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Allstream Small Business
Enhanced Email with SyncSuite and
Collaboration

SyncJe for Microsoft Outlook

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2007 MTS
Allstream Inc. All rights reserved.)
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1 Introduction to SyncJe for Outlook

SyncJe for Outlook makes it easy to synchronize your Outlook contacts and
calendars across your BlackBerry® smartphone, Outlook, Outlook Express and
Webmail wirelessly over the Internet. SyncJe for Outlook is completely
integrated into Microsoft Outlook as a "plug-in." All settings are performed using
the property pages in Outlook.

A) Required Components

The following is required for SyncJe for Outlook to function properly:
Computer with Internet Connection
0 Microsoft Windows 98 or greater
o0 Microsoft Outlook 98, 2000, 2002, 2003 or 2007 for Windows

Full Email Address and Password

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2007 MTS

Allstream Inc. All rights reserved.)
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2 Installing SyncJe for Outlook

Download SyncJe for Outlook from  your Webmail account.

1. Go to the Allstream Small Business website and c¢ lick on My
Accounts

http://www.allstream.com/smallbusiness/

2} - allstream Small Business - Microsoft Internet Explorer =] x|
File Edit Wiew Favorites Tools Help ‘ a.
@Back-@- @ @ :h|psaarch ‘L‘[\\‘(Favorites '@|8"E—§\5‘"\Jﬂ

Address IE hittp: f e, allstream, com/smallbusiness) j Go | Links >

Tangais
)
a”str‘ea’ﬂ small business Home  Products & Services Success Stories  Promotions  Articles  Help & Tools  About Allstream Contact Us
V/ telecommunications —

Alistream Small Business Click here to use our
Hosted Phone System F FOR A LIMITED E SAVINGS CALCULATOR
Add up your savings with phone & Internet
The Hasted Phone System TI M E U N LY bundles from Allsiream Small Business.

from Allstream Small Business
Receive free installation when you

offers the henefits of & traditional on-site phone
system, plus advanced festures, simple web-based pernbons nue Liontad Dinms Sxntam m CALL 1IQ AT 4 977 7772 2704 Bl

D L I B T 3= S

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2007 MTS
Allstream Inc. All rights reserved.)
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File Edit Wiew Favorites Tools  Help ‘ #
eﬁackvev @ @ ©|pﬁearc.h *Favnrites ®|Bv&vgﬁ
Acdress [ 2] it oy, alletram.comfsmellbusinssjmy-accountsf B |L|nks »
Frangais
/ My Accounts
a’ ‘St!‘ea“n small business Home Protucts & Services Success Stories  Promotions  Articles  Help & Toals  About Allstream Contact Us
\/ telecommunications

Hame = My Accounts

My Accounts

Webmail Access

For Special Offers
Access your emal remaotely or change your seftings and preferences.

Please enter your email address

Dgin to your wekmail to receive exclusive online
Manage webmai accounts content and spacial otters from
Allstream Small Business.
Hosted Phone System

Privacy Policy

Access your online portal, change your preferences and adjust your call seftings.

Endl user login
Administrstor login

‘Web Hosting

Access your hosted website account and change your settings or preferences

Login

El
T e

(=]

2. Login to your Webmail account.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2007 MTS
Allstream Inc. All rights reserved.)
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The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2007 MTS
Allstream Inc. All rights reserved.)
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3. Go to “Mobile” Section > “Downloads”

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2007 MTS
Allstream Inc. All rights reserved.)
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4. Select SyncJe for Microsoft Outlook by clicking on the “Download”
button.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2007 MTS
Allstream Inc. All rights reserved.)
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5. A“Welcome” Screen will launch once the file is do wnloaded.
a. Click “Next,” to proceed
b. Click “Cancel,” to stop installation.

6. End User License Agreement
a. Click “Back,” to return to the previous screen.
b. Click “Next,” to accept End User License Agreement
c. Click “Cancel,” to stop installation.

7. Select location you wish to place SyncJe for Out  look.
a. Click “Back,” to return to the previous screen.
b. Click “Next,” to accept directory location.
c. Click “Cancel,” to stop installation.

8. Install Folder into Directory “SyncSuite\SyncJe f or Outlook”
a. Click “Back” to return to the previous screen.
b. Click “Next,” to accept folder name or type in a folder name you prefer.

C. Click “Cancel,” to stop installation.

9. Setup Complete
a. Click “Finish.”

installation and display the "Welcome Dialog" when you first start

n The SyncJe for Outlook plug-in will automatically d etect a new
Outlook after successful installation.

o I If the install was successful, you will see a “Synch ronize” button on
D your Outlook menu.

Button

A

Synchronize

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2007 MTS
Allstream Inc. All rights reserved.)
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A) Setup Wizard

The Install Setup Wizard will automatically start upon your next session of
Outlook.

Setup Wizard

The Setup Wizard assists you in creating a sync connection. This will enable you
to synchronize your contact list to the server. Once the information reaches the
server you will be able to synchronize with other Outlook clients and handheld
devices.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2007 MTS
Allstream Inc. All rights reserved.)
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B) Setup Wizard Configuration

Search for Outlook on your PC and start program . A pop up will appear
with a prompt to start SyncJe Setup Wizard.

1. Click “Next,” to initiate Setup Wizard.

2. Enter Full Email Address and Password
a. Click “Previous,” to return to last screen.
b. Click “Next,” to accept inputted server information.
c. Click “Cancel,” to dismiss modifications and exit Setup Wizard.

3. Complete Setup
a. Click “Previous,” to return to last screen.
b. Click Finish",” to complete setup.
c. Click “Cancel,” to dismiss modifications and exit Setup Wizard.

4. Your Outlook client is now ready to sync. You may synchronize by
clicking the “Synchronize” button on your Outlook.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2007 MTS
Allstream Inc. All rights reserved.)
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3 Properties for SyncJe for Outlook

In Outlook go to Tools > Options and click on the SyncJe Tab. This section will
allow you to modify server and SyncJe options.

Options

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2007 MTS
Allstream Inc. All rights reserved.)
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There are 2 sections under the SyncJe tab:
Once you have modified all desired options, press “OK” to accept changes.

1. Edit Server

Buttons |Description
Edit Allows you to modify which email address is using SyncJe for
Outlook
To select which folders are synchronized with your email address do
the following:
Within Edit Server click on Edit
Input email name and password
Select or deselect the folders to include in the synchronization process. The
default is to have both selected.
2. Options
Buttons |Description
About Allows you to view version information
Proxy The proxy settings are only used only if your Internet connection
uses a proxy. If a proxy is being used; check the “Use Proxy Server”
box and fill out the port number and proxy name.
Options | Allows you to modify the following:

o0 User interface options
o0 Duplication elimination
0 Schedule synchronization

Options is divided into 4 sections, all on individu al tabs:
1. Plug-In — this tab allows you to specify Toolbar and Menu
options: placing SyncJe for Outlook into Toolbar and menu.
You can also set “One Touch Sync,” which will synchronize
your data without having Outlook open.

2. Auto-Sync - this tab configures timed automatic
synchronization at a set time and date you have specified.
Email and Password are required for this option.

3. Maintenance - this tab checks and removes duplicated data:
Contacts and Calendars.

4. Logs - this tab contains past synchronization logs. Logs are
automatically created when you synchronize your data.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2007 MTS
Allstream Inc. All rights reserved.)

13




4 Synchronize using SyncJe for Outlook

Once SyncJe for Outlook has been installed, by default a new button should
appear on your Outlook toolbar.

Synchronize Found on

Outlook
<+ Toolbar.

A) Add SyncJe for Outlook to the Main Menu

In your Outlook Main Menu go to Tools > Options >S  yncJe Tab
1. Inthe SyncJe Tab, click on “Options ” button.
2. In *Place Launch bar in” check the “Menu” box.

3. Click “OK.”

SynclJe

Added to

<—— the Main
Menu

SyncJe for Outlook Main Menu has the following opti ons:

Menu Options

Description

Properties

This option allows you to modify server and SyncJe options.
This screen is the same as the “Properties for SyncJe for
Outlook” screen found in Chapter 3: Properties for SyncJe for
Outlook.

Synchronize

Synchronizes the Contacts and Calendars.

Help By selecting this option the Help Files are launched.

Support Support allows you to contact Support with Zip files of SyncJe
logs.

About The About option provides details on the SyncJe for Outlook

version running with your Outlook.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2007 MTS
Allstream Inc. All rights reserved.)
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B) Synchronize

There are 2 locations that will allow you to synchr onize your Contacts and
Calendars from Outlook:

1. Main Menu
You must add this to your main menu via Tools > Options > SyncJe Tab>
Options Button.
a. On the Outlook Main Menu Click “SyncJe”
b. Click “Synchronize.”
c. Click “Sync” button to start synchronization.
d. Synchronization will start to initiate from your Outlook to the server.

2. Toolbar
a. On the Outlook Toolbar, click “Synchronize”
b. Click “Sync” button to start synchronization.
c. Synchronization will start to initiate from your Outlook to the server.

Sync Status

Synchronization times will vary based on number of C  ontacts and
Calendars you have on Outlook.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2007 MTS
Allstream Inc. All rights reserved.)
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5 Uninstall SyncJe for Outlook

There are 2 methods to disable SyncJe for Outlook:

1. Uninstall SyncJe for Outlook from the Control Panel . This will result in
a permanent removal of the application.

2. Uninstall SyncJe for Outlook from the Start Menu  : This will result in a
permanent removal of the application.

A) Uninstall SyncJe for Outlook from the Control Pa nel

You may remove SyncJe for Outlook from the Control Panel. However this will
permanently remove SyncJe for Outlook from your PC.

Uninstall SyncJe for Outlook from the Control Panel
1. Open the Control Panel
2. Click on “Add or Remove Programs.”
3. Look for “SyncJe for Outlook” in the installed programs list.
a. Click on “Change/Remove.”
Remove Syncle.

»

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2007 MTS
Allstream Inc. All rights reserved.)
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Add or Remove Programs

A SyncJe for Outlook will be permanently removed from you PC.

B) Uninstall SyncJe for Outlook from the Start Menu

Uninstall SyncJe for Outlook from the Start Menu
1. Go to Start Menu >All Programs
2. Look for SyncSuite >SyncJe for Outlook> Uninstall SyncJe for
Outlook.
3. Click “Yes” to uninstall SyncJe for Outlook.

Uninstall SyncJe for Outlook

A SyncJe for Outlook will be permanently removed from you PC.

The information in this guide is provided for your convenient reference only and is based on a typical user’'s system set up. Because
individual users may have unique system set ups and software configurations, Allstream does not guarantee that you will get the results
you expect. If you have any concerns you should only proceed with the assistance of an expert software technician of your choice.
Allstream assumes no responsibility or liability whatsoever for any loss or damage which may result from the registration and transfer of
your domain name as discussed in this guide. By proceeding with this set-up, you assume all risk of loss or damage. (© 2007 MTS
Allstream Inc. All rights reserved.)
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