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Terminology

SugarCRM Item — any object in SugarCRM. It can be an Account, an Opportunity or any other
entry that has “History” subpanel in its Detail view.

To Archive to SugarCRM item — put (upload) Email or document to “History” subpanel for a
given SugarCRM item.

SugarCRM — Commercial Open Source CRM. See www.sugarcrm.com

Copyright GrinMark Limited, 2006-2015 3
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What’s new in Version 4.2

e Improved support for Sugar v7

e Switch to NET 4 runtime

e Feature to related Meetings to Projects/Opportunities
What’s new in Version 4

e Support for custom sync folders

e Support for Office 365

e Custom configurator tool
What’s new in Version 3.2

e Support for 64 bit versions of Outlook

e Relate Tasks, Contacts and Appointments to SugarCRM

e Option to archive an Email without attachments
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What’s new in Version 2.4.14

Search for related modules (right-click on item, from the context menu select the type of
related items to find)

El Contacts [ 53 tecounts ] Oppartunities o @ Cases
[ ’m‘ Bugs [ €% Leads [ Eﬂ Frojects [ @ Froject Tasks

!

“'ou may uze wildcard character [%) For example, zearching for Zter' findz both ‘Diter' and ‘Peter’

_

L3

E-E] Contacts [19)
. Ahmed Enn JAE Funcmneis
- I=] #lam tingel Jungle b Contacts..,
- |=] Andersen Serena JAE Accaunts..,
~T|=] Awent Lola Start Over
- I=] #tchley Lucio White
~[TIE] Atnip Rocio RRR Ad LasEL
~T=] Aterbeny hmed Kag Bugs... T
-~ |=] Baples Alyce ¥-SELL
~[|=] Byler furon P Fiper & Leads...
=] Corley Alexander PP Prajects...
-~ I=] Do dzal) Resource
-] Gaunt Ashlee C Nel
- I=] Hufford Annette 2 Big Conzolidation Corp 327131

[TI—=1 W all dsbyseean A S UM DRI 01 4747

m

Opportunities..,

Froject Tasks...

Archive to
GrinMarkContactSynchronizer.exe now has command line interface.

Added: *.xml files with customized archiving and synchronization settings can now be
stored on server.

Documentation updated: "Customizing GrinMark AddIn.pdf"

What’s new in Version 24

Advanced Customization options. A custom solution may be created with AddIn. Archive
Emails to your custom module, create custom items, change synchronizer rules and so on.

Document template processor now can fill templates for anything: Contacts, Accounts,
Leads, Cases and so on.

Purchase Assistant to help purchasing licenses.
X509 certificate support.
More language packs.

What’s new in Version 2.2

Online tutotials: http://www.gtinmark.com/en/tutorials
Support for SugarCRM v.5
Synchronize Tasks

Copyright GrinMark Limited, 2006-2015 5
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e Synchronize Meetings

e Synchronize Calls

e Improved Outlook integration
¢ Bug fixes and improvements

What’s new in Version 2.0

e New installer allows selecting separate features for installation
e Support for Outlook 2007

e Synchronize Contacts

e Create new Contacts

e Create new Accounts

e Create new Leads

e Create new Opportunities

¢ “Send To” Windows Desktop Menu integration
e Custom fields support

e Custom modules support

¢ Bug fixes and improvements
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Introduction

This document describes available features and usage scenarios. In general GrinMark SugarCRM —
Microsoft Office Integration is shipped as a freely downloadable product. Some features

GrinMark SugarCRM - MS Office 2003/2007/2010/365 Addin

Free version provides the following features:
1. Outlook Add-In.
a. Allows archiving (uploading) Emails to SugarCRM and attaching to available items:
Contacts, Accounts, Opportunities, Bugs, Cases, Projects. Each Email can be
archived to a multiple items at once (for example, to a Contact and to an
Opportunity at the same time).
b. Allows archiving of Email attachments separately from the Email itself.
2. Automatically attach “RE:” and “FW:” emails to the same SugarCRM item.

Support for all SugarCRM flavours: Open Source, Professional, Enterprise.

4. Word/Excel Integration Add-in allows archiving documents and spreadsheets to available
SugarCRM items directly from Word and Excel. Useful for quick archiving of orders and
invoices produced by other applications.

5. Document Repository. Allows filling of Word templates available in “Documents” tab with
data from SugarCRM. Filled document may be sent to a specified recipient by means of
Outlook with a copy archived to a SugarCRM.

w

‘“Pro” Features

Contact GrinMark or one of our reseller partners for more information about the purchase. Once
product license is installed, many new sophisticated features appear:

Copyright GrinMark Limited, 2006-2015 7
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1. Contact Synchronization between SugarCRM and Outlook:

EErinHark SugarCBM - Outlook Synchronizer
Synchronize Contacts =l
| Outlook-=SugarCR M I SugarCR M-» Dutlook:, |
IFind Or Create Matching Account j I.-’-'-.II j
Synchronize Tasks
Outlook-=SugarCR M | SugarCR M-» Dutlook:, |
synchraonize keetings
Outlook-=SugarCR M | SugarCR M-» Dutlook:, |
Synchronize Calls
Outlook-=SugarCR M | SugarCR M-» Dutlook:, |
Outlaok Categaries faor Calls: IF'hu:une Call
[ Force full synchronization [ignore modification time]
| Done |

2. Support for other Microsoft Office Applications:

E jﬂ ® Microsoft®
1.0ffice

e PowerPoint
e MSProject
e Visio

Copyright GrinMark Limited, 2006-2015 8
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3. An ability to create Leads, Contacts, Accounts, Opportunities and Cases directly from
Outlook

Enrchiving E-Mail: Your WindJlack Solutions, Inc. Download x|

Bchive to Existing ltem  Create ContactAccount/Opportunity/Lead

Accaunt | En:nntan::tl Lead I O ppartutity
v Create Mew =l

N

= All -
Marmne: Wind)ack Solutionz, Inc. Download
Azzigned to; Grinevich Alewey
R ating:
Type:
Indugtoy: Congtruction
Annual Beverue:
“Wehsite: v windjack..com
hwnership:
Employees: 10
SIC Code:
Ticker Symbal; Wil
Member of:
Dezcription: good account
b odified by
Created by
E Contact Informabon

F rnail unnnrh@aindiack ~om

Description

dezcription
good account...

Thank you for requesting a download of AcroButtons 2.0 Dema [exe] from 'windlack Solutions, Inc. |

Fleaze click this link

hittp: A% windjack. comddown] . php?vencode=73114441 Bafc 7 d7 2 434F 2103502 20d68: zid=3 tao
complete your download process. If you cannot chick thiz ink pleaze copy and paste the following
RL into your web broweser;

hittp: At windjack. comddown] phptvencode=73114441 Bafc 7d7 2 494F 20 352 2046 5id=3

[

¥ Aichive E-mail to Newly Created ltems

Cancel Create |

4. Advanced GrinMark Activity Monitor Functionality
5. Custom fields support. All the tools could be reconfigured to support additional modules
and additional fields in all searches.

Copyright GrinMark Limited, 2006-2015 9
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6. Integration with Explorer “Send To” menu. PDF documents, images and other files can be
archived to SugarCRM directly from Desktop or other folder window.

TW sendTo SugarCRM Settings X

[~ Enable “archive To SugarCR" Menu EI

OTEpHITE
Co34aTk
Me4aTe
Cpen Wikh, .

Send To E Archive ko SugarCRM

it L 3.5 Floppy (A1)
Copy HGL CYD-RW Drive (E:)

Create Sharkouk
Delete
Renarne

Properties

SugarCRk Connection and License Settings...

7. Official support.

Copyright GrinMark Limited, 2006-2015 10
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Installation

Download the setup package and run “setup.exe” and finish installation. Add-in requires:
1. Office 2003 Service Pack 2 or Office 2007
2. .NET 1.1 installed. The product is shipped in 2 packages: setup_full_xx.yy.zip and
GrinMarkOffice.msi. The .zip file contains correct version of NET 1.1 framework and
should be used for first install. An .msi package takes should be used for updates only.

After installer finished its job, run Outlook. The presence of the Add-in is reflected by a button:

Broaawme - Microsoft Outlook

File  Edit e

Sedlew - | 23 K | CuReply ClReply to Al (5 Forward | 5 SendiReceive | EoFind (55 | G Type a conkact to find

E =< =Sugar | =

Favarite Faolders

=181 ]

Type a queskion For help -

- | @ !

Wigw Tools  Actions  Help

Bxopsawue
¢| [1|g|From

Subject |Received T Size

L HanpouTenkEe mIcera (= Cutlook 2003 Team Welcome ta Microsaft Office Outlook 2003 ‘Wed 7/11/2007 5:44 PM 52 KB
—_'»: A HCTORHERI = geS1l@mail.ru TecToeoe cooBwenne Microsoft Office Outlook Tue 7/10/2007 3:38PM 3 KB
=1 OTnpaEnEHHEle = g6&1@mail.ru TecTopsoe coofweHde Microsoft OFFice Outlook, Tue 7/10/2007 338 PM 3 KB

&l Mail Folders

= @ MHHHEIE NankH
[ Bxoaswme
L3 Mcxoamwme
[ @ HexenarensHan nc
=3 OTnpaenettbie
@ ¥ AENEHHEIE
LA HepHostin
L3 search Folders

Pricing details

......... =N Trait Institute [ar6A5E@@mail ru]
I’__’.a Mail To: g&Sl@mail.ru
Attachments: @I_]pricing info.doc (21 KBY

ﬁ Calendar

&=| Contacts

_\E Tasks

] a2
|4 Items |

Select any Email message and press the button [ >332 40 the toolbar. The first thing it tries to

do is establishing connection to a SugarCRM instance. We did not specify credentials during
installation so it is high time to do it. Right after the connection is failed the “Connection Error”
message is displayed:

Copyright GrinMark Limited, 2006-2015
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x

i Error connecting to http: ffsugarcemy: The underlying connection was closed; The remoke
narme could not be resolved.

Add-in suggests to specify the correct login credentials:

™ Connection Settings =10 x|

SugarCRk URL:

IJzer: I

Paszword: I

Clean archived items hizton... | Connect J/
e

Fill URL, user name and password and press “Connect”.

* Connection Settings 10| x|

SugarCRk URL: Ihttp: Asugar-zery/sugarcim

IJzer: Iale:-:e_l,l

Paszwaord:

Ixxxxxxxx

Clean archived items hizton...

Y

Now you should see “Archive Email” dialog, that will be described in the next section.

Copyright GrinMark Limited, 2006-2015 12
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Working with Archiving Dialog

All actions related to archiving share common dialog called “Archiving Dialog”.

Copyright GrinMark Limited, 2006-2015 13
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ZM Archiving E-Mail: Welcome to Microsoft Office Dutloo =10l x|
Select SugarCRM object to archive E-Mail
Select which SugarCR modules to zearch for specified word: |

=] Contacts & Accounts 0% Opportunities [ & Cases
D Bugs [0 G Leads O EE] Projects a @ Project T azks

I Search |

You may uze wildcard character (%], For example, searching for “Eter' finds both ‘Diter' and 'Peter’

----- E| Contacts
-5 Accounts

----- 55 Oppoartunities
----- B Cazes

----- Bugs

----- G Leads

----- E] Projects

----- @j Project Tasks

Archive E-Maill meszagels] with attachments: frchive E-tail |

Archive attached files only: Lrchive attachments, . |

3

Selected Email(s) can be archived (uploaded) to one or more SugarCRM items. To select an
appropriate item it has to be found throughout available ones. Upper part of the Archiving Dialog
displays the list of SugarCRM modules to search:

Select which SugarCRM modules to search for specified word: |

=] Contacts 05 Acoounts 0% Opportunities ] [# Cases
D Bugs [0 G; Leads O [E] Projects O @ Project T asks

Select appropriate checkboxes to search for data in some specific modules. For example, we want to
archive some incoming Email to “Account” named “Trait Institute Inc 144819 and to an
Opportunity named “Trait Institute Inc 144819 — 1000 units”.

We need to:

Copyright GrinMark Limited, 2006-2015 14
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1. Select the “Accounts” module to search
2. Type a part of account name (“Berufs”)
3. Press “Search”

O Contacts [F=) Accounts O% Opportunities ] & Cases
O Buas Z OG; Leads [ ( Projects [ [ Praiect Tasks

=

After the search is finished we see the results. In this case we have 12 accounts found:

------ | Contacts

=-£5) Accounts [4)

..... [;;;] Cazes

..... Bugs

..... % Leads

----- [}E] Frojects

----- [5] Froject Tasks

Now we can either select appropriate Account from the list of found items or repeat the search to
narrow the results. Our required account is the first in the list. We select it:

-~[=] Contacts
=53 Accounts (4]
([F]E) Trait Institute Inc 144819 )

O Trait Institute Inc 242176

------ O Trait Institute Inc 649936

------ O Trait Institute Inc 671558
----- 55 Oppoartunities

----- B Cazes

----- Bugs

----- G Leads

----- E] Projects

----- @j Project Tasks

Archive to:

() Trait Institute Inc 144813 )

Copyright GrinMark Limited, 2006-2015 15
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In the bottom section of the dialog we can see that the selected item appears in “Archive to:”
section. Now we are going to add another SugarCRM item to archive to. Select “Opportunities”,
find opportunities by the start of the name “Trait Institute Inc 144819 — 1000 units” from the list:

Enrchiving E-Mail: Pricing details {Incoming}
Select SugarCRM object to archive E-tail

Select which SugarCRM modules to zearch for specified word:

=] Contacts O Accounts 5 Opportunities [ &l Cases
D Bugs O &G Leads O EE] Frojects O |’§] Froject Tasks

=10 x|

L

ITrait Search I

“ou may uze wildcard character [%]. For example, searching for "Eter' finds both ‘Diter' and 'Peter’

----- £l Contacts

-5 Accounts

=5 Opportunities [4]

= 5 Trait Institute Inc 144819 - 1000 units
~[OF Trait Institute Inc 242176 - 1000 urits

----- B Cases

..... Bugs

----- G Leads

----- Eﬂ Frojects

----- @ Froject Tasks

Archive to;

[¥]1= Trait Institute [ne 144813 £ Trait Institute [nc 144819 - 1000 units

&rchive E-Maill message(s] with attachments: Archive E-M il

4

Now we have two SugarCRM items selected. Pressing “Archive E-Mail” archives the selected Email
message to the “Account” named “Trait Institute Inc 144819” and to the “Opportunity” named

“Trait Institute Inc 144819 — 1000 units”.

Copyright GrinMark Limited, 2006-2015
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Searching for Related Entries
Right-click on item. From the context menu select the type of related item to find:

El Cantacts [T &) Accounts 5 Opportunities [ @ Cazes
[ ﬁ‘ Bugs [ €% Leads [ Eﬂ Frojects [ @ Froject Tasks

!

“'ou may uze wildcard character [%) For example, zearching for Zter' findz both ‘Diter' and ‘Peter’

E-E] Contacts [19) it
. Ahmed Erin JAB Fun:

~TI=] Alam Angel Jungle M. Contacts..,
- |=] Andersen Serena JAE Accaunts..,
~T|=] Awent Lola Start Over
~TE] Atchley Lucio White [
~[TIE] Atnip Rocio RRR Ad: LasEL
~T=] Aterbeny hmed Kag Bugs...
~[|=] Bayles Alyce 3-5ELL
~[|=] Byler furon P Fiper & Leads..
=] Corley Alexander P Fi Projects...
- |=] Do ézal) Resource
=] Gaunt Ashles C Nelsd.
- |=] Hufford &nnette 2 Big Conzolidation Corp 327131

[TI=1 W all dubyseean % S UM MIKISC 01 4747

m

Opportunities..,

Froject Tasks...

Archive to

This will find all “Accounts” related to selected contact (“Black Jack”) and place them under
“Accounts” tree item.
You may uze wildoard character [%) For example, gearching for “ter' finds baoth ‘Diter’ and ‘Peter’

-] Bayles Alyce ¥-5ELL HOLDINGS 814742 -
-] Byler Aron P Piper & Sons 585391

-] Corley &lexander P Piper & Sons 585391
-] Dor Aza ) Besources Inc 377846

[T Gaunt &shlee C Nelson Inc 710470

- I=] Hufford &nnette 2 Big Consolidation Corp 327131
~CIE] Eell &utumn ¥-5ELL HOLDIMGS 814742
-[T|E] Oshea Antione =%-5ELL HOLDINGS 345575
~ITIE] Pointer &ugusting JAE Funds Lid. 77318
-] Quarterman Adolfo ‘White Crozs Co 520681
~TIE] Shaus dwa COMS TRUST [A2) 68293

-ITIET Yetter Augusting P Piper & Sons 585391

E-) Accounts (1)

m

== o P W

dirmhive ba

Copyright GrinMark Limited, 2006-2015 17
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Archiving E-Mails from Outlook 2003

Archiving Incoming Email (Inbox)

Previous chapter describes the process of selecting Emails, selecting SugarCRM items and preparing
for archiving. Last step to perform archiving is pressing “Archive E-mail” button.

After a while archiving is completed, dialog is closed and we’re back to the main Outlook window.

Bxogamue - Microsoft Dutlook =18 x]
© Fle Edt %ew Go Tools  Actions  Help Twpe aqueskion for belp =
Dadnew v | S 23 X | CaReply SiRephy to all (5 Forward | Sl sendiReceive - | BpFind 8 | @ Typeacontacttofind - u@!

I = >5Sugar !

Favorite Folders

Subject | Received T Size |T?

[ Broasume
| HEA0OUTERNES TS

L S HCTORER (= gbsl@mail.ru TecTosoe coofwenme Microsaft OFfice Outloak, Tue 7/10/2007 3:38 PM 3 KB b4

f;-| OTMPABNERHEI (=1 ghB1@mai ru TecTogoe coobieHme Microsoft Office Outlook Tue 7/10/2007 3:38 PM 3 KB W
All Mail Folders

=1 26 MoHeie nankm | —
[ 7] Bxoaswne
L3 Mexoaswme
[[@ Hewenatenshan nc
[ oTnpaenertbe >
(3] ¥aaneHHele
(7] HepHoemim | |

[ Search Folders -

Pricing details
Trait Institute [grédS@mail.ru]

if.“ﬂ Mail To: goSl@mail.ru
Attachments: IE"._]|:|ricing info.doc (21 KB)

ﬁ Calendar

8=| Contacts

:ij Tasks

wlCa (& 2

|4 Ikems

How to find out where this Email was archived?

Copyright GrinMark Limited, 2006-2015 18
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Please note, the rest of this chapter is only applicable to cases when “Avoid
winmail.dat problem in outlook” is switched off.
GrinMark SugarCRM — Microsoft Office 2003/2007 integration Add-In leaves a signature of
archiving destination in each of the archived Emails. Displaying the signature is simple. Right-click
on the column header of the Outlook folder and select “Customize Current View...” popup menu
item:

Broaauue - Microsoft Dutlook _ | i |£|

File Edit Wiew Go  Tools  Actions  Help Type a question for help =
F y a3 =Y ; = 3 . oI :
JJ Mew = | = L3 X [~ Reply .-_-ﬁ Reply to All (5 Forward | 575 Send/Receive ~ | 0 Find Li%t‘ G Tvpe acontacttofind — + | (@) !
I < =Sugar !
Faworite Folders L | Suihiect |Received v
- F b it B
L] Bxoaswpe e s
Ll AErpOSTERHEE NS (= Outlool %J« Sort Ascending fice Cutlook 2003 Wed 7/11)2007 5:44 PM 52 KB
i Ao e (= 0881@ 4| Sort Descending icrasoft Office Cutloak Tue 7/10/2007 3:38 PM 3 KB
L= oTnpasnetHee = 3 -
[ o icrosaft Office Outloak, Tue 7/10/2007 3:38PM 3 KB
' =L Group By This Field
All Mail Folders
= @ MHUHEIE NaTKH S| Grow By Box
[ Broaawme Remave This Calumn
[ M
.—__9‘1 CBARLNE ﬁ Field Chooser
[ @ HewenaTensHan noqt
= OTnpaenenHeie alignment 3 =

(& YaaneHHsie
L7 HepHosricn
L3 Search Falders

Eesk Fit

Pricing
Trait |n5t|
To: g6sld
Attachments: @_]pricing info.doc (21 KB)

Format Columns. ..

Customize Current Wiew. ..

[ Mail
jﬁ Calendar

is_:] Contacts
i] Tasks

ol Ca (3] 2

|4 Itemns

“Customize View” dialog appears. Press “Fields...” button:

Copyright GrinMark Limited, 2006-2015 19
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x
— Description
[ .................... E'E":'SJ Importance, Icon, Flag Status, Attachment, From, Subject, ...
Group By, | Mone
Sark. .. | Received (descending)
Filter... | off
Other Setkings. .. | Fonts and okher Table Yiew settings
Autormatic Formatting. .. | Ilser defined fonts on each message
Format Columns. .. | Specify the display Formats For each field
Reset Current View | Ok | Zancel |
In the “Show Fields” dialog press “New Field...”
showFields x|

Maxirmurm number of lines in mulki-line mode: IE "I

Select available fields From:

[

Frequenth-used fields

Available fields:

Shows these Fields in this order:

Auko Forwarded add -= | Importance ﬂ
Cakegories Icon
i Aktachrnent
Zontacts ﬂl Frarm
Corversation Subjeck
Created Mew Figld. ., Received
Do Mot Autodrchive — Size
Due By Flag Skatus
Fallow Up Flag
Message
Criginatar Delivery Requested
Read |
Sensikiviky
Sent = =
Properties [Delete | [Mave LUp | [Move Down |
(] 4 | Cancel |

And add the field named “Sugarltem”:

Copyright GrinMark Limited, 2006-2015 20
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NewField x|

Marne! ISugarIteml

Twpe: ITexI: j

Farmat: IText j

(] 4 F I Cancel |

New field is added:
showFields x|

Maxirmurm number of lines in mulki-line mode: IE "I

Select available fields From:

Frequently-used fields

Available fields; Shows these fields in this order:

Auko Forwarded add - | Importance :I
Cateqories — Icon

i Aktachrnent

Contacts ﬂl Frarm

Conversation Subject

Created Mew Field. .. | Received

Lo Mot Autosrchive = Size

Due By FlagSkabus

Fallow Up Flag [ O

Message

Criginatar Delivery Requested
Read

Sensikiviky

Sent LI ﬂ

Properties [Delete | Maowve Lip | [Move Down |

K I Cancel |

Press Ok and see what has changed in Outlook folder:
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Broaauue - Microsoft Dutlook - |ﬁl |i|

© Fle Edt Yiew Go Tools  Ackions  Help Type & question for help -
Dadhew v | S 23 X | CuReply (S Rephy to Al (2 Forward | Sl SendiRreceive - | BpFind [ | [ Tvpeacontacttofind - l@!

X =< »5Sugar !

Bxogawmue

Favarite Folders ||| [ | @| From | Subject Sugarlten
[ Bxosawm
| Hempowred | (=3 Outlook 2003 Team  Welcome to Microsaft OFfice Outlook 2003
:%' Kuemomsel |5y gestl@mail.ru TecToeoe coobwerne Microsoft Office Ou.., 15 %
f=] OTnpagne (=1 ghSl@mail.ru TecTosoe coobleHme Microsoft Office Ou.., IV
All Mail Falders
] S5 MHdHpiet
[ Bxa,
L e
L g Hew
= ot -
@ ¥aa
|_2| qep_ . R
[y 5o Pn-_:mg Fletalls |
_________ =N Trait Institute [arB45E@mail.ru

L~ Mail To: gasl@mail.ru
Attachments: 'E._]pricing info.dac (21 KB)
:iﬁg Calendar

&—| Contacts

:Z Tasks
o] O [A 2

|4 Ikems

One can see the list of SugarCRM items that this Email message was archived to.

Another way to see where this item was archived is double-clicking on a message. Note the caption
of the “<>Sugar” button. It shows where this Email was archived.
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B Pricing details - Message {Plain Text) - | Ellil

File Edit Miew Insert  Formak  Tools  Actions  Help
i a Reeply ,_:E‘Reply to Al | g Forward | =8 S cd | v Lﬁ‘} LA I R Ffj’ﬁ (7] H
[ EI < =Suqar [Trait Inskituke Inc 144319 Traik Inskitute Inc 144819 - 1000 units]h

Frarm; Trait Institute [gré4Si@mail ru] Sent:  Sak F/14/2007 3:30 PM
To: a&S 1 @mail,ru
Zc:

Subject:  Pricing details

attachments: @pricing info.doc {21 KB}

Archiving Attachments

Sometimes Email message itself does not contain any useful information and is not needed for the
future.

For example, two employees of the same organization may pass some documents between each
other. Or Email is sent to self from some other place. In this case the text of the Email is redundant
and not needed (useless). Other example is an Email message containing many documents while
only some of them are needed for archiving.
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Enrchiving E-Mail: Pricing details (Incoming) ;lglil
Select SugarCRM object o archive E-kMail
Select which SugarCRR modules to search for specified word; _l

O] Contacts O~ &ccounts 5 Opporturities [ # Cazes
O Buas [ Leads O ¢ Prajects O [ Project Tasks

I Search |

You may uze wildcard character [%)] For example, searching for Zter' finds baoth ‘Diter' and 'Peter’

------ E] Contacts

=55 Accounts [1)

----- [# Cases

..... Bugs

----- (% Leads
----- [ Projects

----- [ Project Tasks

55 Trait Ingtitute Inc 144819 - 1000 units

Archive E-Maill meszage(z] with attachments: Auchive E-ail |

Archive attached files only: [ Archive attackments. J;

Archive Email dialog helps to archive attachments separately. Press the “Archive attachments...”
button. The “Archive Email Attachments” dialog appears:
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=10l i

] N A
SM Archive Email Attachments

| | | I arme | File M ame

b - pricing info.doc

Fill infarmation about archived documents

Cancel | Archive I

The checkbox to the left of each attachment selects it for archiving. “Name” is the required column.
It is a note name for a given attachment. In many cases a file has shorter name than a document it
contains.

] N q
EM Archive Email Attachments =10 x|

| File Marne

pricing info.doc

Fill information about archived documents

Cancel | Archive
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#1 — Filled full document name (Note Name).
#2 — Checked — archive this file.
#3 — Double click this area to open this attachment.

Atfter filling the information about documents to be created, press the “Archive” button. When
archiving is completed a message box describing all archived documents is displayed. Check it to
ensure that you did not forget to set any checkboxes:

Archivation finished x|
& Files archived:1
)

Final Pricing Information Including our 10%: Margin

Archiving Email without Attachments

Sometimes only email subject and text are needed. Attached document may be stored elsewhere and there
is no need to waste free space by saving it into the SugarCRM. In this case one may uncheck the check
box next to “Archive Email...” button. While it is unchecked the Email is archived without attachments.

Archive E-Mail message(s) with attachments: v Archive E-Mail |

Lrchive attached files only:; Archive attachments... |

@ Cancel |

Archiving Sent Email

Archiving Sent Email is very similar to archiving an incoming one. Just select it in the “Sent” folder

[ = =5ugar

and press the button. The rest is similar for Incoming and Sent Emails.

To learn how to archive an Email that is not yet sent but is just being composed see the next
chapter.
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Archiving Composed Email

Suppose that the “New” button is pressed and a new Email is being composed. Composition
window appears:

=101

File Edit  Wiew Insert  Format  Tools  Table  wWindow  Help Twpe a question for help - X
i=dgend | [ - |G & |2 ¥ B | ¥ [ [ options... ~ | HTML .

i Ta... || |
[ ... | |
Subject: | |
H S| % Ba @ |[aral o -A-IB s UIE=E=(EEF M

DZE < =5ugar [----] !

F

H 0»'4'

Compose this Email as usual. One additional feature is available for you: Lo <>5ugar -] . This
button schedules this Email to be archived to selected SugarCRM items when “Send” button is
pressed. In this case we fill all standard Email fields, and press this button:
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File Edit Miew Insert  Formakt  Tools  Table  Window  Help Type a queskion for help = X
i=dsend | | - |02 8,4 ! B | ¥ | S| ) ogtions.. = | HTML -
[l Ta. .. [ |J|:|hn Smith <gré4Si@mail ru ] |
[ e, | |
Subiject; [|F‘ricing information | ,/ |
H S| 4 B @ anal -0 - A-B I U = =iz T &
g4 @ B
nzu < =5ugar [----] ﬂﬁ—
Zi i =
' = ;
Hi John,

Flease provide me pricing information for position, "I-17-23"

Regards |
Steve
e -~ %
o]
¥

After pressing it, we see the standard Archiving Dialog. Select the required SugarCRM items and
press “Archive E-Mail”:
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EW Archiving E-Mail: Pricing information (Dutcoming) O] x|
Select SugarCRM object ta archive E-Mail
Select which SugarCRM maodules ta search for zpecified word: _l

O] Contacts =) Acoounts O % Oppartunities [ Cases
D Bugz [ & Leads: O Eﬂ Projects O @ Project Tazks

|2 big consal | Search I

You may uze wildoard character [%)] For example, searching for “ter' finds baoth ‘Diter' and 'Peter’

~~[=] Contacts [88]

E|1SI Accounts [2)
- [PIE 2 Big Cansalidation Corp 233204

----- [# Cases

..... Bugs

----- (% Leads
----- [ Projects

----- [ Project Tasks

Archive to;

[Wl=]John Lan 2 Big Conzalidation Corp 233204 =) 2 Big Conzolidation Carp 233204

Archive E-Mail meszzage(z] with attachments: [ Archive E-tail ”

Now you can see that Email is scheduled for Archiving to “John Lon” from “2 Big Consolidation
Corp 233204”:
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ER Pricing information - Message O] x|
File Edit “iew Insert Format  Tools  Table  Window  Help Tvpe a question for help X

0 -G8 | ! 8% || optons.. «|HmM -
[H Ta.. .Wn Smikh_<gré4Si@mmail. ru =
& cc.. |

Subiject; | Pricing il'\lF'trFm\atil:un
= S| & By 3| Al - 10 T&TBIQ

[ nzu < =5ugar [John Lon 2 Big Consolidation Corp 233204; 2 Big Consolidation Corp 233204]}

[l
R
Il
(XX ]
I11
i
|

Hi John, —
Flease provide me pricing information for position, "I-17-23"
Regards |
Steve
"
3
F
Pressing “Send” for the composed Email forces archiving of the message right after sending it:
E x|
E-mail: Pricing information
Archived to;
John Lon 2 Big Consolidation Corp 233204
2 Big Consolidation Corp 233204
The message just sent is also marked in the “Sent” folder:
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=8l x|

© Fle Edt Yiew Go Tools  Ackions  Help Type & question for help -

Dadhew v | S 23 X | CuReply (S Rephy to Al (2 Forward | Sl SendiRreceive - | BpFind [ | [ Tvpeacontacttofind - '@J!
X =< »5Sugar !

=
Favoribe Folders ! @ To | Subject [Zent = |Size | Sugarltem [% ||
[ Broaawme
| HerpouTemkee mceNa
| K eramema
[ OTnpaeneHHee

All Mail Falders

= Date: Today

] 25t MiaHeie nankm =
[ =) Bxoamwme
L2 Mcxoanwme
L @ Hewenatenshan no
|5 oTnpaeneHHse
@ % AaneHHEIE
7| YepHoBwrw [2 P .

% Sea':ch Eol derg ] Pricing information

......... =N 9681 [9881@mail ]
id Mail You replied on 7715/2007 11:14 PM,

To:  ‘John Smith'
‘:ﬁg Calendar

&—| Contacts Hi Jahn,

f\d Tasks Please provide me pricing information for position "lIF17-23"

o] Ca = Regards,

|t tem |

Archiving RE and FW Emaiil

Since version 3.0 there is a setting to control automatic archiving of Sent and Forwarded email
messages. This behavior is optional. To enable it the registry value should be set:

HKEY_CURRENT_USER\Software\GrinMark\SugarOutlook \autoArchivingEnabled=1

Default value is 0.

When enabled archiving “RE” and “FW”” Emails becomes very similar to archiving composed
Emails. GrinMark Addin automatically schedules the message for archiving to SugarCRM items of
the Parent Email (i.e. Email being replied or forwarded).

This way the whole Email thread will be automatically archived.

Archiving Contacts, Tasks and Appointments

Whenever you have any entry, such as Contact or Meeting selected in Outlook you can press the

[ <>3U33F ,4tton to archive selected entry to Sugar immediately:
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EID <=sugar o

KaneH... 5 ;4 JeHe Heaens

hapT 20‘&1

MH BT Cp HYT 11

© 3 Mapt - Anpen

MOHEAENEHIAE | BETOMHMK
2 3

4 3 2 map 3
9 10 11)12] 1

s 17 18 19 2
1
_ | Discuss Contract |

23 24 25 26 2
in 31 1 2
16 17

ﬁﬂ Bce 31eM. 10

Mo kaaeHy... =

] Kanengape
[7] 5] Kanengape g

e o L

When archiving is done the confirmation dialog appears:
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P )

B 1 Iterns Synchronized EI@

Synchronizing single tem Meetings from Outloak ta Sugar
|Updating Sugar
Meetings synchronization finished

oK |

Select which SugarCRM modules to search for specified word:

[¥]=] Contacts % Opportunities Buags E] Projects
[¥]5 Accounts @ Cases (% Leads O [@ Project Tashks

4 I I

| Search

Taract or example, searching for “%ter finds both 'Diter

in
=
)
{x1)
il
]
nl
il

eter
- [l O'Hara John <ohara@mail nu -
E|1S] Accounts (3)

i[5S NewOpp1

EI% Opportunities (1)

------ [#]15 Mew oppl
----- [# Cases

----- Bugs

»
o
o
&

n

----- Eﬂ Projects
----- @ Project Tasks
I'_—'Iﬁ Prospects (1)

------ D@ ProspectLast ProspectMame

Archive to

&5 Mew opp1

Felate

4

This means that the meeting has just been synchronized. Press “OK” to finish without any further
steps. Or press “Relate” to assign newly archived items to something in SugarCRM.

Copyright GrinMark Limited, 2006-2015 33
http://www.grinmark.com/products/addin/



Getting Started Guide

GrinMark
v4.2.0

http://www.grinmark.com/english sugarcrm(@grinmatrk.com

Where to Find Attached Items

How to Find Archived Email?

Suppose that we archived the Email with subject “Pricing details” to the Account “Trait Institute
Inc 144819”. Let’s look on the details of this item in the database:

0 M \_/' - \ﬂ \ELI :\J|/

s'e €2
Ll =

=k = - T
=
T

d 3

-

i [

Account Mame:  Trait Institute Inc 144819 Fhone: (530 229-6422 |
Website: wwenthroa.org Fam
Ticker Syrmbaol: Cther Phone:
Wember of. Email.  devBa@@exarmmple.bi;
Employees: Other Email:
Craniarship: Rating:
Industry,  Biotechnology SIC Code;
Type: Customer Annual Revenue:
LastModified: 2007-07-14 16020
Assignedto.  chris Date Created:  2007-07-1415:02 b0

Billing Address: 321 University Ave.

Kansas City, WY 23201

Shipping Address, 321 University Ave.

Kansas City, MY 2

Copy...

USA USA
Descriptian:
All | Sales | Marketing  Support | Activiies | Collabaration
¥ ACTIVITIES
A HISTORY
Create Mote or Attachment Archive Email Wiy SUmmary

Subjeet Stitts Contact Date Modified = Assigned User
EAg#  Pricing details Read 2007-07-14 16:46 admin
Takal Frvirw nrAMAS It Held Witendi Wanderkhiirn MNNT-NT7-14 15073 rhris x
/ { v
The attached Email is available in the History subpanel.
Let’s look at the DetailView for this Email in SugarCRM:
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Ty - 7 %
]

Q-0 - HEAGIL,keRsa-Jd 3 E

AII| Sales | Marketing | Support | Activities  Collabaration | Other

Y

AATTACHMENTS

Subject +

@f pricing info.doc

AACCOUNTS

Account Hame +
Trait Institute Inc 144814 Kansas City (530 229

City Phone

ACONTACTS

Create Select

Hame Account Hame Email

# OPPORTUHNITIES

Opportunity +
Trait Institute Inc 144819 - 1000 units Trait Institute Inc 1448149

Account Hame

< |

SugarCRM now knows that this Email:
a) Has an attachment “pricing details.doc”
b) Is Attached to an Account “Trait Institute Inc 144819
c) Is Attached to an Opportunity “Trait Institute Inc 144819 — 1000 Units”

Where to Find Archived Files

Suppose that we archived an Email with an attachment (or file) “pricing details.doc” named as
“Final Pricing Information Including our 10% Margin”, to an Opportunity “Trait Institute Inc
144819 — 1000 Units”. We can find it in the history panel of this Opportunity:
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Edit Duplicate Delete
View Change Log
Opportunity Mame:  Trait Institute Inc 144819 - 1000 units Amount(USD §  50,000.00
Account Mame:  Trait Institute Inc 144819 Expected Close Date;  2003-04-0
Type: Mew Business MNext Step:
Lead Source:  Fartner Sales Stage: Id. Decizio
Campaign:
Prohahility (%); 40
Assignedto: chris Last Maodified:  2007-07-1
Date Created:  2007-07-1
Description:
All | Sales | Marketing | Support | Activities | Collabaration
W ACTIVITIES
A HISTORY
Create Mote or Attachment Archive Email Wiewy SUMmarny
Subject Statu Contact Date Modified = Assigned User
[@'ﬁ Final Pricing Infarmation Including our 10% Margin . Note 2007-07-14
Eg#  Pricing details Read 2007-07-14 16:46  admin
# LEADS
Create Select h
< vl
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Archiving Documents from Word and Excel

Working with Addin from Word and Excel is simple. GrinMark Addin is on the
toolbar:

_ipix
E‘_PI File Edit ‘Miew Insert  Formak  Tools Daka  window  Help -8 X
jljﬂ_é.j-viv@)!.ﬁ.rial ,m,ﬂgggggg
[ D < =5ugar [----] D
AG - f
A | e | ¢ | o | E | F | 66 | H | 1=
1 J
2 | 5202007 105
3 | 55352007 ]
4 | 5/4,.2007 190
5
5}
¢ |Total: $3a0
8 |
| ]
=) -
4 4 » W[y Sheetl  Sheetz £ Sheets / | «| | L|J_‘
Ready MUM S

Use BH <2303 b tton to archive the current version of the document. Archive document dialog

appears:
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TW Archive a file:exp0507.xls O] x|

Edit ‘Mate Mame' to be maore descriptive than a file name iLe. ‘Corected invoice’ instead of

i1 doc

M ate M ame | File | Size |
E wpected expenses for May 2007 j exp507 13824
Select which SugarCRM modulesita search far zpecified ward: |

[FI=] Contacts [F]=) &ccounts [F155 Opportunities [ [ Cazes Bugs
O& Leads [ E] Frojects Eig] Froject Tasks

|2 big Search
You may uze wildcard character (%) Bor example, searching for "Zter' finds bath ‘Diter’ and ‘Peter’

~[Z] Contacts Q/
=55 Accounts [2]
[5 2 Big Consolidation Corp 233204 J

“-[CJ& 2 Big Conzalidation Corp 736703
Elg Opportunities [2)
%5 2 Big Conzolidation Corp 233204 - 100

----- B Cases

..... Bugs

----- % Leads

----- [ Projects

----- Bl Project Tasks

Archive to;

[¥]= £ Big Conzolidation Corp 233204

Cancel | k. J/
3

Specity “Note Name” to clarify document contents, select the archiving target and press “OK”.

Finally, the status message is displayed:
x4
\!J) Files archived:1
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Working with Document Templates

How to Add a Document Template?

Each company has a set of standard documents used in everyday operations. Some kinds of
documents are produced by certain software systems (Orders, Invoices, Payroll). Some kinds of
documents are semantically much closer to CRM software: Marketing, Whitepapers, EULA and so
on.

SugarCRM has a dedicated module for storing standard documents and templates. Module
“Documents” that is used to maintain the list of standardized documents:
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Home

Last Viewedl:

SUGARCRM.

COMMERCIAL OFEMN SOURCE

My Portal

[B natification

Calendar Activities = Contacts  Accounts Leads @ Opportunities  Cases

'l B DOCUMENTS: HOME

Basic Search

Cocument Mame:

Search

Clear

DOCUMENT LIST

 Export
I~

i
r O
O
@
 Export
Clear Al

Advanced Search | Saved Search & Layout

Category: I-—NDHE" 'I

Document Hame Category Sub Category Latest Revision
Matification Sales 1.0
Farrm -12 Marketing Marketing Caollateral 1.3
MDA 16
ELILA 23

MASS UPDATE

a

Welcome Steven My Sccourt | Trasining | Employess | &dmin | Logout | About

Bug Tracker

Bews [Bruoe  [@Fomiiz | STt instivte | 38 Steven Sothenberg | B3 Pricing details

sugarcrm(@grinmark.com

Ooo=

Documents | E

55 Trait Institute

Sub Categary: I-—NDHE"

Published By

admin

admin

admin

admmin

Revigion Date

2007-07-16
11:08

2007-07-16
113

2007-07-16
11:32

2007-07-16
11:33

Suppose that we prepared some document that is frequently used in the communication with

customers:
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I Notification - Microsoft Word & x|
File Edt Wew Insert Format Tools Table Window Help Type & question for help » X
NSHROSSRIVE L R@I -0 JOF I F 9 -@|Heed | 4 [E]= ]

X =< »5Sugar H

M BB O T ST O N EO T e e e

H Notification

Date:  7I16/2007
Ta: ($cuntact_ﬂrst_name Feontact |ast_name j
From: GRINMARK

RE: Payment Schedule Notification

<I§3ﬁ>
Regands,

[ Suser fistname )
Frovel3yserphone. ok |

IR RIS | ER IS [ PR SR - - AN AU BN S AR NS RO IS

Fox§iser oo BY)
-
S
)
¥
= mlE]=wA4 r
Page 1 Sec 1 11 AL 75cm Lm4  Col 15 REC TRE EXT OVR  Englsh(lLs

Parts of the document starting with the “$” sign are subjects for template processing. For example,
$contact first name

An alternative way to specify the field is to enclose itinto {{...}}. Le.:
{{contact first name}}

Represents first name of the notification recipient. At any time one may review the list of available
template fields for selected Contact by pressing the "?" button next to the "Fill" button:

| 7

This brings the template list filled with actual values.

It is possible to format date and time fields by means of template prefixes. For example,
$contact birthdate -> 1975-10-10 03:00.00

Le. it is resolved to date in full format. It is possible control how the date field is replaced using one
of the prefixes: "D." for "Date", "DT." for Date & Time and "T." for "Time". System-default date

and time formats are used. For example:
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$D.contact birthdate -> 10/10/1975
$DT.contact birthdate -> 10/10/1975 03:00
$T.contact birthdate -> 03.00

Next we publish a new template to be available to all
employees:

COMMERCIAL OFPEN SOURCE A

Home | My Portal | Calendar Activities | Contacts | Accounts | Leads | Opportunities | Cases | Bug Tracker Documents | E

Last Viewed: | [B Motification | [ EULA | B noa | B Formi12 | S5 Traitinstitte | 33 Steven Sothenberg | B2 Pricing details | 55 Trait Instituts

'| & DOCUMENTS: NOTIFICATION

Sawe Cancel

Diocument Mame: = Matification
File Mame: * Motification.doc Revision: * 1.0
Template? Document Type: LETIN

Category: ISaIes 'I Sub Category: I——Nor
Status: IActi\re 'I

Publish Date: * 2007-07-16 Wmm.da’ Expiration Date:
Related Document: Select Related Document's Revision: I v|
Description:
Save Cancel
/ | vl

Please note that we set the “Template?” checkbox to mark this document as a template.

Viewing Documents Repository

Start the template repository:
“Start”->"Programs”’->"GrinMark”->"Document Templates™:
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@’ Set Program Access and Defaulks

indows Catalog

Windows Update

N Microsoft Office
B Grintark

Programs —
M Document Templates

L ]
@ aetking Starked. pdf

Documents

ng Settings 3
I_) Search 3

9_) Help and Support

Z=J Run...

i “I Log &FF Administrakor. ..

Windows XP Professional

@ Turn OFF Computer, ..

IEStart @z 0oH o |Breec. |E2 Mict ..~ @http:,l',l'l...l_w untitled. .. |E

The list of documents from the template repository is displayed:
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-0l x
M ame I Category I Subcategory | Template? |

IEJ- Matification Sales +

W EULS,

¥ MDA

IEJ- Farm -12 b ark.eting b ark.eting Callateral

Freyiew... Froceeds»

Select Document ar Template from the SugarCRM

Z
In this example we are going to prepare the notification for “John Lon” and send it to him via
Email. We select the “Notification” template and press the “Proceed>>" button:
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o
I arne Cateqgor Subcategor Template?
D8 1 otification Sales + '
2 ELILA,
W MDA
'E‘_Eli' Form |12 tarketing b arketing Collateral
Freview. . [ Proceed: » U
Select Document ar Template from the SugarCRM 4

Next we see the Archive Dialog that allows search and select contacts. We select “John Lon® and
press the “Fill” button:
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ETemplate Processing ;IQIEI

Select a Contact far filling a template:

Select which SugarCRR modules to search for specified word; |

E] Contacts

I Search |

You may uze wildcard character [%)] For example, searching for Zter' finds baoth ‘Diter' and 'Peter’

=1-=] Contacts [1)
{[FE=] John Lon 2 Big Consolidation Corp 233204 )

lected:

[#¥]=]John Lan 2 Big Conzalidation Corp 233204

S awe |

After a while a pre-filled template appears:

Send E-fal !
2
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'[Ei Notification.doc - Microsoft Word o [m] |
dafin  MNpaeka Bua Botaeka  dopmat  Cepexc  Tabnmua  OkHo  CNpaska BeeamTe BONpOC - X

A4 Wanka - Arial -0 [ElEEs e 33?7&74&5 4 qrE

4 4 roscZ-A-S- E-EEE-EEH Al B

B = >Sugar !

| -|-1-?-2-|83-|-4-|-5-|-E.-|-:-'-|-s-n-a-l-m-|-11-|-12-|-13-|-14- paice 1 ST ZI

1  Notifi i

f-“ otification

m

3 Date:  7/15/2007

:— To Lon John

L Frome | GRINMARK

o RE ayment 5chedule Notification

':: Cearlon,

= et j

s Regan's,

- Sewen

Z Phone : +7-9 16-153-19-87

X Fan: +7-916-1 531900

:

N @

=+

Ec ¥

= B(E| =64 3

Pucosatme = i | AeTodkoypeir S w [ O Al Al it g @ B g A== A [j!

CTp. 1 Paza 1 111 Ha 7,5cm CT 4 Hon 15 Saf WMCNP BAN 34M aHenedckwi [SE A
Automatically filled parts are disclosed in RED rectangle. The last thing to do is to fill the
Notification text (BLUE rectangle). After it is done we can save and close the document:
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'[Ei Notification.doc - Microsoft Word

dafin  MNpaeka Bua Botaeka  dopmat  Cepexc  Tabnmua  OkHo  CNpaska AT

z‘!;-[ OCHOBHOW TercT = Atial - 10 I : ahr AL - ® J_E
ﬁd - D,Svivv& B-EE E - luE EEI:::Sugar
DEEBRSRITE % LE S9-S0 EED] T e G
L 'I1§2I3I4I5I5I?ISI9I10I11I12I13I14}315I'

: otification

; Date:  THMGE200T

N To: Lon John

= Frone 43 RINMARK

= RE F ayment Schedule Notfication

-

z DrearLan,

= ICY-:-ur payment de adline expires in3 den.ls)

- Regam's,

N Sewer

- Fhone 475 161621987

= Fax: +F-996-1 53153000

&

5

: .
:_o %
- @
o E
= B(E| =64 3
Pucosatme = i | AeTodkoypeir S w [ O Al Al it g @ B g A== A [j!

cTp. 1 Paza 1 111 Ha 10,5t CT 7 Fon 42 SO0 KCOP BN 340 aHr IHMACKHA M v

Now we have two options: either to save filled document somewhere on the local drive or to send it
via Email:
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ETemplate Processing ;IQIEI

Select a Contact far filling a template:

Select which SugarCRR modules to search for specified word; |

E] Contacts

I Search |

You may uze wildcard character [%)] For example, searching for Zter' finds baoth ‘Diter' and 'Peter’

E-E] Contactz [1]

Selected:

[#¥]=]John Lan 2 Big Conszalidation Corp 233204

| Fill | Send E-Mail

=

Pressing “Send” opens the Outlook composer window:
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ER Untitled - Message (HTML) -0 x|
File Edit Miew Insert  Formak  Tools  Actions  Help
i=dserd | = | 4 E |aial 0 -||A|B 7 U|=E =iz E

[EII «=5ugat [John Lon 2 Big Consolidation Corp 233204]} #1

To... | I’I:::un John {sunpurtZB@examnle.us}) w2

a
.. ||

Subjeck: I

Attach... | l@mutificatiun.duc (27 KB} ]#3 Attachment Options. ., |
=]

=l
#1: The composed message is already scheduled for archiving to selected account in SugarCRM
#2: The composed message already has the required “To” address

#3: The composed message has filled the template attached to it
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GrinMark Contact Synchronizer

Basic Functions

Contact Synchronizer can be executed via “Start->Programs->Grinmark->Contact Synchronizer’:

E Grinkdark SugarCRM - Dutlook Synchronizer 5]
Synchronize Contacts =l
4 Outlook-3SugarCH b | _2 SugarCR-»Outlok, |
C ]

| |grore Account M ame 3

5 Synchronize Tasks 6
Outlook->SugarCHk | SugarCR-> Outloak, |
swnchronize keetings )
? Outlook->SugarCRM | SugarCRM->Outlook, 8 |
synchronize Calls 1 'E
Outlook->SugarCHk | SugarCR-> Outloak, |
COutlook Categories for Calls: 1 1 |F'h|:une Call
Call:Phone

[ Force full spnchronization [ignore modification time) 12

13 | Scheduler...11. .ﬁ.dvanced..l‘ﬁ Done lq

1. Synchronize Contacts from Outlook to SugarCRM
2. Synchronize Contacts from SugarCRM to Outlook

3. Options to be used when synchronizing from Outlook to SugarCRM. See the chapter “Contact
Synchronization Options” below for more information.
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4. Options to be used when synchronizing from SugarCRM to Outlook. See the chapter “Contact
Synchronization Options” below for more information.

5. Synchronize Tasks from Outlook to SugarCRM
0. Synchronize Tasks from SugarCRM to Outlook
7. Synchronize Meetings from Outlook to SugarCRM
8. Synchronize Meetings from SugarCRM to Outlook

9. Synchronize Calls from Outlook to SugarCRM. “Outlook Categories for Calls” option is used to
help to distinguish Calls from Meetings in Outlook. See “Synchronizing Phone Calls” for more
information.

10. Synchronize Calls from SugarCRM to Outlook. “Outlook Categories for Calls” option is used to
help to distinguish Calls from Meetings in Outlook. See “Synchronizing Phone Calls” for more
information.

11. “Outlook Categories for Calls” option is used to help distinguishing Calls from Meetings in
Outlook. See “Synchronizing Phone Calls” for more information.

12. “Force full Synchronization (ignore modification time)”. Should be used if you change any other
synchronization options to force full synchronization. See the “Full Synchronization” chapter
below for more explanations about this option.

13. Open “Connection Settings” dialog.

14. Open synchronization scheduler settings dialog. See “Automatic Synchronization” for more
information.

15. The “Advanced...” option allows you to configure Outlook categories involved in the
synchronization process.

16. “Done” saves settings and closes synchronizer dialog window.

Important note: All synchronization settings are remembered and used in other types of synchronization
(Automatic, Archive of Selected Items).

Contact Synchronization Options
When Synchronizing from Outlook to SugarCRM the following options may be applied:

| lgnore Account Mame j

| ghore Account Mame
Find Matching Account
Find Or Create Matching Account
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1. “Ignore Account Name” — Just archive Contacts to Outlook ignoring Company Name field. This
means that in SugarCRM the Contact will not be associated with any Account.

2. “Find Matching Account” — Search for SugarCRM Account with the name equal to
“CompanyName” field in Outlook Contact. If such Account is found, then newly created contact
in SugarCRM is associated with it.

3. “Find Or Create Matching Account” — Search for SugarCRM Account with the name equal to
“CompanyName” field in Outlook Contact. If such Account is found, then newly created contact
in SugarCRM is associated with it. If no such Account is found, then a new Account is created
and its name is set to “CompanyName”. The Contact is then Associated with this new Account.

When Synchronizing from SugarCRM to Outlook the following options may be applied:

|M_|,| Contactz marked "Sync to I:Iuth:uﬂ

Orly My Contacts

My Caontacts marked 'Sync ba Outlook!

1. “Only My Contacts” — synchronize only contacts “Assigned To:” this user.

2. “My Contacts marked ‘Sync to Outlook™ — Synchronize only contacts having the ‘Sync to
Outlook’ checkbox set in SugarCRM:

aync to OutlookE:

Important Note: If this option is set then all contacts synchronized from Outlook to SugarCRM do
automatically get this option set to “On” too.

3. “All” — Synchronize all Contacts

Synchronizing Phone Calls

SugarCRM has two types of items: Calls and Meetings. In the same time Outlook has the “Appointment”
item that reflects both Calls and Meetings.

That is why we have the following option:

Dutlack Categories for Calls: |F'h|:|ne;|:a||

This option should contain semicolon-separated list of categories that are used to distinguish Contacts
from Accounts.

For example, if this option is set to “Phone;Call”” then:

1. During SugarCRM->Outlook synchronization of Calls every created Appointment gets both
“Phone” and “Call” categories.
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2. During Outlook->SugarCRM synchronization only Appointments having “Phone” OR “Call”
category are synchronized to calls.

Categories

“Advanced Settings” dialog allows you to configure Outlook categories involved in synchronization
process:

E Advanced Settings [E=R[ECR %=

Azsign these categories to newly created items 1 |EHM;EHM1

it Dutlool;
CRk Jfark,
Only synchronize Dutlook, iters belonging o 2 |W-:|rk
ane of these categonies (leave empty ta
synchranize all): ok,

MNewver sphchronize Outlook items belonging to 3 |F'rivate
aty of these categarnies: i i
Private, Personal Hidden

Cancel J/
Y

1. Whenever a new Outlook item is created it automatically gets categories mentioned in this field.

2. If the option 2 is set, then only items belonging to the mentioned categories are synchronized.
3. If the option 3 is set, then all items will be synchronized except ones having specified categories.

Important: Options 2 and 3 are mutually exclusive. If the option 2 is set, the option 3 is IGNORED.

Full Synchronization

The logic of the synchronizer is the following:

e After item is synchronized we have two entries "[temO" — the item in Outlook and "ItemS" — the
item in Sugar. Synchronizer remembers these items by storing information:

ItemO id, ItemO ModificationTime, ItemS id, ItemS ModificationTime

in the internal database (
"c:\Usets\ <User Name>\AppData\Roaming\ GrinMark\SyncHistory.db" on Vista
"c:\Documents and Settings\ <User>\ Application Data\GrinMark\SyncHistory.db" on XP).

This is a SQLite database that you can open with any SQLite database viewer (for example, with
Firefox with the SQLite addin).
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e During the next synchronization the synchronizer looks for corresponding entries in
SyncHistory.db. If such entry is found, the ModificationTime is compared. If the actual
ModificationTime is more than the ModificationTime stored in the DB then the item was

modified and should be re-synchronized.

e The check box "Force Full Synchronization" allows to ignore ModificationTime and to force the
synchronization to be performed again.

Iv iForce full synchronization [ignore modification time]

Automatic Synchronization

Synchronization Scheduler is available to help working with the Contact Synchronizer. The synchronizer
works inside the Outlook process.

E Scheduler [=|[E]

i

Swnchronization Direction | Module Scheduled At | Mew 2
= Outlook -» SugarCRM Contacts Ewvery 15 minutes
= SugarCRM - Outlook, Contacts Ewvery 15 minutes @ Delete 3
~  Up 4
T azk Options

Synchronization Direction: 6 |SugarEHM = Outlack

=~
b odule; ? | Contacts j

=
-
D

Schedule Al 8

Cancel

d

1. List of available scheduler tasks.
2. Create a new scheduled task

3. Delete the selected scheduled task
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4. Move the selected task one step Up to the list

5. Move the selected task one step Down to the list

6. Synchronization direction for the selected task.

7. Module to be synchronized (Contacts, Accounts, Meetings, Calls).

8. Synchronization frequency:

| Outlook, Startup j

Ewer 15 minutes
Ewerny 30 minutes
Ewemn hour

9. OK saves synchronization settings. The settings are applied on the next Outlook startup.

The order of tasks is important. For example, the screenshot below contains 2 tasks:

1’ “Outlook->SugarCRM, Contacts, Every 15 minutes” and

A “SugarCRM->Outlook, Contacts, Every 15 minutes”

Both tasks are executed every 15 minutes since Outlook has started. But the 1" task is always performed
just before the the 2™,
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GrinMark SugarCRM Activities Monitor

Appendix A

The following template values are available for the selected Contact:

Currently Selected Contact

contact report to name

contact birthdate

contact do not call

contact phone home

contact phone mobile

contact phone work

contact phone other

contact phone fax

contact emaill

contact email?2

contact assistant

contact assistant phone

contact email opt out

contact

primary

address

Street

contact

primary

address

city

contact

primary

address

state

contact

primary

address

postalcode

contact primary address country

contact alt address street

contact alt address city

contact alt address state

contact alt address postalcode

contact alt address country

contact description
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contact portal name

contact portal active

contact portal app

Each contact may belong to an account. So that then the contact is selected template macros for
corresponding account automatically become available:

Account of the Currently Selected Contact

account assigned user name

account name

account parent id

account account type

account industry

account annual revenue

account phone fax

account billing address street

account billing address city

account billing address state

account billing address postalcode

account billing address country

account description

account rating

account phone office

account phone alternate

account emaill

account email?2

account website

account ownership

account employees

account sic code

account ticker symbol

account

shipping

address

Street

account

shipping

address

city

account

shipping

address

state

account

shipping

address

postalcode

account

shipping

address

country

account

account name

Template macros representing You (i.e. user that is filling th

e template):

Current User (Employee)

user user name

user user hash

user first name

user last name

user description

user title

Copyright GrinMark Limited, 2006-2015
http://www.grinmark.com/products/addin/

58



G I'i I‘I M a l'k Getting Started Guide

v4.2.0
]

http://www.grinmark.com/english sugarcrm(@grinmatrk.com

user department

user phone home

user phone mobile

user phone work

user phone other

user phone fax

user emaill

user email?2

user status

user address street

user address city

user address state

user address country

user address postalcode

user messenger id

user messenger type
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