BlackBerry Phone Client Quick Start Guide

Introduction

FCmobilelife by FranklinCovey is a real-time mobile communication system that
supports collaboration in small groups. A group of connected FCmobilelife users is
called a team. Team members can assign and track Tasks for themselves and others, they
can create and share events on their calendars (Schedules) and they can exchange
informational multi-media messages (Posts). Collectively, all these collaborative
messages are called Actions. The key to these communication features is the real-time
delivery of new and updated Actions to the web client or the phone and status tracking
for all Actions. The Task feature is a good illustration of the collaborative power of
FCmobilelife: using the web or your phone, you can create a Task and send it to a
colleague. You are notified as soon as the Task is viewed by the recipient. After they
view it, the recipient can either accept or decline the Task and you are also notified of
that choice in real-time. If the Task was accepted, the recipient can mark it as completed
when they finish the Task. Again, you are notified of the completion as soon as it occurs.
Thus, FCmobilelife provides complete accountability and tracking for collaborative task
management. In addition to the collaborative Actions, you can create your own personal
Goals, track them and link them to Tasks that are in support of your Goals.

The FCmobilelife solution is a self-contained group collaboration system consisting of a
FCmobilelife server that communicates with FCmobilelife web and phone clients. No
user supplied server hardware or software is required (e.g., Microsoft Exchange or
Microsoft Outlook).

The rest of this guide walks you through the use of the Web Client version of
FCmobilelife. NOTE: It is assumed that you have already registered for an account and
installed the application on your phone. If you have not, then please go to

http://www.fcmobilelife.com/

to register for your FCmobilelife account, set up your account preferences and download
the application.
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Starting the BlackBerry Client
Select the FCmobilelife program icon from the BlackBerry Home screen or Application

folder to start the application. In the screen below, the FCmobilelife icon is the
highlighted (first) icon on the desktop.
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The first time you start the application you will need to login with the screen below.

EEmobileliGe] g

Username I | |

Password I |

»1'1 Build 83515

Enter your username (which is the email address you registered with) and your password.
Wait for authentication and syncing to complete and the home screen to appear:
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You can navigate to the different functions (Schedule, Team, etc) by using the five way
control. The menu selections can be used to jJump to the creation of a new action or to do
other functions. The menu selections are shown on the next screen shot.
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The various New ... selections bring up screens to create that type of action. Sync
New/Updated Actions and Full Sync should not normally be needed since the data on
your BlackBerry will be updated automatically. About shows an application About
screen. Change User lets you login as a different user (rarely used).

Change User
Exit FCmobilelife

Setting up your Team

Highlight and select the “Team” icon from the home screen. This will bring up a listing
of your team (which will be empty the first time you start the application). In any case,
you will start from this screen to add team members.
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Name Tupf;

Bailey H
Jannette :
Marta :
Me H
Michal :
Todd H
<Find>

The FCmobilelife. service uses an invitation only contact model. You can ask (invite)

someone who is already a FCmobilelife user to be on your team. They will receive an
invitation email.

If they accept:
e They get added to your team.
e You can send actions (Posts, Tasks, and Schedules) to them.

e You get added to their team automatically and they can send actions to you.
If they decline (block):

e You cannot send actions to them.
e They cannot send actions to you.

To invite someone,

o From the Team Manager screen, highlight the <Find> entry and select to bring up
the search screen.

bt

To find or add community members to your
Team, enter either their Hame or exact
E-mail address information and click find

| Tind

g —

Add to Team
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o Enter full or partial name of the contact and click "Find". Alternatively you can
enter an email address. Note that for privacy reasons, partial searches are not
done on emails so you need to enter a complete email address.

e The matching contacts will be shown in a results window.

o Select the contact that you want and click “Add to Team”. (Note, if you get more
than one match from your search and cannot determine which contact you want,
then you will have to rerun the search using the contact’s complete email address
in order to get a unique result.)

e Anemail invitation will be sent to the contact you selected. As soon as they
accept, they will appear in your team list
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Using the BlackBerry Client

The home screen lets you navigate to lists of the various FCmobilelife actions (Task, Post,
Schedule, Team and Goal). You can cycle through the selections with the track ball or

the arrow keys.
) FCmobile i1~

SCHEDULE

If you navigate to the Task icon (as shown above) and select it, you will bring up a list of
your Task actions.

| Tasks < )

State Due Status Desc. Priority
Revieu cottage floor plan
vews  BFZB 3 Collect photos for gift all Bl
vew  BFZD ®x  Revieuw plans for cottage Bl
vew: | BFIB * Plan surprise party fork Al
vews | BFB * Get Fishing license Bl
new  9F3@ 3 |Open cottage for summer A2
MEW | SF13 % Get the kayaks ready for AZ
2 ¥ photo -
/6 C |Let me knou when you get -
ns/6 A to-do after deleting gmai Al
18538 x Replytocheck thatyoua Al
8538 x another production to-di Al |
CMENOC | BACK |

The first column shows the status of the action (either an update to an existing action or a
new action). The second column shows the due date of the Task. The third column
indicates the status of the Task: A=accepted, C=Complete, etc. (If the Task has multiple
recipients, then the status is shown as an asterisk if there is different status for different
recipients.) The fourth column is the description. The last column shows the priority of
the task. Here is an example of a Task selected from this list:
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[Tasks S

From: Jay &)
Due: fug 8, 2888 Priority: Al
To: Me.Jau;MHarta;

Jay E

[B7f24/88 G6:4@p] Review cottage floor
plan. See attached drawing.
Marta

[B9/3/88 8:44p] 12345
EEDIIil

[
@ g Response ~| (=0T

Note that the date sent is shown, as well as who sent it and who all the recipients were.
The text indicates who added what text. In this case there is only a message from the
sender (Jay) at this point. The blue camera icon in the message area next to the sender’s
name indicates that there is a photo attached to this task. The “detail” note at the bottom
of the message also indicates either an attachment or more text in the message. If you
click on the message area, it will bring up a detail view of the message and from this you

can select and click on any attachment icons to download and see (or hear) the
attachment:

| _
Marta
[B9f3/88 8:44p] 12345
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The other lists of actions are similar. For example, here is a list of Posts which always
contains all the active Posts that you have sent and received. Note that on any list of
actions (posts, tasks, etc.) you can sort the list by any column. To sort, highlight the
column header and hit enter. If you hit enter again it will reverse the sort order.

_POSTS - List I
State Date From Description ]

A6/ 18/A8 Jay test of wav attachn
A6/ 12/A8 Jay test of bad mp3
BG6/ 16/88 Me post 6-16-1 with auw
HG6/38/88 Me Post 6-38-2 Tfrom |
veorter A7 /A 1 /A8 Me Hello from Todd
new BFF14/A8 Jay This is a new post
new BTIZ24/A8 Martapost with 115
new B9/A3/AE Jay  testing what | think
122 2/A8 SophieCan either ot you idi
new 1 24/22/A8 Sophie Do you know where

MEMNU BACK
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Receiving a New Action (Schedule)

When you receive a new or updated action, it will appear in your Incoming list. You can
view your incoming list from many of the menus by selecting Incoming List. (Be aware
that actions that you read and respond to will be removed from your incoming list, but
they will still be on the appropriate active action list (based on their type) until you delete
or archive them.)

State Date Tupe Description Source|

new BAFFZ24/88 post with 1.1.5
new BATFFZ2A4/88 Heuw task with 1.1
new BAFFZ24788 task from wing 1.
ve/88/88 Review cottage f
new A9FAZ/B8 test task with 1.1
new A9FA3/B8 testing what | thi
new | 125 15/88 Luncheon plannir
new | 1 2F22/88 Please send me s
new | 1 2F22/88 Do you know whe
new | 12727788 Kayak show at tf

OLEONEREAN
AP AR A AF AR AR AR AR AR AR A

A1/83/A9 ~ Oinner at the Irog

k., ¥

MEMLI BACK

The first column shows the status of the action (either an update to an existing action or a
new action). The second column shows the date, the third column shows the type of the
action (Task, Post or Schedule). The fourth column is the description. The last column
(Source) indicates whether this is an action that you sent to someone else (the arrow
points away from the figure), an action that someone sent you (the arrow points in) or an
action that you assigned to yourself (no arrow). You can highlight any action and select
it (with the center key on the five way or tapping it with the stylus) to bring up the details
of that action. You can also use the menu at the upper left on this screen (and on many
others) to navigate to other areas of the application. The following screen shows that
menu activated.

I OMIMG - T S —
[{ SCHEDULE Type Description Source
Y88 ® HNew task ]
@8 @ This is a new pos —«3
B8 [ postwith 115 3
A8 ® HMNew task with 11 =3
yAE ® task fromwingl., %
Y8 ® Review cottage f 3
YA ®& test task with 11 «3
Y88 @ testing whatlthi =3
e TZ2r ro/88 @ Luncheon plannint  «»§
new  12/22/A8 ® Pleasesend mes »3
rew  12/22/A8 F Do you know whe »3
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Again, if you highlight a particular action on your incoming list and click on it, it will

bring up the details for that action. In this example we will look at a new Schedule action
that a user has received.

SCHEOULE Edit

From: Sophie

Start: B1/81/2878 85 :88PM

Duration: Thr Bmin Priority: Al

To: Me;Sophie;Jay;Marta;

Sophie

[12/22/88 G6:34p] Luncheon planning

SeSSion

REDIIEI

|

QO Response -

~ MENU | CLOSE

The screen shows all the details about the action such as who sent it (“Sophie” in this
case), who received it, the date, time and duration etc. If you highlight the To list and
select it, you will see the current status of this schedule for all the recipients.

'“:|'|

lec 227, ZAAB AE

Lnl—!rn—HZILI'.I'I'Il

E: ﬂ(’f—-""’« -""E f "‘d’. -u--.'nr\-

For a Schedule action like this one, you need to select your response using the response
menu (you can select accept, decline or tentative). When you respond, you can also add a
text reply in the “Reply” box as well as attachments. In the example above, the sender
Todd has accepted the Schedule, but the recipient Marta has not read it yet. Here is your
response screen with a reply entered and the response “accept” selected.
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SCHEOULE Edit

|
i
rFr'um: Sophie ]
Start: A1 /81 /2874 A5 :AAFPM
Duration: 1hr Bmin Priority: Al
To: MeSophie;Jay.Marta; ¢
Sophie
[12/22/88 G6:34p] Luncheon planning
Session
Reply accept
0K, | will see you there decline
tentative
QO delete
MEHU CLOSE
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Creating New Actions

To create a new action, you select the appropriate New... menu from one of the list
screen. This will bring up an edit screen for a new action. This example is for a new
Post:

i

For o
Text

) Reply requested

Qe G |

If you select the small team icon to the right of the “For” area, you will bring up a list of
your team members.

o

SelecHRecIDIEnts b

1 Me

E Bailey
Jannette

W Marta
Michal

¥® Todd
F amily

E
E 52 ne ms 5s e E6 Es

d |
__T_!

Select one of more of these to be the recipients of this action. You can make yourself a
recipient and you can select named groups as recipients as well.

Attaching an audio file and/or a photo to the Post is done using the camera and
microphone buttons in the lower left of the screen. Here is the screen to add a photo
attachment.
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f*

For Bailey; Marta; Todd; i |

Tex"

Camera
Picture Browser
View Picture

Remove Picture

You use this screen to either select an existing photo on your phone, or to use the phone’s
camera to take a new picture to attach.

Back on the edit screen, selecting the audio attachment icon, will bring up a screen that
allows you to record a voice message.

For Marta; Todd; Bailey: &

Tevt GEnt come nreat nictnres nof an eanle in
B ——,

Recording

A8 H ) 38
[ |

l {Recond|§Eancely

The record button starts recording your voice message until you tap the stop button (the
record button label changes to stop when you are recording). After you stop recording,
you can record a new version of your message by selecting record again. When you are
done you can save and attach the recording with the X (done) menu key or cancel the
attachment using the “Cancel” button.
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The next screen shows a Post that is ready to send. The recipients are shown, the text
contains a message and a picture attachment (note that the picture icon is highlighted to
indicate an attachment has been made). If you click the attachment icon, you can delete
or replace the attachment before you send the Post.

'POSTS Edit ]

For Bailey; Todd; Marta; L)

Text Got some great pictures of an eagle in
front of the cottage today. Here is a
sample.

O Reply requested

MEMU CANCEL

When you are ready to send the Post to its recipients, select “Send”. The Cancel menu
key will cancel the entire operation without sending anything.

Viewing and sending Schedule actions

Schedule actions (timed events like meetings, dates and all day activities) are shown in a
calendar format. You can view your calendar in a daily, weekly or monthly format. You
can also see an agenda view which is a list of meetings and Tasks for a single day. Here
is the month view.

‘SCHEDULE ~ 4 Oecember, Z0HAB » ]
/Month L

5 L) i) (=] i) [F 5
1 2 3 4 5 =

¥ 8 9 18 n 12 13
14 15 16 17 18 19 24

21 =22 23 24 25 26 27

28 29 S8 31

MEHU BACK

A day with an all-day event shows a beige background. Timed events or Tasks are
indicated with a pink box on the date’s box.
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If you click on a day in the week or month view, it will bring up the day view of that day.
By default, you get a list view of the schedules and tasks due for the day:

e x

If you select the “Day Veiw” button, you can get a different view showing hourly time
slots:

_E Eilap
F7Ba8p
EI HBBp
EI HBp
18: EiE n Conference call

You can create a new Schedule item by clicking on a time slot on the daily view. For
example, if you highlighted and clicked on 4PM in the screen above, that would bring up
the following Schedule edit screen.
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‘SCHEDULE Edit

-

For Me;

F

()

Text |

Start 12/22/2008 84 :08PM ()
End 12/22 /2088 85 :88PM ()

Occurs once Priority -
O All-Day @&'Show Busy O Private

Q0

Send

MEHU

CAMHCEL

SCHEDULE T —
For Me; &
once
occurs daily
= each weekdayy
weekiy
monthiy
0 Leariy
C
QO “Send
~ Done

BlackBerry Quick Start

Note that the date and time are filled in (with a one hour default length). You can select
the recipients by selecting the team icon to the right of the “For” field. “Me” is included
by default, but you can remove it if you are setting up a meeting for others. Enter a
description of the item in the “Text” field. If you want to schedule a recurring meeting,
select the “once” button after “Occurs”. This will bring up a set of screens that let you
specify the recurrence rules for the schedule. In the screen shots below walk through the
process of setting up a weekly meeting. First select the meeting frequency (weekly in

The next screen lets you select the day of the week, the weekly frequency (every week,
every other week, etc.) and the duration of the recurrence (either as a fixed number of
meetings, until a certain date, or forever).
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SCHEDULE Edit )

-

For Me; &

Weekly on MOM (1 meetings)

OCCUrs weekiy |

every 1|week MOM |
beginning 12/22/Z28BH8 and

" continuing repeating 4 times

Cf HITLIOL] =8 JIIUA LFUTLy % 1 1 IvaLcC

Q0 [send )
__Done_|

After you select “Done” to finalize the recurrence, you are taken back to the main screen
to set other options.

‘SCHEDULE Edit ]

For | Me;Bailey;Jay; |i3

Text This is a weekly meeting that will
occur on Mondays every week for 4
weeks.

Start 12/22/2088 84 :86PM ()
End 12/22 /20808 85 :ABPM ()

Occurs weekly Priority -

“MWeekly on MOH (1 meetings]™
O All-Day @&'Show Busy O Private

QO Send Jj
MEMHU CAMCEL

The “Show Busy” check box is selected by default. This lets other users see that you are
busy in this timeslot when they use the Busy Search feature. If you also select the
“Private” checkbox, then others will see that you are busy, but they will not be able to
view the details of the item. Selecting “All-Day Event” overrides the hour and minute
settings and simply schedules the entire day for this event (like a birthday or anniversary).
You can create Schedules that span multiple days by simply selecting appropriate start
and end dates Finally, you can also add attachments to the Schedule before you send it,
just as you could with Tasks and Posts.

Note that while you are scheduling a meeting, you can check the calendars of your

recipients to make sure they are free at the time you want to schedule. You can bring up
the Busy Search screen from a button show on the recipient selection screen:
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R 1
|5 me | H
» AT |
s| | Marta
" Sophie
0O
"I
d Busu Search 1 Ciear | |

In the case of a recurring meeting, the date of the first occurance of the meeting is
checked by the busy search process. Busy time slots for recipients are shown as colored
bars in the display:

dy

This has been a very brief introduction to FCmobilelife, but it should be enough to get
you up and running. If you have any sign-up, installation, configuration or usage issues
while using the product, please visit http://www.fcmobilelife.com and check the support
pages.
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