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Introduction

This information assumes you have subscribed, or are planning to subscribe to our Outlook Synchronisation

module. You can subscribe by selecting this option in the Main Menu item Configuration and then License.

webCRM synchronises the following data with Outlook:

*  Outgoing and incoming emails when they are 'ticked' in Outlook
* All Meetings
* All Tasks (called Activities in webCRM)

* All Contacts (called Persons in webCRM)

Outlook synchronization (requires subscription to the Outlook Integration module)

Outlook synchronisation is compatible with:

. Microsoft Windows XP or Microsoft Vista +

*  Microsoft Outlook 2003 or Microsoft Outlook 2007 (Standard Outlook or using Exchange server)

You will need to install a small webCRM plug-in to your Outlook. This plug-in adds a few new buttons to your
Outlook client and a new tab in the Outlook configuration. At fixed intervals, or when you open and close your
Outlook system, the plug-in will connect to your webCRM system and synchronise data. Please note that you

need to be connected to the Internet so that data can be transferred.

The Outlook integration module only needs to be configured once for all users. You will need full security

access rights to do this i.e. Access = "All rights".
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Configuring Outlook Integration with webCRM

Requires webCRM access level = "All rights"
To configure what data can be synchronised between webCRM and Outlook you will need to navigate from the

Main Menu to Configuration -> Integration -> Outlook. You will see the following screen:

Data | Synchonge | Conamion | Outiook Reminder] You can determine the level of

Persons: b2BCRI c-3 ~|  Outlook W Dut gned as responsible M

Artivitias: B2RCRI a ~| Dutiook is 31;":|ns-' as respons:ble v [0:10 LA integration fOr eaCh data type by

Meetings bZbCRK |s-» v Qutiook | When Outlook user is assigned as respor <ible il |3:00 | Selecting the Corresponding

Outbound e-mail. bZbCRI c | Outiook

T O e arrows. You can enable integration
from webCRM to Outlook, from

[Feid _______ [Maptooutiookfield |

n Firstname a Ireld l Outlook to webCRM, both ways, or

Parson: Middie nama Contact Middle name no integration at all.

Person: Last name Contact Lastname

Qrganisation: Name - Division  Contact Company

Person: Comment Contact Comment

Select if the synchronization shall

Person: Email

Perzon: Dir telaphone

ol be for all webCRM data, or for

Person: Mobile telephane webCRM data only where the

Person: Title

Person: Salutation g 3 current user is appointed

responsible (owner). NOTE: The latter option is recommended as you will otherwise copy meetings for all users

in to the individual users Outlook calendar.

Select if you want reminders activated in Outlook for Activities and / Or Meetings.

Note: The configuration is common to all users. Individual user configuration is not possible

Next you set up the mapping of data fields. This is done on the same screen as the configuration above. See an
example of the field mapping on the next page. If you have defined custom fields in webCRM, these will show in

the field mapping.

You will notice that for some of the fields the mapping is fixed. Others you can change. If you subscribe to the
B2C version (no organisations) the mapping will look slightly different.

Note: The field mapping is common to all users. Individual user mapping is not possible.

Activity: Description Task: Subject

Activity: Status Task: Status

Activity: Date Task Due date Note: When entities are cre_ated in
Outlook and then synchronized with

Activity: Respansible Task: Cwner

webCRM, the system will assign default
Activity: Comment Task: Comment values for all data fields in webCRM -
even those data that are not synchronized

Activity: Action [--- None --- v| ! :

during update / create. For data fields of
Activity: Product [--- None --- v type drop-down (pick list) the system will
Activity: Activity Type [~ None - v| assign the value at the top of the

pick list if no value is supplied in the data
Activity: Seminar date attended | -- Mone --- v| from Outlook
Activity: Mo of Users | --- Mone --- v|
Activity: Order Date [--- None --- v|
Activity: Lead Grade [--- None --- v|
Activity: Could be interested | -- Mone --- v|
Activity: Email Marketing Only | -- Mone --- v|
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Installing Outlook Synchronisation

Close your Outlook system and run the Outlook setup program. This is available from your administrator or can

be downloaded by navigating to the Main Menu to Configuration -> Integration -> Outlook. The download file

is available from the link.
Important:

* You must be connected to the Internet during the installation process.

*  Your Outlook must be shut down while installing

*  The plug-in is approximately 3 MB of size

*  Some of the installation steps may take a few minutes - please be patient and do not click

Cancel/Abort

Note:
You may need to be logged on your PC as administrator. Depending on your security settings you may be

asked to "Allow" the installation to continue. Do so when prompted.

The screenshots below show the typical process however please note they may not be completely identical to

the screens you will see:

AE

- BIBCRN Qutloak Syns Sacvics

‘Welcome 1o the b2bCRM Dutlook Sync Service Select Installation Folder

||t (070 MM N C[R M)

Do you want to run or save this file? T il RN Dtk
e o
D Hame: Sync.ese
Type: Apphcation, 2.69MB Lo —
Flom b2bsys.net F o )
ik
b T e e
e i
Wi les from I rleinet can be ssh, i Tl tpe can
. Computer e doret |
Ly on save e Zoftuate. Uhat s the sk ? = | [ e
Click Run Click Next Click Next

- b20CRM Outlosk Sy Sarvice = 5%

17 20N Ostioak Sy ervice ) 3 L [x
Confirm Instaliation Installation Complete
YN C[R[M]
| L2LCAM Dy, Syne Sermee hoe bewn successhly nitaled.
Pt Ut o e i b S
Click Next Click Next Click Close

Open your Outlook - you need to be connected to the Internet at this point.

In order for Outlook to communicate with webCRM you must enter:

¢ System code (dbn)

. User name (usd)

4
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*  Password (pwd)

You can find the dbn value to enter by navigating to Configuration-> Integration -> Outlook. From this screen

you will be able to see the Outlook dbn code = cm3xxxxx.

Accordingly you will find your user name and password in the welcome mail originally send to you upon start
up. If you need a re-issue, go to ‘configuration -> users’ click the pencil left of your name and press the button

‘send email with login details’.

% Credentials missing or wrong |- |0

B i) W el If system code, user name or password is missing or incorrect, this message

System code [dbn) ’7 will be dISplayed
User name (usd) e
Password [prd] ,7

Outlook options and preferences

Preferences | Mail Setup | Mai Format | Speling | Other | b2bCRM

In Outlook click "Tools" and "Options" and then the

webCRM tab. If you haven't already entered System code,
b2bCRM Configuration

System code (dbr)  [$ome skl 0 User name and Password, do so now.

User name {usd) ’“37
Passward (prd) ’W

Outlook synchronization with webCRM can be run at

Run sync each® 30 min -
Debug Level 7 varying intervals. Simply select your choice from the drop
W Perform syrich when opening Qutlaok down list. Select "----- " for no automatic synchronization

W paf  when closing OLtagk ) . ) .
AT SYTER When £hsna b at intervals. In addition to the timer you can configure
W shaw buttons For "Sync A" *

Outlook to synchronize with webCRM at opening and/or

Current Yersion:5.7

Requies a restarf of Oufipok ClOSing .

Show trace | ) i ) .
Displaying the "Sync all" buttons is usually only required
during the initial synchronization, or if you want to
synchronize everything again. Otherwise do not display

the "Sync all" buttons.

Ok C. | Appl .
o ] i Debug level shall be 0 under normal circumstances.

IMPORTANT NOTE: The Outlook configuration in the webCRM system determines which data entities are
synchronised. The configuration must be done by a webCRM user with access rights = "All rights". See the last

section of this document for more details.
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Progress window

Tl C [RIM

You will see a progress window every time Outlook connects to webCRM.

£ Connect to b2bCRM

Connecting to b2bCRM server.

Cancel all

Existing Contacts

Synchronizing with server - spproximately & items/second

Tasks |Enors |

Marme I Status ! Progress
g

Contacts Outlook->b2bCRM 0O

Tasks Outlook->b2BCRM - 0

Appaintments Outlook-»b2bCRM 0

bbCRM-»Outlook 30

Initial Data Synchronization - the "Sync all" functions.

The "Sync all data" functions are located in the "Tools->Send/Receive" menu in Outlook.

You would only normally need to sync all data during the initial synchronization, or if for some reason you need

to synchronize everything again.

e -

[ b2bCRM.- >Outlook

- [olX]

Select the entities to be synchronized.

Itemz changed since: |2EI June
v Contacts
V¥ Acliviies
¥ Meetings
[0]:4 Cancel

2009

% Outlook. »h ZHCIM

Sebesct them =rtities to be syrchronized,

Show mad hom: |20 Seplember 2005

=] Rehes

When you click "b2bCRM -> OQutlook", this screen will
appear. You can now select which data to retrieve from
webCRM. Only the data types configured in webCRM for

synchronized with Outlook are displayed.

Activities with status "Completed" are not synchronized to
Outlook tasks. When you click " Outlook -> webCRM -> "

this screen below will appear.

You can expand the contacts and emails
and select which items you want
created/updated in webCRM.

= [ Contacts 903
= [ inbourd mals (100]
= [ Dusbeund maks [705)

oK ] Cancel ]

Tasks and Appointments in Outlook cannot
be created as webCRM Activities and
Meetings this way. This is because Outlook
has no reference to the
Organisation/Person the Activity/Meeting

must be associated with in webCRM.

Note: the date at the top. Here you can set

the date from which e-mails should be

copied to webCRM.
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Note: In order for contacts to be created / updated in webCRM the Contact name and Company field for the
contact must have a value assigned. (For the B2C version (no organisations) a valid Contact name + e-mail

address should be used instead)
For e-mails to be created in webCRM, the Person with the same email address must already exist in webCRM.
Failure to follow the above instructions will cause the data records to be ignored.

Even though the "Sync all" buttons are displayed in Outlook, nothing will be created in webCRM unless the
same type of data synchronisation has been enabled in your webCRM Outlook configuration. This must be done

by a webCRM user with access rights = "All rights".

Synchronising Emails

Outbound: Create outbound e-mails in Outlook as you would normally do. If you want the e-mail to be copied
to webCRM, you must first fill in all e-mail data. Then you tick the "Sync b2bCRM" button. Outlook immediately

connects to webCRM and creates the Outlook e-mail as an outbound e-mail in webCRM.

o H ) = . = t
E_S) If the first email address in the "To" field does

Message Insert Options Format Text Add-Ins

Send Account Paste

not match an existing e-mail addresses in

(B m|= webCRM, nothing is created in webCRM. If more

#F Earmat Paintar

Send Clipboard [ BasicText

than one result is found on an email address, the

¥ Sync b2bCRM

first one is chosen.

==

o |
J [

To.. ] | Joroen Rode <rode @webarm.coms;
e,

) |

Bec.., ] |

[ Account

Subject: ;Sending an email and synchronising to v-.-ehEP:I‘d

(Oa) 2 0 s w5
id
Message

e e e T T e R g

Reply Reply Forward || Delete Moveto Create  Other Block | Mot Jur Categarize Fallow Mark as Inbound: If YOU want an inbound
ta All Folderv Rule Actions~ || Sender v Up~ Unread || Wi Select =
Respond Actions Junk E-mail 5 Options i Find e-mail copied to webCRM, SImpIy
Sbehianizathz il HoabEN | click the "Synchronise this with
You replied on 19-10-2009 12:58. webCRM" button. Outlook
From: Jorgen Rode [rode@webcrm,com] . .
Ta: james, bogue @webcrm. com; ‘Erik Maltby' Immedlately connects to webCRM
Ce
Subject: documents and creates the Outlook e-mail as
A Message | B]webCRM _getting_started.doc (L ME) an inbound e-mail in webCRM. If

I
the "From" email address does not match any existing e-mail addresses in webCRM nothing is created in

webCRM.
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Notes on e-mail:

E-mails can only be synchronized from Outlook to webCRM. E-mail attachments are never copied from Outlook
to webCRM.

In general outbound e-mails should be sent from webCRM. However, you can send e-mails from your Outlook

and have them copied to webCRM (attachments are not copied).

In the webCRM system you can CC or BCC your own e-mail address in order to have an outbound e-mail from
webCRM copied to your Outlook with attachments. However, it will appear in your Outlook e-mail in-box. You

can manually move it to the sent e-mail folder if you prefer.

The optional webCRM module "Inbound e-mail and web-site integration" supports e-mail attachments which
are copied from Outlook to webCRM. Please see separate documentation for this module.

Outlook offline: When your computer isn't connected to the Internet, you can still modify all data check marked
as "Synchronized with webCRM". When you do reconnect to the Internet and open or close Outlook updated

data will be synchronised.

If you create new data when Outlook is offline you cannot click the "Synchronise this with webCRM" button.
When the Internet connection is present at a later time, you can click the "Synchronise this with webCRM" at

that time and add Organisation name/E-mail address as appropriate.

Synchronising Contacts

Creating a new contact in Outlook:

Create the new contact in Outlook as you would do normally. If you want the contact to be synchronised with
webCRM, you must first fill in all the contact data - the Company name is mandatory. Then you click the
"Synchronise this with webCRM" button. Outlook immediately connects to webCRM and creates

the Outlook contact as an Organisation and a Person in webCRM. If the organisation already exists in webCRM

- the contact is added as a new Person to that organisation.

I Synchronize thiz with bB2bCRR
Full Mame... Jorgen Rode
Campany: webCRM {Denmark) @
Job title: Director —

File as: Rode, Jorgen R"
Internet

B jorgen.rode @webcrm. com

Disnlav as:

Creating a new contact in Outlook - for the B2C version (no Organisations in webCRM):
Create the new contact in Outlook as you would normally do. If you want the contact to be synchronised with
webCRM, you must first fill in all the contact data - either the Company name or an e-mail address must be

filled in. Then you click the "Synchronise this with webCRM" button. Outlook immediately connects to webCRM
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and creates the Outlook contact as a Person in webCRM. If you update any of the mapped fields Outlook and

webCRM will be updated when the system synchronises.

Please note if you delete a contact in Outlook it will not be deleted in webCRM

Synchronising Meetings / Appointments

Create the new appointment in Outlook as you would do normally. If you want the appointment to be
synchronised with webCRM, you must first fill in all appointment data.
The Organisation name at the top is mandatory, and must be the name of an existing organisation in webCRM.

Then you click the Synchronise this with webCRM" button.

. - — Mo abl P - U £
(Ein H M e @ » EEUNG TE New SEET Appaintment - ) .
' -9 : Outlook immediately
- Appointment Insert Format Text Add-Ins
% : T ~ i — connects to webCRM
8T @ R gEw -Owesa ag g
e ; : @ Time Zones 1§ = and creates the
Save & Inwite - Add WebEx | |Appointment|Scheduling | @ 15 minutes - ma ) speliing || Meeting
Close Attendees Lo ™ Meating {im Categorize ~ § - Maotes Outlook appointment
Actions WebEx Show Optlons 5| Proofing || Onelaot pp
I~ Syrichroniz=d with Oiganisatiort [webCRM (Dermark) Syrichrorize this with b2HCRM ] as a Meeting in
— e — webCRM.
| This appointment occurs in the past.
Subjec: Meeting re New System
Location: iUK Office
Start time: iMon 19-10-2009 v| |1.1.:00 v| DAII day event
End time: |Mon 19-10-2008 v| I-I:L:BCI v|

Note: Appointments booked in Outlook stretching over more than one day, will ONLY be booked as a one day
appointment in webCRM. Accordingly with holidays or absence booked in Outlook. Therefore we recommend

you book multiple day arrangements in webCRM.

If you change the time or description of the appointment in either Outlook or webCRM, these changes will be

synchronised.

If you require to enter a Private appointment that you wish to be synchronised to webCRM just enter ‘*’ in the

Organisation name.
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Synchronising Activities / Tasks

Creating a new task in Outlook:

H ) o |3 Send Quotatio
Create the new task in Outlook as you

Task Format Text Add-Ins
Hj x 21 tl o i @ Rl 'SR, E-@‘ Y’ would do normally. If you want the task to

Save & | Delete: ||| Task |Details || Assign SendStatus  Mark e
Close Task Report  Complete | g Forward

ply to All

Recurrence
Oee

Lo T be synchronised with webCRM, you must

Actions Show ManagVETasL -C-)Dlmns
I7 Esnbrronie it asCRn figarisation: JABC Carnpany Limited Synchiories this wih b2bCRM | first fill in all the task data. The
Duse todsy, Organisation name at the top is
Subject: | send Quatation
mandatory, and must be the name of an
Start date: | Tue 20-10-2008 ~| status: §1n Progress
Dusdate;  |Tue 20-10-2003 | priority: [Mormal | % complets: 0% |4 existing organisation in webCRM. Then you
[l Reminder: [Tue 20-10-2009 %] [o8:00 v Cwner. |James Bogue click the "Synchronise this with webCRM"

[
button. Outlook immediately connects to webCRM and creates the Outlook task as an Activity in webCRM.

Creating a new task in Outlook - for the B2C version (no Organisations in webCRM):

Create the new task in Outlook as you would do normally. If you want the task to be synchronised with
webCRM, you must first fill in all the task data. The "Organisation" input at the top is supplemented with
"email" and is mandatory. It must be the Organisation name or email address of an existing Person in
webCRM. Then you click the "Synchronise this with webCRM" button. Outlook immediately connects to webCRM
and creates the Outlook task as an Activity in webCRM. If the Organisation name or email address is not

unique (more then one match) nothing is created in webCRM.

-
When Activities are synchronised into ~~ .
Due today.
Outlook any notes from the activity are Subject: |Intr0 email - new lead//Follow up from website
also copied into the body of the task as  sutaate:  [1ane | status: [In Progress
shown in the example. Duedate: | Tue 20-10-2009 v | Priarity: % Complete: [0% | &

|:|Reminder: | | | | Owner: |James Bogue

[/1 ABC Company Limited Joe Smith /James Bogue [\]

/=

14-10-20039 14:31&nbsp;, JB&nbsp;, (JB) Qngoing&nbsg;, Intro email - new lead, 20-10-2009
14-10-2009 14:27&nbsp;, JB&nbsgp;, (1B) Ongoing&nbso;, Intro email - new lead, 07-10-2009
marketing outsource to partners do telesales - allow authorisation for users -

06-10-2009 14:14&nbsp;, JB&nbsgp;, (1B) Ongoing&nbso;, Intro email - new lead, 07-10-2009
in meeting

=/
Ay
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Notes for Contacts, Tasks and Appointments

(= Organisations/Persons, Activities and Meetings)

Deleting data in webCRM does not delete data in Outlook. Deleting data in Outlook does not delete data in

webCRM.

The "Synchronised with webCRM" checkbox at the top of Contacts, Tasks and Appointments in Outlook denotes
if the data is marked to be synchronised with webCRM. Data created in Outlook and not synchronised with

webCRM can be synchronised at a later time simply by clicking the "Synchronise this with webCRM" button.

webCRM and Outlook will synchronise data only when there is a time gap of at least 2 minutes between the

latest update timestamp in webCRM and Outlook.

Outlook and webCRM stores an internal ID for the synchronisation process. This ID depends on the folder the
data is stored in. This means that whenever data is moved from one folder in outlook to another, the ID is
altered. Hence we don't recommend moving data to another folder in Outlook once the data has been

synchronised.

Synchronised data cannot be un-synchronised. Delete the data instead, and create a new instance.
Comments for Meetings and Activities in webCRM are copied to Outlook between the characters "[/]" and
"[\]". This is necessary in order for the synchronisation to keep track of comments written in webCRM and
comments written in Outlook. When you add text to comments in Outlook, you should always insert the text

after the "[\]" characters.
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