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1 Introduction

1.1 Overview

Welcome to the Zanibal Plug-in for Microsoft Outlook®. This guide describes the installation and
use of the Zanibal Plug-in for Microsoft Outlook.

Release 1.0 of the Plug-in for Microsoft Outlook features enables you to do the following:
* Archive existing Outlook email items with various Zanibal records
* Synchronize Outlook calendar, task and contact items with Zanibal
* Create and view Zanibal records directly from within Outlook
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1.2 Installation Steps

Follow the steps below to install the Zanibal Plug-in for Microsoft Outlook

Close Outlook
You must first close Outlook prior to un-installing or installing the Zanibal Plug-in for Microsoft
Outlook. Please be sure to close the Outlook client and any Outlook-related windows and programs.

Uninstall Previous Plug-in
Although it is not required, it is recommended that you uninstall any previous versions of the Plug-in.
* From the Windows Start button select Control Panel, then Add/Remove Programs.
* From the Add or Remove Programs window select the Zanibal Plug-in for Microsoft Outlook
item, and then select the Change/Remove button.
* Follow the instructions the uninstall wizard provides to remove the previous version.

Install New Plug-in

To install the new Plug-in, unzip the downloaded package and run the setup.exe self-extracting
installer. The installer will guide you through the few screens necessary to install Zanibal Plug-in for
Microsoft Outlook. Once you have completed the installation program, start the Outlook client.

After the installer confirms that all the prerequisites are present you will see a screen similar to that
shown below.

Note that the prerequisites for this plug-in are

a .NET Framework 2.0
b. Microsoft Visual Studio Tools for Office Runtime Redistributable
C. Microsoft Office 2003 Outlook (SP2) - a component of Microsoft Office (You can buy this

from http://office.microsoft.com or upgrade from
http://www.microsoft.com/downloads/details.aspx?Familyld=57E27A97-2DB6-4654-
9DB6-EC7D5B4DD867&displaylang=en)

d. Microsoft Office 2003 PIA Redistributable

The installer will guide you through the process of installing these components if they are not found
on your computer.

Installation Wizard
The installation wizard walks you through the Zanibal Plug-in for Microsoft Outlook installation
process. The wizard screens and their descriptions are as follows:

Version & License page: The first Wizard screen below indicates the version of the Plug-in you are
about to install and describes the license terms.
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|§ ZanibalOutlookPlugin

Welcome to the ZanibalOutlookPlugin Setup
Wizard

The installer will guide you through the steps required to install ZanibalOutlookPlugin Yersion 1.0 on
your computer.

WARNING: This computer program is protected by copyright law and international treaties.
Unauthorized duplication or distribution of this program, or any portion of it, may result in severe civil
or criminal penalties, and will be prosecuted to the maximum extent possible under the law.

Cancel < Back | | Next > I

Installation Location: This identifies the location where the Zanibal Plug-in will be installed on your
PC. You can leave the default location, or Browse to select an alternate location. Once you have

decided where it should be installed, press the Next button to proceed.

i’-"!:! ZanibalOutlookPlugin

Select Installation Folder

The installer will install ZanibalOutlookPlugin to the following folder.

Tao install in this folder, click "Next". To install to a different folder, enter it below or click "Browse".

Folder:
C:\Program Files'Zanibal'Z anibalQutlook Plugin® Browse... |
Disk Cost.. |
Cancel < Back Next >
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Installing: You will see a screen similar to that shown below, where you will confirm the installation
by clicking on the Next button.

{t# ZanibalOutlookPlugin =10 x|
a

Confirm Installation
20

./

The installer is ready to install ZanibalOutlookPlugin on your computer.

Click "Mext" to start the installation.

Cancel < Back Nexst >

Installation Completed: A final window will appear indicating the Plug-in has been installed. Press
the Close button to exit the setup wizard.

Start Outlook
Start Outlook and you will see the Zanibal Plug-in for Microsoft Outlook toolbar directly beneath the
standard Outlook toolbar.

Inbox - Microsoft Outlook

 Fle Edit Yiew Go Tools Actions Help
i 3dnew v | S 3 X | Bureply ERReply to Al () Forward | Ly SendfReceive ~ | SpFind ) | G Typeacontacttofind v | @ !
Qikrl:hi'».re To Zanibal | Mew Zanibal Record ~ l

Favorite Folders

Arranged By: Date | MNewest on...

D Inbox
[[=3 sent Items B Today
all Mail Folders {1 Register.com 12:53PM .

Buy 1 Get 1 On Us

.- Celina 12:33PM ..
Small Cap For You ko W.., &

= 6% Personal Folders

5] Deleted Items
731 P afre
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Configuring the Zanibal Plug-in for Microsoft Outlook
The next step is to configure Zanibal Plug-in for Microsoft Outlook to point to your Zanibal server and
to establish login credentials.

1. Click Tools -> Options to access the Zanibal Plug-in for Microsoft Outlook configuration
dialog box shown below.

options 2| x|

Preferences I Mail Setupl Mail Format I Spelling I Security I Other  Zanibal |

—Connection

Username: I

Password: I

EndPoint: Ihttps:/f‘apps. zanibal.com

Test Connection

—Performance
[~ Search On Load

| QK I Cancel Apply

2. In the Connection section of the dialog box above, type your Zanibal username and
password. This is the username and password of the Zanibal user for whom Contact and
Calendar synchronization will occur and for whom Outlook email items are archived. Type
the values exactly as if the Outlook user were logging in to the Zanibal Application itself.

3. Inthe URL field specify the URL of your Zanibal Server instance — http://apps.zanibal.com in

our example. Contact your administrator or support@zanibal.com if you are not sure of what

to enter here.

Use the Test Connection button to verify your settings.

Click on Apply and Press OK to close the dialog box and return to Outlook.

ok
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2 Using The Plug-in

This section describes how to use the Zanibal Plug-in for Microsoft Outlook. The Zanibal Plug-in for
Microsoft Outlook provides Zanibal Suite users with the ability to:

* Synchronize Outlook and Zanibal Suite Contact, Calendar and Task information.

* Archive Outlook email items with Zanibal Suite Accounts, Cases, Contacts, Leads, and
Opportunities.

* View Zanibal records from within Outlook.

* Create Zanibal Cases, Contacts, Leads, and Opportunities.

2.1 Archiving Email

The Zanibal Plug-in for Microsoft Outlook provides a convenient way to archive (associate) Outlook
email with Zanibal Documents:

e Accounts

e (Cases
e Contacts
e Leads

* Opportunities

Any Outlook email item can be archived to Zanibal records, providing a powerful means of recording
important customer interactions.

There are two ways email can be archived:

1. When composing an email
2. By selecting existing email items

Each is described next.

2.1.1 Composing and Archiving Emails

Zanibal Plug-in for Microsoft Outlook allows you to send and archive emails in one easy step.
When you have finished composing an email, press the “Send & Archive” button to begin the
process. Zanibal first invokes the normal Outlook send function. Only after the email is sent will the
archival step begin.

The Archive Email to Zanibal screen is shown below and is described in detail later.
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L&3 Archive Email To Zanibal =10 x|
File  Options
— Find records using options
Itest@zanibal.con'l Search I
v al
WV &) Accounts [V [] Contacts [V [ Cases
V' & Leads Vv @ Opportunities
<<Previous | MNeqts> |
—Results
Archive Close
4

2.1.2 Archiving Existing Email Items

Zanibal Plug-in for Microsoft Outlook provides for the convenient archival of existing email items.
You can archive a single email or multiple emails in one archive step. Any number of Zanibal items,
including items from different modules, can be the target of the archival process.

Select the email items that you want to archive “Archive to Zanibal “and the dialog box shown below
appears. It will search your Zanibal records for any Leads or Contacts whose email address match
an email address in the “To” or “From” fields of the first email item. Note that you have to check the
“Search on Load” box in the options page to enable the auto search feature.
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mArchive Email To Zanibal -0 x|

File  Options

—Find records using options

Ieokafor@peezy.con’l Search |

v al
WV &) Accounts [V [C] Contacts [V [ Cases

V' @ Leads Vv & Opportunities

<<Previous | et |

—Results

[‘E Emeka Okafor

X  Emeka Okafor

&) Crystal Science Inc

&) Overhead & Underfoot Ltd. 396879

@ RE: Zanibal Enterprise Suite - Welcome
¥  Research report

Archive Close

4

At this point, the email can be immediately associated with the highlighted item by pressing the
Archive button. This action immediately creates a History record in Zanibal that stores the email
correspondence for the selected item. You can repeat this for as many Zanibal items and the email
will be archived to each in turn.

2.1.3 Archiving Outlook Email with Existing Zanibal Records

If you wish to associate an email to Zanibal records, you must first identify the appropriate Zanibal
records. Let's say you wish to associate the current email with an Account named ‘Crystal Science
Inc’. To do this, clear the Search field and enter the leading characters of the Account name ending
it with a wild card symbol e.g. ‘Cryst%’ (Be sure the Accounts checkbox is set.)

Displayed in the list box will be records matching the search criteria, including Account records.
Select the appropriate Account record and press Archive. The email will be immediately archived to
the Account you choose.
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You may search for records from multiple Zanibal modules and archive emails to any combination of

Zanibal items.

2.1.4 Archiving Outlook Email with New Zanibal Records

Zanibal Plug-in for Microsoft Outlook provides a convenient method to create new Zanibal records.
This is helpful when you wish to begin collecting important correspondence for records which may
not currently exist in Zanibal Suite.

Let's say you want to create a Contact record in which to associate the current email(s). Select the
Contact option from the “New Zanibal Record'.

R

Name | Email

American Express  AmericanE zpress@email. a...

(NA&) uchenna(@zanibal.com

First Name:  Jamerican

Last Name: IEHDTGSS

EmailAddress: |AmericanE wpress@email. american

Office Phone: I

Maobile Phone: l

Title: I

Account; I ﬂl
v Archive Email? Ok | Cancel |

;

The Create Contact dialog appears allowing you to specify Contact field values. Click Ok to save the
new contact record. A Zanibal Suite Contact record is immediately created and the selected email(s)

archived to the new record.
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