/Quotes on initial client policy List TP —

™ Include all Policies/Quotes on initial client snapshot
Default printed copies: |2

Palicy List Default Tab
[Fc\a\ms " Hotes " Documents % Surmary " Comments i Histary |

i~ Puolicy Details
I™ view policy details in Grid View {Default is Form View in most screens)

[~ Display Policy Lock popup message (This wil eactivate the popup message to lock a polcy i the user
turns off this message in policy details)

[¥ Use the AUTOR Change Request Form (ACORD 71) with 5 Personal Package policy during Exit Steps

i~ Insurance Binder
¥ Display the Location and Yehicle selection screens befaore displaying the bindsr

[V Print the disclaimer page

Communication Hiskory ————————————————————— ~Outlook Email

% Open Policy Details
" Open Clisnt Policy List

[V auto Add Outbound Emails I

—

Save | apply | Close | Help

2. To send an email from Partner XE, click on any E-Mail hyperlink.

Primary Address Contact Info

Phone —

Adams Concrete And Construction Inc E b |
Po Box 535 @ I E-Mail tscott@sisware.com I

Walden, NY 12586 i
Policies
ASSIGNZ01211150946405170 50.00  (Active) 1115/2012-515/2013 EQ James P. Powers Emma Peal @.E L9| i o 5| =1
L

Billing Method:
Insurer: ALLIED GROUP\ Writing Company: ALLIED MUTUAL INSURANCE COMPANY

Claims

No Claim Data
Individuals

No Individual Data

SIS | 4181 Arlingate Plaza Columbus, Ohio 43228 | sisware.com CONTACT SERVICE - 8 800.747.7005 (Option #2 ) IE service@sisware.com
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3. A message will be generated in MS Outlook. Enter your message text and send.
» To attach a document or add a recipient from Partner XE, see To attach a

document from Partner XE into an Outlook Message and To add a recipient
from Partner XE into an Outlook Message.

BlEH9Jd+ v |5

Message Insert Options Format Text Review Partner XE

Py -

B oo ma o A wE-E- D 88 @[ o0
N 53 Copy

Faste I U | W-A-|[E= = &se Addes Che | Attach Attach ©
- jFormatPainter = — = = 5

Un

Book MNames File  Item~
Clipboard P Basic Text ] Mames Include
To..  |tscott@sisware.com
B
:;‘I Ce.. |
Send
Bec... |
Subject: |

Tami Scott | Manager, Client Services
email: tscott@sisware.com

call: 614.219. 6070 ext 115

fax: 614.850.2690

visit www. sisware.com

partnernet

check out www partnerxe.net — the official online resource for Partner XE users

4. The message will now appear as a document in Partner XE.

¥ Adams Concrete And Construction Inc - [IN12011517293538785]

File Edit Tools Acton Help
D-2&- @ 4

=

Section Mavigation Documents _ M Show hidden documents

Description File Mame
Summary j Testing Test Message (1/22/2013 9:36: 14 AM) Testing Test
Snapshot Howell Insurance Test Files on ESTO1 {11/27/2012 9:49:00 AM) Howell Insur:
Individuals Test Email TEST.msg
Policies
Claims
Motes [ Reminders
Comments
Ledger

SIS | 4181 Arlingate Plaza Columbus, Ohio 43228 | sisware.com
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To attach a document from Partner XE into an Outlook

Message

1. Open up a new email message or forward / reply to an existing email message.
2. Click on Add-Ins (Outlook 2007) or Partner XE (Outlook 2010) tab.
3. Click on Attach a.document from XE.

‘ Untitled - kMessage (HTML)

a9 e e v s \\ e x
fia
I e Insert Qptions Farmat Te
Attach Document Fram XE 1
Add Recipient From XE
: Messa D HTML =@

(

Format Text Reviel

Partner XE

Send

B g
=010
I

Subject:

4. Search for Client, Contact or Individual. (NOTE: A client can be searched for by name or

by Client ID.) Select file below. Click Insert.

Insert File

Search:
=] Jneidi Go |

| Clerts

Sort Mame | Name

Heidi Bames sting | Retired

-

File Name Description 1=

Certificate of Liability with Acord 1017159 xst Certificate of Liability wit_|

Certfficate of Liability with Acord 1017158 xst Certificate of Liability wit
ACORD Application

Policy_App_5174 pdf

e Cancel |

SIS | 4181 Arlingate Plaza Columbus, Ohio 43228 | sisware.com CONTACT SERVICE - 8 800.747.7005 (Option #2 ) B service@sisware.com
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5. The document will attach to the email.

|§3| H e |: FW: Outlook Plugin Integration with Partner XE - Message (HTML)

Message Insert Options Format Text Review Partner XE

Attach Document From XE
Add Recipient From XE

Partner XE |
To... |Alister Cook
=1 ce. ||
Send
Bec... |
Subject: |but|ook Plugin Integration with Partner XE
Attache Home Inspection.rf (2 KBN
e —— I
SIS | 4181 Arlingate Plaza Columbus, Ohio 43228 | sisware.com CONTACT SERVICE - B 800.747.7005 (Option #2 ) @ service@sisware.com
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To add a recipient from Partner XE into an Outlook
Message

1. Open up a new email message or forward / reply to an existing email message.
2. Click on Add-Ins (Outlook 2007) or Partner XE (Outlook 2010) tab.

3. Click on AdRﬂ%ipient From XE.

i) = B RN ) Untitled - Message [H - X
f i) 3
2353 Insert Cption Farmat Text | PR SigH | @

Attach Document Fram HE

o

Add Recipient Fram XE

Fartner KE Format Text Reévi

4. Search for Client, Contact, or Individual. (NOTE: A client can be searched for by
name or by Client ID.) Click on the appropriate client, contact, individual from the
search results. Click on To, Cc or Bcc to insert the address into the appropriate box.

Select Names: Partner XE

Search:

[Cients =] Jheidi EI

Sort Name | Name
Heidi Bames | BA

To-> | IHeidi Bames <HiD@aol.com:

Cr=> | |
Bec > | |
Done Cancel |
A
SIS | 4181 Arlingate Plaza Columbus, Ohio 43228 | sisware.com CONTACT SERVICE - 8 800.747.7005 (Option #2 ) @ service@sisware.com
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5. Click on Done. The client, contact, or individual will appear in the To, CC or Bcc
address box of the email message.

ém g e |5 RE: Outlook Plugin Integration with Partner XE - Message (HTML)

Message Insert Options Farmat Text Review Partner XE

Attach Document From XE
Add Recipient Fram XE

Partner XE |
To... | ¥ tscott@sisware. com;
= Cc... |Heidi Barnes <HD@aol.com =
Send
Bec.. |
Subject: | RE: Outlook Plugin Integration with Partner XE
SIS | 4181 Arlingate Plaza Columbus, Ohio 43228 | sisware.com CONTACT SERVICE - 8 800.747.7005 (Option #2 ) E service@sisware.com
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To manually add an email into Partner XE from Outlook
e Highlight the email message you wish to add to Partner XE

e Right click on the message
e At the bottom it reads ‘Add to XE’ (Search)

e Click on this option and the Search box will pop up.

=X

Type a question for help =

Te-Do Bar e

4 hovember 2012 b
SuMo Tu'te Th Fr 3a
1 2 3

4 56 7 8 910

- 11 12 13[14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30

make pay ment

‘ Ashley Trump coming in to

330 PM - &00 PM

Remind Tami - Burl drive Kia
500 PM - 5:00 PM

Qpen
u‘gﬂ Brint
|1-v Inbox - Microsoft Outlook '_& Reply
© File Edit  Miew Go Tools Actions  Help  PartnerxE 4'@ Reply ta Al
HEELE TR B3 W CaBeply CEReplyto Al (5 Forward | On W Lo 5 Forward il Search address books @ -
Mail «||4 Inbox Follow Up " hthly Meetings this week
Favorite Folders E3 Categorize 3 .
o £ |Saarch Inbox gark Wenmng
L= Inbok[2/58 Arranged By: Date Net (¥ Mark a3 Unread Mon 11/12/2012 3:46 Ph
A Unread Mait i NuGrowthall; all SIS
[ sentems = Manday inclal v [Qubrowtha®
[AHR (1] @ Create Rule..,
(&) Deleted kems (7] (=4 Paul Fuller Mo )
[ Mew Clients to Call Fi: Agency Universe Study for ACT members' ints dunk E-mail b
3 Training Documents (=1 Cathy Shaw Mo X Delete a reminder, the NGS Monthly
[ MASPA Qutlook Plug-in Release items far Mavember 13 Move to Folder.. s Luncheon is this Tuesday at
Mail Folders 2 || (2 Jeff Vates ) Mo — n, and the 515 Exchange
5] anmaitzems - ACT Agency Universe Study for SCT members’ int{ 2] Message Options.. bting s Wednesday at 11:30.
s , &3 Adam Ritchie P e
=1 24 Mailbox - Tami Seott < | Deploying Mew Database to CSTIL = DS
. o
[ Corwersation Hist "1 Beth Wenning m Add to HE [Search) ‘

@ Deleted Ttems [7] Maonthly Meetings this week

7] Drafts Bath
[ Fallow up = Starke.y Mon 3:36 BM .
= [ Inbox (2] RE: detailed error reparts Beth Wenning )

Estimate at Cambs Collisiorg

Thu 12:00 AM - 12:30 &M

o

‘ Marketing follow-up

Select the location to attach the message in Parther XE. An email message can be attached

to a client, contact, individual, policy, claim or document group.

-
Add to XE |+ 1.
Search:
Clients = | jones
Clients )
Contacts Name Client ID Type Status ~ *
Individuals Paul & Linda Jon... | 0980811144229 | Active Acive  [[=
Ind acve  acive B .
I ones Roger D Jones JO11092704122,.. |Client Active b » /
Jones ] John 1 Jones JO11092704161... |Client Active 3
i Jones Ru Ruth N Jones J012051413231...  Client ctive ’
Jones Jones JO12052314391... |Perstnal Active -
| 1 _— | P
"l | =-Paul &Linda Jones A -
B Individuals N
| E)-Policies
! =~ Active
- ASSIGN201205161752594594 - ACHE - 5/16/2012 12:00:00 AM = 4
- ASSIGN201205161804287867 - ACHE - 5/15/2012 12:00:00 AM !
- ASSIGN201205251159162138 - ACHE - 5/25/2012 12:00:00 AM
- ASSIGN201205251235308109 - ACHE - 5/25/2012 12:00:00 AM
- ASSIGN201205291725006452 - ACHE - 5/29/2012 12:00:00 AM b 5
- ASSIGN201301301452433277 - ACHE - 5/25/2012 12:00:00 AM '
- CP 23820192 - ACHE - 5/25/2012 12:00:00 AM 6.
- CP 239201924 - ACHE - 5/25/2015 12:00:01 ke
P mﬁ
New Add Cancel
7.
- - —
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To search, select Clients, Contacts
Individuals or Policies in the dropdown
menu. Enter search information.
(NOTE: A client can be searched for
by name or by Client ID.) Click

Go.
Select the correct name in the results

by highlighting.

A hierarchy chart will appear below
with the client, individuals, policies and
claims.

NOTE: Search is based on how user
preferences have been setup. I.E.
show active clients only or all policies
including inactive.

To indicate the client, individual, policy,
claim or document type to attach to,
click on it in the hierarchy chart.

Click Add.

A Document Description box appears
with the message subject. This can be
modified if needed. Click on OK.

This message will now appear as a
document in Partner XE.

CONTACT SERVICE - 8 800.747.7005 (Option #2 ) @ service@sisware.com
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To add multiple emails into Partner XE

1. Select emails to be moved by clicking on them. Note: To select multiple emails, hold
down the Ctrl key on your keyboard.
2. Right click on the highlighted messages. Click on Add Selected to XE.

|| Inbox Policy: Pei
|Search Inbox R "| ¥ || Schaefer-t
Arranged By: Date Mewest on top |‘ Tami Scott
-1 Tami Scott Thu L33 PM oy x
Policy: Personal Suto: ASSIGN201211151328097324, He... (1] ent Thu 11/
-3 Cathy Shavr L Tami Sco
FW Reading Pane on Plug-in Open ftems
-~ Tami Scott THiSE  Print.. eisage
Poligy: C ial Pack P ASSIGM20121115125
olicy: Commercial Package i3 Forward Iems
i Tami Scott T
Prirt - Commerdial Package: ASSIGN20121115125 Fallow Up 4
[ BethwWenning Th Categorize 3
Jersey Day Tomorraw
yH [ Mark as Read
(=i Jeff Vates Th X
ACT: Daniel Burrus's Technotrends newsletter- 3| (=] Mark as Unread
|| =i Beth'wenning Th )( Delete
Employes Referral Program Reminder 13 Mave to Falder..
(=3 Tami Scott Th
Package Policy Changes for Comversion @ Send to Onefote
(=1 Tami Scott Th Add Selected to XE
Scheduling Discovery Session |

3. Specify Document Description for each email message OR check Don’t ask again.
Always use the email’s subject as the description. Click OK.

4. NOTE: Email messages will be automatically attached to the client with that email
address in the Partner XE client address book.

SIS | 4181 Arlingate Plaza Columbus, Ohio 43228 | sisware.com CONTACT SERVICE - 8 800.747.7005 (Option #2) <] servicemsisware.com
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To add a new Client, Contact or Individual from Outlook

1. A new Client, Contact, or Individual can also be added to Partner XE from Outlook.
Right+click on the email and select Add to XE (Search). At the bottom of the Add to
XE box, click on New.

2. An option will be given to select the profile type.

ChooseProfileType =]

Chooge new profile type; ———
% Client

" Contact
 |ndividual

Create | Cancel I

w

Click on Create.
4. An Add [Client/Contact/Individual] Profile screen will appear. Enter information
and click on Add.

RI=F
v Active
Mame Key
Primary: IJDE Client Secondary: I Sort: |SliZyy i

Salutation: [los Title: [Owner Client ID: [CL1301180832422°
Company: I

Since: |~ Fridsy . Jaruary 18,2013 =] ssN: | TaxID: |

Email: Iioecliem@gmail.com Type: I j Sta‘tus:l j
Email Description: I [~ Allow Auto Add

add | Cancel

5. A message will appear. The new Client, Contact or Individual is now in Partner XE.

I |

Client successfully added to Partner XE.
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To add an Outlook folder into Partner XE

Mail « (|0 NAS
Favorite Folders 2 ||[Search M
[_4 Inbox [2) ) Arranged E
L Urread Mail
[ sent Items [ Open or
CAHR (1 ) ) (.
(3] Deleted Rems [15] E i RS L hn
[ Mews Clients to Call 5% hove "MASPA".. frad,
[ Training Docurmen . o ce |
[ naspa, D Copymasear. enc
Mail Folders 54 Delete "NASPA”
) an mail kems ae Rename "MASPA".
| Associated I L4 Mew Folder...
L3 Autoreply Remowe fram Favarite Folders
| Camtasia

[ Clicky Stats Mark &ll as Read
|1 Completed
|1 Customer C:
LI HR 1)

|1 Kudos [2]
|1 Meetthe Te

[ Misc

Process All Marked Headers
Process Marked Headers

Change Shating Permissions...

B Properties
L3 Mobile &pp| = 1 4o Falder Ttems ta YE (Search] )
[ MASPa -

3 Mew Clients to Call I

|1 Mewy Releases

5 hlackan 1

Search:

ICIients

j Ijohn@h

| Marme

Sort Mame

| Client 1D | Type

Commetial

John Heinsz

efer-..

. »
E..
=- Policies

El- Active

§ L ASSIGNZO1211151328097324 - AUTOP - 11{15/2012 12:00:00 &M

“ Inactive

Mew &dd Cancel |
A
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1. Right click the Outlook folder.
Select Add Folder Items to XE
(Search)

3. Search for client, contact or individual.
(NOTE: A client can be searched for by
name or by Client ID.)

4. A hierarchy chart will appear below with

the individuals, policies and claims.
NOTE: Search is based on how user
preferences have been setup. I.E. show
active clients only or all policies including
inactive.

5. To indicate the client, individual, policy,
claim or document type to attach to,
click on it in the hierarchy chart.

6. Click Add.

7. A Document Description box appears
with the message subject. This can be
modified if needed. Click on OK.

8. This folder will now appear as a
document in Partner XE.

CONTACT SERVICE - 8 800.747.7005 (Option #2 ) @ service@sisware.com
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To monitor Inbox and Sent Items

For users with multiple inboxes or sent items folders in Outlook, the Outlook Plug-In gives
the option of selecting one to monitor for automatically attaching emails.

1. Right click on the Inbox or Sent folder.
2. Select Monitor this Folder from the menu dropdown.

I Inbox - Microsaft Outlook

- File Edit Lj Open

| 3 New ~ Open in Mew wWindouw

Mail 4 Mowe Tnbox"...

Favorite Foldi Ly Copy 'Inbox"..

[Z Inbox

L Unread
(4 sent It ale  Rename ‘Thbox".,

A Delete Tnboe”

LA HR [~ MewFolder...

@ Deletes
[ Mews C Remove from Favorite Folders

[ Trainin bark &)1 35 Read
[0 MASPa,

Mail Folders

Process All Marked Headers

} Process Marked Headers

2] ANl Mail Tte

=1 E6t Mailbo
[ Con % properties

&) Del
LEl Dra Add Folder Items to XE [Search)

Change Sharing Permissions..,

1 Fol banitar This Falder

Partrner

L—; Far

Wl

<

-

H

=

P D B D D

=l L2 Inba—=
|1 Agencies to notify - ETs (4]
[ Autareply
|1 Camtasia
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