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EbLink is an add-in designed to help Outlook users accomplish three things:

1. Push your individual Outlook contacts, companies, artists and/or venues from Outlook to your
organization’s EventBooking address book.
2. Push your Outlook emails to contacts, companies, artists and/or venues in your organization’s
EventBooking address book.
3. Push your Outlook emails to events and sales opportunities on your EventBooking calendar.
Please note:
e Our EbLink add-in is designed to work with Outlook 2007 and later. It cannot be installed on
earlier versions of Outlook.
e The EbLink add-in is subscribed to on a company-wide basis.
e EbLink stays logged in for 12 hours at a time before logging you out.
e Email attachments up to 2MB can also be uploaded. Attachments larger than 2MB are not
supported.
Have your system administrator contact to purchase and install the EbLink

add-in for Outlook.

See separate installation guide for instructions once your company has purchased the EbLink add-in.


mailto:support@eventbooking.com

If you experience issues with EbLink:
1. Click the EventBooking tab on the menu ribbon.
2. Click About.

® ©

FILE HOME SEND / RECEIVE FOLDER VIEW ADD-INS “ EventBooking

&

NA 2 @ @ @0

Connect Options Email Contact Installation Help with User’s | About
Guide Outlook columns Guide

Main Copy to EventBooking Support

3. The pop-up will provide the EventBooking support team member with needed information for
troubleshooting your issue.

4. Contact EventBooking support by calling 865.966.4900 or emailing

S\ About EbLink to Outlook » = X

eblink to Outlook

Version 3.0.1.91

Systemn Settings

Account Name: EB Beta Company
Account URL: http:{/go.eventbooking.com/
Install Path: C:\Program Files\EBLink



mailto:support@eventbooking.com

If your login credentials are not correct, you will receive an error when trying to log in.

failed (3]

0K

If you receive this error, click OK and retype your username and password. If you do not remember your
username or password, you can click Forgot your password? to have your password reset.

E@ﬁ Connect To EventBooking @

ebli:?'lk

EwvertBooking Account
EH Heta Lompamy

zemame  johnd

EEEE

Pazswond

Forgatl your passeond?

If you know that your username and password are correct but you are still unable to log in, there is a
chance that your organization has not purchased the Outlook add-in. Please have your system

administrator contact EventBooking support via email at or via phone at
865.966.4900.


mailto:support@eventbooking.com

When you upload an email to EventBooking, you also control which other users on your account can see
it. You can choose to make the emails (1) private and for your eyes only or (2) shared with a select group of
permission profiles that other users in your organization have. If you frequently share messages with the
same permission groups in EventBooking, you may want to set default message permissions.

To set default message permissions:
1. Click the EventBooking tab on the menu ribbon.
2. Click Options.

FILE HORE SEMD / RECEIWE FOLDER TR EventBooking
BNAles—~Z ©® © ©
Connect Options Ernail Contact Installation Help with ser's About

Guide Outlook columns Guide

hain Copy to BventBooking Suppaort

3. Check the boxes next to the permission profiles that you would like to have selected by default.
Note: You will always be able to override the defaults you have set for individual emails and contacts.

4. Click OK.

Note: These defaults only apply to your own instance of EbLink and not to other EventBooking users on your account who
may also be using EbLink. All EbLink users must set up their own defaults.

S5 EbLink Options = =

ebl%k

eblink to Outlook Opbons

establish cannection to EvertBaaking on start

Defaull Petmizsion Profiles to azsign to exported emals and their attachments
[] Wiew GCB

[] Wiew GCB Axvailz

[[] Eva M. Tchoordinator (prafile)

[ Swstem Admins ALL

[] NG Mear [prafilz)

[ Kate Ring [profile)

[ Jane Do [prafile)

[] Jehn Do [prafile)

[] Shaton Grean [profile)




You can push contacts, companies, venues and artists from Outlook to your organization’s EventBooking
address book. To do so, please complete the following steps for the appropriate version of Outlook:

1.

2
3.
4



Copying Contacts to EventBooking

Outlook 2007

1. Click Contacts in the bottom-left of the Outlook window.

ol O (&~

2. Right-click the contact you would like to copy to EventBooking.
3. Click Copy Contact to EventBooking.

Contacts « || 8 Contacts
2] ANl Contact Htems -
Dinator, Cora
My Contacts *
Cora Dinator
| Contacts EE Beta Company Open
Current View = :
= coral@dinator.com @ Print
®) Business Cards 4] Send as Business Card
C:I Address Cards Cend Full C
tact
() Detailed Address Cards End BT -enta
() Phone List Create
() By Category &, Call Contact...

l:::l By Company

Follow Up
'D By Location )
() Outlook Data Files Categorize
ESET Endpeint Antivirus
Add Mew Group
Customize Current View... X Delete

Copy Contact to EventBooking...




Copying Contacts to EventBooking - Outlook 2007 8

4. Select whether your contact is a Company, Person, Venue or Artist.
5. Update any other information you would like before copying.

6. Click OK.

Create Contactin EventBooking
Type Mame * |Cma Dinator

i) Comy ® Person () Venue () Artist .
— LemeEn = - - Job Title|

Address .
Email |co|E| @dinator.com

Address

Website |
Address2 Phone Mumbers

Address3 Yoice |

Address4 Fax |

FPager |

7. Click OK.

Thank you.
Your contact information has been copied to EventBocking.




Copying Contacts to EventBooking

Outlook 2010

1. Click Contacts in the bottom-left of the Outlook window.

wl G (& -

2. Select the contact you would like to copy to EventBooking.

| Atering, Mike ... Dinatr, Cors

Mike Atering Cora Dinator
EE Beta Company EE Beta Company
655555555 Work [123) 456-T7890 Wark

mike@atering.com

3. Click the EventBooking tab on the menu ribbon.
4. Click Contact.

m Home  Send/Receive  Folder  View, . EventBooking | ESET

A MBlc@d O O0
Connect Options Email fContact Installiation Help with User's About
Guide  Outlook columns Guide

Main Copy to EventBooking Support




Copying Contacts to EventBooking - Outlook 2010 10

5. Select whether your contact is a Company, Person, Venue or Artist.

6. Update any other information you would like before uploading.

7. Click OK.
f':h Create a new contact in EventBooking ]
o]l Y Kk
Create Contact in EventBooking * Rlequired
Type " Mame ™ Mike Ateiing
Compary @ Person () Yenue Agtist Job Title
Address E il rrake(Dataring, com
Address]
e Website
Address2 Phone Numbers
Address3 Voice SE55555555
Addressd Fax
City 5T, Zip Pager
Couritry =l
=
8. Click OK.
Contact Copied to EB

'o Thank you,
LW “Your contactinformation has been copied to EventBooking,

0K




Copying Contacts to EventBooking 11

Outlook 2013

1. Click People in the bottom-left of the Outlook window.

Mail Calendar Tasks -

Done

2. Select the contact you would like to copy to EventBooking.

. Search Contacts [This computer anly] [Cirl+E) 0

123 )
Cora Dinator

Jane Doe

3. Click the EventBooking tab on the menu ribbon.
4. Click Contact.

FILE HORE SEMD / RECEIWE FOLDER WIE EventBooking I

B A /3 @ 0-°

Connect Options Ernail | Contact Installation Help with User's About
—— - .
Guide  Outlook columns Guide

Mair: Capy to EventBooking Support



Copying Contacts to EventBooking - Outlook 2013

12
5. Select whether your contact is a Company, Person, Venue or Artist.
6. Update any other information you would like before copying.
7. Click OK.
& Create 3 new contact in EventBooking
Hlink
Create Contact in EventBooking * Required
Type Mame " Cora Dinabo
Company @ Paison Vernwie Azt Job Tille Coordinator
Addrezs .
Email cofa, dinatonEeventbooking. com
1
Addiess Website
Address2 Phore Mumbers
Address3 Voice [123) 456-7831
Addressd Fax
Cay 5T.2p Pager
Country Ceil
-
8. Click OK.
Contact Copied to EB (3]

Thank ywou.
WY ‘Vourcontactinforrnation has been copied to EventBooking.

Ok




Copying Contacts to EventBooking

Outlook 2016

1. Click the contacts icon in the bottom-left of the Outlook window.

2. Select the contact you would like to copy to EventBooking.

4 My Contacts
Contacts (This ter only) a1} Fl.-_ILL MNAME |EOMPAN‘?’ EBLINK |FILE AS
Click here to add a ne...
E Cora Dinator EB Beta Comp... Dinatu'
[24] Jane Doe EB Beta Comp... Doe, Jai

Items: 2

3. Click the EventBooking tab on the menu ribbon.
4. Click Contact.

oy
= :

File Home Send / Receive Folder View EventBooking () Tell me what you w

BNA 4@ @ @0

Connect Options  Email} Contact | Installation Help with User's About
Guide  Outlook columns Guide

Main Copy to EventBooking Support

13



Copying Contacts to EventBooking - Outlook 2016

5. Select whether your contact is a Company, Person, Venue or Artist.
6. Update any other information you would like before copying.

7. Click OK.

N Create a new contact in EventBooking -
?
link
Create Contact in EventBooking * Required
[~ TyPE Mame = |Cora Dinator
Jeb Title | Coordinator

|
Company (@) Person () Venue ) Aatist |
|
|

Addrees ) Email  |com dinator@eventbooking.com
Address1 o
\website

Address2 \ ) Phone Numbers

|

|
Address3 | | Voice |(B65) 555-5555
Address4d | ' Fax

City ST. Zip | [ ] Pager

Country [usa

8. Click OK.

Contact Copied X |

o Your contact information has been copied to EventBooking.

0K




15

You can copy your emails from Outlook to EventBooking. They can be copied to the Messages tab for
address book items, events and sales opportunities. To do so, please complete the following steps for the
appropriate version of Outlook:

1.

2
3.
4



Copying Emails to EventBooking

Outlook 2007

1. Click Mail in the bottom-left of the Outlook window.

wlCa [ -

16




Copying Emails to EventBooking - Outlook 2007 17

2. Right-click the email you would like to copy to EventBooking.
3. Click Copy Email to EventBooking...

EI_-_lle Edit View Go Tools Actions Help EventBooking

P adNew - | g5 23 X | CuReply (S ReplytoAll (g Forward S5 W | L Send/Receive - [ | @ Searc

Mail « ||[3 Inbox |search Inbox J3
Favorite Folders # || 4% [ @ From Subject eblink | Recei.. Size | Categ..
[ Inbox (1)
A Unread Mail = Date: Yesterday
(= Sent ltems i1 Mic.. Microsoft Office Outlook Test Mes.. & Mon.. SKB
Mail Folders 2 1 Mic... Microsoft Office Outiook T~~~ — ——
Qpen
2] All Mail ttems - & =
Brint
(= '@' Personal Folders
fa] Deleted Items i& Reply
(L7 Drafts Repl
ply to All
[ Inbox (1) -
3 Infected Items % Forward
(@ Junk E-mail [3] Follow Up X
(5] Outbax -
% RSS Feeds Categorize »
Sent ltems i=1  Mark as Read
= @ search Folders
Find All 3
[ Create Rule..
Junk E-mail 3
}( Delete
E Mowve to Folder...
2] Message Options...
Copy Email to EventBooking...




Copying Emails to EventBooking - Outlook 2007 18

4. Type a search term to look for specific events, sales opportunities and address book items.

5. Click Search.

= Copy Email to EventBooking

Associate Contacts and Events Email to be Copied
Festival Search

from: Microsaoft Office Outlook
Select All Select None to: Michael Garrett

6. Select one of the search results.
7. Click OK.

(Repeat steps 4-7 for all events, sales opportunities and address book items to which you would like to
copy the email.)

0 Search Results Selector

Search Results
Select the item to use from the list of search results
-1 Japanese Festival Association - Company (id=97560) A
w Shakespeare Festival - svent [id=435026)
Shakespeare Festival - svent fo=475025)
Shakespeare Festival - svent (id=475027)
W Spook Festival - event id=335804)
w International lce Sculpture Festiva - svent fid=455)
Matsuri (Japanese Festivals) - et (id=777625) W




Copying Emails to EventBooking - Outlook 2007

19

8. Make sure that all the events, sales opportunities and address book items to which you would like

to copy the email are checked.

9. Check the Permission Profiles that should be able to see the copied email.

10. Check the attachments (if applicable) that you would like to copy with the email.

11. Click Copy Email to EB.

Associate Contacts and Events
Festrval
Select All Select None

[+ .l Japanese Festival Association - Company (id=87564

Email to be Copied

froem Micresoft Office Outhock
o Michael Garrett

received:
INTR014 11:47-42 AM

subgect  Microsoft Office Outlock Test Message

This is an e-mail message sent automatically by Microsoft
Office Cutlook while testing the settings for vour account.

Create Contact in EventBaoking

12. Click OK.

Attachments (2ME limit) \

o Your email has been successfully copied to EventBooking,

Permission Profiles | oo 0 o Default

[] System Admins ALL A
[] HG Mear {profila)
[] Kate Ring (profile)
Jane Doe (profile)
[w] John Doe (prehile)
[F3 Sharon Green (profile) [




Copying Emails to EventBooking - Outlook 2007 20

Your email has been attached to the contacts, events and sales opportunities selected.

Japanese Festival Association (id=91560)

Hame (&
Japanese Festival Association

[Tags ][ Motes ][ Organization ][ Events (1) ][ Activit Meszages | Journal ][ Company Info ]

Microsoft Office Michael Garrett Microsoft Office Outlook Test Message
& mgarrett@event Michael Garrett Test Email

F |
Microsoft Office Outlook Test Message 4
Received: 03/17/2014 11:474
From: Microsoft Office Outlook
To: @ Michael Garrett
CC:

Attachments:

Contacts: % Japanese Festival Associati::un@; + Add contact
Events: + Add event

Subject: Microsoft Office Outlook Test Message

This is an e-mail message sent automatically by Microsoft Office
Outlook while testing the settings for your account.




Copying Emails to EventBooking 21
Outlook 2010
1. Click Mail in the bottom-left of the Outlook window.
w3 (& -
2. Select the email you would like to copy to EventBooking.
|Search Inbaox [Cirl+ ) Pl Te
|| OB @[From  |Subject eblink | Received  |Size |V 4| oo
4 Date: Last Week [ I8
EventBo... Test Email =} Mo 343720, 1 KB I sent

3. Click the EventBooking tab on the menu ribbon.
4. Click Email.

m Haome Send / Receive Folder i EventBookmgI ESET

Tat

ﬂ g
B A
Connect Options Email ontact Instaliation Help with

Main Copy to EventBooking Support

MWOQ@

User's Bbout

Guide  Outlook columns Guide



Copying Emails to EventBooking - Outlook 2010

5. Type a search term to look for specific events, sales opportunities and address book items.
6. Click Search.

ebli:?‘lk

Associate Contacts and Events

Festrval

S Copy Email to EventBooking

Seaich

i)

[={=5

7. Select one of the search results.

8. Click OK.

Email to be Copied

Frame mgareltiBeventbooking com
Select Al I | Si:bc!Nom_! Michas! Ganett

e aned
3204 1055 22 AW

(Repeat steps 5-8 for all events, sales opportunities and address book items to which you would like to

copy the emai

)

Eﬂ Search Results Selector

ebl?hk

Search RBesults

Select the item to use from the list of search results
. Japanese Festival Association - Loarpan

w Shakespeare Festival | evend (fo=4 80281
Shakespeara Festival - Soenf fd=4 780257
Shakespeare Festival - swegf (rod=478027

& Spook Festival - evens (fo=335809}

w International lce Sculpture Festival - sven

Matsur {Japanese Festivals) - & =77

=T HE &

=450}

T -..'-.";.:.

m




Copying Emails to EventBooking - Outlook 2010 23

9. Make sure that all the events, sales opportunities and address book items to which you would like

to copy the email are checked.

10. Check the Permission Profiles that should be able to see the copied email.

11. Check the attachments (if applicable) that you would like to copy with the email.

12. Click Copy Email to EB.

3 Copy Email to EventBooking

eblﬁ‘lk

Associate Contacts and Events
Fastrval

Seaich

Selectil | | Selsct None |

7 H Japanese Festival Association - Compap

| Create Coritact in EvertBooking |

Email to be Copied wanma e
U Frane moaselliBaventbooking com
bex Michasl Ganislt
-]
subject  Test Emad
Hello Machasl,

This & a test email

Reginds,
Michael Coleb
Altschiments [ZME bmil] Fetmisnion Frohies R —
Sistern Admng ALL -
HG Hew [profis)
F.ate Fing [peodle]

o | Jane Dos [pofia) =
| Johin Dos [peolfis) 1
7 profie

13. Click OK.

Copy Complete

0 Your ernail has been successfully copied to EventBooking.

"

OK




Copying Emails to EventBooking - Outlook 2010 24

Your email has been attached to the contacts, events and sales opportunities selected.

7 Japanese Festival Association (id=91560)

Name # | Alias
Japanese Festival Association !

""Fro To
garrett@event Michael Garrett Test Email

Received: 03/03/2014 10:59A
From: mgarrett@eventbooking.com
To: @ Michael Garrett

Attachments:

Contacts: il Japanese Festival Association X ; = Add contact
Events: =+ Add event

Subject: Test Email

Hello Michael,

This is a test email.

Regards,
Michael Caleb




Copying Emails to EventBooking 25

Outlook 2013

1. Click Mail in the bottom-left of the Outlook window.

Calendar People Tasks -

FILTER APPLIED

2. Select the email you would like to copy to EventBooking.

All Unread |SealthCurrahtMailbox[ftrle-E] L | Current Mailbox ~|
DR | FROM SUBJECT | EBLIME |RECEMWED |SIFE |%
4  Date: Last Week

EvertBo.. Test Email Mon 3/3/2... 1 KB

Hella Michael, This [s a test email. Regards, Michael Caleb

I Date: Older

3. Click the EventBooking tab on the menu ribbon.
4. Click Email.

FILE HORE SEMD / RECEIWE FOLDER EventBooking

B A [ @ 0o

Connect Options Email | Contact Installation Help with User's About
Guide  Outlook columns Guide

Mair: Capy to EventBooking Support



Copying Emails to EventBooking - Outlook 2013

26

5. Type a search term to look for specific events, sales opportunities and address book items.

6. Click Search.

Eh Copy Email to BventBooking

eblﬁﬁk

Associate Contacts and Events Email to be Copied

Festival

Select A0 Il Sedect Morn

7. Select one of the
8. Click OK.

Seach
- Troee mgaraltBevertbookng com

o Michael Ganett

[ ==

results from the search results list.

recereed
332014 105522 AM

(Repeat steps 5-8 for all events, sales opportunities and address book items to which you would like to

copy the email.)

[

% Search Results Selector

eblink

Search Results

Select the item to uze from the izt of search results

- Japanese Festival Association - Compame(id=527 550 '».
Shakespeare Festival - avens (fo=4 78024}
Shakespeare Festival - qyend fo=478025) e
Shakespeare Festival - erdpd (fo=4 78027}

-

SFJEIEIR Festival - avend (id=330¢08

International lce Sculpture Festwal - evend (fd=452

Matsuri (Japanese Festivals) - sl o fo=777 6248 =
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9. Make sure that all the events, sales opportunities and address book items to which you would like
to copy the email are checked.

10. Check the Permission Profiles that should be able to see the copied email.
11. Check the attachments (if applicable) that you would like to copy with the email.
12. Click Copy Email to EB.

3, Copy Email to EventBooking = [ ||

N
eblink
. : : - . : - ived
Associate Contacts and Events Email to be Copied 2201 § 105525 AM
.Fe-slwed [ ganelbEeventbacking com

SelectAl | | Select None | b Michael Gamett

<+ Ll Japanese Festrval Association - pany Td=31 551
==

subpect  Test Emad
Hello Machael,
Ths s a test email

Regands,
Michael Cakeb

Altachmerds [ZME bd] Pesmazsion Prolies Sanves e Dl il
View GCB -
Wiew GCB Avvals

Eva M, Tchooednalor [pecile) F
System Adming ALL

NG Mear [prohle)

| Cisste Contact in EveniBooking K.ate Ring [profile) |

Lpsn Cisa Dmesfdel

> I

13. Click OK.

= "

Copy Complete

ol Your ernail has been successfully copied to EventBooking.

Ok
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Your email has been attached to the contacts, events or sales opportunities selected.

7 Japanese Festival Association (id=91560)

Name # | Alias
Japanese Festival Association !

""Fro To
garrett@event Michael Garrett Test Email

Received: 03/03/2014 10:59A
From: mgarrett@eventbooking.com
To: @ Michael Garrett

Attachments:

Contacts: il Japanese Festival Association X ; = Add contact
Events: =+ Add event

Subject: Test Email

Hello Michael,

This is a test email.

Regards,
Michael Caleb




Copying Emails to EventBooking

Outlook 2016
1. Click the mail icon in the bottom-left of the Outlook window.
2. Select the email you would like to copy to EventBooking.
3. Click the EventBooking tab on the menu ribbon.
4, Click Email.

ontact Installation Help with User's About
Guide Outlook columng Guide
Main Copy to EventBooking Support

4 Favorites All Unread | searchjCurrent Mailbox

inbox I3 | |rrom |suBJsECT
4 Date: Last Week
@ Michael Cale... EbLink Installer

4 mgarrett@eventbooking.com

Inbox
: ; 4 Date: Two Weeks Ago
b [Gmail] : - : T x
Rob Scott (vi.. Testing EBLink 3 - Invitation to edit
Drafts Rob Scoftt <mailto:rob@eventbooking.com> has inv
Junk E-mail 4 Date: Older
Qutbox Dan Lipe (via ... For Screen - Invitation to collaborate
Dan Lipe <mailto:dan@eventbooking.com> has invit
RSS Feeds

=

| Maurie Dougl... 401k Annual Report

Search Folders Hey Everyone, Attached is the summary annual reps

EOB Notice ~ New EOB Posting
Your latest explanation of benefits (EOB) from BlueCi

Filter applied
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5. Type a search term to look for specific events, sales opportunities and address book items.

6. Click Search.

5 Copy Email to EventBooking

Associate Contacts and Events Email to be Copied 09092016 06 3018
L _ Sl | from Michael Caleb Garrett
| SelsctAl | | Select None | o Michsel Caleb L Garrett

subiect  EbLink Installer

7. Select one of the results from the search results list.
8. Click OK.

(Repeat steps 5-8 for all events, sales opportunities and address book items to which you would like to
copy the email.)

h Search Results Selector

link

Search Resulis
Select the item to use from the list of search results

o Japanese Festival Association - Company ra=2T5800 A

Spook Festival 3 - 585 1471637,
w Spook Festial - St 394
w Festrval of Lights - Svent (=477

11727172008 0230 Ak (Fri) - TR2472008 11:29 P (Mon,
International Cookie Festival 7
10/ 22010 04-00 A - 11-59 Ff
Shakespeare Festival - Srovodg
0911202017 0430 AM (Tue) - 022

w Shakespeara Festival - Svendiag




Copying Emails to EventBooking - Outlook 2016 31

9. Make sure that all the events, sales opportunities and address book items to which you would like
to copy the email are checked.

10. Check the Permission Profiles that should be able to see the copied email.

11. Check the attachments (if applicable) that you would like to copy with the email.
12. Click Copy Email to EB.

N Copy Email to EventBooking | ==
Associate Contacts and Events _ | Email to be Copied 0ONO201E 30 16
| Fesstivad | [ Dearcn

- — - from Michasl Caleb Garrett
| SelectAll | | Select None o Michasl Caleb L Garren

I_f_ i Japanese Festrval Assooiation

(=

subject  Eblink Installer

N
W
Agtacheants [2MB limit) Fermission Frotiles | ¢, . »s Default
) Sales -
|| EBLnk. Dutiookinstaller. exe.zip (3 # §f 1View GCB
|| View GCB Awails =
Eva N. Tchoordinstor [prafle)

| Syshenn Adrine ALL

| Creste Contact in EventBooking | | NG Near [profie) "

Gopy Emai o £5

13. Click OK.
Email Copied -

0 Your email has been successfully copied to EventBooking.

OK




Copying Emails to EventBooking - Outlook 2016

Your email has been attached to the contacts, events or sales opportunities selected.

[Tags ][ Notes “ Organization “ Events (1) “ Activiti Journal ]

michael Caleb G michael Caleb L. EbLink Installer

EbLink Installer ®
Received: 09/09/2016 11:30A -
From: Michael Caleb Garrett

To: 4@ Michael Caleb L. Garrett

CcC:

Attachments:

Contacts: (] Japanese Festival Association| X |; + Add contact

Events: + Add event

Subject: EbLink Installer

eventbooking

Michael Caleb L. Garrett
Quality Assurance

+1 BE5-966-4300 (office)

+1 BE5-730-0B65 (mobile)

32



Adding an EbLink Column to Your Email

33

You can add a column to your Outlook email messages with small icons that will tell you whether you have

already sent a message to EventBooking with EbLink.

Configure for:

1.

2
3.
4

Outlook 2007
Outlook 2010
Outlook 2013
Outlook 2016
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Outlook 2007

1. Navigate to your inbox.

2. Drag the preview frame to the right until you can see all the column headers.

Mail « [|[3 Inbox
Favorite Folders & |Search Inbox |¥
E EREIEI - Arranged By: Date Mewest
O Unread Mail
Sent ltems -
Mail Folders =
=1 Microsoft Office Outlook >
2] All Mail Items - Microsoft Office Outlook Test Message
= '@' Personal Folders -] Microsoft Office Outlook 11:4¢
@ Deleted ltems (2006 Microsoft Office Cutlook Test Message
L7 Drafts
P . .

3. Right-click the column headers bar.
4. Click Field Chooser.

Mail « L Inbox [Sear(h Inbox o) v] v
Favorite Folders 2 || 4Z% [) @ From Subject Receiv... Size  Categor..¥ |~
L Inbox (1) : - Arrange By »
£ Unread Mail =) Date: Today U cor i
, Lj Sent ftems _¥ [ Micr... Microsoft Office Outlook Test Messa [ SorD )
Mail Folders 2 1 Micr... Microsoft Office Outiook Test Mess: & Boeeng
£ All Mail items v ==, Group By This Field
= 241 personal Folders “ Group By Box
% Deleted ftems (2006! Remove This Column
7] Drafts '
L) Inbox (1) 1 [Field Chooser
[ Infected Items Best Fit
_ & Junk E-mail (35]
(4} Outbox Format Columns...
FB R Peads Customize Current View...
L= Sent items
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5. Click New...
6. Configure the new field like the image below. (i.e. Name: eblink, Type: Yes/No, Format: Icon)
7. Click OK.
|Frequenﬂy-used fields
Auto Forwarded | ~
Message I
Criginator Delive’ v Reguested
Delete
8. Drag and drop the black EbLink box up into the header columns bar.
Mail « (3 Inbox |Search Inbox K
Favorite Folders a0 Il| [ |!-]| Fram |5uhject eblink .Recehr... | Size |Categur.
[ Inbox (1) i
0 Unread Mail =] Date: Today
(= sent Items = Micr... g Mon3.. 5KB
Mail Folders 3 Micr... Mon 3... 5 KB
= |User-deﬁr1ed ﬁeﬁ in Inbox
2] All Mail tems -
= £5f personal Folders
FA Maladad HBanee AN
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9. Click X to close the field chooser.

ser-defined fields in Inbox E]
(no fields available)
10. You now have EbLink as a column in your email. You will see a checkbox icon in the EbLink
column after you upload a message to EventBooking via EbLink.

Mail « [T Inbox |Search Inbox e
Favorite Folders # || 4% [0 From Subject eblink  Recei.. Size |Categ.

[} Inbox (1)

0 Unread Mail = Date: Today

(= Sent ltems T Mic... Microsoft Office Outlook Test Mes.., Mon ... 5 KB

Mail Folders -3 <]  Mic... Microsoft Office Outlook Test Mes... Mon ... 5 KB
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Outlook 2010

1. Navigate to your inbox.

2. Drag the preview frame to the right until you can see all the column headers.

37

Search Inbox [Ctrl+E) ,ﬂ]

Arrange By: Date |New-ut on top s |:

There are no items to show in this view,

Drag this line = | To the right

3. Right-click the column headers bar.
4. Click Field Chooser.

|Search Inbax [Ctrl+E)

!l'ﬁ' (] !J]i From |Suhj!l:l‘. |Rerehed | Sire

There are no items to show &) arange By »
". Bewerse Sort

ﬁ Fleld Choaser

Eemowe This Column

Group By This Field

Group by Box

o L i

Wiew Settings..

Categories ¥

|
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Click New..

Configure the new field like the image below. (i.e. Name: eblink, Type: Yes/No, Format: Icon)

Click OK.

FdChooser @
| Frequenthy-used fields |z||

Auto Forwarded

Mame: eblirk

Gl

Criginabor w Reguested | ™

8. Drag and drop the black EbLink box up into the header columns bar.

|search Inbox [Ctrl+E)

2|

e
.

V|| O @] From

| Subject

[User-defined fields in Inbox

eblink

| Barehed

Size

Categories ¥ E
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9. Click X to close the field chooser.

Field Chooser
User-defined fields in Inbox E

(mo Fields available)

Mew. .. Delete

10. You now have EbLink as a column in your email. You will see a checkbox icon in the EbLink
column after you upload a message to EventBooking via EbLink.

adil_

Search Inbox [Ctrl+ E)
|ebiink | Received | size L e

U E | Fram Subject

""J Date: Yesterday
v Thu 2/27/2., H4KB i

i
Thu 2427/2... 6 KB
Thu 2§2772... 13 KB
[ Thu 2/27/2014 2:48 PM ,
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Outlook 2013
1. Navigate to your inbox.
2. Drag the preview frame to the right until you can see all the column headers.
“ HOME | SIND/RECENE  FOLDER  VIEW  EventBooking
—a [=1 - ¥ Melorve bor T -'c 1 ;' ' h"
| » - 2 Meetir . -
“ﬂ %2 Clean Up = x € &« > ' E3 Team Email - y t -'j : 1 |
MNew  Mew Delete  Reply Reply Forsard S pore ¥ Creste Mo = Mowve Rules  Unreads Faollow
Emmil Toarng = i Junk = - fse e . = Read  Up=
e Dialate Reipand Quick Steps o M e Tags
4 Favontes Search Current Mailbax [Ctri+E) £ | Curent Mailbox =
Inbex 51 Al Unread By Date = Mewest +
e ] TO
a L@eventhooking.cam
Inbox 51 1000 AM

Drag this line——> the

Microsoft Qutlaok

Microsaft Outlook Test Mezisge =47 AM :
This is an e-mall message sent automatically by Microsoft Qutlaok while rI g
| || 45 AN E
[ ] H B 45 AM

3. Right-click the column headers bar.

4. Click Field Chooser.

Al Unread |Search Current Mailbox [Ctrl+E]

A2 | Current Mailbox -

UGB @ | FROM

| SUBJECT

(=1l = T SR v S 2

4 Date: Today

O Arrange By b

Tl Reverse Sart

]

g'ﬂ Field Chooser

Eermowve This Colurmn

= Group By This Field

Microsaft .., Microsoft Cutlook Test Message —
This is an e-mail message sent automatically by Microsoft Qutlool Group by Box

| | | a;? Wiewr Settings..,
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5. Click New...

Field Chooser
Frequently-used fields

v [ =

Auto Forwarded
Categories

i

Contacts
Corversation
Created

Do Mot Autolrchive
Due Date

Flag Completed Date
Follow Up Flag
IMAP Status
Message

m

ariginator Delivery Requested -

Mewy, ., Delete

6. Configure the new field like the image below. (i.e. Name: eblink, Type: Yes/No, Format: Icon)
7. Click OK.

Field Choaser (=]
Al Appointment fields (=]
&) Day Event | -
I
Mewy Calumn @
Mame: ehlink|
Type: Yes/Mo

Farmatt  1con

ERIER

T T

End
Event Address -

I &, Delete
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8. Drag and drop the black EbLink box up into the header columns bar.

|'ﬂ‘|.|| Unreafl Search Current Mailbox [Ctrl+E] 0 “urrent Mailbox =
+*
UGB |0 | FrROmM SUBJECT RECENWED [SFE |%
ehlink

4  Date: Today

Wed 1/8/20... 26 KB
b

]

Field Chooser
User-defined flelds in Inkox E|

eblink I

Wed 1/8/2... 25 KB

Whled 152500 13 KR

9. Click X to close the field chooser.

Field Chooser &)
User-defined fields in Inbox E

&

[mo fields available)

Mewy, ., Delete
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10. You now have EbLink as a column in your email. You will see a checkbox icon in the EbLink
column after you upload a message to EventBooking via EbLink.

A | Current Mailbox -

Al Unread || search Current Mailbo [Ctrl+E)
OB |0 |FROM | SUBJECT EELINK | RECEIVED |STE |
4 Date: Today

Wed 1/8/2... 26 KB

Wed 1/8/... 25KB
Wied 1/8/2... 13 KB

Wed 1/8/2... 813 B

Microsof,,, Microsoft Qutlook Test Message
This is an e-mail message sent automatically by Microsoft Outloak while testing
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Outlook 2016

1. Navigate to your inbox.

2. Drag the preview frame to the right until you can see all the column headers.

4 Favorites p Search Current Madbox O | current Mailbox ~ GaReply ERReply All Fon
Inbox All  Unread By Date = Newest . Michael Caleb G:
- _«v Drag this line —» EbLink Installer
“ mga"‘m@wem ORI Michael Caleb Garrett ! ‘ o Click here to download picty
Inbox Eblink Installer 830 AM
¥ [Gmail] ‘ ‘ i EBLink Outlookinstaller.
Drafts 4 Last Week 9MB
Junk E-mail Rob Scott (via Google ... ’
Testing €8Link 3 - Invitation to .. Wed 8/31 T t h H ht
Outbox Rob Scott O e r l g

3. Right-click the column headers bar.
4. Click Field Chooser.

All Unread | search Current Mailbox

D E |G FroM SUBJECT RECEIVEL
4 Date: Last Week G Armange By '
[ﬂj Michael Caleb ... EbLink Instal T.L Reverse Sort Fri 9/9/20
411 Field Chooser
4 Date: Two Weeks Ago Remove This Column
Rob Scott (via ... Testing EBLI o Wed 8/31
Rob Scott <mailto:rob@ever Group By This Field edit the following document:
. Older = Group by Box
Dan Lipe (via ... For Screen - 'n_ﬂ View Settings... Wed 6/22

Dan Lipe <mailto:dan@eventbooking.com> has invited viou 1o contribute to the followina shared folds
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Click New...

Configure the new field like the image below. (i.e. Name: eblink, Type: Yes/No, Format: Icon)
Click OK.

User-defined fields in Inbox

eblink
Yes/MNo

leon

i

Delete

8. Drag and drop the black EbLink box up into the header columns bar.

nt Mailbox 5 Current Mailbox -
IBJECT RECEWED | |sizE |¥

eblink
Link Installer Fri 9/9/2016 8:30 ... 13 MB

sting EBLink 3 - Invitation to ed
rob@eventbooking.com> has

r Screen - Invitation to collabol
lan@eventbooking.com> has i

1k Annual Report
ached is the summary annual r

wy EOB Posting
tion of benefits (EOB) from Blu

Wed 8/31/2016 1...
ent:

Wed 6/22/2016 2:...
g shared folder:

Wed 6/1/2016 %:1...
the pension plan for

Sun 11/29/2015 4.,
Et posted to your

9 KB

|b-
S KB

|P
204 KB

|I'-
2 KB
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9. Click X to close the field chooser.

User-defined fields in Inbox E

M

(no fields available)

Delete

10. You now have EbLink as a column in your email. You will see a checkbox icon in the EbLink
column after you upload a message to EventBooking via EbLink.

All Unread | search Current mMailbox O | current Mailbox =
IIME @ |Frrom |suBJECT |EBLINK|RECEVED ™ |SIZE  |¥
4 Date: Last Week

i Mmichael Cale... EbLink installer Fri 9/9/2016 8:3.. 13 MB

|b
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Adding an EbLink Column to Your Contacts

You can add an EbLink column to your contacts in the list mode to indicate with small icons whether you
have already pushed a contact to EventBooking with EbLink.

Configure for:
1. Outlook 2007
2. Outlook 2010
3. Outlook 2013
4, OQutlook 2016
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Outlook 2007

1. Click Contacts in the bottom-left of the Outlook window.

wlCa [ -

2. Click the Phone List radio button on the left side of the Outlook window.

© File Edit View Go Tools Actions Help EventBooking

i@ANew - | g5 (B3 X B & - | B W | @ Search address books - | @ &
Contacts « || 8 Contacts

2] Al Contact Items - _

My Contacts - [ Dinator, Cora

|85 Contacts g;:mr‘::i:n?;;

Current View b3

cora@dinator. com
@ Business Cards

() Address Cards
Detailed Address Cards
) Phone List
By Category

() By Company

O By Location

() Outlook Data Files
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3. Right-click the column headers bar.

4. Click Field Chooser.

49

. File Edit View Go Tools Actions Help EventBooking
i@ New - | dR 23 X 403 & - |85 W | @ Search address books - | @ B
Contacts « || 8 Contacts
ﬁﬁll Contact ltems - [| (18 Full Mame Company File &5
My Contacts 7 Click here to add a new Arrange By b I—
%] Contacts =] Cora Dinator 71 Sort Ascending
Current View £ %] Sort Descending
() Business Cards =4 Group By This Field
O Address Cards E Group By Box

() Detailed Address Cards
(@ Phone List

O By Category

() By Company

D By Location

() Outlook Data Files

Add Mew Group

ﬁ

Remove This Column

Field Chooser

Best Fit

Format Columns...

Customize Current View...
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5. Click New...
6. Configure the new field like the image below. (i.e. Name: eblink, Type: Yes/No, Format: Icon)
7. Click OK.

Frequently-used fields 1

""""""""""""" |Assis13nt's Phone I |

Marme: eblink]

Type: Yes Mo |E|
Ft)'r€ Icon |E|

First Name !
Flag Completed Cate ~
.......................... Mew. .. Delete

8. Drag and drop the black EbLink box up into the header columns bar.

|

&
| Fle Edit View Go Tooks Actions Help EventBooking
SRdANew - | L X f5 % - | B W | Q) Search address books

Contacts - Microsoft ¢

O] All Contact items » ||0) 6 Full Name _
My Contacts ~ Click here to add a new ... |\ eblink
8 Contacts 3 Cora Dinator EE Beta Company Dinator,
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9. Click X to close the field chooser.

ser-defined fields in folder E]

(no fields available)

10. You now have EbLink as a column in your contacts. You will see a checkbox icon in the EbLink

column after you upload a contact to EventBooking via EbLink.

Contacts « || 84 Contacts
E] All Contact ltems « || [0 @ Full Name Company eblink  File As

My Contacts £ Click here to add a new ...
|85 Contacts i6i=|  Cora Dinator EE Beta Company Dinator, Cora
Current View 2 P
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Outlook 2010

1. Click Contacts in the bottom-left of the Outlook window.

a3 & -

52

2. Click Phone on the Home tab of the menu ribbon.

Recejve

® X

8 @&

Neww New Contact  New Delete
Contact Group Items ~
M ewy Delete

87
i

Folder View

EventBooking

ESET

© .
a e
E-mail Meeting More

v

:;-51-:1
o

Communicate

3. Right-click the column headers bar.

4. Click Field Chooser.

Business C..,

e

Phone Li

[T
Hon

Card

Current View

| |lﬂ Full Mame

Camparny

.

File &3

Click here to add a new ...
[

Cora Dinator

EB Beta Company Dinator, Cora

B Y N S T

“Tusiness |
G amangesy g
t}  Reverse sort |
23] 456-

Field Chooser

Ud |8

Bemove This Column
Group By This Field
Group by Box

Wiew Settings..,
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5. Click New...
6. Configure the new field like the images below. (i.e. Name: eblink, Type: Yes/No, Format: Icon)
7. Click OK.
Field Chooser
Frequenthy-used Fields El
Assistant’s Phone -
( Mew Calumn @ﬁ
Marne: eblink]
Ivpe: | vesiio [+
Fo'mall | [can | =
OK z Cancel
Firsk Mame
Flag Completed Date
Fallow Lo Flag i
| e, .. Delete
8. Drag and drop the black EbLink box up into the header columns bar.
+ .
(M @ Full Mame Campary Fila &2 Field Chooser riess

Click here to add a new ... sRlink IUser-defined fields in folder E|

@] CoraDinator EE Beta Company Dinator, Cora ‘ = || 456-
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9. Click X to close the field chooser.

Field Chooser
IUser-defined fields in folder El

-

(no fields available)

10. You now have EbLink as a column in your contacts. You will see a checkbox icon in the EbLink
column after your upload a contact to EventBooking via EbLink.

[ @ Full Mame Camparny eblink File Az CountryRegion
Click hiere to add a new ...

|ﬂ_j Cora Dinator EB Beta Company [+ Dinator, Cora
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Outlook 2013

1. Click People in the bottom-left of the Outlook window.

Mail Calendar Tasks -

2. Click Phone on the Home tab of the menu ribbon.

I HOME I SEND / RECEIWE FOLDER WIEW BeentBooking
[ ] il
2] & = X

G| B WS

Ba P

New  Mew Contact Mew  Delete  Meeting More Peaple Business C.. Card Phone List Move  Mail
Contact Group  Hems = - - Merge
e Drelebe Communicate Curment wisw Actions

3. Right-click the column headers bar.
4. Click Field Chooser.

O @ | FULL MAME COMPANY FILEAS = LeannrmonesronLeygiE:
Click here to add a new .., & Lrrange By '

[EZ]  Cora Dinator EE Beta Company  Dinator, Cora Tl Beverse Sort '3] 45

[E5]  Jame Doe EE Beta Company Doe, Jane IE"E Field Chooser '3) 45

Bermowe This Column

= Group By This Field

= Group by Box
** Wiews Settings...
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5. Click New...

6. Configure the new field like the image below. (i.e. Name: eblink, Type: Yes/No, Format: Icon)

7. Click OK.

Field Chooser
Frequently-used fields

Assistant's Phane

Mew Colurmn @
Mame: ehlink|
Type: Yes/Mo IE'
Format: | [can IE'
814 Cancel
Follow Up Flag
Home Address -
Mewe,., Delete

8. Drag and drop the black EbLink box up into the header columns bar.

+
LL MAME

lick here 0 add a new ..

COMPARY

eblink Cou

T

ora Danator
ine Doe

EE Beta Company Dinator, Cora

EE Beta Company Doe, lane U5A

Field Chooser
Uzer-defined fields in folder | - |

ehlink -
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9. Click X to close the field chooser.

Field Chooser =
User-defined fields in folder [

-

[mo fields available)

Mewy,,, Delete

10. You now have EbLink as a column in your contacts. You will see a checkbox icon in the EbLink
column after you upload a contact to EventBooking via EbLink.

(9 |m | FULL MAME C O MR EELIME | FILE &% COUMTRY/REGICHMN
Click hiere to add a new ...
Cora Dinator EE Beta Company Dinator, Cora
Doe, lane LIza,

EE Beta Company

[ ]

lane Doe
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Outlook 2016

1. Click the contacts icon in the bottom-left of the Outlook window.

= -] % E ses

2. Click Phone on the Home tab of the menu ribbon.

Contacts (This computer only) - v

Gead. LReceive Folder View EventBooking v Tell me what you want to do

¢

New New Contact New lete | Email Meeting More People Business C... C..m List
Contact  Group  Items~ -
New Delete Communicate Current View
3. Right-click the column headers bar.
4. Click Field Chooser.
(@ |FuLt NaME | compaNY |FLEAS & counmovmreinn  BUSINESS PHC
Click here to add a ne... G Arrange By v
&3  Cora Dinator EB Beta Comp... Dinator, Cora T Reverse Sort (865) 555-555¢

[ E

Jane Doe EB Beta Comp... Doe, Jane aﬁﬁ Field Ct

Remove This Column
= Group By This Field
= Group by Box
o

View Settings...
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Click New...
Configure the new field like the image below. (i.e. Name: eblink, Type: Yes/No, Format: Icon)
Click OK.

Frequently-used fields

Assistant's Phone

eblink
Yes/MNo

lcon

Follow Up Flag
Home Address / W
7

New... Delete

L

8. Drag and drop the black EbLink box up into the header columns bar.

+
()@ |FuLL NaME COMPANY  loneac o n | COUNTRY/REGION |BUSINESS PHC
ebhn
Click here to add a ne.
Cora Dinator EB Beta Comp... Dinator, S) 555-555

Jane Doe EB Beta Comp... Doe, Jane
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9. Click X to close the field chooser.

User-defined fields in folder E
el

{no fields available)

MNew... Delete

10. You now have EbLink as a column in your contacts. You will see a checkbox icon in the EbLink
column after you upload a contact to EventBooking via EbLink.

O@ [FuLL Name |company  |EBLINK |FLEAS = COUNTRY/REGION |BUSIN

Cora Dinator EE Beta Comp... Dinator, Cora Usa (865)
&4 Jane Doe EE Beta Comp... Doe, Jane
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