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Chapter 1: Installation e Login

1 Installation requirements
The Outlook plugin for VTE CRM is available for following versions of Outlook and Windows:

OUTLOOK 2007 OUTLOOK 2010 OUTLOOK 2013

WINDOWS 7
x86 AVAILABLE / AVAILABLE / AVAILABLE / NOT AVAILABLE

WINDOWS 7

X64 AVAILABLE AVAILABLE AVAILABLE  AVAILABLE = AVAILABLE AVAILABLE NOT AVAILABLE

WINDOWS 8

x86 AVAILABLE / AVAILABLE / AVAILABLE / NOT AVAILABLE

WINDOWS 8
x64

AVAILABLE AVAILABLE AVAILABLE = AVAILABLE = AVAILABLE AVAILABLE NOT AVAILABLE
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2 Installation
First you have to download the installation files from site www.vtecrm.com.

Notice: You have to choose the installation file that is compatible with your Outlook.
Example: If you have installed Outlook x32 and Windows 7 x64, you have to choose the installation files for x32.

Notice: Before start with installation, please close your Outlook.

To start the installation click on setup.exe and follow the wizard:

14 VTE Outlook Plugin = X

Welcome to the VTE Outlook Plugin Setup Wizard @

The installer will guide you through the steps required to install VTE Outlook Plugin on your
computer.

‘WARNING: This computer program is protected by copyright law and international treaties.
Unauthorized duplication or distribution of this program, or any portion of it, may result in severe civil
of criminal penalties, and will be prosecuted to the maximum extent possible under the law.

et \(

At the end of the wizard click on “Close” button:

-
5! VTE Outlook Plugin =L

Installation Complete 6

WTE Outlook Plugin has been successfully installed.

Click. "Closs" to exit.

Please use Windows Update to check for any critical updates to the MET Framework.

Cancel | | < Back | [ Close %]
2
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Now you can see the functions of Outlook plugin in your Outlook in the “Add-ins” tab:

= M Posta in ar
HOME SEND/RECIVE FOLDER VIEW m
WTE CRM - @Attach Ernail ‘ Synchronize Contacts Synchronize Calendar wrthronize Tasks

3 First Login
From the menu “VTECRM”, click on “Login”:

B = :
HOME  IMVIS/RICEVI  CARTELLA VS

D Attach Email oy Synchronize Contacts 2] Sy

* Earre degli strumenti perso
= rale corrente [CTRL+E pel
v

2

o @exum-italy.it

Help 3
I GTAZIE per I suo messaggio. Sono fuori ufficio fing

F

Then insert:

VTE CRM URL: the url of your VTECRM (with http://)
Username: the username of VTECRM
Password: the password of the user in VTECRM

 Login (EX5)

VTE Syne Q

* WTE CRM URL  http:dfcm.mydomain.com

* Usemame uemane

* Password sesesese

Auto Login at start of Outlook.

[ Login ] [ Cancel

If you check “Auto Login at start of Outlook”, the plugin will do the login automatically at the start of Outlook.

Click on button “Login”.
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Chapter 2: Work with the Outlook Plugin for VTECRM

1 Attach emails

The emails that you have in Outlook, cloud be attached to Lead, Contact, Account or Vendor in VTE CRM through the
button “Attach Email”:

= Posta in arrivo

IMNWIASRICEWT CARTELLA, WISUALLZZA, COMPOMNENTI AGGILNTTV

Synchronize Contacts [B) Synchronize Calendar o Synchronize Tasks
s

To attach one or more emails, select one ore more emails from the list and click on the button “Attach Email”:

Eﬂ r‘lj 9 = Posta i arriv
HOME IMWLARICEWT CARTELLA, WISLALLZZA, COMPONENTI AGGIUMTIVI
WTE CR ~ @Attach Ermail ‘ Synchronize Contacts [B) Synchronize Calendar 4 Synchronize Tasks
Barre degli strumenti personalizzate

L4 | Cerca in Cassetta post\e carrente [CTRL+E) £ | Cassetta postale corrente v| E)(_ Rispondi
" Tutto  MNon letti Per Data = Pili recente & i
o
= 4 Settimana scorsa vl
= Iy
3 YTECRM LTD i
g Ilwideogame a difesa dello Squala sabato 09/08 & test@ormyila
o ﬂFare clic qui
2 Administrator
E Test mail about the mail server configuration, luredi 04705

Then you can search the lead, the account, the contact or the vendor in VTECRM:

3 Add Email ==

Module Records | Edit Message
Select Module | Leads - Select Field

Search records inVTE CRM
infoEtecm.com Sean VTE CRM

Select record to associate Email(s)

Attach I l Cancel
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Then:

1- Select the module Lead, Account, Vendor or Contact:

Select Module ‘ Leads - ] Select Field

Yendors

y Accounts

Search records in
Contacts

2- Through the button “Select Field” you can choose the fields of VTECRM for the search:

Selectfields Select all | Deselect sl
| 'ar;r\];ilue [] City Compary |
[ Caurtry [] Drescriptian Ermai
[ Fax First Mame [] Industry A
Last Mame [T Lead Ma [7] Lead Source
[ Lead Status [] tobile [7] Modified Time

Mo Lt
[ Erroiovees [] Phone [7] PO Box
[] Pastal Code [] Rating [ Salutation e

3- Put the value that to search and click on “Search in VTECRM” button:

Search records inYTE CRM

info@yvtecim.com ’ Search YTE CRM ]

L

Notice: The plugin suggest to search the sender email, you can change the value to search.

4- Select the record from the result and click on “Attach” button:

S 2dd Email

Module Fecords | Edit Message
Select Module | Accounts - Select Field

Search records in VTE CRM
whe Search VTE CRM

Select record to associate Email(s)

Module Account Mame email [other] Email o
Accounts vteCRM Inc
Accounts demovte

Accounts gaoduivte
Accounts wheuser
Accounts samplevte s

[ Attach !}] [ Cancel

The tab “Edit Email” allow you to modify the email before attach it.

Notice: VTECRM does not scan the attachment of the email to check the presence of virus.
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2 Sync of Contacts

The sync of contacts allow you to synchronize the module Contacts of VTECRM with the address book of Outlook. To
start the synchronization click on “Synchronize contacts”:

FILE HOME IMWLARICERT SETELLS WISUALLZZA, ADD-INS
WTE CRM = @Attach Erriil ‘ Synchronize Sntacts 3

The plugin shows the update that will be done in Outlook and in VTECRM:

Synchronize Calendar F Synchronize Tasks

G yhchronization Status

The following changes will be applied in Outlook

t
o
i

P ie

Updates 12 -
Delated 0 Shiow Details
The following changes will be applied in YTE CRM

|Updates 12 Show Details
Deleted 0

Accept Changes] [ Cancel

Click on “Show Details” if you want to see the details of the records that will be updated.

Domed0 (e Dt ]
Statuz First Mame Last Mame Emnail . g
create Patricia Johnson patricia_johnson(E,.. :
create Linda Williams linda_wiliamsEco... ||
create Barbara Jones barbara_jonesizco...
create Elizabeth 2 Brown elizabeth_browniE, .
create Jennifer Daviz jennifer_daviz(@ico...

Click on “Accept Changes” to make the update.

Notice: the plugin synchronizes only the contacts assigned to the user in VTECRM.
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3 Synk of Tasks

The sync of tasks allow you to synchronize the tasks of VTECRM with the XXXX of Outlook. To start the
synchronization click on “Synchronize tasks”:

HORME IMVIA/RICEWT CARTELLA, WISALLILA, ADD-INS

WTE CRh - @Attach Ernail ‘Synchronize Contacts [2] Synchraonize Calendze™ ¢ Synchronize gsks

The plugin shows the update that will be done in Outlook and in VTECRM:

@ Synchronization Status E’

WTE Sync o

The following changes will be applied in Outlook

No Changes Shaw Details

The following changes will be applied in WTE CRM
Mo Changes Show Details

Accept Changes

Click on “Show Details” if you want to see the details of the records that will be updated.

Click on “Accept Changes” to make the update.

Notice: the plugin synchronizes only the tasks assigned to the user in VTECRM.
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4 Sync Calendar
The sync of tasks allow you to synchronize the events of VTECRM with the calendar of Outlook. To start the

synchronization click on “Synchronize Calendar”:

ADD-INS

HORAE IMWIA/RICEVT CARTELLA

™ synchronize Calendar Senchronize Tasks

WTE CRRA - E?Attach Ermiail ‘ Sytichronize Contactf

The plugin shows the update that will be done in Outlook and in VTECRM:

@ Synchronization Status EI

VTE Sync ()

The following changes will be applied in Outlook,

Updates 2 Hide Details

Deleted 0
Statuz Subject Start Date & Time End Date

create Recall John 2014-09-08 00:00:00 | 2014-09-10 23:53:00
create Send Quote to Tho. | 2014-09-08 00:00:00 | 201 4-09-08 00:00:00

The following changes will be applied in WTE CRM

Show D etailz

Updates 3
Deleted 0

Accept Changes ] [ Caticel

Click on “Show Details” if you want to see the details of the records that will be updated.

Click on “Accept Changes” to make the update.

Notice: the plugin synchronizes only the events assigned to the user in VTECRM.
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5 Manage the conflicts
During a synchronization some conflicts can occur: for example if a record has been modified both in Outlook and
both in VTECRM.

The user can set, on his preference of Outlook plugin, how the plugin have to manage the conflict (Outlook wins,
VTECRM wins or Decide on conflict). See the chapter on Preference.

If the user choose to “Decide on conflict”, when a conflict occurs, the plugin will ask to the user to decide if maintain
the value modified in Outlook or in VTECRM:

iz Conflict resolution
FieldMames Dutlook, WTE CRM =
Firzt M ame Francesca Francesca I
S alutation Ihg Ing L
Account Mame CRMWIllage 1
Title:
Department
Ernail francescamaule@cor.. | francescamauleE@er...
Office Phone
Home Phone
kd obile: JBEER4ERY 34551 2R2652
Other Phone i
- —_—

) Outiook wins Q@ VTE @

[T] Perform the same action for all the conflicts
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6 Preference

To set the preference click on “Preference” in “VTECRM” menu:

WTE CRM = 7 Attach Email j

o
&

‘ Iynchronize Contacts
Synchronize Calendar
& Synchronize Tasks

Preferences

1 General

From “General” you can:

General | Synchionization | Other | VTE |

- set if the plugin log in the VTECRM automatically at the Lagin

start of Outlook _
Auta login at start of Outlook

- set if it’s possible to modify a mail before attach it in

the VTECRM Attach Ermail

- set how manage conflict: Edit mezzage while attaching Email

Decide on conflict: the user will decide on conflict
Conflict Resolution

Outlook wins: the information on VTECRM will be @ Decide on conflict
updated ) Dutlack, wins
) %TE CRM wins

VTE CRM wins: the information on Outlook will be
updated
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2 Synchronization

You can:

- set the folders

Notice: If you change folders after a syncronization with
VTECRM you can loose your data in VTECRM: the
Outlook plugin does not find the data in the folder and
considers that the data is been deleted.

- set if you want to syncronize personal contacts,events
and tasks in Outlook

3 Other

You can:

- activate the log and see the log and debug files
- set the language

- set the preference for the synchronization: the
synchronization can be manual (only on click) or
automatic (with frequency only when Outlook is
working)

UTECRM LIMITED - 38 Craven Street London WC2N SNG
Phone (+44) 2035298324 - info@vtecrm.com

Synchronization | Other | WTE

Folder

Select the Contact folder for sunchronization
WhhestEomvillage. iz Contathi [zolo questo comg

Select the Calendar folder for spnchronization

WhbestEcmyvillage. biz\Calendarnio [solo questo co

Select the Task folder for synchronization

Whbest@Eormyvillage. biz Abtivits [zolo questo compl

Settings
Synchronize Contacts

Synchronize Personal Contacts
Sunchronize Calendar

Synchronize Personal Calendar
Synchronize Tasks

Svnchronize Personal Tasks

B X
B X

B X

| Generall S_l,lnchrnnizatinnl Other |VTE |

Logs

[7] Enable Diebug log

[ Log l [ Debug

Language

Select the language [Inglese [Stati Uniti] vl

Synchronization's preferences

@ Manual () Aute  Sync Contacts every
@ Manual ) Auta Sync Calendar every
@ Manual () Auta Sync Tasks every

minutes

minutes

minutes
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| General | Synchronization | Other | WTE |

_ choose the ”ACtiVity type" fOf the event send from Select “dctivity Type"' of events created on VYTE

’ M eeting

7]

Outlook to VTECRM

Automatic check of new updates

- check new update
Check updates ’

Check now

Chapter 3: Logout

We raccomend to always log out before close Outlook:

WTE CRM = [Z) Attach Ermail gy Syn
Laogin

Attach Email
Synchronize Contacts

Synchronize Calendar

=

S4B

IE‘

Synchronize Tasks

Preferences
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Chapter 4: Known Issues

.

- The functionality of the plugin could be compromised if Windows does not use the character “:” as time
separator. Set on Windows the time format as HH:mm and as HH:mm:ss.

- Errors can occur if you close Outlook while the Outlook plugin is open.
- The recurring evento of Outlook are not managed by the plugin (so are not synchronized)

- During the automatic synchronization, if the Outlook is working but the connection with VTECRM is not
available, the plugin shows an error

- After the change of a folder, the plugin may consider that you have delete data and the plugin may try to delete
data from your VTECRM.

Chapter 5: Customer service

If you have some issue, problem or suggestion please don’t hesitate to write us at :

info@vtecrm.com
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