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Outlook Address Book Integration

Entries in the OPAS Address Book can be dragged-and-dropped to and from Microsoft Outlook. Before
utilizing this function, you must properly configure the different types of contact numbers in OPAS so that they
appear in the proper field in Outlook (see the end of this document).
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Export from  To send an OPAS Address Book entry (or set of
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OPAS to entries) to Outlook, click the Outlook Functions: [1] Coowvian
Export/Import button at the bottom right of the | {Hame |C°de INDtES A
Outlook  \iain or List screen: ¥ i
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Address-Book 1

\_‘—p A Ut (K125 Ok Gaeis OPAS will display a prompt confirming the export, and
clicking Yes will execute the data transfer.

Export Address to Outlook

\?/I Co. / Last Mame: Schwartz

First Mame: Sarah

Contact already exists.

If the Contact already exists in Outlook
you will see the window at right with the
following options:

‘Wwhat do you want ta da?

I Update empty Fields in Contact with OP&5 Data |
1. The first button will only send [

OPAS information in the Name, [
Address, Phone, Email and Web
fields that does not already exist
in Outlook. Information will be
added only, not over-written

2. The second button will fill in blank data and will overwrite Name, Address,
Phone, Email and Web fields that exist in OPAS. Information will be added and
overwritten (updated)

3. The third button will create a new (possibly duplicate) record in Outlook

Export Address to Dutlook X

Co, [ Last Mame: Schwarkz

\_'2:_) Firet Mome: Sarh If the Contact does not yet exist in Outlook, you will see
this prompt and clicking Yes will create a new Outlook
contact with the information from OPAS.

Ovwenwnite existing Contact with OPAS Data ]

Append a new Contact from OPAS ]

not found in Outlook Contacts

Append a new Contact from OPAS?

Import from To import a contact from Outlook, first open the OPAS Address Book to which the person
Outlook to will be imported (Address Book (Artists) or Address Book (General)).

OPAS  Ciick the Contact's card or entry in Outlook, drag it to the OPAS Address Book and release
it over the Import/Export button. You may need to position your Outlook window next to,
or on top of, your OPAS window -
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Contacts - Microsoft Outlook
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Instrumerts [0] i gat | @eack @) | CH (B (A 9 | & 5D @] | Address Cards
1 My Contacts
&4 Contacts )
== Functions [0 &= Fine Arts Software I !
L E| - - 112 Covington 5q. Drive
Mame -» . i — Cary, NC 27513
= Current View o Blsiness: (515} 360-017
@) ddreTs Cards Hame: (919) 555-121;
% ?-" -—O Detaled Address Cards Mobile: (919) 434'553!
S ) Phone List 17:
/Last Name [ 47 | O By Category Drag the contact from Qutlook [
© By Company and release it over the
© By Location Impert/Export button in OPAS
O By Follow-up Flag
1l
Import Address from Outlook When you release your mouse in OPAS, it will
) CoLasthame: Hays dlspla)_/ a message indicating if the entity already
&/ Frthane: Amonds exists in OPAS: Click Yes to add this person or
not found in Address-Book (Artists) 1 bus'ness to OPAS

Append a new Address from Outlook?

|:| remember last decision

) Because Outlook does not use Address Groups
or categories to the degree that OPAS does you
must next assign the Address Group for this entity:

[ Ves | | No

@ select =
Group |~ |

[ oK ] ’ Cancel ]

Configuring the OPAS / Outlook Integration

Before you can drag/drop contracts from Outlook to OPAS, the feature must be turned on, and Contact Numbers
properly configured. Both actions need be taken only once.

Set the fmlIELRLAAL A Y ST IR PITILS W ILT AL TR LSV SIS =1 Open the OPASINI flle, found |n the

OPAS.INI file ;‘E’;Eg’é’:fghl main OPAS directory on the server (if
’ LoadWorksNotes2Program=YES you double-click the file, it will

ErrorLog=OFF automatically open in Notepad).
EnableReminders=YES

Reminderinterval=5 Scroll down to the [SYSTEMSETTING]
SaveToRelatedDates_KeeplLeovel=YES section and ensure the highlighted lines

SaveToRelatedDuties_KeeplLevel=YES

OUTLOOK ImportNumberText=NO are set as shown here. Save the

OPAS.INI file and exit.
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Setting Contact ~ Contact Numbers in OPAS must also be configured to properly integrate with Outlook.

Number types . Contact Murmbers [3]
yP e Click the Background Data 1 | Phone 7Drd;erumbEr

519,380,172

2 Igailems@f\neallssu

-

No. Types menu item at the top of |
the OPAS screen, or right click a
phone number in the Address Book
and select Phone No. Types.

e On the Main screen for each contact
number classification, check the
appropriate box to facilitate imports
and exports with Outlook as shown
below. Note that if you check both the Home and Work options for both
Telephone and Fax numbers, OPAS will place the phone number in both fields in
Outlook. Phone number types in OPAS that are not configured (no check boxes)
will not be imported from nor exported to Outlook.

Phone numbers in the Address
Book must be properly configured
to integrate with Outlook.

This OPAS setting Corresponds to this Outlook number

List [ (Main [Fulyame... | [Tom Gaitens |
Name | Phone | Job title: |:|

Phone numbers
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