815 gi.%'-awgw Sync Outlook Calendar

There are 12 steps to complete this task:
1. Open My Preferences.

Select Configure Email Account.

Enter user's email and email password.

Press Save.
Press Close.

Open System Management.

Select type of staff.

Select user and press Edit.
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Enter user's Email and Mail Box ID.

10.Press Save.
11.Press Close.

12.Press Close.
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Standard Guide

Step 1. Open My Preferences.

To open My Preferences, select Tools on the Menu Bar, then select My Preferences.

The My Preferences window will appear.

File Options [Tools| Help
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Records Management Tracking
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Global Reports
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Personal Calendar

cM Group Calendar
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Step 2. Select Configure Email Account.

Select the box beside Configure Email Account located on the right side under Other

Settings.

My Preferences
Skyline Settings

Initial View

Attorney Preference

Team Preference

Skyline Open Matter Field
Setting

Create logFile in user documents
folder

Skyline & Main St. View Senw_

Other Settings

Set My Logon Password
Configure Email Account

Default Personal Template Path

Display Time Zone in
Assignment-Make Entry

Set calendar settings

Show my open matter

Show my time on calendar
Default Email Body Text

Pre-Defined Text

Close
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Step 3. Enter user's email and email password.

In the Set Outlook Email Password window, enter the user's email address and email
password. Enter the user's email password again to confirm.

Set Outlook Email Password

Email | test@cycominc.com

Email Password | *wwresssaxs

Confirm Emai I| nmn"“{

Password
Font Family | Calibri -
Font Size | 11 -

A
Font Color| 2L '~

Save Cancel

Step 4. Press Save.

Press the Save button located at the bottom of the Set Outlook Email Password window.

Set Outlook Email Password

Email ‘ test@cycominc.com

Email Password | *wreeas i
Confirm Email
axrreeen
Password ‘ "'I
Font Family | Calibri -
Font Size | 11 v

A
Font Color| 0 |~

‘ Save Cancel

Step 5. Press Close.

Press the Close button located at the bottom of the My Preferences window.

My Preferences X1
Skyline Settings Other Settings

Initial View Set My Logon Password

Skyline & Main St. View Settings

Attorney Preference

Team Preference

Skyline Cpen Matter Field
Setting

Create logFile in user documents
folder

Configure Email Account

Default Personal Template Path

Display Time Zone in
Assignment-Make Entry

Set calendar settings

Show my open matter

Show my time on calendar
Default Email Body Text

Pre-Defined Text

‘cum
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Step 6. Open System Management.
There are two ways to open this module.
1-Step Option:

Press the System Management icon on the Global Toolbar.

File Options Tools Help
& \ i i) » @ o oy [ = |
ABFL 8§ O O © M d

When you hover over the correct icon,
Systems Management |Vill appear.

2-Step Option:

1. On the Menu Bar, press Tools.

2. Press System Management.

File Jools | Help

\’\ g P System Management

My Preferences
)45 ;
| Records Management Tracking

Global Reports

My Open M3

My Open
s
My Enai_|
|

Find My Files
Personal Calendar
Group Calendar

My Email Time Accounting Entry

Timesheet Batch Entry
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Step 7. Select type of staff.

The Files tab of the Global System of System Management should open by default. If
Global System is not displayed, select the Global System icon at the top. If the Files tab
is not visible, select the Files tab.

System Management -'\ " 9 B A Lo L
Global System
Files | Admin | Reserved
Department Attorney Object Codes

Fund - Accounts Investigator Street Types

Staff Types Paralegal Directions (Compass)
Teams Judge Subject

Prefix Report Footer Text
Calendar Types Vendor Vendor Object Codes
Holidays Outside Counsel

Note Types Other Staff

Fiscal Years Enterprise-wide Staff Gang Codes
Retention Class People Clique Codes
Insurance Funds People Types

Consolidate People

User Setup and Security Close

Select the box to the left of the staff type of the user. In this example, Other Staff is
selected.

System Management \: Ad oW a8 W

~
Global System

Files | Admin | Reserved

Department Attorney Object Codes

Fund - Accounts Investigator Street Types

Staff Types Paralegal Directions (Compass)
Teams Judge Subject

Prefix Report Footer Text
Calendar Types Vendor Vendor Object Codes
Holidays Outside Counsel

Note Types ‘ Other Staff

Fiscal Years Enterprise-wide Staff Gang Codes
Retention Class People Clique Codes
Insurance Funds People Types

Consolidate People

User Setup and Security Close

Page 5 of 8



CityLaw/

@ @ CountylLaw

Sync Outlook Calendar

Step 8. Select user and press Edit.

Find the user and left-click to highlight their name. Press the Edit button located at the
bottom of the Other Staff Maintenance window.

Other Staff Maintenance

D Name Search

Drag a column headar and drop it hare to group by that column
D T Name
(ald

> |DEMO  Demo Cycom User

Cycom Data Systems

-_N‘ Edit Inactive Delete

Show Inactive Only

Print A v Close

Step 9. Enter user's Email and Mail Box ID.

Ensure the user's email address is entered correctly in the Email field and the Mail Box ID

field.

Maintain Other Staff Records

>
f k o Other Staff records are maintained here.

Code ID' DEMO Type S
Net User demouser
Team
Name | Demo Cycom User
Title

Address

City St

’ Email | test@cycominc.com
TaxID

Ref#

‘ Mail Box ID | test@cycominc.com

Import Address

5]
°

Modules...

Show all staff types Force login password

Dept

Phones

Rate Class s
Show All Rate Classe
v Billable
/| Calendaring
CMS Reporting Enab
nactive

Suffix

Cancel
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Step 10. Press Save.

Press the Save button located at the bottom-right of the window.

Maintain Other Staff Records

» Modules... |
( § «  Other Staff records are maintained here. e

Code ID DEMO Type S v Show all stafftypes | | Force login password

Net User demouser

Team v Dept
Name | Demo Cycom User
Title
Address Phones
City St Zip

Email | test@cycominc.com

Tax ID | Suffix | Rate Class \

| Show All Rate Classe
e | sillable

|| Calendaring

|| CMS Reporting Enab

Mail Box ID ‘ test@cycominc.com L Inactive

Import Address ‘ Save Cancel

Step 11. Press Close.

Press the Close button located at the bottom-right of the window.

Other Staff Maintenance

) Show Inactive Only
D Name Search

Drag 3 column header and drop it hare to group by that column

CYc Cycom Data Systems
> [DEMO Demo Cycom User

New Edit Inactive Delete Print A \‘ Close
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Step 12. Press Close.

Press the Close button located at the bottom-right of the System Management window.

f

P2

Consolidate People

System Management 11 SASIE™ I - A=Y
Global System -
[ Fics i It

Department Attorney Object Codes
Fund - Accounts Investigator Street Types
Staff Types Paralegal Directions (Compass)
Teams Judge Subject
Prefix Report Footer Text
Calendar Types Vendor Vendor Object Codes
Holidays Qutside Counsel
Note Types Other Staff
Fiscal Years Enterprise-wide Staff Gang Codes
Retention Class People Clique Codes
Insurance Funds People Types

User Setup and Security

* Close

The user's calendaring from CLW to Outlook and from Outlook to CLW should now be

synced.
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