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Infotriever User Guide - ExecAssist™

Assistants and Travel Arrangers)

(for Executive

Overview

Infotriever ExecAssist is a feature of the Infotriever service that enables Executive
Assistants® to add events and contacts into their Executives’ organizers, with the Executives’
permission. One of the most popular uses of Infotriever ExecAssist is to enable Executive
Assistants and/or Travel Arrangers to add travel itineraries to their Executives’ calendars.

Note: There must be an Executive Assistant, and at least one Executive to set up
Infotriever ExecAssist. We recommend that the Executive Assistant and the Executive set
up Infotriever ExecAssist together - please refer your Executive to Infotriever User Guide -
ExecAssist for Executives for more information.

Requirements
To set yourself up as an Executive Assistant on Infotriever ExecAssist, you will need:
* Alive internet connection.

e The Infotriever software downloaded and installed on your computer (note: if you do
not have the Infotriever software downloaded and installed on your computer, please
refer to Infotriever User Guide - Download and Installation).

« To have personalized your Infotriever desktop software (note: if you have not
personalized your Infotriever desktop software, please refer to Infotriever User Guide
- Personalization).

ExecAssist Setup (for the Executive Assistant)
Note: Please view this section only if you = s e e omes
have just completed the Infotriever User
Guide - Personalization. If you were
already a personalized user, please
proceed to the alternate starting point 1.
ExecAssist Setup (from Desktop).

1. ExecAssist™ Startup (from

Personalization)
Once your Infotriever personalization
has been completed, click the 1% “GO”

® Gotothe Infotriever website.

X Click on the first “GO”
button for ExecAssist setup. button 1o set up ExecAssist.

! For the purposes of Infotriever ExecAssist, the “Executive Assistant” is any Infotriever user who has been granted
permission by an “Executive” to post information into his or her organizer through the Infotriever service (where
the Executive may be an executive, boss, work colleague, friend, family member, etc.).
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ExecAssist (for EAs)

1. ExecAssist Startup (from Desktop)
Right click on the Infotriever icon in your system tray on the bottom right-side of your
screen, and select ExecAssist > for Assistants.

I My Homepage. ...

iy infokriewer .com

Manage

2. Click on ExecAssist
for Assistants.

faor Assistants. .

i Thems

My Infotriever Ackivity...

Check for Information Updates Mow

H oo ow[L

Preferences...
Help...
About...

1. Right-click on the

Infotriever icon in the W_I

system tray to bring up
the Infotriever menu.

Exit

2. Login.

Please enter your userid and password to login
and access the Infotriever Assistant’s Panel.

3 Infotriever - Ma icrosoft Internet Explorer []i=1(E]
Fie EdE U o [

-0 BHe3

1. Add your Executive’s
name and email address.

vé“iSigh 38 Kestia

2. Click “Submit” to
initiate the request.
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3. Add an Executive. Add an Executive’s name
and email address in the space provided, and
click on the “Submit” button. Once you have
submitted one name, you can enter as many
others as you like.

All Executives you add on this screen will
receive an email from you sent through
Infotriever requesting their permission for you
to become their Infotriever Executive Assistant.
Once they grant you permission, you will be
enabled to enter information into their
organizers. (Note: For more information on
what Executives receive and the actions they
need to take, see Infotriever User Guide -
ExecAssist™ for Executives.)
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your Executives on the Manage Your Executives page.

ExecAssist (for EAs)

4. Review Status. At any time, you may view the status of your permission requests to

A “Pending” status means that the executive has not yet responded to your request.

You can resend the request as a reminder to them by clicking on the "Resend Request”

button.

If you wish to delete an executive from your list, simply click on the “Delete” button

beside that Executive’s name. Once you click on “Delete”, you will no longer be able to
add event or contact information into their organizer. If you decide later on that you
still require access to that executive’s organizer, simply add them again to your list, and

wait for their approval.

A Infotriever - Manage Executives - Microsoft Internet Explorer.

| Fle Edt View Favortes Tools Help ,
1. View status of sy b 2
requests.

- Manage your Executives

it or you would like to forward information fram
ather people's personal arganizers.

[ resendrequest

pending

aaaaa

others
b e SShevkal@ifotimiercom  pending [ reendrequest | dtete

2. To delete an executive’s
profile, click on “Delete”.

..,._".i Assistant's Panel - V

personalprofile | jo. this faature if you ars an Assistant ar you would like to forward informatl
tieve sine

S

. |
_ Add Executive:

groups
- mm
for assistants

alexander rink  arink@infotriever.com approved

Infotrieve <coc to other peaple's persanal erganizers

.,..,..ﬂ ExecAssist™ is great for Execttive Assistants who ook travel far Exe
L |

- Click here for instructions on how to setup ExecAssist™
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imiteothens SIMA ShaUKat Sshaukat@infotiievercom  approved na
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5. Permission Granted.

Once your Executive has approved your
request to be their Executive Assistant,
you will receive notifying you that their
permission was granted. Once you
receive this email, the status of that
Executive will change from Pending to
Approved, and you will be enabled to
add items to your Executive’s organizer.
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B Success! Alexander Rink has approved you as I

t Yew [psert Fgmat Jools Actions
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om: 5 Alexander Rink [arink@infotriever com]
i Trudy Rink

Fr
Toi
o
Subject:  Success! Alexander Rink has approved you as

Click here to add more
Executives to vour list.

Sent; Tue 4/26/201

hisjher Executive Assistart.

ExecAssist™
Permission Granted!

Alexander Rink has given you permission to inse

information into his/her personal organizer on hi [alf

using ExecAssist from Infotriever.

You can now use Ifotriever to add information either to
your own organizer or to the organizers of people

on your Executives st

Add or remove people from your Executives list

Go to your Infotriever home page @

Thank-you for using Infotriever ExecAssistt

The Infotriever Team.
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Downloading to your Executive’s Organizer.
Now that you have successfully set up ExecAssist, you will be asked to select who will
receive the information each time you do a download. At this point, you can select any of
the Executives that have an approved status, you can select yourself, or you may add
another Executive from this web page - though you will need to get their approval prior to
the information being added to their organizer. Once you have made a selection, click on
the orange Download Information "GO” button to initiate the download.

1. Use Infotriever from your favorite
Infotriever-enabled website.

LAURIES TRAVEL
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Select Recipients.

ExecAssist (for EAs)

2. Select the recipient (one of your
Executives, or you) from the list.

SeTected mToTmaton ToT
personal organizer
ander rink's organizer
[ saima shaukat's organizer

trudy rink’s organizer

Deliver thisto another executive:

Download Information
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6. Download Status.

| 3. Click “*GO” to download. I

Once the information has been successfully queued for delivery to your Executive’s
organizer, the Infotriever ExecAssist Download Status page will be displayed.

Note: The information you downloaded for your Executive will appear in their organizer
within an hour. At any time, your Executive may retrieve the information immediately
through Infotriever by right clicking on the Infotriever icon in the system tray, and
selecting the “Check for Information Updates Now” menu item.

A http:ifmy.infotriever.com - Infotriever - Status - Microsoft Internet Explorer

Infotriever ExecAssist™

Download Status.

Please dlick here to manage withinan hour:
executives.

your, trudy rink

Success! The information you forwarded to your
executive(s) via Infotriever ExecAssist will be
delivered into the following people’s organizers

EEX

To ensure that the informatj

Go 1o the infotriever user portal,

successfully, please en
above has:

@ Alive internet conne
which Infotriever is.i

@ The Infotriever softw:

Note: your executive(s)

delivery of the informatid
tight-clicking on the Infotriele

Optionally, the Executive may select
“Check for Information Updates Now” to
receive downloaded information
immediately into their organizer.

tray, and left-clicking on “Check for inforrp o

updates now.”
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