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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).

Export from  Tosend an OPAS Address Book entry (or

OPAS to set of entries) to Outlook, click

the Outlook

Export/Import button in the bottom border of

Outlook  the screen:
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& Lghton By smeston 4= the List Pane to be sent to Outlook. Choose the top
1 option to export the one record
© 30 Records 4§ All entries in the List Pane selected in the List Pane (and also

loaded into the top Details Pane).
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Cancel ] Choose the bottom option to export

ALL records in the List Pane.

OPAS will search your Outlook contacts to see if the person/people is already in Outlook.

If the person is not already in Outlook, OPAS will display this prompt:

Click Yes and OPAS will transfer the entry from the OPAS
Address Book to your Outlook contacts

Export Address to Outlook

y Co./ Last Name: Lighton

\ ?J First Name: Barry

Export Address to Qutlook

y  Co./ Last Name: Lighton

\. ?J First Name: Barry
uuook Cantacts

Append a new Contact from OPAS?

[] Retain Last Setting

4 My Contacts S

85 Suggested Contacts
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Lighton, Barry
Mr. Barry Lighton

(702) 4445513 Work
(702] 444-5513 Primary
(702) 4445513 Home

87 Monmouth
Jameston, VA 02431

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

Address already exists ‘_

Vi'hat do you want to do?

[ Retain Last Setting

Update empty Fields in Contact with OPAS Data

[

Crverwrite existing Contact with OPAS Data

[

Append a new Contact from OPAS

options:

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
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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)

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

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  Click 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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OPAS will search your OPAS Address Book to see if the person is already in OPAS.

Import Address from Qutlook
If the person is not already in OPAS, you Q) e
will see this prompt:

riot found in Address-Book 1

Append a new Address from Outlook?

Click Yes to add this person or business to [CRetain Last setting
OPAS. i
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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:

@ select =

If the person or company is already in OPAS, the prompt will be as shown here and
present three option:

Import Address from Outlook

v Co./ Last Name: Huntington

\ ?) First Mame: Brad

Contact already exists.
What do you want to do?

[] Retain Last Setting

E Update ematy Ficlds in Address with Outiook Date i

[ Owerwrite existing Address with Qutlook Data ]

[ Append a new Address from Outlook l
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[ Update empty Fields in Address with Qutlook Data

| Select the first option to have OPAS only import
data from Outlook that does not yet exist in OPAS

[ Orverwrite existing Address with Outlook Data

| Select the second option and all Outlook information
will be imported and where applicable will overwrite data in OPAS. In other words, phone
numbers and address data will be deleted in OPAS and replaced with that from Outlook.

[ Append a new Address from Outlook

| Select the third option to have OPAS create an
entirely new entry — the existing Address Book entry that triggered the message will not
be touched.

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 t:)l;i(.:ll_.::lgl.:;vNUlldppllIg)WII.IIUI.IIUII_UVUI)=I\IU Oplen the OPAS.'NI flle, found In the'
OPAS.INI file OUTLOOK=0N main OPAS dllrectorylon .thelserver (if
LoadW orksNotes2Program=YES you douple-chok thg file, it will
ErrotLog=0FF automatically open in Notepad).
EnableReminders=YES
Reminderinterval=5 Scroll down to the [SYSTEMSETTING]
SaveToRelatedDates_KeepLevel=YES section and ensure the highlighted lines

SaveToRelatedDuties_Keeplevel=YES

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

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

Select Phone No. Types from the list of program areas in
the far upper right-hand corner of OPAS.

B 2 Scheduling e s
Calendar For each contact number classification, check the

Dates 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.

Mame | Cell Phone MName 2
Code|CELL
These check boxes
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[ work number type to [ Home
[ Email Outlook [ Internet
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