1.

BETWEEN AMICUS AND YOUR PALM

Amicus Version 5.5

Important Issues / Helpful Hints

HOW TO PERFORM A SUCCESSFUL HOTSYNC

Perform the HotSync on a regular basis - get into the habit of performing a HotSync with Amicus first

thing in the morning or as soon as you open your Amicus office. Also, perform a HotSync as the last
function of the day prior to closing Amicus and/or leaving your office, or anytime you leave the office and
may have the need to make changes to any records in your Palm. Be sure to have Amicus open when
you perform the HotSync operation.

Familiarize yourself with the field mappings and set them carefully - you can now map Amicus fields to

Palm fields prior to performing a HotSync; however, since the Palm only has 8 communications fields,
and Amicus has 20, many fields from Amicus still will not be transferred to the Palm.

Be Consistent and Use the Notes field - list any extra information in the ‘Notes’ field in Amicus (in

addition to the regular Amicus field) for information in any field that isn’t fixed (or doesn’t exist) in the
Palm, e.g., second e-mail address, second address, pager, etc. For example, when you enter a
contact’s Home e-mail address in Amicus (where the Primary card is the Office card), you may also
want to enter it in the ‘Notes’ field. That way, no matter how you have mapped the communications
fields for the HotSync operation, you will always see the Home e-mail address in the ‘Notes’ field in your

Palm.

A. Address Fields - Each contact in Amicus can have up to 3 address fields - you can only have 1
address for each contact in the Palm. The address listed in the Primary card in Amicus will, by

default, synchronize to the Palm address

B. Fixed Fields - Amicus has many communication fields that do not exist, or are not fixed fields, in the
Palm - i.e., Cell, Pager, Business 2, Home Fax, etc. NOTE: If you click on the drop-down arrow on
any of the 5 communication fields on your Palm and select a different field name, the information will
still be transferred to the Amicus field listed on the chart below - unless you modify the default labels
(see page 6 for more info about default field labels)

C. Custom Fields - You can also customize up to 3 text fields in Amicus that contain information that
will exchange to 3 custom fields in the Palm.

Amicus Attorney field Palm field Amicus Attorney field Palm field
Prefix No equivalent City (primary) City
First First name State/Province (primary) State or Province
Last Last name Zip/Postal Code (primary) Zip or postal code
Middle No equivalent Country (primary) Country
Salutation No equivalent Custom 1 (if text field) Custom 1
Job Title (primary) Title Custom 2 (if text field) Custom 2
Company (primary) Company Custom 3 (if text field) Custom 3
Street Address (primary) Address No equivalent Custom 4

Notes Note
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4. Contact Groups / Category Mapping. Palm Categories can now be mapped with Amicus contact
groups; however, there is a limit of 15 categories in the Palm (including the QuickList), and there is
virtually no limit on the number of contact groups in Amicus. Listed below are things that you will need
to know about the mapping. (See page 6 for more information about mapping)

. After initially upgrading to Amicus 5.5, if you try to set up the
mapping of Groups / Categories in the HotSync Manager prior to
performing a HotSync operation, the Palm categories will not be
recognized. You can set up any of the other HotSync options,
but you will have to perform a HotSync in order to map the
Groups / Categories the first time. Also, any time you make any
changes to the Palm categories or the Amicus contact groups, a
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message will appear during the next HotSync operation asking
you to verify the mapping. The Mapping Groups/Categories
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B. Unmapped Groups/Categories: Any contacts that come over from Amicus with no contact group will
be displayed in the Palm as ‘Unfiled’; any contacts that come over from the Palm with no category
will be displayed in Amicus with no contact group. (See the section on page 5 for more info about
unmapped group / categories.)

C. Multiple Groups (Amicus): If an Amicus contact has more than one group assigned, and you have
set the sync options to create or update the Palm contact, only the first contact group assigned in
Amicus will be set as the Palm category.

5. Records created on the Palm - Because records that were created on the Palm are only brought into
your Amicus office, you may wish to modify some of these records in Amicus to add other Team
Members, attach the record to an Amicus File or Contact, etc. If you think it will be difficult for you to
remember which records were created after a HotSync operation is performed, you may want to “flag”
records on the Palm to help you easily locate the records.

A. Appointments / To Do’s - Include special characters, such as ZZZ or QQ, in the title of a Palm
Appointment or To Do.

After performing a HotSync, go into the Amicus Calendar and
perform a search for ‘ZZZ’ in the Appointment and To Do Titles -
be sure to select ‘All matching events’ in the Show section.

Modify each Appointment and To Do that appears in the Search
Results - remove the ZZZ, and make any other changes, such
as:

) Assigning other Team Members

) Select a File and/or Contact to associate with the record
) Selecting a Category for the record
)

4) Setting up Intelligent Assistance (the I button)

(1
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(
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B. Contacts - Include special characters, such as ZZZ or QQ, at the end of a Palm contact’s last name
(i.e., BerensonZZZ).

i. After performing a HotSync, go into the Amicus Contact Index,
and perform a search for ‘ZZZ’ in the ‘Full name’ field - you
may Want to Se|eCt a” three CardS Flange: ©* Allcontacts  © Only contacts shown in index
Search for this text in the selected fields and cards:
ii. Modify each Contact that appears in the Search Results - 2z
remove the ZZZ, and make any other changes, such as:  Field - Card
¥ Full name
(1) Assigning other Team Members :: Coparozm || O
(2) Select a File and/or Contact to associate with the record - :df"m - e |
(3) Creating Contact Relationships with other Amicus contacts ||~ = o —
(4) Adding custom information for the contact  Phore _genae. |
(e EE ¥ Other
[~ EmaiAweb

6. Common scenario for disappearing information

A. You enter a contact’s cell phone number in the ‘Other’ field in the Palm, and after returning to the
office, perform a HotSync.

B. Later you look for that contact’s cell phone number in Amicus and it is in the ‘Other’ field in Amicus.
You move it from the ‘Other’ field to the ‘Cell Phone’ field in Amicus and perform a HotSync.

C. The next time you look for the cell phone number in the Palm, it isn’t there. You forgot to modify the
mapping so that the ‘Other’ field in the Palm is mapped to the ‘Cell Phone’ field in Amicus.
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Customizing the HotSync Actions & Options

Before you are ready to synchronize data, be sure that the HotSync Manager icon is open - if it is not
displayed on the Taskbar, select Start - Programs - Palm Desktop - HotSync Manager.

Default selections will be used if the HotSync Manager is not modified when a HotSync is performed.

NOTE: The HotSync Problem window will open if any problems were encountered during the HotSync
process (such as duplicate records modified in both Amicus and Palm). See page 8 for
information on Checking the Log - Cleaning up Duplicates. Read pages 1-3 for helpful hints on
avoiding duplicates or lost data.

1. Amicus Appointments

A. If you need to change any of the Actions and/or Options, click on
the HotSync Manager (§)|) icon and select Custom. o o [ty Opens |
HotSyne Action
i. Double-click on the Appointments conduit to see the HotSync SR St
Action selections. In most cases, leave the default C50) @GR
‘Synchronize Amicus and Palm’. OB oot |
et s Default

ii. ‘Setas Default’ should only be checked if you wish to change
the default for the entire Appointments conduit (selections on
both the Action and Options tabs). Cancel |

B. Click on the HotSync Options tab. Now you need to make a few decisions regarding the
Appointment Sync options.

i. Conflicts - what to do if an appointment record is changed in
both the Palm and AmICUS HotSyne Sction HotSynchtinnsl
r Conflict
NOTE: The only time that this option will be important is if an Vsl el G R el Wi Pl i s

existing appointment record is modified in Amicus and
the same existing appointment record is modified on the

Palm prlor to a HOtSynC belng performed You mUSt _Dalgsj:cg;omze the &ppointments in Amicus that are within
actually change a record in the Palm or Amicus for it to 6 = [Weke =] inthe past end

be flagged as ‘changed’ - if you just view a record 2= [ 2] inthefutue

without making a change, it will not be flagged as

‘changed’. B

(1) ‘Use the Amicus appointment’ - if you normally create or modify appointments in Amicus,
select this option as the default.

(2) ‘Use the Palm appointment’ - if you normally create or modify appointments on your Palm,
select this option as the default.

(3) ‘Create duplicates’ - if there is a possibility that you may have “edited” one or more
appointments in both Amicus and the Palm, then you should select this option prior to
performing the HotSync operation. (It is not recommended that this option be used as the
default).

ii. Date Range - specify the number of Weeks (or Days) in the past and future of Appointments to
include in the synchronization
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2. Amicus Contacts

A. If you need to change any of the Actions and/or Options, click

on the HotSync Manager (fl) icon and select Custom. Heoscim | s g |

HotSync Action
B+2
i.  Double-click on the Contacts conduit to see the HotSync DB roeromuninee
Action selections. In most cases, leave the default . S
‘Synchronize Amicus and Palm’. — ™ et Dt

ii. ‘Setas Default’ should only be checked if you wish to
change the default for the entire Contacts conduit
(selections on both the Action and Options tabs).

Cancel

B. Click on the HotSync Options tab. Now you need to make a
few decisions regarding the Contact Sync options.

i. Conflicts - what to do if a contact’s record is changed in

both the Palm and Amicus.

HotSpne Action  HotSyne Optiars I

r Conflic Group:
NOTE: You must actually change a record in the Palm or s oo chvgeinbn | | I e ko Crat o
[ i ¢ ’ H H B[P T sprchronization
Amicus for it to be flagged as ‘changed’ - if you just PR
view a record without making a change, it will not be =i (il Cortactsin those Groups tha se meppes
flagged as ‘changed’. e ——

 Mapping

Mapping Contact fields will ensure that values are synchronized properly. Ta map
Groups and Communications, click the appropriate button below.

(1) ‘Use the Amicus contact’ - if you normally create or
modify contacts in Amicus, select this option as the
d efa u It . Communications.. Groupe... |

Cancel

Mote: Palm Addiess is mapped by default to the Amicus Primary Addiess.

(2) ‘Use the Palm contact’ - if you normally create or
modify contacts on your Palm, select this option as the default.

(3) ‘Create duplicates’ - if there is a possibility that you may have “edited” one or more contacts
in both Amicus and the Palm, select this option prior to performing the HotSync operation. (It
is not recommended that this option be used as the default).

ii. Groups - you can determine whether to synchronize:

(1) All contacts - unmapped items will be handled as follows:
(a) If a new Amicus contact has a Contact Group that is not mapped to a Palm Category, a
new Palm contact will be created with no Category (will be displayed under ‘Unfiled’ or
‘All’)
(b) If a new Palm contact has a Category that is not mapped to an Amicus Contact Group, a
new Amicus contact will be created with no Contact Group.

(2) Only Contacts in those Groups that are mapped - unmapped items will be handled as
follows:
(a) If a new Amicus contact has a Contact Group that is not mapped to a Palm Category, a
new Palm contact will NOT be created
(b) If a new Palm contact has a Category that is not mapped to an Amicus Contact Group, a
new Amicus contact will NOT be created.

(3) Multiple Groups (Amicus): If an Amicus contact has more than one group assigned, and you
have set the sync options to create or update the Palm contact, only the first contact group
assigned in Amicus will be set as the Palm category.
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Mapping - Palm has eight standard communication labels, although only five can be displayed

as defaults on a contact record. You can modify the mapping for each of the eight labels, and

modify the default labels that appear.

(1) Communications - For example, by default, the
‘Business Phone’ field for an Amicus contact record is
mapped to the ‘Work’ phone field in Palm, and the
‘Other’ field for an Amicus contact record is mapped to
the ‘Other’ phone field in Palm. You may want to
display the ‘Mobile’ label on the Palm (see #2 below),
and set the mapping so that the ‘Mobile’ Palm label is
mapped to the ‘Cell Phone’ field in Amicus.

(2) Set Defaults - You can decide which Palm labels will
be displayed by default.
(a) If a contact displays the same label in more than
one field, the subsequent fields with the same
label are ignored.

(3) Groups (Categories) - You can now map Amicus

Contact Groups with Palm Categories.

(a) The Palm has a limit of 15 Categories that can be
created (including the QuickList)

(b) Amicus has no limit to the number of Contact
Groups that can be created.

(c) Once you have created your Categories on your
Palm, you will be able to map each Palm Category
with a specific Amicus Contact Group.

(d) Itis recommended that you reset the link after
changing any mapping - for more information
about resetting the Palm link, see the Palm Help
information under Companion Products Help in
your Amicus Attorney Office Help menu.

Mapping Communications

~Map Palm and &micus Ct L:
Select a Palm Label and a corresponding Amicus Communication Label and click the Map button.

Palm Labels | Mapped Palm Labels ‘ “Amicus Labels & Types
whark A |Home Fax “~
Home Harne E-mail
Fax Home 'Web
Other DOther Other Phane
E-mail _ ~ Other Fax
Main Lo Map Other E-mai
Pager R Agsistant Phane

= ColProne
Car Phane
Pager Fager Phone
30N Phone
¥ |Cottage Phone v
Set Defaults Clear Mapping
Only values in mapped Communication fields will be exchanaed between matching records. Where duplicate
labels used. only the first will be exchanged. The Amicus Primary Phone setting determines the 'Show in List'
Palm setting,

Cancel

oK

Mapping Communications

)

i~ Default Labels For New Palm Contact;

‘when creating a new Palm Contact select the Palm labels to be displaved by default.
“You must chaose from those that are mapped for exchange.

Label Position 1 Im
Label Position 2 m
Label Position 3 Fan i

Label Position 4 Im
Label Position & m

Cancel |

Mapping Groups/Categories

- Map Palm Cantact Categaries with Amicus Contact Graup:
Select a Palm Category and a cariespanding Amicus Cortact Graup and cick the Map button.

Palm Categoriss FMapped Paim Categories | | Amicus Contact Groups
Clierts ~ Clierts ~ [Clients ~
Persanal Prospects Prospects
QuickList Associale
Prospects Attormey
Consubarts Bookkesper
Aricus comsult Map Management
Netwark cansult Office Manager

edical Wmizs Paralegal
= Partrier
GCPCUG Secretay/Receptionist
Table tennis Sole Practitioner
Trainers Announcement List
~ ¥ |Holiday Maiing List

Clear Mapping

Only values in mapped Category/Group fields will be exchanged between malching records.
You should reset the Link following any changes made to map sattings

Cancel
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3. Amicus To Do’s

A. If you need to change any of the Actions and/or Options, click on the HotSync Manager (.) icon

and select Custom.

i. Double-click on the To Dos conduit to see the HotSync Action
selections. In most cases, leave the default ‘Synchronize
Amicus and Palm’.

ii. ‘Setas Default’ should only be checked if you wish to change
the default for the entire To Dos conduit (selections on both the
Action and Options tabs).

B. Click on the HotSync Options tab. You need to decide what to
have HotSync do if a To Do is changed in both the Palm and
Amicus.

i. ‘Use the Amicus to-do’ - if you normally create or modify To
Do’s in Amicus, select this option as the default.

ii. ‘Usethe Palm To Do’ - if you normally create or modify To
Do’s on your Palm, select this option as the default.

iii. ‘Create duplicates’ - if there is a possibility that you may have
“edited” one or more To Do’s in both Amicus and the Palm,
select this option prior to performing the HotSync operation.
(It is not recommended that this option be used as the

default).

Amicus V To Dos E|
HatSyre: Action I HotSpnc Options |
HatSyne Action
B2 & Eynchronize Amicus and Pain
(2~ | " Replace Palm with Amicus
B II Do not transfer information
[ Seths Defaul
Amicus ¥ To Dos FZ|
HatSync Action  HotSpne Dptions |
r Conflic
If & Ta D is changed in bath the Palm and Amicus,
® Lelizdues Tolo
" {izethe Faim To g
" Create duplicates
D ate FRang
Synchronize the To Do's in Amicus that are within
IB ﬂ Wieeks VI in the past and
|52 j Weeks vl in the future:
ot |
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Checking the Log - Cleaning up Duplicates

1. After the HotSync operation is finished, you may see a
HotSync Problem dialog box. Click on ‘View Log’. HotSync Problem (51 seconds until dismissed)

Senchronization generated one or more messages.
Pleaze see the HotSyne Log for details.

NOTE: If no message box appears, or if you missed clicking GD
on View Log while the dialog box was open, you can
still check the log to see what happened by clicking I—I
oK,

on the HotSync Manager and selecting View Log. Hhzleg

A. Overwritten Records - If you had selected ‘Use the Amicus Appointment / Contact/ To Do’ or ‘Use
the Palm Appointment / Contact / To Do’ on the HotSync Options tab, and there were one or more
records that were modified in both Amicus (referred to as ‘Desktop’ or ‘Palm Desktop’) and the Palm
(referred to as ‘Palm’ or ‘Handheld’) during a HotSync session, the HotSync log will appear with a list
of what was done with each record. In the example shown below, a calendar event was modified in
both places - the HotSync log shows that the record in Amicus (PC record) was overwritten by the
record on the Palm (HH).

HotSync operation started 10702704 01:01:31
0K Memo Pad
-- Date Book
- The following record was modified on both PalmPilot and the Desktop:
Beset odometer, 10/1/2004, Untimed
The PC record has been overwritten by the HH record.
0K Date Book with 1 message(s)
OE Address Book
OE To Do List

B. Duplicate Records - If you had selected ‘Create duplicates’ for any of the three conduits on the
HotSync Options tab, and there were one or more records that were modified in both Amicus
(referred to as ‘Palm Desktop’) and the Palm (referred to as ‘handheld’) during a HotSync session,
the HotSync log will appear with a list of each duplicate record and a note explaining what happened
to the duplicate records.

i. Inthe example shown below, a contact was modified in both places - the HotSync log shows that
both versions now exist in both Amicus and on the Palm. And it is suggested that you ‘Delete
the unwanted record and perform a HotSync operation again.’

hotSYnc operation started 10704704 14:z20:08

0F Mewo Pad

OF Date Eock

OF Address EBook

== To Do List

= The following record was modified on both the Palm Desktop and the handheld:

Update Amicus - Palwm, Du=s: 10/7/2004, Priority: 1
Both wersions of this record were copied to the Palwm Desktop and the

handheld. Delete the unwanted record and perform a HotbSync operation again.

OFE To Do List with 1 message (=)
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2. Duplicate Appointment or ToDo - first check the appointment or To Do in Amicus.

NOTE:

It is recommended that the record be modified in Amicus, since you will be able to see if
there is any File or Contact information attached to the appointment.

A. If the record in Amicus is exactly the same as the record on the Palm (either no file or contact info,
or both with file or contact info), delete either record.

B. If one record has file or contact information, and the other does not, delete the one without the file or
contact info.

3. Duplicate Contact - first look at the Contacts Index in Amicus.

A. Sort the Contact index by Name or Company to find the duplicate records. Even if you can see right
away which record is old and which is new, you should open probably open up each record and view

the

NOTE:

brad pages of each.

If one record has linked information (such as a File, Group, Contact Date, events, phone calls or
messages), and the other does not, chances are good that the one with the linked information is
the good record, and the other record is the duplicate and can be deleted. (See the note below

regarding Team Member assignments).

If both contact records contain linked information, you will need to check the brad pages in each
contact record to figure out which contact has the majority of the information (the major record).

(1) If there are phone numbers, addresses, e-mail addresses, custom info, etc. in the minor
record that are not in the major record, cut and paste that information into the major record -
eventually the minor record will have very little information and it will be easy to see which is
the major record.

(2) If there are events, phone calls, messages, etc. in the minor record that belong to the major
record, double click on each minor record and select the correct major record.

(3) If the minor contact is linked to a file, you will need to remove that contact from the file, and
then add the major record to the file.

If the record to be deleted is assigned to multiple Team Members, you will need to remove
other Team Members and leave just yourself on the record in order to delete that record.

B. Once you have successfully moved all of the linked information to the major record, you can then
delete the minor record, which should no longer have any linked information.

4. After you have successfully cleaned up and deleted any duplicate records, perform the HotSync
operation again. Then be sure to verify that the same duplicate records weren’t exchanged again.
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