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1. Terrasoft CRM settings
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When a contact is imported to Terrasoft CRM system creates an account for it. By default
the "Account type" field is set as mandatory field. But as an account type is absent in the
Outlook the synchronization process may cause the error. That is why before the
synchronization select in Terrasoft CRM: [Tools] -> [System settings] -> [Administrating] -

> [Mandatory fields] -> [ObligatoryCompanyFields]

1:1. System settings

System settings

=-all parameters
I-Parameters
E----Tasks and Processes
E--Numbering
E----Invnice number
E----Cu:untrau:t number
. Amaunt calculation
- Plugins
[=1-Adrinistating
é----DeFauIt ACCEsS

L

Code

[+]|value

ChligatoryContactFiglds
For a conkack

FMamed

ChbligatoryCompanyFields
For an account

#MamefCompanytype_id#

é---{Mandatnry Fields
i-Phane number mask,

ObligatoryMarketingFields
For a campaign

ChligatoryOrderFields
For an invoice

CbligatoryOpportunityFields

#Marne#

#ormounk#Currency _jd#Invoice

FMame#startDate# Amount#C

Default value is #Name#Companytype_id#. It is necessary to change the value to #Name#

Edit parameter

Code: |ObligatnryCDmpanyFields
Data kype: | atring |E|
Walue: |#Name#

Description: For an accounk

(0.4 | | Cancel

I Then restart Terrasoft CRM
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2. Outlook Synchronization settings

To adjust Outlook Synchronization settings select in Terrasoft CRM: [Tools] -> [General
settings] -> [Outlook synchronization]

2.1 [Outlook -> Terrasoft CRM] tab

e Check the box [Enable synchronization features...] to export Outlook folders tree to
Terrasoft CRM. At that the folders tree will be displayed.
Select the Outlook folders you want to import to Terrasoft CRM.

Select record types you want to import to Terrasoft CRM (contacts, emails, tasks,
appointments).

General settings x|

General Phones E-mail Details Tasks Confirmation |Outl-:u:uksynl:hrl:uni2atil:un

Microsoft Outlook synchronization
Enable synchronization features and connect ko M3 Outlook on Terrasaft CRM skartup

JOutIDDk-:bTerrasnFt CRM |Terrasaft CRM-=Cutlook  Tasks Calendar Contack

Use selected folders

=-[¥]33 Personal Folders Import Contacts & Email
""" 3 Deleted Items é'[mpu:urt Cantacts from selected Outlaok ;
..... [#] 3 Inbo folders :
..... W | [
ﬁ g'—'tlt:";': Import Email messages from selected
----- °| Sent Ikemns Cutlook folders
----- 4] Calendar
=1-[+] /85 Contacts Sunchionize tasks & intment
L Wil 22222 ynchronize tazks & appointments——
J| Tasks
= : o] Tas Synchrnnize kasks From selected Outlook,
- ii dddddddd folders
----- 1 Drafts
..... 33 Junk E-mail gw:i:hrﬁ?izis appointrments From selected
utlook Folders

o
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2.2 [Terrasoft CRM -> Outlook] tab

Check the corresponding boxes to export tasks and appointments. Appointment in Terrasoft
CRM is task with “Show in schedule” box checked.

General settings x|

Gernetal Phomes E-mail Details Tasks  Confirmation |0utlnnksynchroni2atinn

Microsoft Outlook synchronization
Enable synchronization Features and connect ko M3 Sutlook on Terrasoft CRM startup

Oublook- =Terrasoft CRM | Terrasoft CRM-=Outlook |Tasks Calendar Contact

Synchronize tazks

[¥]Synchronize Terrasoft CRM tasks wikh Outlook:

Synchronize appointments

Synchronize Terrasoft CRM appointments with Outlook

[o]4 | | Cancel

2.3 [Tasks] tab

e Put in correspondence task statuses in Terrasoft CRM with task statuses in the
Outlook.

e You can also select the task type for imported to Terrasoft CRM tasks in the [Default
task type] field

General settings =|

General Phones E-maill Detaills Tasks Confirmation |0utlnnksynchronizatinn

Microsoft Outlook synchronization
Enable synchranization Features and connect ko M3 Outlook on Terrasoft CRM skartup

Outlook-=Terrasoft CRM - Terrasoft CRM-=Cutlook |Tasks |Calendar Contact

Task status

Completed: |Closed El

Deferred: |Open El

In progress: |0pen El

Mak started: |Open El

' aikirng: |0verdue El
Default task type

Set tyvpe For imported task to: |T|:|—|:Io El

K | | Cancel
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2.4 [Calendar] tab

e Put in correspondence appointment statuses in Terrasoft CRM with appointment
statuses in the Outlook.

e You can also select the task type for imported to Terrasoft CRM appointments in the
[Default task type] field

General settings x|

General Phones E-mail Details Tasks Confirmation |0utlooksvnchroni2ation

Microsoft Dutlook synchronization
Enable synchronization Features and connect to MS Outlook an Terrasoft CRM startup

Cutlook-=Terrasoft CRM  Terrasoft CRM-=0utlook  Tasks |Calendar |Contact

Appointment state

Set status For Fukure appointments: |O|:|en
Set skatus For current appointment; |O|:|en
Set status For past appointments: |C|DSE':|

Default task type

M| HEE

Set type For imported appointment ta: |F\|:||:|ointrnent

R

2.5 [Contact] tab

Put in correspondence phone types.

General settings |

General Phomes E-mail Details Tasks Confirmation |Out|00ksvnchrani2atian

Microsoft Outlook synchronization
Enable synchronization features and connect ko M3 Qutlook on Terrasoft CRM startup

Cutlook-=Terrasoft CRM  Terrasoft CRM-=Cutlook. Tasks Calendar |Caontact

Contact phone type

Mobile phone: |Mobi|e El
Home phone; |Hnme El
Office phone: |0FFice El
Faux: |Fax El

R
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3. Synchronization

First it is necessary to create Email account in Terrasoft CRM. Go to [Email] section ->
select: [Service pane] -> [Email accounts] -> create Email account.

To start synchronization select in Terrasoft CRM: [File] -> [Synchronize with Outlook]

E';g Terrasoft CRM

File | Sections Lookups Toaols  Call Cen

Mew b l c
Back, Alk+Left i

|Jnts Car
Forveard Alt+Right
Haorne -
o Synchronize with Cutlook |

Search For double entries

5 Database settings

. Ezxik

R " T

Create a message Using a kemplate
Prink

Select the period of synchronization. If you want to view and correct the Contact window
when the contact is imported to Terrasoft CRM, check the corresponding box

Outlook synchronization x|
Syncronize all ikems modified after: |22.EIZ.2EIEII |E| 16: 1644 E

Changed items:

Last synchronization: Linknon

wWhen importing contacts, show Contack window

L\\ When data synchronization is in progress, please don't delete records in Terrasoft
= ZRM and Micrasaft Outloak,

| Calculate. . | K, I | Zancel

It is necessary to allow access for records in Outlook during the synchronization

Microsoft Office Outlook x|

& pragram is brying ko access e-mail addresses vou have
stored in Qutlook, Do you want to allow this?

If this is unexpected, it may be a virus and you should
choose "Mo",
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After synchronization is complete the summary box will appear:

i ] Synchronization is compleked

Impored From Outlook:
Appointments: 0 of 0
Tasks: 2 of 2

Contacks: 2 of 2

E-mail messages; 40 of 40

Expaorted ko Outlook;

Appointments: 1 of 1
Tasks: 1 of 1

Next time when you enter Terrasoft CRM the system will ask you if you want to synchronize
with Outlook according to the current synchronization settings

\l‘p msgOutlookactivationRequest
-
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