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Introduction

Document Version Summary

	Version #
	Release Date
	Change Summary

	1.0
	
	Initial design produced from the information gathered in the Design Workshop held <MeetingDate>.

	x.x
	
	


Scope of Document

This document describes the business, functional, and operational requirements for the implementation of SalesOutlook.

Other documents associated with this document are:

· Design Workshop Agenda & Overview

· Implementation Project Overview

· Implementation Requirements

· Implementation Project Plan

· System Design Specification *

· Proposal & Letter of Agreement

· Purchase Agreements & Purchase Orders

· Professional Services Contracts

· Project Change Orders

* Denotes the current document you are viewing.

Business Context

About <Company Name>
Enter a brief overview of the organization, its structure and its business model.
Project Goals

The primary objectives and measures of how well they are being accomplished are defined as:

1. List the primary goals of the project along with the primary measures of success

Factors relating to the organization’s ability to presently accomplish these goals are:

1. List the primary reasons why the organization is not able to accomplish the goals set forth above unless it completes this project

Terminology

This section explains the company-specific acronyms and terms used in this document and other project documents.

Lifecycle Stages

The following table compares the terminology used in the customer lifecycle by <Company Name> with that used by SalesOutlook.

	Status of Organization or Individual
in the Customer Relationship Lifecycle
	Lifecycle Stage

SalesOutlook calls it…
	<Company Name> calls it…

	Have had no contact (for example, organization or individual is imported from a purchased list)
	Suspect
	

	Have had some contact but are not yet qualified (for example, organization or individual has returned reply card, submitted a form your web site or dropped by your booth at a trade show)
	Lead
	

	Have been qualified as having both a need for the products and/or services offered by your organization AND has indicated an interest in acquiring or implementing the solutions offered by your organization. (i.e. a potential customer that is worthy of investing sales resources and efforts to win the business)
	Prospect
	

	Have purchased from your organization one or more times
	Customer
	

	Individual or Organization that collaborates with your salespeople on Sales Opportunities or resells your products and services in the market
	Partner
	

	Individual or Organization that your organization purchases goods and/or services from
	Vendor
	

	Individuals or Organization that competes for the same opportunity to generate revenue from your organization’s Leads, Prospects and/or Customers by offering similar solutions (products and services)
	Competitor
	


Opportunity Generation

At what point in the lifecycle defined above does a Sales Opportunity get generated for potential sales?

 MACROBUTTON  NoMacro Lifecycle Stage Name = 
Service Hand-Off

At what point in the lifecycle defined above does the Sales organization “hand-off” the relationship to the Customer Service organization?

 MACROBUTTON  NoMacro Lifecycle Stage Name = 
Additional Terms and Hand-Offs

Describe any additional hand offs or special terminology used by the organization.

Screen / Form Modifications

The purpose of this section is to identify the data elements that are provided, as well as those that are not available in the out-of-the-box SalesOutlook system.

Please mark-up the screens provided to identify the location of new fields and other changes to the standard SalesOutlook forms required by the Customer.

Note: All forms in the SalesOutlook CRM solution are fully customizable and programmable with the exception of the Account Profile / Account Location and SalesOutlook Setup forms. Additionally, some forms include the built-in functionality of Microsoft Outlook, which may place limits on some aspects of customization.
Account Profiles Form & System Configuration Options
(CRM & SBE Editions)
The Account Profile and Account Locations forms are both customized to fit your needs by adjusting the field labels within the SalesOutlook Setup form (shown below) so that they are meaningful for your organization. No other modifications or customizations of any type are allowed for the Account-level forms other than those provided in the SalesOutlook Setup form.  No additional fields or options may be added to the Account form or Account Profiles folder nor can existing functionality be altered in any way other than the configuration options provided by the SalesOutlook Setup form and Drop Downs.  New fields and options may appear in future SalesOutlook versions.
SalesOutlook Setup

The Main Account Profile and Account Location screens provide four customizable check box fields and four pull-down list fields. Nine Custom text fields are also provided. Use the SalesOutlook Setup form to label the fields on the Account Profile and Account Location forms so that they are meaningful to your organization. Also, specify the values you would like to appear in each drop down selection list in the tables that follow.
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	Field Label on Screen Shot
	New Field Label

	Account Name
	

	Account Number
	

	Address
	

	City
	

	St
	

	Zip
	

	Phone
	

	Fax
	

	Web Site
	

	Top Account
	

	Key Account
	

	Custom1
	

	Custom2
	

	Type
	

	Status
	

	SIC
	

	Custom
	

	Fiscal Year End
	

	Parent
	


	Pull Down Field Label 
on Screen Shot
	Pull Down Field Values

	Type
	1. 

	Status
	1. 

	SIC
	1. 

	Custom
	1. 


Custom Account-Level Fields

SalesOutlook’s Account Profiles / Account Locations form provides nine text fields to enable you to store any type of information that is important to the Account and for your business. Only the fields that have labels defined will appear on the Account-level forms.  If you do not want to use a particular field now just empty its label to hide that field.  You can “turn on” a field whenever you need it, if you do not need / want to use it today.  Just put the text for the label in the field to “unhide” it later.
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	Field Label on Screen Shot
	New Field Label

	Custom 1
	

	Custom 2
	

	Custom 3
	

	Custom 4
	

	Custom 5
	

	Custom 6
	

	Custom 7
	

	Custom 8
	

	Custom 9
	


Global Preferences & System-Wide Options
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SalesOutlook enables you to specify several options that affect the operation of the software organization-wide, at the global level. 

	Y/N
	Global Setup Option

	
	Turn off SalesOutlook built-in Security (Override Security)

	
	Do not prompt to save changes when closing records.

	
	Allow only the Account Manager to reassign the Account or Account Team Members. (Does not effect SalesOutlook Realignment utility)

	
	Enable named Team members to view data in fields defined on the Account-level forms but do not allow them to modify it (Set Team to Read Only)

	
	Change the default Height and Width of the SalesOutlook Account-level forms to:

Height: _600_____ pixels

Width:  _790_____ pixels


	
	Automatically show items in Quadrants on form statup?  (No allows form to open faster)

	
	Use Full Text Index?
- Requires Exchange 2000, 2003

- No benefit when working Offline

- Recommended only for folders having more than 10,000 items

	
	Cascade updated values to the same named fields defined within sub-folders of the current folder

	
	Language Settings – what is this phrase in your language?
1. Select a folder = Select a folder
2. Select a view = Select a view
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SalesOutlook Toolbar – Add/Action Drop Down    
	Pull Down Label
	Points To Folder
	Item Message Class

	Account
	Account Profiles
	IPM.Post.SalesOutlook_2000

	Contacts
	Account Profiles\Account Contacts
	IPM.Contacts.Account Contact

	Customer Service
	Account Profiles\Customer Service
	IPM.Post.CustomerService

	Documents-Linked/Attached
	Account Profiles\Documents
	IPM.Post.Document

	Email
	Inbox
	IPM.Note

	Mailings
	Account Profiles\Mailings
	IPM.Contact.Mailing

	My Appts
	Calendar
	IPM.Appointment.SalesOutlookAppt

	My Tasks
	Tasks
	IPM.Task.SalesOutlookTask

	Notes
	Account Profiles\Notes
	IPM.Post.Note

	Opportunities
	Account Profiles\Opportunities
	IPM.Post.Opportunity

	Switch to Accounts Folder
	Account Profiles\Reports
	IPM.Post.LoadAccountProfileFolder

	Switch to Contacts Folder
	Account Profiles\Reports
	IPM.Post.LoadContactFolder

	Switch to Customer Service
	Account Profiles\Reports
	IPM.Post.LoadCustomerServiceFolder

	Switch to Notes Folder
	Account Profiles\Reports
	IPM.Post.LoadNotesFolder

	Switch to Opportunities Folder
	Account Profiles\Reports
	IPM.Post.LoadOpportunitiesFolder

	Global Calendar *
	Global Calendar
	IPM.Appointment.SalesOutlookAppt

	<Custom Folders>
	
	


* The Global Calendar is an optional, plug-in module available for separate purchase.
Account Profiles Folder And View Settings – All Users
Note: Please replicate this section for each group of users, user role type, or individual preferences dictate different settings from those defined above.
Account Profile Folder Selector List Values
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Use the table provided below to define the folders that should be displayed in the SalesOutlook Folder Selector control for the Account Profile form when using the standard interface with one large grid view.

	Pull Down Label
	Points To Folder
	Item Message Class
	Default View Name

	Account Locations
	Account Profiles
	IPM.Post.SalesOutlook_2000
	SalesOutlook Account View

	Contacts
	Account Profiles\Account Contacts
	IPM.Contacts.Account Contact
	SalesOutlook Account View

	Customer Service
	Account Profiles\Customer Service
	IPM.Post.CustomerService
	SalesOutlook Account View

	Documents – Excel
	Account Profiles\Documents
	IPM.Post.Excel Document
	Excel Spreadsheets

	Documents – Word
	Account Profiles\Documents
	IPM.Post.Word Document
	Word Documents

	Documents-Linked/Attached
	Account Profiles\Documents
	IPM.Post.Document
	SalesOutlook Account View

	Mailings
	Account Profiles\Mailings
	IPM.Contact.Mailing
	SalesOutlook Contact View

	My Appts
	Calendar
	IPM.Appointment.SalesOutlookAppt
	By Category

	My Tasks
	Tasks
	IPM.Task.SalesOutlookTask
	Simple List

	Notes
	Account Profiles\Notes
	IPM.Post.Note
	SalesOutlook Account View

	Opportunities
	Account Profiles\Opportunities
	IPM.Post.Opportunity
	SalesOutlook Account View

	Financials
	Account Profiles\Financials
	IPM.Post.Financials
	SalesOutlook Account View

	Qualify
	Account Profiles\Qualify
	IPM.Post.Other
	SalesOutlook Account View

	<Custom Folders>
	
	
	


Account Profiles Folder Views
Use the table provided below to define the views available for the Account Profiles folder.  Be sure to define the characteristics of each view that differs from those provided in the out of the box SalesOutlook software.
	View Name
	Visibility
	Characteristics

	By Account Manager
	All Users
	Accounts grouped by the name of the person responsible for the relationship

	By Account Status
	All Users
	Accounts grouped by the Status of the relationship

	By Account Type
	All Users
	Accounts grouped by the Type of relationship

	By Parent Account
	All Users
	Account Locations grouped by the Parent Account

	By Zip Code
	All Users
	Accounts grouped by Zip Code

	Key Accounts
	All Users
	List of Accounts filtered to list only the items where the Key Account flag is set

	Leads
	All Users
	List of Accounts filtered to list only the items where the Account Status field contains the value “Lead”

	Parent Accounts
	All Users
	List Parent Accounts (not Account Locations).  The view lists Account items where the Account LocationID is empty

	Rolodex
	All Users
	Accounts displayed using a rolodex card style layout

	SalesOutlook Account View
	All Users
	The standard default list used by SalesOutlook for viewing items when using Account level forms

	Top Accounts
	All Users
	List of Accounts filtered to list only the items where the Top Account flag is set

	<Custom View Name>
	All Users
	


Account Profiles Form Folder Selector List Values – Power User Interface
Use the table provided below to define the list of folders that should be displayed in the SalesOutlook Folder Selector control for Quadrant1 of the Account Profile form when using the Power User interface with four independent quadrants.

	Quadrant
	Points To Folder

	Quadrant
	Account Profiles\Account Contacts

	Quadrant1
	Account Profiles\Opportunities

	Quadrant2
	Account Profiles\Notes

	Quadrant3
	Account Profiles\Documents


Additional Information & Remarks
Account Alerts (CRM Edition / SBE Option)

Folder Path: SalesOutlook/Account Profiles/Alerts

Sometimes it is important to alert everyone accessing an Account to some critical information.  One example is displaying a notice that a customer’s support contract has expired, and another example is to display a notification when a reference customer is accessed so that the individual accessing the account understands that delivering 5-start service is essential.  This is the purpose of the SalesOutlook Account Alerts feature.  All Alerts defined for a SalesOutlook Account are automatically displayed anytime the Account or any Account Contact associated with that Account is displayed in a SalesOutlook form by any SalesOutlook user.  This enables SalesOutlook users to alert each other to critical customer information.
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Customizable Tabs & Fields on Alert Form

Feature Not Available
Alert Form Field Definitions

	Field #
	Field Name
	Field Label
	Type of Field
	Drop Down Type Name
	Tab #

	1
	AccountID
	AccountID
	Text
	NA
	2

	2
	Account Name
	Account Name
	Text
	NA
	1

	3
	Account Manager
	Account Manager
	Text
	NA
	1

	4
	Team
	Team
	Text
	NA
	1

	5
	Message
	N/A (message body)
	Text
	NA
	1

	6
	Subject
	Description
	Text
	NA
	1

	7
	Received
	Created
	Text
	NA
	1


Alerts Folder And View Settings - All Users
Note: Please replicate this section for each group of users, user role type, or individual preferences dictate different settings from those defined above.
Alerts Folder Selector List Values
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Use the table provided below to define the folders that should be displayed in the SalesOutlook Folder Selector control for the custom form.

	Pull Down Label
	Points To Folder
	Item Message Class
	Default View Name

	Not Available
	
	
	


Alerts Folder Views
Use the table provided below to define the views available for the custom folder.  Be sure to define the characteristics of each view that differs from the built-in views provided by Outlook.

	View Name
	Visibility
	Characteristics

	SalesOutlook Account View
	All Users
	Table-style view displaying the Subject, first two lines of the sticky note body, the date Created and the SalesOutlook fields relating to the Account, Account Manager and Team members.  This is the default view used by SalesOutlook to display Alert entries relating to a SalesOutlook Account Profile.

	
	
	

	
	
	

	
	
	

	<Custom View Name>
	All Users
	


Additional Information & Remarks
Account Contacts (CRM & SBE Editions)
The Account Contact is an extension of the standard Microsoft Outlook Contact class. In addition to an improved, more informative interface, the SalesOutlook Account Contact form captures useful information that helps you to organize Contacts and maintain ownership and responsibility. The SalesOutlook Account Contact is a child of a SalesOutlook Account Profile or Account Location record, so one Account Profile (or Account Location) may have one or more related Account Contacts.
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	Pull Down Field Label 
on Screen Shot
	Pull Down Field Values

	Suffix
	1. 

	Contact Type
	1. 


Customizable Tabs & Fields on Account Contact Form

	Tab #
	Tab Name
	Tab Label
	Visible
	Editable
	Phase

	1
	P.1
	Account Contact
	Yes
	Yes
	I

	2
	P.2
	Associations
	Yes
	Yes
	I

	3
	P.3
	(Administration)
	No
	No
	I

	4
	P.4
	(Mailings – Obsolete)
	No
	No
	N/A

	5
	P.5
	
	
	
	

	6
	P.6
	
	
	
	

	*
	All Fields
	All Fields
	Yes
	Yes
	I


Account Contact Field Additions And Modifications
	Field #
	Field Name
	Field Label
	Type of Field
	Drop Down Type Name
	Tab #

	1
	NA
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	


Account Contact Folder And View Settings – All Users
Note: Please replicate this section for each group of users, user role type, or individual preferences dictate different settings from those defined above.
Account Contact Folder Selector List Values
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Use the table provided below to define the folders that should be displayed in the SalesOutlook Folder Selector control for the Account Contacts form.

	Pull Down Label
	Points To Folder
	Item Message Class
	Default View Name

	Customer Service
	Account Profiles\Customer Service
	IPM.Post.CustomerService
	SalesOutlook Account View

	Documents – Excel
	Account Profiles\Documents
	IPM.Post.Excel Document
	Excel Spreadsheets

	Documents – Word
	Account Profiles\Documents
	IPM.Post.Word Document
	Word Documents

	Documents-Linked/Attached
	Account Profiles\Documents
	IPM.Post.Document
	SalesOutlook Account View

	Mailings
	Account Profiles\Mailings
	IPM.Contact.Mailing
	SalesOutlook Contact View

	My Appts
	Calendar
	IPM.Appointment.SalesOutlookAppt
	By Category

	My Tasks
	Tasks
	IPM.Task.SalesOutlookTask
	Simple List

	Notes
	Account Profiles\Notes
	IPM.Post.Note
	SalesOutlook Account View

	Opportunities
	Account Profiles\Opportunities
	IPM.Post.Opportunity
	SalesOutlook Account View

	Search my Inbox
	Inbox
	IPM.Note
	Messages

	Search my Sent Items
	Sent Items
	IPM.Note
	Messages

	<Custom Folders>
	
	
	


Account Contact Folder Views
Use the table provided below to define the views available for the Account Contacts folder.  Be sure to define the characteristics of each view that differs from those provided in the out of the box SalesOutlook software.
	View Name
	Visibility
	Characteristics

	Contact Rolodex
	All Users
	A list of Account Contacts displayed using a rolodex card style view

	Phone Number List
	All Users
	A listing of key Phone Numbers for Account Contacts

	SalesOutlook Account View
	All Users
	The standard default view used to view items when using Account level forms

	<Custom View Name>
	All Users
	


Additional Information & Remarks
Contact Mailings (CRM Edition / SBE Option)
The Contact Mailing is an extension of the Outlook Contact and SalesOutlook Account Contact message classes. Contact Mailings can be used to maintain various mailing lists to produce and/or track postal and electronic mail marketing efforts and results.  The unsubscribe option enables you to manage both opt-in and opt-out, permission based marketing lists.
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	Pull Down Field Label 
on Screen Shot
	Pull Down Field Values

	Mailing
	1. 

	Delivery Method
	1. Email

2. Postal

	Contact Type
	Uses same list as Contact Type values defined for Account Contact form


Customizable Tabs & Fields on Contact Mailing Form

	Tab #
	Tab Name
	Tab Label
	Visible
	Editable
	Phase

	1
	P.1
	Account Contact
	Yes
	Yes
	I

	2
	P.2
	Associations
	Yes
	Yes
	I

	3
	P.3
	(Administration)
	No
	No
	I

	4
	P.4
	(Mailings – Obsolete)
	No
	No
	N/A

	5
	P.5
	
	
	
	

	6
	P.6
	
	
	
	

	*
	All Fields
	All Fields
	Yes
	Yes
	I


Contact Mailing Field Additions And Modifications
	Field #
	Field Name
	Field Label
	Type of Field
	Drop Down Type Name
	Tab #

	1
	NA
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	


Contact Mailing Folder And View Settings – All Users
Note: Please replicate this section for each group of users, user role type, or individual preferences dictate different settings from those defined above.
Contact Mailing Folder Selector List Values

Use the table provided below to define the folders that should be displayed in the SalesOutlook Folder Selector control for the Contact Mailings form.

	Pull Down Label
	Points To Folder
	Item Message Class
	Default View Name

	Notes
	Account Profiles\Notes
	IPM.Post.Note
	SalesOutlook Account View

	<Custom Folders>
	
	
	


Contact Mailings Folder Views
Use the table provided below to define the views available for the Mailings folder.  Be sure to define the characteristics of each view that differs from those provided in the out of the box SalesOutlook software.

	View Name
	Visibility
	Characteristics

	Mailing Address Cards
	All Users
	A list of Mailings items displayed using a rolodex card style view

	Mailings by Account
	All Users
	A list of Mailing items grouped by Account

	Mailings by Account Manager
	All Users
	A list of Mailing items grouped by the Account Manager responsible for the relationship

	Mailings by Category
	All Users
	A list of Mailing items grouped by the Categories defined for the items

	Mailings by Type
	All Users
	A list of Mailing items grouped by the Type of Mailing or Mailing List

	Mailings View
	All Users
	A list of Mailing items that display important fields, like Address

	SalesOutlook Contact View
	All Users
	A list of Mailing items used as the default view for SalesOutlook forms

	<Custom View Name>
	All Users
	


Additional Information & Remarks
Documents (CRM / SBE Editions)

Folder Path: SalesOutlook/Account Profiles/Documents

Message Class: IPM.Post.Document

The Document Management features offered by SalesOutlook uses a combination of one generic form for Linking and Attaching Documents and two specialized forms for generating Word and/or Excel Documents that contain data from SalesOutlook Account Profile and Account Contact items.  Only the generic form used to Link / Attach items and then relate them to other SalesOutlook objects is shown since the generic form is the one most often used to implement custom requirements.
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Please use the Functional Requirements section (starting on page 74) and the Appendix to define the Microsoft Word and Microsoft Excel document management templates that you intend to use to merge SalesOutlook data into pre-defined Word documents and Excel workbooks.

	Pull Down Field
	Pull Down Field Values

	Document Type
	1. TBD

	NA
	


Customizable Tabs & Fields on Document Form

	Tab #
	Tab Name
	Tab Label
	Visible
	Editable
	Phase

	1
	P.1
	Message
	Yes
	Yes
	I

	2
	P.2
	(Administration)
	No
	No
	I

	3
	P.3
	
	
	
	

	4
	P.4
	
	
	
	

	5
	P.5
	
	
	
	

	6
	P.6
	
	
	
	

	*
	All Fields
	
	Yes
	Yes
	I


Documents Folder Field Definitions

	Field #
	Field Name
	Field Label
	Type of Field
	Drop Down Type Name
	Tab #

	1
	AccountID
	Account ID
	Text
	NA
	2

	2
	ContactID
	Contact ID
	Text
	NA
	2

	3
	Alignment
	Alignment
	Text
	NA
	2

	4
	Account Manager
	Account Manager
	Text
	NA
	1

	5
	Team
	Team
	Text
	NA
	1

	6
	Contact Name
	Contact Name
	Text
	NA
	1

	7
	Account Name
	Account Name
	Text
	NA
	1

	8
	Message
	Attachments
	Text
	NA
	1

	9
	Subject
	Subject
	Text
	NA
	1

	10
	
	
	
	
	

	11
	
	
	
	
	

	12
	
	
	
	
	


Documents Folder And View Settings - All Users
Note: Please replicate this section for each group of users, user role type, or individual preferences dictate different settings from those defined above.
Documents Folder Selector List Values

Use the table provided below to define the folders that should be displayed in the SalesOutlook Folder Selector control for the custom form.

	Pull Down Label
	Points To Folder
	Item Message Class
	Default View Name

	Not Applicable
	
	
	


Documents Folder Views
Use the table provided below to define the views available for the custom folder.  Be sure to define the characteristics of each view that differs from the built-in views provided by Outlook.

	View Name
	Visibility
	Characteristics

	SalesOutlook View
	All Users
	Generic list of Documents and items stored in the Documents folder.

	SalesOutlook Account View
	All Users
	Default list of Documents and items in the Documents folder as rendered when viewing Documents in a SalesOutlook form.

	SalesOutlook Contact View
	All Users
	Legacy view to provide backward compatibility with SalesOutlook systems prior to version 4.0.

	
	
	

	<Custom View Name>
	All Users
	


Additional Information & Remarks
Opportunity / Project (CRM & SBE Editions)
The SalesOutlook Opportunity / Project form enables organizations to identify the opportunities to produce revenue and manage the revenue opportunities throughout the sales process.  Once “won”, the Opportunity doubles as a Project that you can track throughout your delivery / fulfillment process.
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	Pull Down Field Label 
on Screen Shot
	Pull Down Field Values

	Type
	1. Opportunity

2. Project

	Product
	Dynamic list of all Products defined in Products folder

	Lead Source
	1. 

	Opportunity Status
	1. Open
2. Won

3. Lost

	Won/Lost Analysis
	1. 

	Competitor
	1. 

	Project Status
	1. 

	Reason For Delay
	1. 


	Opportunity Stage/Field Labels

	1. 
	2. 

	3. 
	4. 

	5. 
	6. 

	Opportunity Status
	

	Won/Lost Analysis
	

	Competitor
	

	Total Opportunity Amount
	

	Probability
	

	Expected Close Date
	

	Actual Close Date
	


Project Tab
The Project tab enables organizations to track the deliverables associated with won opportunities throughout the delivery cycle.


	Project Milestone/Field Labels

	1. 
	2. 

	3. 
	4. 

	5. 
	6. 

	Project Status
	

	Reason For Delay
	

	Project Cost
	

	Expected Project Done
	

	Actual Close Date
	


Contacts Tab
The Contacts tab provides the means to identify key individuals that have major influence in the decision making process, and it also provides a standard Contacts field to relate ad-hoc contact relationships with this opportunity. This is helpful in keeping track of additional vendor, partner, competitor, or customer contacts involved in the Opportunity or Project.
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	Contact Tab Labels

	Primary Contact
	

	Secondary Contact
	

	Manager Contact
	

	Technical Contact
	

	Contacts
	


Probability Legend

Does the Probability Legend displayed below meet your needs? If not, how should it read?
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	Stage #
	Probability
	Legend Description

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	


Customizable Tabs & Fields on Opportunity / Project Form

	Tab #
	Tab Name
	Tab Label
	Visible
	Editable
	Phase

	1
	P.1
	Opportunity / Project
	Yes
	Yes
	I

	2
	P.2
	(Administration)
	No
	No
	I

	3
	P.3
	Associations
	Yes
	Yes
	I

	4
	P.4
	
	
	
	

	5
	P.5
	
	
	
	

	6
	P.6
	
	
	
	

	*
	All Fields
	All Fields
	Yes
	Yes
	I


Opportunity / Project Field Additions And Modifications
	Field #
	Field Name
	Field Label
	Type of Field
	Drop Down Type Name
	Tab #

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	


Opportunity Folder And View Settings - All Users
Note: Please replicate this section for each group of users, user role type, or individual preferences dictate different settings from those defined above.
Opportunity Folder Selector List Values

Use the table provided below to define the folders that should be displayed in the SalesOutlook Folder Selector control for the Opportunities form.

	Pull Down Label
	Points To Folder
	Item Message Class
	Default View Name

	Documents - Word
	Account Profiles\Documents
	IPM.Post.Document Word
	Word Documents

	My Appts
	Calendar
	IPM.Appointment.SalesOutlookAppt
	By Category

	My Tasks
	Tasks
	IPM.Task.SalesOutlookTask
	Simple List

	Notes
	Account Profiles\Notes
	IPM.Post.Note
	SalesOutlook Account View

	<Custom Folders>
	
	
	


Opportunity Folder Views
Use the table provided below to define the views available for the Opportunities folder.  Be sure to define the characteristics of each view that differs from those provided in the out of the box SalesOutlook software.

	View Name
	Visibility
	Characteristics

	90% opp
	All Users
	A list of Opportunity items filtered so that only items having a Probability of 90% or more are displayed

	By Product
	All Users
	A list of Opportunity items grouped by Product

	Forecast
	All Users
	A list of Opportunity items that highlights the status and progress during the sales process

	Forecast for this Month
	All Users
	A list of Opportunity items that highlight the customer, product, value and probability of close for items having an expected close date within the current month

	Opp by Account
	All Users
	A list of Opportunity items grouped by Account

	Opportunities
	All Users
	A generic listing of Opportunity items defined in the folder

	Opportunity Pipeline
	All Users
	A list of Opportunity items that spotlights information focused on who, what, how much, how likely and by when

	Projects
	All Users
	A list of Opportunity items where the Opportunity Type field contains “Project”

	Projects for this Month
	All Users
	A list of Opportunity items where the Opportunity Type field contains “Project” and the Expected Project Close Date is within the current month

	SalesOutlook Account View
	All Users
	The standard default view to list Opportunity items when viewed using an Account level form

	SalesOutlook Contact View
	All Users
	The standard default view to list Opportunity items when viewed using a Contact level form

	<Custom View Name>
	All Users
	


Additional Information & Remarks
Advanced Sales Opportunity (CRM & SBE Option)

Folder Path: SalesOutlook/Account Profiles/Opportunities
The SalesOutlook Advanced Sales Opportunity is an optional enhancement to both the SalesOutlook CRM and SalesOutlook SBE editions.  The Advanced Sales Opportunity provides several additional drop down fields so that you can further classify and better manage your Opportunities during all stages of the Sales and Delivery cycles.  The Advanced Sales Opportunity also enables product driven organizations to associate multiple Advanced Sales Products with a single Opportunity as well as specify the Owner of the Opportunity and the additional Team members assisting with the sale.
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	Pull Down Field Label 
on Screen Shot
	Pull Down Field Values

	Opportunity Type
	1. Opportunity

2. Project

	Classification
	1. 

	Lead Source
	1. 

	Referral Source
	1. 

	Opportunity Status
	1. Open

2. Won

3. Lost

	Won/Lost Analysis
	1. 

	Business Need
	1. 

	Primary Competitor
	1. 


	Opportunity Stage/Field Labels

	1. 
	2. 

	3. 
	4. 

	5. 
	6. 

	Opportunity Type
	

	Classification
	

	Lead Source
	

	Referral Source
	

	Opportunity Status
	

	Forecast
	

	Won/Lost Analysis
	

	Business Need
	

	Total
	

	Probability
	

	Expected Close Date
	

	Actual Close Date
	

	Primary Competitor
	


Project Tab
The Project tab enables organizations to track the deliverables associated with won opportunities throughout the delivery cycle.
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	Pull Down Field Label 
on Screen Shot
	Pull Down Field Values

	Project Type
	1. 

	Project Status
	1. 

	Reason For Delay
	1. 

	Satisfaction Rating
	1. 


	Project Milestone/Field Labels

	1. 
	2. 

	3. 
	4. 

	5. 
	6. 

	Project Type
	

	Project Status
	

	Reason For Delay
	

	Project Cost
	

	Expected Project Done
	

	Actual Close Date
	

	Satisfaction Rating
	


Contacts Tab
The Contacts tab provides the means to identify key individuals that have major influence in the decision making process, and it also provides a standard Contacts field to relate ad-hoc contact relationships with this opportunity. This is helpful in keeping track of additional vendor, partner, competitor, or customer contacts involved in the Opportunity or Project.
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	Contact Tab Labels

	Primary Contact
	

	Secondary Contact
	

	Manager Contact
	

	Technical Contact
	

	Contacts
	


Assignment Tab
The Assignment tab provides the means to identify the Sales professional responsible for closing the Opportunity and enables additional Team members to be added to the Opportunity.
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	Assignment Tab Labels

	Owner
	

	Team
	


Probability Legend

Does the Probability Legend displayed below meet your needs? If not, how should it read?
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	Stage #
	Probability
	Legend Description

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	


Customizable Tabs & Fields on Advanced Sales Opportunity Form

	Tab #
	Tab Name
	Tab Label
	Visible
	Editable
	Phase

	1
	P.1
	Opportunity / Project
	Yes
	Yes
	I

	2
	P.2
	(Administration)
	No
	No
	I

	3
	P.3
	Associations
	Yes
	Yes
	I

	4
	P.4
	
	
	
	

	5
	P.5
	
	
	
	

	6
	P.6
	
	
	
	

	*
	All Fields
	All Fields
	Yes
	Yes
	I


Advanced Sales Opportunity Field Additions And Modifications

	Field #
	Field Name
	Field Label
	Type of Field
	Drop Down Type Name
	Tab #

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	


Opportunity Folder And View Settings - All Users
Note: Please replicate this section for each group of users, user role type, or individual preferences dictate different settings from those defined above.
Opportunity Folder Selector List Values

Use the table provided below to define the folders that should be displayed in the SalesOutlook Folder Selector control for the Opportunities form.

	Pull Down Label
	Points To Folder
	Item Message Class
	Default View Name

	Documents - Word
	Account Profiles\Documents
	IPM.Post.Document Word
	Word Documents

	My Appts
	Calendar
	IPM.Appointment.SalesOutlookAppt
	By Category

	My Tasks
	Tasks
	IPM.Task.SalesOutlookTask
	Simple List

	Notes
	Account Profiles\Notes
	IPM.Post.Note
	SalesOutlook Account View

	Opportunity Products
	Account Profiles\Opportunities\Opportunity Products
	IPM.Post.OpportunityProduct
	SalesOutlook Account View

	<Custom Folders>
	
	
	


Opportunity Folder Views
Use the table provided below to define the views available for the Opportunities folder.  Be sure to define the characteristics of each view that differs from those provided in the out of the box SalesOutlook software.

	View Name
	Visibility
	Characteristics

	90% opp
	All Users
	A list of Opportunity items filtered so that only items having a Probability of 90% or more are displayed

	By Product
	All Users
	A list of Opportunity items grouped by Product

	Forecast
	All Users
	A list of Opportunity items that highlights the status and progress during the sales process

	Forecast for this Month
	All Users
	A list of Opportunity items that highlight the customer, product, value and probability of close for items having an expected close date within the current month

	Opp by Account
	All Users
	A list of Opportunity items grouped by Account

	Opportunities
	All Users
	A generic listing of Opportunity items defined in the folder

	Opportunity Pipeline
	All Users
	A list of Opportunity items that spotlights information focused on who, what, how much, how likely and by when

	Projects
	All Users
	A list of Opportunity items where the Opportunity Type field contains “Project”

	Projects for this Month
	All Users
	A list of Opportunity items where the Opportunity Type field contains “Project” and the Expected Project Close Date is within the current month

	SalesOutlook Account View
	All Users
	The standard default view to list Opportunity items when viewed using an Account level form

	SalesOutlook Contact View
	All Users
	The standard default view to list Opportunity items when viewed using a Contact level form

	<Custom View Name>
	All Users
	


Additional Information & Remarks
Advanced Sales Opportunity Product (CRM & SBE Option)

Folder Path: SalesOutlook/Account Profiles/Opportunities/Opportunity Product
The Advanced Sales Opportunity Product form enables you to associate multiple Advanced Sales Products with a single Advanced Sales Opportunity as “line items” on the Opportunity.
[image: image15.png]- - -Opportunity Product
Ble Edt Vew Insert Fomak Toos Actions Hel
et & G BRE B0 298343,

s | s

‘Account Neme: Account Manager:

Contact Name: Team:

Osportunity:

Product Type:

Product Group: I Discounted Discaunt Level

Product Code: T~ Specil Discourt Discount Percent:

ot e T ouom |

Line Number _ Quentity Unit price List Price ExtendedPrice Discount Amount Line Total
1 000 [ 000 | 000 | 000 | $0.00

Coteaories... | |






	Pull Down Field
	Pull Down Field Values

	Product Type
	1. 

	Product Group
	1. 

	Product Name
	Dynamically generated based on Product Type and Product Group selections

	NA
	


Customizable Tabs & Fields on Opportunity Products Form

	Tab #
	Tab Name
	Tab Label
	Visible
	Editable
	Phase

	1
	P.1
	Message
	Yes
	Yes
	I

	2
	P.2
	(Administration)
	No
	No
	I

	3
	P.3
	
	
	
	

	4
	P.4
	
	
	
	

	5
	P.5
	
	
	
	

	6
	P.6
	
	
	
	

	*
	All Fields
	
	Yes
	Yes
	I


Opportunity Product Form Field Definitions

	Field #
	Field Name
	Field Label
	Type of Field
	Drop Down Type Name
	Tab #

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	


Opportunity Product Form Folder And View Settings - All Users
Note: Please replicate this section for each group of users, user role type, or individual preferences dictate different settings from those defined above.
Custom Form Folder Selector List Values

Use the table provided below to define the folders that should be displayed in the SalesOutlook Folder Selector control for the Opportunity Products form.

	Pull Down Label
	Points To Folder
	Item Message Class
	Default View Name

	NA
	
	
	


Opportunity Products Folder Views
Use the table provided below to define the views available for the Opportunity Products folder.  Be sure to define the characteristics of each view that differs from the built-in views provided by Outlook.

	View Name
	Visibility
	Characteristics

	
	
	

	
	
	

	
	
	

	
	
	

	<Custom View Name>
	All Users
	


Additional Information & Remarks
Customer Service (CRM Edition / SBE Option)
The SalesOutlook Customer Service form enables organizations to ensure that your leads, customers, prospects and partners receive prompt attention to their requests and helps your organization ensure that all requests stay in the forefront until they are fully resolved.  Flagging items as Knowledge Base Articles helps to build a repository of organizational knowledge and best practices so that the organization behaves consistently across reps and customers.
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	Pull Down Field Label 
on Screen Shot
	Pull Down Field Values

	Inquiry Type
	1. 

	Priority
	1. Low

2. Normal

3. High

	Status
	1. Open

2. Closed


Customizable Tabs & Fields on Customer Service Form

	Tab #
	Tab Name
	Tab Label
	Visible
	Editable
	Phase

	1
	P.1
	Customer Service
	Yes
	Yes
	I

	2
	P.2
	(Administration)
	No
	No
	I

	3
	P.3
	
	
	
	

	4
	P.4
	
	
	
	

	5
	P.5
	
	
	
	

	6
	P.6
	
	
	
	

	*
	All Fields
	All Fields
	No
	No
	I


Customer Service Field Additions And Modifications
	Field #
	Field Name
	Field Label
	Type of Field
	Drop Down Type Name
	Tab #

	1
	NA
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	


Customer Service Folder And View Settings - All Users
Note: Please replicate this section for each group of users, user role type, or individual preferences dictate different settings from those defined above.
Customer Service Folder Selector List Values

Use the table provided below to define the folders that should be displayed in the SalesOutlook Folder Selector control for the Customer Service form.

	Pull Down Label
	Points To Folder
	Item Message Class
	Default View Name

	Actions
	Account Profiles\Customer Service\Actions
	IPM.Post.Action
	SalesOutlook List

	My Tasks
	Tasks
	IPM.Task.SalesOutlookTask
	Simple List

	<Custom Folders>
	
	
	


Customer Service Folder Views
Use the table provided below to define the views available for the Customer Service folder.  Be sure to define the characteristics of each view that differs from those provided in the out of the box SalesOutlook software.

	View Name
	Visibility
	Characteristics

	Open Inquiries
	All Users
	A list of Customer Service items filtered so that only items having an Inquiry Status containing “Open” are listed

	SalesOutlook List
	All Users
	A list of Customer Service items grouped by Inquiry Type

	SalesOutlook Account View
	All Users
	The standard default view to list Customer Service items when viewed using an Account level form

	SalesOutlook Contact View
	All Users
	The standard default view to list Customer Service items when viewed using a Contact level form

	<Custom View Name>
	All Users
	


Additional Information & Remarks
Customer Service Action 

The SalesOutlook Customer Service Action form enables organizations to keep track of each step and interaction taken in the process of resolving the Customer Service Inquiry.  It is very similar to the SalesOutlook Note form but is linked only to the Customer Service Inquiry, Account Profile and Account Contact.  This helps the Notes folder and the Customer Service folders to stay smaller so the system runs faster.
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	Pull Down Field Label 
on Screen Shot
	Pull Down Field Values

	Action Type
	1. 


Customizable Tabs & Fields on Customer Service Action Form

	Tab #
	Tab Name
	Tab Label
	Visible
	Editable
	Phase

	1
	P.1
	Message
	Yes
	Yes
	I

	2
	P.2
	(Administration)
	No
	No
	I

	3
	P.3
	
	
	
	

	4
	P.4
	
	
	
	

	5
	P.5
	
	
	
	

	6
	P.6
	
	
	
	

	*
	All Fields
	All Fields
	Yes
	Yes
	I


Customer Service Action Field Additions And Modifications
	Field #
	Field Name
	Field Label
	Type of Field
	Drop Down Type Name
	Tab #

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	


Customer Service Action Folder View Settings – All Users
Use the table provided below to define the views available for the customer service Actions folder.  Be sure to define the characteristics of each view that differs from those provided in the out of the box SalesOutlook software.

	View Name
	Visibility
	Characteristics

	SalesOutlook List
	All Users
	A list of Action items grouped by the service Inquiry

	<Custom View Name>
	All Users
	


Additional Information & Remarks
Notes (
The SalesOutlook Notes form enables users to store their free-form remarks and comments with the Account Profile and/or Account Contact.  The Notes form links to virtually every SalesOutlook business object so that Notes can be created from and related to the SalesOutlook object it pertains to.  Like a standard email message, hyperlinks, file attachments and inserted Outlook links are supported to the level allowed by the user’s Microsoft Outlook security settings.
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	Pull Down Field Label 
on Screen Shot
	Pull Down Field Values

	Note Type
	1. 


Customizable Tabs & Fields on Notes Form

	Tab #
	Tab Name
	Tab Label
	Visible
	Editable
	Phase

	1
	P.1
	Message
	Yes
	Yes
	I

	2
	P.2
	(Administration)
	No
	No
	I

	3
	P.3
	
	
	
	

	4
	P.4
	
	
	
	

	5
	P.5
	
	
	
	

	6
	P.6
	
	
	
	

	*
	All Fields
	All Fields
	Yes
	Yes
	I


Notes Field Additions And Modifications
	Field #
	Field Name
	Field Label
	Type of Field
	Drop Down Type Name
	Tab #

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	


Notes Folder View Settings – All Users
Use the table provided below to define the views available for the Notes folder.  Be sure to define the characteristics of each view that differs from those provided in the out of the box SalesOutlook software.

	View Name
	Visibility
	Characteristics

	Account Notes
	All Users
	A list of Notes grouped by Account

	Contact Notes
	All Users
	A list of Notes grouped by Account Contact

	SalesOutlook Account View
	All Users
	The standard default view to list Note items when viewed using an Account level form

	SalesOutlook Contact View
	All Users
	The standard default view to list Note items when viewed using a Contact level form

	Weekly Activity Log
	All Users
	A list of Note items grouped by the creator of the Note and filtered to display only the items created within the last 7 days.

	<Custom View Name>
	All Users
	


Pre-Defined Note Templates

	Note Type
	Auto-Fill Subject Text
	Auto-Fill Body Text

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Additional Information & Remarks
SalesOutlook Appointment 
Note: The SalesOutlook Appointment is included in both the SalesOutlook CRM edition and in the SalesOutlook SBE edition.  The Global Calendar is available as an optional module for either edition.

The SalesOutlook Appointment form is used in conjunction with the optional Global Calendar folder, and it is also used to create SalesOutlook Appointment items in each SalesOutlook user’s personal Calendar.  
The Global Calendar is an option available for separate purchase.  When installed and properly configured, it maintains a “roll-up view” of all SalesOutlook Appointments and Meetings stored in each SalesOutlook user’s private Calendar folder.  This eliminates the need to use the Delegates feature in Outlook / Exchange and enables viewing of all SalesOutlook Appointments across the organization, not just those in one or two users’ mailboxes.
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	Pull Down Field Label 
on Screen Shot
	Pull Down Field Values

	NA
	NA


Customizable Tabs & Fields on Appointment Form

	Tab #
	Tab Name
	Tab Label
	Visible
	Editable
	Phase

	1
	P.1
	Appointment
	Yes
	Yes
	I

	2
	P.2
	(Administration)
	No
	No
	I

	3
	P.3
	SalesOutlook
	Yes
	No
	I

	4
	P.4
	
	
	
	

	5
	P.5
	
	
	
	

	6
	P.6
	
	
	
	

	*
	All Fields
	All Fields
	Yes
	Yes
	I


Appointment Field Additions And Modifications
	Field #
	Field Name
	Field Label
	Type of Field
	Drop Down Type Name
	Tab #

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	


Calendar Folder Views
Use the table provided below to define the views available for the Calendar folder.  Be sure to define the characteristics of each view that differs from those provided in the out of the box SalesOutlook software.  Since the Calendar folder typically resides in the user’s private mailbox, all view customizations will need to be made while logged in as that user.  The Global Calendar does not require this since the Global Calendar folder is a Public Folder on the Exchange Server.  Views for the Global Calendar folder may be customized globally using the technique to modify Views in Public Folders that are available to all users.
	View Name
	Visibility
	Characteristics

	Day/Week/Month
	User Mailbox
	Calendar dashboard style view

	Day/Week/Month View With AutoPreview
	User Mailbox
	Calendar dashboard style view that displays a short description along with each item in the Calendar

	Active Appointments
	User Mailbox
	Calendar items filtered so that only items with a start date equal to or greater than the current system date are displayed

	Events
	User Mailbox
	Calendar items filtered so that only items with the All Day Event flag set are displayed

	Annual Events
	User Mailbox
	Calendar items filtered so that only items with the All Day Event flag set and the Recurrence field equals “Yearly” are displayed

	Recurring Appointments
	User Mailbox
	Calendar items filtered so that only items with the Recurring flag set are displayed

	By Category
	User Mailbox
	A list of Calendar items grouped by the Categories defined for the item.

	<Custom View Name>
	User Mailbox
	


Additional Information & Remarks
Global Calendar 

Note: The SalesOutlook Appointment is included in both the SalesOutlook CRM edition and in the SalesOutlook SBE edition.  The Global Calendar is available as an optional module for either edition.

The SalesOutlook Appointment form is used in conjunction with the optional Global Calendar folder, and it is also used to create SalesOutlook Appointment items in each SalesOutlook user’s personal Calendar.  

The Global Calendar is an option available for separate purchase.  When installed and properly configured, it maintains a “roll-up view” of all SalesOutlook Appointments and Meetings stored in each SalesOutlook user’s private Calendar folder.  This eliminates the need to use the Delegates feature in Outlook / Exchange and enables viewing of all SalesOutlook Appointments across the organization, not just those in one or two users’ mailboxes.
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	Pull Down Field Label 
on Screen Shot
	Pull Down Field Values

	NA
	NA


Customizable Tabs & Fields on Global Calendar Form

	Tab #
	Tab Name
	Tab Label
	Visible
	Editable
	Phase

	1
	P.1
	Appointment
	Yes
	Yes
	I

	2
	P.2
	(Administration)
	No
	No
	I

	3
	P.3
	SalesOutlook
	Yes
	No
	I

	4
	P.4
	
	
	
	

	5
	P.5
	
	
	
	

	6
	P.6
	
	
	
	

	*
	All Fields
	All Fields
	Yes
	Yes
	I


Global Calendar Field Additions And Modifications

	Field #
	Field Name
	Field Label
	Type of Field
	Drop Down Type Name
	Tab #

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	


Global Calendar Folder Views
Use the table provided below to define the views available for the Calendar folder.  Be sure to define the characteristics of each view that differs from those provided in the out of the box SalesOutlook software.  Since the Calendar folder typically resides in the user’s private mailbox, all view customizations will need to be made while logged in as that user.  The Global Calendar does not require this since the Global Calendar folder is a Public Folder on the Exchange Server.  Views for the Global Calendar folder may be customized globally using the technique to modify Views in Public Folders that are available to all users.
	View Name
	Visibility
	Characteristics

	Day/Week/Month
	All Users
	Calendar dashboard style view

	Day/Week/Month View With AutoPreview
	All Users
	Calendar dashboard style view that displays a short description along with each item in the Calendar

	Active Appointments
	All Users
	Calendar items filtered so that only items with a start date equal to or greater than the current system date are displayed

	Events
	All Users
	Calendar items filtered so that only items with the All Day Event flag set are displayed

	Annual Events
	All Users
	Calendar items filtered so that only items with the All Day Event flag set and the Recurrence field equals “Yearly” are displayed

	Recurring Appointments
	All Users
	Calendar items filtered so that only items with the Recurring flag set are displayed

	By Category
	All Users
	A list of Calendar items grouped by the Categories defined for the item.

	<Custom View Name>
	All Users
	


Additional Information & Remarks
Task (CRM & SBE Editions)
The SalesOutlook Task form allows users to stay on top of their action items and to make requests of other Outlook and SalesOutlook users.  Task Requests, created by clicking the Assign Task button on the form’s toolbar, provides an option to receive status reports and updates when the information on the Task item changes.  Recurring Tasks provide a convenient way to be reminded of the things you must do on a periodic interval.
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SalesOutlook Tab
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	Pull Down Field Label 
on Screen Shot
	Pull Down Field Values

	NA
	NA


Customizable Tabs & Fields on Task Form

	Tab #
	Tab Name
	Tab Label
	Visible
	Editable
	Phase

	1
	P.1
	Task
	Yes
	Yes
	I

	2
	P.2
	(Administration)
	No
	No
	I

	3
	P.3
	SalesOutlook
	Yes
	No
	I

	4
	P.4
	
	
	
	

	5
	P.5
	
	
	
	

	6
	P.6
	
	
	
	

	*
	All Fields
	All Fields
	Yes
	Yes
	I


Task Field Additions And Modifications
	Field #
	Field Name
	Field Label
	Type of Field
	Drop Down Type Name
	Tab #

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	


Task Folder Views
Use the table provided below to define the views available for the Tasks folder.  Be sure to define the characteristics of each view that differs from those provided in the out of the box SalesOutlook software.  Since the Task folder resides in the user’s private mailbox all view customizations will need to be made while logged in as that user.
	View Name
	Visibility
	Characteristics

	Simple List
	User Mailbox
	A list of Task items that spotlights the priority and status of items

	Detailed List
	User Mailbox
	A list of Task items that spotlights the due date, priority and status of items

	Active Tasks
	User Mailbox
	A list of Task items filtered so that only items that are not yet complete are listed

	Next Seven Days
	User Mailbox
	A list of Task items filtered so that only items having a Due Date within the next seven days are displayed

	Overdue Tasks
	User Mailbox
	A list of Task Items filtered so that only items that are not yet complete but have a Due Date on or before Yesterday’s date are displayed

	By Category
	User Mailbox
	A list of Task items grouped by the Categories defined for the item.

	Assignment
	User Mailbox
	A list of Task items grouped by the Owner of the Task item and then grouped by the Due Date of the item and filtered so that only items where the Assigned field equals “Assigned by me”

	By Person Responsible
	User Mailbox
	A list of Task items grouped by the Owner of the Task item

	Completed Tasks
	User Mailbox
	A list of Task items filtered so that only items flagged as Complete are displayed

	Task Timeline
	User Mailbox
	A graphical view of all Task items organized by the Date and Time the item was created

	<Custom View Name>
	User Mailbox
	


Additional Information & Remarks
Products 
The SalesOutlook Product form provides the means for you to define the goods and services that your organization sells.  Products, pricing and stock levels may be maintained in an external system and updated through a custom data interface.  See the Data section that follows to define the details of such an interface.  The Products form is used as the source of the Products available to be selected in the Products drop down on the Opportunity / Project form.
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	Pull Down Field Label 
on Screen Shot
	Pull Down Field Values

	NA
	NA


Customizable Tabs & Fields on Product Form

	Tab #
	Tab Name
	Tab Label
	Visible
	Editable
	Phase

	1
	P.1
	Product Description
	Yes
	Yes
	I

	2
	P.2
	(Product Literature - Obsolete)
	No
	No
	N/A

	3
	P.3
	
	
	
	

	4
	P.4
	
	
	
	

	5
	P.5
	
	
	
	

	6
	P.6
	
	
	
	

	*
	All Fields
	All Fields
	No
	No
	I


Product Field Additions And Modifications
	Field #
	Field Name
	Field Label
	Type of Field
	Drop Down Type Name
	Tab #

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	


Products Folder View Settings – All Users
Use the table provided below to define the views available for the Products folder.  Be sure to define the characteristics of each view that differs from those provided in the out of the box SalesOutlook software.

	View Name
	Visibility
	Characteristics

	Latest Products
	All Users
	A list of Product items grouped by Product Group

	Products
	All Users
	A list of Product items defined for use in the system

	<Custom View Name>
	All Users
	


Additional Information & Remarks
Advanced Sales Product (CRM & SBE Option)

Folder Path: SalesOutlook/Account Profiles/Products
The Advanced Sales Product form enables you to define the Products and Services your organization sells and services in addition to the volume-based discount policies for each Product / Service item SKU.
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	Pull Down Field
	Pull Down Field Values

	Unit Of Measure
	1. 

	Product Type
	1. 

	Product Group
	1. 

	Superseded By
	Dynamically generated based on the Product Codes already defined in the system

	NA
	


Customizable Tabs & Fields on Advanced Sales Product Form
	Tab #
	Tab Name
	Tab Label
	Visible
	Editable
	Phase

	1
	P.1
	Message
	Yes
	Yes
	I

	2
	P.2
	(Administration)
	No
	No
	I

	3
	P.3
	
	
	
	

	4
	P.4
	
	
	
	

	5
	P.5
	
	
	
	

	6
	P.6
	
	
	
	

	*
	All Fields
	
	Yes
	Yes
	I


Advanced Sales Product Form Field Definitions

	Field #
	Field Name
	Field Label
	Type of Field
	Drop Down Type Name
	Tab #

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	


Products Folder And View Settings - All Users
Note: Please replicate this section for each group of users, user role type, or individual preferences dictate different settings from those defined above.
Products Form Folder Selector List Values

Use the table provided below to define the folders that should be displayed in the SalesOutlook Folder Selector control for the custom form.

	Pull Down Label
	Points To Folder
	Item Message Class
	Default View Name

	NA
	
	
	


Products Folder Views
Use the table provided below to define the views available for the custom folder.  Be sure to define the characteristics of each view that differs from the built-in views provided by Outlook.

	View Name
	Visibility
	Characteristics

	
	
	

	
	
	

	
	
	

	
	
	

	<Custom View Name>
	All Users
	


Additional Information & Remarks
Drop Downs

The SalesOutlook Drop Downs form provides an easy way for non-programmers to define the types of “Drop Down” lists available to be used on the various SalesOutlook forms.  Additionally, it provides the means to define the line items that appear in the lists that appear when a user clicks on the down chevron to the right of a combo control appearing on a SalesOutlook form.  The Drop Downs folder is a critical folder in the SalesOutlook system and stores the majority of your customizations to the system that are outside the realm of redesigning or extending the Outlook custom forms that ship as a part of the SalesOutlook system.
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	Pull Down Field Label 
on Screen Shot
	Pull Down Field Values

	NA
	NA


Customizable Tabs & Fields on Drop Downs Form

	Tab #
	Tab Name
	Tab Label
	Visible
	Editable
	Phase

	1
	P.1
	Description
	Yes
	Yes
	I

	2
	P.2
	
	
	
	

	3
	P.3
	
	
	
	

	4
	P.4
	
	
	
	

	5
	P.5
	
	
	
	

	6
	P.6
	
	
	
	

	*
	All Fields
	All Fields
	Yes
	Yes
	I


Drop Down Field Additions And Modifications
	Field #
	Field Name
	Field Label
	Type of Field
	Drop Down Type Name
	Tab #

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	


Drop Downs Folder View Settings – All Users
Use the table provided below to define the views available for the Drop Downs folder.  Be sure to define the characteristics of each view that differs from those provided in the out of the box SalesOutlook software.

	View Name
	Visibility
	Characteristics

	Drop Downs By Type
	All Users
	A list of Drop Down items grouped by Record Type

	<Custom View Name>
	All Users
	


Additional Information & Remarks
Custom Drop Down Types (CRM Edition)
	Drop Down Type Name
	Used On Form(s)
	Drop Down List Values

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Additional Information & Remarks
Custom Form: <Form Name> (
Folder Path: SalesOutlook/<Path To Folder>
Provide a brief description of the main purpose of the form here, and mock-up the <Form Name> form in the space provided below:
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	Pull Down Field
	Pull Down Field Values

	<FieldName>
	2. 

	NA
	


Customizable Tabs & Fields on Custom Form

	Tab #
	Tab Name
	Tab Label
	Visible
	Editable
	Phase

	1
	P.1
	Message
	Yes
	Yes
	I

	2
	P.2
	(Administration)
	No
	No
	I

	3
	P.3
	
	
	
	

	4
	P.4
	
	
	
	

	5
	P.5
	
	
	
	

	6
	P.6
	
	
	
	

	*
	All Fields
	
	Yes
	Yes
	I


Custom Form Field Definitions
	Field #
	Field Name
	Field Label
	Type of Field
	Drop Down Type Name
	Tab #

	1
	AccountID
	Account ID
	Text
	NA
	2

	2
	ContactID
	Contact ID
	Text
	NA
	2

	3
	Alignment
	Alignment
	Text
	NA
	2

	4
	Account Manager
	Account Manager
	Text
	NA
	1

	5
	Team
	Team
	Text
	NA
	1

	6
	Contact Name
	Contact Name
	Text
	NA
	1

	7
	Account Name
	Account Name
	Text
	NA
	1

	8
	Message
	Associations (Tab)
	Text
	NA
	1

	9
	Subject
	Description
	Text
	NA
	1

	10
	Categories
	Categories
	Text
	NA
	1

	11
	
	
	
	
	

	12
	
	
	
	
	


Custom Form Folder And View Settings - All Users
Note: Please replicate this section for each group of users, user role type, or individual preferences dictate different settings from those defined above.
Custom Form Folder Selector List Values

Use the table provided below to define the folders that should be displayed in the SalesOutlook Folder Selector control for the custom form.

	Pull Down Label
	Points To Folder
	Item Message Class
	Default View Name

	NA
	
	
	


Custom Folder Views
Use the table provided below to define the views available for the custom folder.  Be sure to define the characteristics of each view that differs from the built-in views provided by Outlook.

	View Name
	Visibility
	Characteristics

	
	
	

	
	
	

	
	
	

	
	
	

	<Custom View Name>
	All Users
	


Additional Information & Remarks
Functional Requirements / Business Processes

The following business process descriptions provide a context for the functional, interface, and operational requirements in the body of the document.  The key workflows for these processes are described in this section in the context of the customized SalesOutlook system.

Key Business Processes by Department

	Department/Group
	Primary Business Processes

	Marketing
	1. 

	Sales
	1. 

	Customer Service
	1. 

	Finance / Accounting
	1. 

	Administration
	1. 

	Fulfillment / Operations
	1. 

	Executive Management
	1. 


Crystal Reports / Excel Reports

Please attach samples or mock-ups of each report.
	#
	Report Name
	Description
	Visibility

	1
	NA
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	


Word Document Templates

Please attach samples or mock-ups of each Word template.
	#
	Template Name
	Description
	Visibility

	1
	NA
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	


Excel Spreadsheet Templates

Please attach samples or mock-ups of each Excel Spreadsheet template.
	#
	Template Name
	Description
	Visibility

	1
	NA
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	


Additional Information & Remarks

Data Plan

This section describes the data, and its source(s), that will be migrated or integrated with the SalesOutlook system.

Data Initialization

Data initialization is the one-time data import for initial seeding of the SalesOutlook system.

	Source Data 
	Target Folder for Initialization
	Rollout Phase
	Est. # of Records
	Est. % of Duplicates

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


* A “map” must be developed for each data source that defines each database field in the source database and the destination folder 
and field in the SalesOutlook system.
Interface Requirements

This section describes the ongoing data interchange requirements between SalesOutlook and external data sources.

Imports

	Source Data
	Target Folder
	Rollout Phase
	Est. # of Records
	Schedule

	
	
	
	
	

	
	
	
	
	


* A “map” must be developed for each data source that defines each database field in the source database and the destination folder 
and field in the SalesOutlook system.
Exports

	Source Data
	Target Folder
	Rollout Phase
	Est. # of Records
	Schedule

	
	
	
	
	

	
	
	
	
	


A “map” must be developed for each data source that defines each database field in the SalesOutlook system and the destination 
folder and field in the target systems’ databases.
Integration Components

	Source Data
	Target Folder
	Rollout Phase
	Est. # of Records
	Schedule

	
	
	
	
	

	
	
	
	
	


Requirements Gap Analysis

This section outlines the differences between the requirements of the customized SalesOutlook system and the functionality of the out-of-the-box SalesOutlook system, and it provides an overview of the customization effort needed to meet the new system requirements.

	Requirement Description
	Implementation Detail
	Customization Effort *
	Phase

	Account Profiles
	Customize field labels using SalesOutlook Setup form and define Drop Down list values
	
	

	Account Contacts
	Customize Drop Down list values
	
	

	Contact Mailings
	Customize Drop Down list values
	
	

	Opportunities
	Customize Drop Down list values
	
	

	Customer Service Inquiry
	Customize Drop Down list values
	
	

	Customer Service Action
	Customize Drop Down list values
	
	

	Qualifier
	Customize Drop Down list values
	
	

	Financials
	No modifications required
	
	

	Folder Drop Downs
	Define List Entries used to populate the Folder Selector drop down values with existing folders (new, custom folders require extra effort)
	
	

	Folder Defaults
	Define the Drop Down list values used to initialize the quadrants of information in the Power View
	
	

	Language / Field Label Translations
	Define the Language Translation Drop Down list values to define the various field label overlays on the various SalesOutlook forms
	
	

	Drop Downs
	Define the Drop Down list values used to populate Drop Down controls shared globally throughout the system
	
	

	Products
	No modifications required
	
	

	SalesOutlook Appointment
	No modifications required
	
	

	SalesOutlook Setup
	Define the field labels used on the Account-level forms
	
	

	SalesOutlook Task
	No modifications required
	
	

	Modify / Define Folder Views
	Customer specific needs
	
	

	Word Document Templates
	Customer specific needs
	
	

	Excel Spreadsheet Templates
	Customer specific needs
	
	

	Modify / Develop Crystal Reports
	Customer specific needs
	
	

	Modify / Develop Office Reports
	Customer specific needs
	
	

	Modify / Develop Workflows
	Customer specific needs
	
	

	Data Integration / Migration
	Customer specific needs
	
	

	Configure System Security
	Set up mail-enabled Active Directory domain-level or universal Security Groups and group memberships.  Set Exchange Server folder permissions using Active Directory Security Groups.
	
	


Operational Requirements

This section defines the operational requirements for the SalesOutlook system to function properly.

Minimum System Requirements
The following grids define minimum and recommended requirements to run SalesOutlook.  Exceeding the minimum recommendations will improve system performance.  The exact requirements for your environment may vary depending on several factors, including: number of users, version of Exchange Server, amount of data, network congestion and etc.

	Server
	Hardware Configuration
	Software Configuration

	Exchange Server
	Minimum: Intel-compatible Pentium 500 Mhz or higher, 512 MB RAM or higher, 250 MB free disk space, CD-ROM drive
* Sufficient free disk space for large Public Folder Store

Recommended: Dual or Quad Processor 2Ghz, or higher, 2+ GB RAM and 16+ GB SCSI HDD in RAID configuration.
	· Exchange 2000 or 2003 with latest service packs installed.  Exchange 5.5 supported only for SalesOutlook 4.3 and earlier.

· Optional: Exchange Workflow Designer if using server-side workflow or SalesOutlook Active Security Module.  Exchange 200x only.

· Outlook Web Access 200x.

	Operating System
	Recommended:

Windows XP Professional

Windows 2000

Windows 2003 Server

Windows 2003 SBS

Windows Tablet PC

Windows Pocket PC

Not Recommended:

Windows NT 4.0

Windows ME

Windows 98

Windows CE
	· Windows NT4.x SP6a or later, Windows 2000 SP3 or later, 
Windows XP SP1 or later (XP SP2 is strongly recommended), Windows ME / 98 with latest Service Packs installed, or Windows Server 2003

· Pocket PC devices running the Intel X-Scale, Strong ARM and Hitachi processors are supported in addition to hand held pc’s running Windows CE platform, in addition to Microsoft ActiveSync 

· Pocket SalesOutlook and PocketSync for Pocket SalesOutlook are required for PDA support and are sold separately.

	Database Connectivity
	
	· ODBC User Data Source Name of SalesOutlookReports pointing to SalesOutlookReports.mdb file in {username}\Application data\SalesOutlook folder on local hard drive. Note: This is automatically created by the SalesOutlook 4.1.x or later installation program.
· MDAC 2.8 or later – latest version of MDAC recommended.

· Jet 4.0 SP8 – Latest service pack for Jet required (included in WinXP SP2).


	Configuration Item
	Mobile Clients
	LAN Clients
	PDA Clients

	Hardware
	Minimum: Intel-compatible Pentium 500Mhz or higher, 128 MB RAM or higher

Recommended: Intel-compatible Pentium 1Ghz or higher, 256 MB RAM or higher.

Fast IDE hard drive 7200rpm.
	Minimum: Intel-compatible Pentium 500Mhz or higher, 128 MB RAM or higher

Recommended: Intel-compatible Pentium 1Ghz or higher, 256 MB RAM or higher. Fast IDE hard drive 7200rpm.
	Palm OS (limited)

Pocket PC

Pocket PC 2002

Pocket PC 2003 (must have vb compatibility files installed)

	Synchronization mechanism
	Microsoft Exchange

Exchange RPC supported only with Outlook 2003 and Exchange Server 2003.  Cached Exchange Mode recommended for Outlook 2003.
	Microsoft Exchange

Exchange RPC supported only with Outlook 2003 and Exchange Server 2003.  Cached Exchange Mode recommended for Outlook 2003.
	Microsoft ActiveSync for Outlook combined with PocketSync from SalesOutlook

	Application Software
	Office 2000 SP3 or later, Office XP SP3 or later, Office System 2003, Outlook 200x*

Crystal 9.x Standard or Professional (to design/edit reports only) 

SalesOutlook 4.0.x or later


	Office 2000 SP3 or later, Office XP SP3 Office System 2003 SP1, Outlook 200x*

SalesOutlook 4.0.x or later
	PocketSync for Pocket SalesOutlook

Pocket SalesOutlook

Embedded VB legacy support required for Pocket PC 2002 / 2003 devices.  Free download from Microsoft.


* Install the latest Service Packs for Windows, Office, MDAC and Jet 4.0 Database Engine.

SalesOutlook, Inc. recommends that the latest service packs are installed for Jet 4.0 Database Engine, MDAC, Windows OS, Exchange Server and Microsoft Office applications.  The version of Microsoft Outlook 2003 with Business Contacts Manager is not supported.  Business Contacts Manager is not supported in any Outlook Profile that includes the Standard or Enterprise edition of Microsoft Exchange Server.

User Counts

Target users by department and phase of deployment:

	Department
	Initial Roll-Out (Pilot)
	Full Roll-Out

	
	LAN
	Mobile
	PDA
	Web
	LAN
	Mobile
	PDA
	Web

	Marketing
	0
	0
	0
	0
	0
	0
	0
	0

	Sales
	0
	0
	0
	0
	0
	0
	0
	0

	Customer Service
	0
	0
	0
	0
	0
	0
	0
	0

	Finance
	0
	0
	0
	0
	0
	0
	0
	0

	Admin Staff
	0
	0
	0
	0
	0
	0
	0
	0

	Operations
	0
	0
	0
	0
	0
	0
	0
	0

	Total Users
	0
	0
	0
	0
	0
	0
	0
	0


Target users by office location:
	Department
	Headquarters
	Field Staff

	
	LAN
	Mobile
	PDA
	Web
	LAN
	Mobile
	PDA
	Web

	Marketing
	0
	0
	0
	0
	0
	0
	0
	0

	Sales
	0
	0
	0
	0
	0
	0
	0
	0

	Customer Service
	0
	0
	0
	0
	0
	0
	0
	0

	Finance
	0
	0
	0
	0
	0
	0
	0
	0

	Admin Staff
	0
	0
	0
	0
	0
	0
	0
	0

	Operations
	0
	0
	0
	0
	0
	0
	0
	0

	Total Users
	0
	0
	0
	0
	0
	0
	0
	0


Language

All users will operate SalesOutlook with US English (Western) forms, messages, and user data.  Customer data and other data will be stored using the language of the Exchange Se
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