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ACCELERATOR USER GUIDE

Accelerator is a third-party add-in providing an integration between Outlook and Sage CRM. You can update CRM data
from Outlook: convert emails to companies, contacts, sales and cases. With Accelerator, you can file emails, attachments
and log call information as well as tag outbound emails to customer service issues, jobs or opportunities. Accelerator is a
great tool that provides an alternative to the standard Sage CRM Outlook Plugin.
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Install Accelerator
1. Close Outlook
2. Loginto Sage CRM and click on the Accelerator tab (or My CRM > Accelerator)
3. Scroll down and select Outlook to download and install the integration

MyCRM v TeamCRM v Reporis +  Markeling »  Home Search

Dashboard  Calendar Map Calendar List Contacts Leads Opportunities Forecasts Cases Communications Shared Documents Preferences Groups  MailChimp Campaigns — Accelerator

ID Generation

Find:

—Q
My ORM 01 [ty Compoery ]

- . * Following the on screen instructions we first click on the link to download the client
[Entity Type Title install.

P Dan Cousi * Save the install locally or click "Run” and follow the client side install instructions.
erson an bousins (Ensure that Outlook has been shut down first)
- + Ensure that you enter in your details to connect to CRM and test the connection

Person |April Braun

Company [CRM Together S
k| & setup - CRM Together Outlook Add On

Opportunity 18-030/Company AM1/20/2018 =
£ CRMSettings

Company DCAA - My CRM Manager g Set up your CRM connection settings here o Help
sl

Person Vivekanandan (Vivek) Ravindran ||
i Click here to
7 download and l + After
i install the Mail downloading
- Merge App. run the install
b App y
3 Seltings |
L Sage CRM Connection Information Click here to - After
d downloading
= | sageCAMPah1 e dlose all
1 [htts £ Aocalhost/CRMZ! feware. dlgo Accelerator MS instances of
b Outlook S Outlook.
E CRM User Name Integration. « Run the install
i admin and then re-

| @i open Outiook.
LCAM Password

4. Click Run and follow the install instructions
5. When asked if you want to install for all users, click No

Setup

o Click Yes to install for ALL Users and not just the current user

6. Select CRM Settings

ﬁE—J Setup - CRM Together Qutlook Add On —

CRM Settings
Set up your CRM connection settings here

CRM Setlings

WWW.mycrmmanager.com Page 2 of 24
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7. Confirm your CRM path and user/password appear (if the Sage CRM Path 1 field doesn’t default with your Sage
CRM URL, you must update it before testing) then click Test

Accelerator for Sage CRM X

Settings

Sage CRM Connection Information
Sage CRM Path 1

|http5:£',-’-

CRM User Name Make sure YOUR Sage
|;ﬂapasswd CRM URL is populated
[eessee here, otherwise add it

Rememberto change the Tocalhost” value to your CRM server
name. The path must include the eware dl/go part. Make sure
you test your connectin before proceeding.

8. If all settings are correct, you will receive a Logon Succeeded message, then click OK

Accelerator for Sage CRM X

Settings

Sage CRM Connection Information
Sage CRM Path 1

|hﬁps:f’f

CRM User Name

|5hei|a ﬁ

CRM Password e

|uu.. Taaale Password

Test Remeinbg L0900 Succeeded lugito your CRM server

niamef| Th e.dl/go part. Make sure
you tekt ding.

9. Once the installation is finished, open Outlook and find the Accelerator icon in the top right corner of the Home
tab (the checkbox confirms Accelerator has successfully connected to Sage CRM):

Inbox - sheila.campolieto@mycrmmanager.com - Outlook

File Home Folder View

Add-ins Help CRM Together Acrobat @ Tell me what you want to do

~ % s m E < Reply SC Job Costing carch People *
EZ~ < Reply All —2 To Manager i A Browse Grou
New  New " Delete Archive é) = E.El . =, K J " — Move Tags = My 3 Accelerator
Email lems~ | £~ —> Forward cam Emal = = 8 Fitter Email - = Add-ins | Accountv | Email
New Delete Respond Quick Steps N Groups Find Add-ins |Adobe Acrobat CRM Together

WWW.mycrmmanager.com Page 3 of 24
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Accelerator Settings
1. CRM Together tab

Inbox - sheila.campolieto@mycrmmanager.com - Outlook

File Home Send / Receive Folder View Add-ins 3 CRM Together Acrobat & Tell me what you want to do

s Settings
Connected

This confirms your Accelerator
is connected to CRM

Accelerator

2. Advanced Settings

Accelerator for Sage CRM

Settings
Sage CRM Connection Info
Sage CRM Path 1
|hﬁps:f’ﬁ
CRM User Name
[sheia |
CRM Password
|oooooo | [] Toggle Password

Test Special Characters like ampersand (&) are not supported

Advanced Seftings |I

[ ok ] cancel || Help |

NOTE: If your corporate policies allow the use of Microsoft Outlook via the Internet and your Sage CRM instance
is publicly accessible (i.e. accessible outside of your network), it is recommended to use the external URL (see
below for examples of internal vs. external).

INTERNAL: http://yourCRMServerName/crm/eware.dll/go

EXTERNAL: http://crm.yourdomain.com/crm/eware.dll/go

3. Settings

AcceleratorOptions

Settings Docurmnerts  Imtegrated Access  Address Management

Sage CRM Connection Information

Sage CRM Path 1 - EG: http://wwwservercom/crm/eware.dll/go Active:
‘h‘ttps:/f [Cl

Sage CRM Path 2

ans (KA Dath

WWW.mycrmmanager.com Page 4 of 24
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4. Documents

AcceleratorOptions

Settings | Decuments |rtegrated A

Address Manage

ocument management information

Set document working folder:

CA\Usersh, | Browse...
Version Information o

Versicn Number 4750

Build Date 2020-03-20 T:24:24

Resolution Scale 1

Tagged o Clear Data Cache

a. Version Information
b. Clear Data Cache

Occasionally, the data cache needs to be cleared for troubleshooting purposes; if the clear fails, it can be
cleared manually:

Home Share View
« v » ThisPC » OS5(C) » Users » albra » AppData » Local
Name - Date medified Type Size
3+ Quick access WILIUSUIL i 1L V1S UIUU FIVE rie e
I Deskiop * MicrosoftEdge 2/2/2018200PM  Filefolder
& Downloads  # Packeges In Quick Access bar, type
Documents E:I‘:?‘;ﬁ:i‘zrks %appdata% - select Local
=] Pictures * PeerDistRepub from AppData
Blasch PlaceholderTileLogoFolder Delete all DAT files
9
How To Programs File folder
MailChimp Publishers File folder
User Guide speech File felder
TechSmith File folder
f@ OneDrive Temp File folder
[ This pC VirtualStore File folder
B 3D Objects WebEx File folder )
[¥] Accelerator for Sage CRM v4.5.6 English Microsoft PowerP... 3329KB
B Desktop %] Accelerator for Sage CRM v4.5.6 English1 Microsoft PowerD... 33208
Documents B cRMTogether OUTLOOK BC DAT File 1KE
& Downloads B CRMTogether OUTLOOK_DDC DAT File 1KB
J) Music .CRMToq:'thel_OUTLOOK_TIaIB DAT File 32KB

5. Integrated Access (recommended settings)

AcceleratorOptions

Settings Documents | Integrated Access |Address Management
Integrated Access Settings

CRM User Name o

CRM Password [ Toggle Password (W] 11S AutoLogon (Default Credentials)
Test
[] Ping To CRM

[W Link Outlook Appt Tasks ] Auto Save Incoming Selected Email
[W] Make Subject Save Default Email Save File o
W Add Attachments Default (W] Reopen Options if CRM password is incorrect
W Add Embedded Images Default [] Auto-save tagged emails
W Activate for Tags W File using Custom Fields
[ Link To Outlook Send

20 2| Default check attachmerts Size (KB) o

2000 2| Delay (ms) be rching CRM for relate

3000 =) Delay (mg) dismissing error dialogs (0 = do not dismiss)

WWW.mycrmmanager.com Page 5 of 24
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Integrated Access Settings

CRM User Name/Password = user’s Sage CRM login credentials
Logon Credentials

Use IS AutoLogon (Default Credentials)

Email Options

§ CRMTogether

Contents

Link Outlook Appt Tasks — extends the MS Outlook appointment and task function by linking it to a CRM
Company, Person and Action (this function must be previously activated and set up on the server by our

technicians)

File Appointment Scheduling Assistant Insert Format Text Review  Help @ Tell me what you want to do
e | ® @ Alemw - [F8 3 & & |05
Delete _ _ | Skype Add e | g Crheaumence | o0 | Dictate | Address | Meeting | Customer | Incights | View
Meeting | Meeting | Attendees - - Book Notes | Manager Templates
Actions | Skype Me... | GoToMee... | Attendees Options Voice | CRMTog... | OneMote iy Templates|
Accelerator N - %
These fields allow you to link
CRM the appointment to the
= selected Company and Person
or
Custom
Company: :
— Y Y Action
About: ~
—— Pt
O

Make Subject Save Default — determines whether only the email message subject or the message

subject and message content is saved as a suggestion in the dialog box

Details

Ot ez s

Test Subject

Bl Checked displays the i
subject under Details IR

This is the body of the email.

Sheila

M Not checked displays the .
= Test Subject
body under Details est e

CampolietoProject Managerwww.mycrmmanager.com
<http:/iwww. mycrmmanager.com/> (M) 585.429.0870

Add Attachments Default — allows the user to store email attachments in the CRM document library

and sets the storage of attachments to ‘active’ in the dialog box

Add Embedded Images Default — saves embedded images within the email

Activate for Tags — opens the Accelerator Pane (if closed) when a tagged email is selected

Link To Out Send — links the standard Outlook Send button to Accelerator

Untitled - Message (HTML)

Clipboard Names Include Adobe Acro...

Accelerator

=

File Message Insert Options Format Text Review Help Acrobat Q  Tell me what you want to do
bt — | Q | B AttachFile~ q fo - D
P D N Addre Ci)\/k B Atachtem - A%h Fle | ! DL:_J|
aste = | == ress el ttach File : ictate
B I | =|=3= .
= <9 Outlook Send L Book Mames QS'Q’“W’E' wvia Link

— =
EEs & = S %
Send Prompt Address  Shared Ermail

and File and Send Book Documents Templates ~

Accelerator

CAM Together

Send Options

Send Cc

Auto Save Incoming Selected Email — automatically saves selected incoming emails from Outlook to

CRM without using “Save Email” (if the email address exists in CRM)

Email Save File — saves the email as a file (*.msg) in CRM (this function is only available if ‘Email storage

entry’ has been previously disabled)

www.mycrmmanager.com
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Reopen Options if CRM password is incorrect — displays a dialog box prompting the entry of login
information in case of unsuccessful connection to the CRM system

Auto-save Tagged Emails — automatically saves selected email if it is tagged

File using Custom Fields — enables editing of custom fields before filing email to CRM

Accelerator

Filed for.. Doc Settings

Communications

Communication
Priority:
Normal [v]
Territory:

Team:

[ = ]

d. Other Settings

Default check attachments Size (KB) — indicates a minimum size of attachment that will be saved . ..
some email signatures contain logo files you don’t want to file

Delay (ms) before searching CRM for related items — delays the automatic CRM search (this allows the
automatic search to be delayed in case of very fast navigation and email clicks; 0 = disabled)

Delay (ms) before dismissing error dialogs — reaction time for error messages and unsuccessful search
results (0 = no display of unsuccessful search results/display of error messages only)

Address Management

Specifies for which email recipients automatic CRM save and automatic storage dialog box should not be enabled
Address Management settings are tied to all three send options (Send and File, Prompt and Send, Outlook Send)

AcceleratorOptions
Settings Documerts Integrated Access

Address Management Setting

Address Management

Add email addresses you do

NOT want to save to CRM
even when Send and File or
Send and Prompt are used

Remove

From

Subject

I Sheila Campolieto

Sheila Campolieto

You can also
select an email,
right click and
select 'lgnore

Email Address'

0K

” Cancel ”

Help |

Re: test send and file with

B copy

&% Quick Print
€3 Reply

& Reply All
> Forward

I Markas Unread

B2 Categorize >
f3 Follow Up >
= Find Related >
4 Quick Steps >

3t Set Quick Actions...

% Rules >
Y Move >
ES lgnore

£ Junk >
Tl Delete

= Archive..

f# Accelerator - Ignore Email Address

e Ceme.os AdobonnC

NOTE: The list of excluded recipients can easily be expanded to include additional recipients by right-clicking on
an email. Use the function: Ignore Email Address.

www.mycrmmanager.com
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Viewing Accelerator on the Outlook Screen

1. Layout

CRMTogether

Contents

To change the layout of the Outlook screen to accommodate the addition of the new Accelerator Pane (which
opens on the right side), select the View tab and click on Reading Pane and choose Bottom

TEST FOLDER - sheila.campalieto@mycrmmanager.com -

Outlook

& comi

File Home Send / Receive Folder View Add-ins Help Acrobat Q  Tell me what you want to do
) -— ) Date (Co » G Q1 T ] Reverse Sort T= El -— S +
/ Show as Conversations =] Date (Conversations) CA From To r— = e = I—:‘X
~ | = olumns
Fhange  View I . | Message BB categories P Flag Status B Fage Start Date - Use Tighter Folder To-Do | People | Reminders Open inNew Close
iew v Settings =) Conversation Settings Preview ~ = e & *+ Expand/Collapse ¥ Spacing  Pane Barv | Pane~ | Window Windaw All ltems
Current View Messages Arrangement tayor [ Right ople Pane Window
<
S <
[ Fr— Search TEST FOLDER jol Currer\tFnlder] [H Eottom rator
Inbox 1 Al Unread By Date v [ off il
<
s 5 -
Favorites Search TEST FOLDER £ | current Foider Accelerator - X
Inbox All Unread ByDate~ T Search Detals
Deleted Items ! 2|0 @ |crmstatus ¥ |From Subject Received In Folder -
Outbox Filed Sheila Campolieto Test 13 Thu 7/18/2019 11:... TEST FOLDER
New Save Email Options
Sent Items Filed Sheila Campolieto Test12 Thu 7/18/2019 11:... TEST FOLDER
Drafts
BOEELQx g
wsheila.campolieto@mycrm... Person Summary
vlInbox 1 First Name:
TEST FOLDER 19 Sheila
Last Name:
Campolieto
Company:
DCAA - My CRM Manager & 416 233.3188
Additional:
Folder list Email list e [
= Title:
Project Manager
Test 13 Phene
Business
- Reply | % Reply All Forward
Sheila Campolieto <sheilag35@gmail.com> O Reply | € ReplyAll | = Fowar 585 429 0870
To Sheila Campolieto -
Email
Business
Reading Pane sheila.campolieto@myermmanager.com
Private
2. CRM Status for Inbox
Search TEST FOLDER SO | current Folder ~ Accelerator = x
ﬂ Unread ByDate~ T Search Details
v @] o |[cRmstatus | From Subject Received In Folder -
Filed Sheila Campolieto  Test 13 Thu 7/18/2019 11:... TEST FOLDER i i
New Save Email Options
Filed Sheila Campolieto  Test 12 Thu 7/18/2019 11:... TEST FOLDER
e et BOEELQx g
filed to CRM

NOTE: This status field is only displayed after the first email has been saved/stored in CRM

To display the CRM Status column (if an email has already been filed using Accelerator):

Select the View tab
Click on Add Columns:

a.
b.

File Home  Send/Receive a Add-ins  Help  Q Tell me what you want to do
= “ m
(.) .ﬁ.} i Show as Conversations v > Date (Conversatians) £2 From £21o 18 Categories 1) Reverse Sort
; ~ - — = - =l Add Columns
Change View Reset (™ convercation Settings - Show Message | [* Flag; Start Date 1* Flag: Due Date 1H size 2 subject = e
View = Settings View Focused Inbox  Preview = Expand/Collapse -
Current View Messages Focused [nbax Arrangement

www.mycrmmanager.com
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c. Choose User-defined fields in Inbox from the available columns drop-down and select CRM Status

d.

Select Add and then move the CRM Status field toward the top of the list

Show Columns

Maximum number of lines in compact mode: 2 |«

Select available columns from:

User-defined fields in Inb

Available columns:

CRM Status Add >
MNew Column...
Properties Delete

©

Show these columns in this o

Importance
Reminder
lcon

Flag Status
Attachment
From
Subject
Received
Size
Categories
Mention

oK Cancel

*

Show Columns

rder:

Properties

Maximum number of lines in compact mode: | 2

Select available columns from:

Delete

. O

Show these columns in this order:

Importance
Reminder
Icon

CRM Status
Flag Status
Attachment
From
Subject
Received
Size
Categories
Mention

Add -»

<- Remove

New Column...

Move Up Move Down

Cancel

CRM Status for Subfolders

You can add CRM Status column to each subfolder individually or create a new view that adds the status field to

all subfolders already created. To create a new view:

a. Click View tab
b. Change View
¢c. Manage Views
d. New
File Home Send / Receive Fob View Manage All Views x
{é} L | Views for folder "Inbox™
Show as Conversations é View Name Can Be Used On View Typeﬁ New...
. b y & c ion Setti 5| |f<Current view settings: All Mail and Post folders Table
Settings i SRR TSRS Focud ||SentTo Al Mail and Post folders Table Copy..
Focus My View All Mail and Post folders Table ;
SC New View All Mail and Post folders Table Modify...
Sent To My View SC New Vi... Compact Compact Al Mail and Post folders Tahle —
Single All Mail and Post folders Table
"\)jz Unrea| |[preview All Mail and Post folders Table Delete
Single Preview o fm|
Lmere e o Description
Fields: Impartance, Reminder, lcon, Attachment, CRM Status, From, 5

Enter a name for new view

f. Check the box for All Mail and Post folders > OK

g. Columns
Views for folder e Advanced View Settings: Name of New View
View Mame | Create a Mew View x Description
<Current view setti &
SentTo Name of new view: (+| Urtance, Reminder, lcon, Flag Status, Attachment, Fr...
My View §| Mame of Mew Wiew |
5C New View Type of view: Group By.. Mone
Compact Table ~
Single Timeline Sort... Received (descending)
- Card
P W
TevEn Business Card -
People Filter... off
Day/Week/Month L~ |
Description LJcon_ Card Other Settings... Fonts and other Table View settings
usiness Car
Fields: Table v ams - :
(B (o2 (r=mE o Conditional Formatting... | User defined fonts on each message
Group By: . . ion ||
OThlsfoIder,vlslble B GETEE Format Columns... Specify the display formats for each field
Sort: OThisfoIder,visible only to me
(®) All Mail and Past folders
Filter: Reset Current View OK Cancel
—————

www.mycrmmanager.com
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h. Scroll down to User-defined fields in Inbox
i. Select CRM Status
j.  Add
k. Select CRM Status and click Move Up to place the CRM Status column where you choose > OK
I.  Select the new view just created
m. Apply View (this applies the view to the highlighted folder, continue to next steps to apply view to all)

Views for folder “Inbox™
) X X View Name Can Be Used On View Type
Maximum number of lines in compact mode: | 2 R <Current view settings> All Mail and Post folders Table
R il arlms e SentTo All Mail and Post folders Table
My View All Mail and Post folders. Table
User-defined fields in Inh(|°
Available columns: Show these columns in this order: SC New View Allaail and Post folders Table
Compact All Mail and Post folders Table
Egm 'ET mdmﬁl D j rt;nce Single Al Mail and Post folders Table
1ec By inder Preview Al Mail and Post folders Table
CRM Filed Entity < Remove lcan
CRM Filed To o Flag 5tatus
{CRMStatus T Attachment escrption
CRMFiledEntity From Fields: Importance, Reminder, Icon, Flag Status, Attach
! Mew Column... T ields: mportance, Reminder, Icon, Flag Status, Attachm|
CRMFiledTolD Subject
G2M-Meeting Received Group By: MNone
Size
Categories Sort: Received [descending)
Mention
eRmsEY || il
D Only show views created for this folder
Properties Delete _ Move Down Apply View ﬁme

n. View tab
o. Change View
p. Select new view
g. Apply Current View to Other Mail Folders
r. Check the box for the main folder
s. Check the box for Apply view to subfolders > OK (all folders should now have CRM Status column visible)
. : : Apply Vi S
File Home Send / Receive Foo View Add-ins pply View
L \/ Apply View to These Folders:
V| @sonmcneson | (| [ Comanmeasmemm o o]
. - Show v L] Inbox (13)
C tion Setti =
o = Conversation ngs Focused Inbox . DDD%IT[:EEL]FO[DER (19) Cancel
Focused Inbox [T Reports and Forms (2} Clear All
[T Acitve Exhaust
Sent To My View SC Mew Vi... DD ACMS (2)

= p— DD American Ripener (3]

= z25| | Mame of New View nread O Antek

= £ = D% April

Compact Single Preview M (@ |From DD AWD
) |- DD Basecamp (1)
Manage Views... _ . DD C2 Education v
Vivek Ravini T e - e
Save Current View As a New View... . < >
. . U vivex Ravin| ] Apply view to subfolders e
b Apply Current View to Other Mail Folders... [ﬂJ Vivek Ravind |Mumber of folders to apply the view to: 1
E Lsheila.campolieto @myormmanager.com

If you later create a new folder, you can apply your new view to by selecting the new folder and completing
steps n, o, and p from above.

WWW.mycrmmanager.com Page 10 of 24
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Accelerator Menu Buttons

By default, when you select an email, Accelerator will attempt to find a Person match in CRM using the email address in
the ‘From’ field. If there is no match, Accelerator will start to create a Company record by parsing the email. You can
continue to create the new Company and Person record, or search for a record.

1. Search Entities

Allows you to search for an entity and save an email against any existing record

§ CRMTogether

Contents

Accelerator

Search Details

Company
Entiti

Go Options

Cases

Select entity

Opportunity

Accelerator

Search Details

-

X

Entities

Company

Go
my q‘

Options

Company Name

Company

Enter part of
the name > Go

Person

Lead

Cases

Opportunity

City

To view the record from the Accelerator Pane double click on the line item, this will open the Details tab and

show you the entity page as well as access additional entities tied to that record

Accelerator

Search  Details

Save Email

Company Name:
DCAA - My CRM Manager

Additional
entities

tied to it

Viewing Company
Summary, but can
view other entities

2. Search Options

Allows you to search by bookmarks, history, or email address

Accelerator v X
Search Details
Compa
Entities ey Go Options

Bookmarks

History

Parse Search

www.mycrmmanager.com
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a. Bookmarks — lists all the records that have been bookmarked

Accelerator

Search Details

- X

Company

Go

April Braun person

CRM Together company
18-030/Company A/11/20/2018 opportunity
Vivekanandan (Vivek) Ravindran person

CRMTogether

Contents

b. History —allows you to search for and select a record based on entity and date

CRM History

Al
Company

Person
Lead
Cases
Opportunity

Company

Select All or a
specific entity

GACCNY

Highlight the
appropriate record,
then click Select

) Today: /672020 Select a specific date (or click month then year or
use arrows to quickly get to a different date)

c. Parse Search —searches all email addresses associated with the selected email

Select an email address

k@ mycrmmanager.com
dan_cousins@mycrmmanager.com
april braun@mycrmmanager.com

OK

3. Details

Allows you to create a new record, save an email, or choose from a list of options

a. New —allows you to create a new entity based on the data in the email (a best practice is to first go to
the appropriate Company record and then create a new Person, Opportunity, or Case from there)
b. Save Email —allows you to save the email as a Communication ‘Email In” against the current record (see

Saving Emails under Incoming Emails for more details)

Accelerator

Search | Details

x

New Save Email

Options

Company

Person

Lead

Cases

Oppertunity

www.mycrmmanager.com
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c. Options —applies the selected option to the highlighted email

Accelerator v X

Search| Details

New Save Email

Save Attachments

o After you've
selected an

Phone email, you can
choose one of

LS the options
(Save
Reply and Tag

Attachments is

Reply All and Tag only visible if
there is an

(N -NETI attachment)

New Appointment

New Task

Save Attachments — allows you to save only the attachments and not the email (be sure to change the
Document Description accordingly as it defaults with the email subject)

Accelerator for Sage CRM

Filed for.. Doc Settings

Compary Brown and Morrison | 0K

FW: BAM Service Opp Update ‘
FW: BAM Service Opp Update

Cancel

Change to reflect the name of the
attachment(s) being filed.

[ Private Service Opportunities to be Updated xlsx (34.4 4
[ Attach Email as File

W] Add Attachments

Focus — freezes the Accelerator Pane on a specific record. This is practical because you can then assign
multiple email messages to that CRM record without the pane changing during the automatic CRM
search after each selected email. Freezing is indicated by a blue frame around the context screen and
must be manually released by re-selecting Focus

Accelerator v X

Search  Details

New Save Email Options

limfoh
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Phone — displays the phone information and allows you to enter incoming/outgoing calls, then added to

CRM as a communication record (calls can be made if the "callto:" function is supported by your CTI

system, such as Skype)

To record a communication, click on ‘Type Phone In notes’ or ‘Type Phone Out notes’ and fill in the

details of the call

Phaone Dialog

Business: 416 233.3188
Fax: 416 233.3188

Fax: 416 239.7880

If your system is configured,

double clicking on the phone
number will call this number.

Home: 416 233.7487
Mobile: 647 204.3188
Toll_Free: 877 233.3188

Type Phone In notes

| Type Phone Out notes ‘

Notes Dialog

Filed for.. | Doc Settings

Person Dan Cousins

OK |

Enter notes from the call here.

Cancel |

Tag Email — after you select the correct entity, select Tag Email from Options to add a reference number
to the subject line which serves to create and open the associated reference in case of incoming emails
from the reference; this can be a Case ID or a randomly assigned number in the absence of a Case (i.e.:
You receive an email that needs to reference an existing CRM Case > search for the Company, select the

Case icon, find the Case, click on the small Case icon, click Tag Email; the Case ID will be referenced.)

Al Unread

i O |@ |CRM Status  |From
Last Month

S0

Subject

Report Recap

Improvements to the Invoicing Process (Pleas...

Person Mapping Ref:#Cases,40-11779#

Yellow line

Search Details

indicates the

email was

New Save Email Options

tagged

Tagging email from the
Case assigns the Case Id as
S the reference in the

Oa %

Cases Summary

Refld:

Vivek Ravindran Sifsfeailf 40-11779
To Sheila Campolieto ubject line c .
Cc_Dan Cousins: April Braun by
All - Unread ByFrom~ | Search Details
&0 |@ |CRM Status | From & Subject Received In Folder -
1] Inbox i .
New Save Email Options
1] CRM design (v2) Ref:#IIXMKDDR#  Fri 4/3/2020 9:06... Inbox -

BOELQ

m - Tagging email from the Person ~
CRM design (v2) Ref#lIIXMKDDR: record assigns a random
Rl reference in the Subject line Person Summary
To Sheila Campolieto; Dan Cousins First Name:

Reply and Tag — after you select the correct entity, select Reply and Tag from Options to create a new
reply email to original sender, open the Accelerator Pane within the email, and add a reference ID (tag)
to the subject line; this serves to create and open the associated record (Company, Person, or Case) in
case of incoming emails from the reference and for other users within the organization.

. To Mare Refely <marc@crmtogethercoms Accelerator -

Send - Search Details

Subject - RE: Graphs RefiFlIXZDKPS B Opened a reply email, fo @ New Tag Email Options

Sheila Campolieto
Project Manager
www.myarmmanager.com
(M) 585.429.0870

added reference to
Subject, and opened
Accelerator Pane

BOEELOQx*

Person Summary

First Name:
Marc

www.mycrmmanager.com
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Reply All and Tag — after you select the correct entity, select Reply All and Tag from Options to create a
new reply email to all recipients, open the Accelerator Pane within the email, and add a reference ID
(tag) to the subject line; this serves to create and open the associated record (Company, Person, or
Case) in case of incoming emails from the reference and for other users within the organization.

mycrm|

manager

Accelerator

P To Vivek Ravindran; ;
. " Search Details
Send Ce Dan Cousins; April Braun
Subject RE: New List Ref:#|LXZPRE= New Tag Email Options

Opened a reply email

to all recipients,
: added reference to B n E u
Sheila Campolieto Subject, and opened

Project Manager Accelerator Pane

Www.mycrmmanager.com
(M) 585.429.0870

t. Person Summary

First Name:
Vivekanandan (Vivek)

Remove Tag — allows to you remove a tag from an email

Al Unread ByDatew | Search Details
TJ O [ |cRM Status  |From Subject Received ¥ In Folder -
GoToMeeting Your interactive recording is ready! Fri 4/3/2020 11:... Inbox ) New Save Email Options
i ames CRM design (v2) Fri 4/3/2020 9:06... Inbox =
. Save Attachments
CRM design (v2) Ref#IIXMKDDR# Select the email with
James LR ELEE the tag from your Focus
To Sheils Campolieto; Dan Cousins Inbox, select Options, Phone
select Remove Tag
Remove Tag

New Email — after you select the correct entity, select New Email from Options, this creates a new email
to Person selected, opens the Accelerator Pane within the email, and adds a reference ID (tag) to the
subject line; this serves to create and open the associated Person record in case of incoming emails from
the reference and for other users within the organization.

= To Dan Cousing: Accelerator
Search Details

Send Cc

Subject Ref#{IXMZZE* New Tag Email Options

Created a new email, H n E u

added reference to
Person Summary

Subject, and opened
Accelerator Pane

Sheila Campolieto
Project Manager

www.mycrnmmanager.com
(M) 585.429.0870

First Name:
Dan

WWW.mycrmmanager.com Page 15 of 24
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New Appointment — allows you to create a calendar Appointment linked to the selected entity

New Task — allows you to create a Task linked to the selected entity

The Outlook entry screen is extended with Sage CRM fields that are preset with entity data from the

context screen for Appointments and Tasks.

This function must be previously set up and activated for Accelerator on the Sage CRM server as well as
in the user settings. The parameters for appointment/task synchronization must be set correctly in the

Sage CRM server settings!

Fill in CRM fields, search for entity the appointment/task is relevant to > Save & Close or Save & Send

File Appointment Scheduling Assistant Insert Format Text Review Help @ Tell me what you want to do
=4 » _}
e & & K2 & - AIE'EECEE: BN REOIRY
Delete S, Skype Add Invite D. 15 minutes . Pl Tags Dictate | Address | Meeting | Customer | Insights Viey
Meeting | Meeting | Attendees > = Book MNotes Manager Templ
Actions Skype Me... | GoToMee... | Attendees Options Voice CRM Tog... | OneMote My Temg
Accelerat o
cosierator Enter Company Select from list of 7
CRM name and click contact tied to
magnifying glass selected Company
For
Company: Custom
DCAA - My CRM Manager Action:
L 4162333188 S : - A To Do
About: one Full Number i
. Private:
|
Burt Reynolds
Dan Cousins 416 233.3188 v
@This appointment is next to another one on your calendar,
Title Test Appointmenﬂ
Save &
Close Start time Wed 4/1/2020 E 4:00 PM w || Eastern Time (US & Can: » [ All day @ Time zones
End time Wed 4/1/2020 E 430 PM w|| Eastern Time (US & Can: w| 4% Make Recurring
File Task Insert Format Text Review Help @ Tell me what you want to do
] m F| f,.‘ f.l @ 'Y ]} |:D B Private q (&t
E' 7 =l \/ R b m | High Importance |:;
Save & Delete Forward Task Details Mark  Assign Send Status | Recurrence | Categorize Follow -~ Zoom Address
Close Complete Task Report = Up ~ J, Low Importance Book
Actions Show Manage Task Recurrence Tags Zoom | CRM Together ~
Accelerator v X
Enter Company
CRM name and click
magnifying glass Select Person Select Action
For
Company: Person:
DCAA - My CRM Manager Q Sheila Campolieto Q
L 416233.3188 L 585 429.0870
About: Private:
Q O
Subject Test Task

www.mycrmmanager.com
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When an email is received, Accelerator will search based on the email address in the From field and display the
Person details. Accelerator attempts to match the email in the following order:

a. Tag match — check that there is a tag and if so, search CRM based on that
b. Person Email — check for Person with same full email address
c. Company Email — check for a Company with matching email domain

2. Saving Emails

a. From your Inbox, click on the email you want to file (do not open it)

b. Confirm the entity in the Accelerator Pane is correct

c.  When there is more than one Person/Company associated with an email address, Accelerator will
prompt you to choose the applicable record

d. Select Save Email button (if you save to a Company, it also saves to the default contact Person, if you
save to a Person, it also saves to the Company, if you save to an Opportunity or Case, it also saves to the
Company)

To Subject Received ™ In Folder

Sheila Campolieto Wed 4/1/2020 10:50 ... Sent Items . Compary

Shaila Qureshi

i Filed For

Filed For tells the system how you want the communication record to display in CRM (default
parameters for the information shown here are maintained in Settings)

Accelerator

Displays the

Filed for.. | Doc Settings .
record the email

Person Marc Reidy will be filed to File
Re: AC Release
h Y
Re: AC Release
Cancel

Can edit
Subject line

Displays the Displays the
L] Private Subject in the Body in the
L Attach Email as File DTS Y| LNV IRER]Y] Details of CRM

® Insert Email Subject () Insert Email Body

If the email has attachments, the screen will change as follows:

WWW.mycrmmanager.com Page 17 of 24
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Accelerator

Filed for.. | Attachments Doc Settings

Persan Marc Reidy

RE: AC Release

RE: AC Release

If the email has an
attachment, there are
two additional options
under Filed for and a
new tab for Attachments

[ Private
[ Attach Email as File

W Add Embedded Images
W] Add Attachments

Private — sets the record to be private (only the user who filed it can view in CRM)

Attach Email as File — click to save the entire email as a .msg document in CRM

Add Embedded Images — option to file embedded images to CRM

Add Attachments — a list of attachments from the email is displayed — select the document(s)

to be stored in CRM

Insert Email Subject — displays the Subject under Details in CRM (this is the default setting)

Insert Email Body — displays the body of the email under Details and will be saved

Accelerator

Filed for.. [Attachments Doc Settings

[ SageCRM 2020

Select if you want to
include the attachment
with filed email in CRM

File

Cancel

ii. Doc Settings — allows you to specify the Communication record attributes (the fields displayed

here can be customized to your CRM documents)

NOTE: File using Custom Fields must be selected in Settings for this tab to be populated.

Accelerator
Filed for.. Attachmerts Doc Settings
Communications ocuments File
Communication Documents
Priority: Type: Cancel
Normal
Territory: Category:
Wi ]
Team: Status:
CentraCRM Change the fields
Active: related to the
attachment if
Team: applicable

www.mycrmmanager.com

Page 18 of 24


http://www.mycrmmanager.com/

(mycrmy

Clear down — if previous emails have been saved in the thread, Clear down is used to truncate
the text below the chosen point. Access Clear down by placing your mouse at the beginning of
the text you want to truncate and right click — any text below that point is then truncated and

not displayed under Details in CRM:

https://www.screencast.com/t/VRjoWdipj

CRMTogether

Contents

Accelerator

\Accelerator is a third party solution offering several key features including deep integration with Sage
CRM. This application supports current versions of Sage CRM and Outlock 2013, 2016, 2019
(both 32 and 64 bit) and 365. Below is a brief overview video the Qutlook portion of

Filed for.. Attachments Doc Settings
Person Marc Reidy ‘ File |
RE: Issues with dcaa crm server hosted at SOS ‘
heila, )
Cancel

IAccelerator. Demonstrations of Accelerator can be| You can use right-click over the text for additional options!l!
brochure from this link. A user guide can be downlo3ded ™

Dan Cousins
Project Manager
Iwww.mycrmmanager.com <http/iwww.mycrmmanager.com/>

(Desk) 416.233.3188 you will see this

MobileX is a popular third-party sclution for companies where mobility is very important. Some of

If 'Insert Email Body' is checked, when
you place your mouse in the body of the
email and hover over any of the text,

message

Accelerator

Filed for.. Attachments Doc Settings

Person

Marc Reidy

RE: AC Release

Clear down removes selected text; whatever text

is saved here appears under the Details in CRM,
the entire email is still saved and visible if you
open the email in CRM

Sheila,

Accelerator is a third pa bn with Sage
CRM. This application g 68,2019
(both 32 and 64 bit) and 365. Below is a brief overview video summarizing the Outlook portion of
Accelerator. Di -ations of Ac can be on request and you can download a
brochure from this link. A user guide can be downloaded from this link.

Clear down '

Dan Cousins
Project Manager

NALbCIULIEIER RSl Right click, click on Clear down
(Desk) 416.233.3188

Place your mouse at the point you
want to remove all text below it

MobileX is a popular third-party solution for companies where mobility is very important. Some of

3. Finding & Displaying Stored Emails
The Accelerator quote icon displays the list of Communications associated with the selected email address
NOTE: Clicking on the Communications symbol to the left of the summary opens the Sage CRM record.
B E Trscomea = Tirarer -
Marc Reidy AC release video Wed 4/1/2020 4:00 PM Sent items New Save Email Option]

Wed 4/1/2020 400 PM Sent Items

[Communications

A O B[] |er—

Subject:
Re: Next meeting

Action:
E-mail In

Details:
Re: Next meeting

Date / Time:
01/07/2020 12:05 PM

End Time:

Teritory:
Worldwide

= Subject:
Re: Graphs

Action:
E-mail In

www.mycrmmanager.com
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Outgoing Emails

1. New Email

a. Allows you to search for and select an entity in CRM before using Send and File or selecting an Email
Template with merged fields

From the new email, click on the Accelerator icon > Search > Entities > Person (or Company) > enter
name of Person (or Company) > Go > double click to select entity

Fle | Message | Inset  Options  FormatText  Review  Developer  Help  Acrobat Q Tell me what you want to do
X Az =LA . Q| @ AtschFile~ . > w (& = 3 D
0 m S ' 0| B ptach tem %‘ | @J ST = ¥ - D ¢
Paste = | 5 (gL A= Address Check AttachFile | - Dictate | Send Prompt Address Shared  Email |Accelerator  Customer | Insights |  View
- ¥ - - Book Names | L& Signature~ vialink | ~ | andFile andSend Book Documents Templates v Manager Templates
Clipboard Basic Text MNames Include Adobe Acro... | Tags [l Voice CRM Together 5
Click Accelerator from ¥
o Sheila Campoliet e Accelerator .
B the new email
Send c[ Search | Details

Subject

Double click
to select

Person

Entities Go Options

b. Email Address Picker — allows you to search for and select an email address saved in CRM from the
selected entity

i Select the appropriate Person record > Options >Email Address Picker
ii. select the email address > Add/Add CC/Add BCC >OK

™ Accelerator T
B>
Search Details
Send Cc
Subject | New Tag Email Options
Email Address Picker

Attach CRM File

BOEQw* '

Person Summary

First Name:
Sheila

Email Address Picker

To ‘She\la Campolieto<sheila.campolisto@mycrmmanager.com>

N ~

Close

/

Add BCC
c. Accelerator Ribbon
File Message Insert Options Format Text Review Developer Help Acrobat Q  Tell me what you want to do
X . Q| O AtschFite~ a e g P = Opens the
A 5 & -
Attach ltem ~ ;
0 ey = A | S 1 O & & 5 & = ¥ Accelerator Pane
Paste — | g 1y |@. A = | Address Check Attach File | - Dictste  Send Prompt Address Shared Email | Accelerator . )
- ¥ - = = == | Book Names | [ Signature~ vialink | | - and File and Send  Book Templates - . within an email
Clipboard & Basic Text Names Include Adobe Acro... | Tags | Voice CRM Together WMy Templates
To Accelerator M
B
Send C; Search Details

WWW.mycrmmanager.com Page 20 of 24
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Send and File — sends the email and files it to CRM if the email address in the To field matches an email
address in CRM (see Email Matching under Incoming Emails for more details)

NOTE: If there is no email address match in CRM, and you use Send and File, the email will not be filed
to a specific record and there will be no ‘warning’ message letting you know. The email will instead be
saved to the User’s Tasks and can be found here:

Calendar > Select Tasks > Select Email In > Select All

MyCRM v TeamCRM v Repors +  Markeling v  Home Search

Dash Map Calendar List Contacts Leads Opporiuniies Forecasts Cases Communications Shared Documenis Preferences  Groups

MailChimp Campaigns ~ Accelerator  |D Generation

Find:
B O\
My CRM o iy Campatieto 2.

| Today » | E Saturday, March 14, 2020 - Saturday, March 21, 2020 = | Day | WorkWeek A 2 :I Tasks
Quick Task 3 E-mail In o —All- v | | [IShow Overdue Tasks i) Drop files here
Date Time Event Person Company Action Status Complete
Saturday 12:02PM | stest send and prompt Sheila Campolieto DCAA - My CRM E-mail In Complete =4
1 March, 2020 Manager

CRM Address Book — use your CRM data to find email addresses by filter

CRM Address Book

Search Filte |shenaq35

O BCC oK

First Name Last Name Email Address

Select where to place the
email address then click OK Close

Sheila

Qureshi sheilag3b@gmail.com

Shared Documents — allows you to attach a Shared Document where there are CRM documents
associated with a specific entity, they can be accessed from here and attached to an outgoing email

Select Template searches real

time

Search Filter

Select

File Name Description

Close

Accelerator_User_Guide_March_2020_pdf

Email Templates — accesses email templates saved in CRM, with saved attachement(s) if applicable, and
allows you to select and send from Outlook so you can efficiently run your business and streamline
communications (if there are merge fields, you must first select the appropriate entity — see New Email
under Outgoing Emails for more details)
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Email Templates continued...
>, > -
& & ([ y &
Send Prompt Address  Shared ccelerator | Custormy
Manags
If there are
Get Template
merge fields
Get Termplate and Merge
Search Filt
e ‘aoc Searches real Select
Can sort by Name time
Close

Accelerator Alternative for Mac W

Accelerator Introduction

Accelerator Update 09.2018

o Cwerwrite email content?

Select No if you have a default
signature in your OUtlook email

Accelerator

Cannot send email as selected template user

This error means you have selected the
wrong entity; go back to search and select

the correct entity for the template you are
selecting

Subject DCAA - My CRM Manager - Setting Up Accelerator New Tag Email

Send as Adobe Document Cloud link ¥es Mo @) m n E u I

Pulls in highlighted merged fields based on selected
entity in Accelerator Pane as well as attachment(s) Company Summary

saved as part of the email template in CRM Company Name:
*If you've already been given access to Accelerator, and now need to d DCAA - My CRM Manager
within the video to jump to any of the other topics: Website:

v

Accelerator_User_Guide March_2020.pdf
= P
e | 2Me

Hello Dan,

Please watch this {4 minute} video explaining how to assign access and
https://www.screencast.com/t/rpPwdclt.
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Accelerator Information Menu
1. Context-Specific Information

The icons shown in the Accelerator Pane match those used in Sage CRM

From one record, you can select and view other records tied to it. For example, from the Company record, select
the Person icon to see a list of Persons associated with the Company. Then, click on the small Person icon from
the list to see the Person Summary.

Accelerator R
Search Details
New Save Email Options
Company Opportunity Person
DEGQH :
Case Communication
Company Summary
Company Name:
DCAA - My CRM Manager

NOTE: Data fields in green lettering indicate a hyperlink to either an executable function (i.e. website, email,
phone call) or the corresponding entry in Sage CRM.

a. Bookmarks

With this option turned on, you can add/remove bookmarks. Click on the star icon from the preferred
record to add/remove from your list. If there is no star icon, this feature is not enabled.

Accelerator v X

Search  Details Yellow indicates record
is bookmarked

Save Email

AOEBAQAB :

Company Summary

New

b. Quotes and Orders

The information offered is extended to include Quotes and Orders, if applicable, from the corresponding
Opportunity. Click on the Quote or Order icon to see the details.

Accelerator E
Search Details
New ﬂrd‘ers Save Email Options
B D HB * o
i
Opportunity Summaryquo es
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Contact Us
As you install Accelerator and begin utilizing the integration, questions may arise. Please contact us via
inquiries@mycrmmanager.com and we will promptly respond. Be sure to include details and a screen shot of the

question/issue so we can get a jump on the resolution.

You can also contact the publisher directly at https://crmtogether.com/products/accelerator/.
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