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Outlook Synchronization with MLXchange

1. From the MLXchange home page, click Clients on the navigation bar.
2. At the bottom of the Client Manager screen, click “How to synchronize with Outlook”.
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Y7 P tord inwer @ With our MLX Professional Synchronization Tool, you can now synchronize your
Appointments, Tasks and Client Contacts with Microsoft Outlook. When you creale new
Lo - CONtacts or setup appointments and tasks, the inf will be fully
I between Qutiook and MLXchange.
How does it work?
Simply download and install the MLX Professional Synchronization Tool on your
o lE Ee P ZE R U computer. Specify whether you want one way or two way synchronization.
& pont] W Del

« One way - If you want to synchronize your data one way only, from Oullook to
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MLXchange where no information from MLXchange will fransfer to Outlook, then
you can select this option. Or you can synchronize your data from ML¥change to
Qutlock where no records are transferred from Cutiook to ML¥change.

3. On the dialog box that appears Click “Download”.

4. A dialog box will open prompting you to Run, Save or

Click

Do you want to run or save this file?

Cancel.

MName: MLY_Professional_Synchronization_Tool.exs
Type: Apphcation, 7.11 M8
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While fies from the Intemet can be useful, this file type can
potentially ham
run or save this
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your computer. ¥ you do not trust the source, do not
software. What's the dsk?

Run

« Two way - Two way synchronization transfers records both ways between
MLxXchange and Qutiook.
You can also select which types of data to h such as
contacts and appointments only or all data options

only or

How will it benefit me?

MLX Professional Synchronization Tool provides a quick and easy way of managing.
sharing and synchrenizing your data between Outlook and MLXchange. After a few
clicks, your will be each lime you make a change or
update. And when you don't have access to Qutlook, you can still access your Qutiook
#ppointments, Tasks and Client Contact information within MLXchange. With the MLX
Professional Synchronization Tool you will always have the most up to date information.

Get in sﬁc today and click the button below to download and install the
MLx ssional Synchronization Tool.
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5. Complete the installation process by clicking the Next buttons until the application is fully
installed.

6. On your desktop, you will find 2 new icons. Double click the one labeled, MLX Professional
Sync Tool Setup.

ML¥ Professional Sync Tool ML Professional Sync Tool
Setup Synchronize
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7. Click the settings button on @ :
the Window that opens. MLX pr0feSSIOna|
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MLX Professional Synchronization Tool Settings 1

Enter your login name and password.

Password [eeesevee 8. Enter your current MLXchange login

Sync URL [Ftp//maar mixchange com information and the Synch URL of
http://[your_site].mlxchange.com, then
click the Next > button.




Information Manager Settings

What Desktop Application (PIM) do you wish to synchronize?
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9. Click the Configure button.
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Transfer Method

Transfer Method | Applicaions |

i~ Transfer Method
€ Synchronize changes both ways
% Add Outlook data to MLXchange

(~ Add MUXchangs data to Outlook 10. On the Transfer Method tab, choose how
your data will sync.

Applications

Transfer Method  Applications |

11.Click the Applications tab and choose which
Outlook/MLXchange applications you want to M

synch. Then click OK. WV Calendar
IV Tasks

i~ Please select the applications you would like to transfer

12. On the next dialog click finish then exit .

13. From now on in order to synchronize your MLXchange and Outlook information just double
click the following icon.
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