ActionCOACH CRM - Sugar Outlook Sync Program

This guide will show you step by step how to install and configure the Outlook Sync program you can
purchase for your ActionCOACH CRM. The program is offered by a third-party company and is available
as a 30 day trial to start. After your trial you will be required to purchase the program to continue use.
Although this program works with your ActionCOACH CRM it is not supported by the CRM support. For
more information or support levels beyond this document, you must contact the third-party company.

To Install

1. Start by visiting the CRM Support page at: Http://www.actioncoachcrm.com
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2. Next click the SUPPORT link at the top of the web site.

3. Scroll down the page slightly and look for the section describing the possible Add-ons for your CRM.
The first item describes the Outlook Sync program. Click where it says “Please click here to download a
tool to help you with the same.” You will be redirected to a new web page with several options.



4. Scroll down the page and look for the section labeled “Connect”. Inside this section you will see
several versions of the program you can download depending on your version of Outlook.
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5. Click one of the red icons to the right of your version of Outlook.
BLearn More - Click here to learn more about the program.
@Demo - Click here to see a demonstration of use.

930—dayTriaI - Click here to download and install the 30 day trial version.

6. When installing the 30 day trial, be sure to follow the installation wizard to complete the process.

7. Once installation is complete, please restart your computer.




Using the Outlook Sync Program

After installing the trial version of the Outlook Sync program, you will have a few changes that will
appear inside your Outlook email program. For purposes of this document, the picture examples you see
were created using Outlook version 2007.

Configure your Outlook Sync Program

1. Start by opening your Outlook program

2. Click TOOLS at the top of your Outlook program
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3. When the drop down menu appears, click on the option called “SUGAR OPTIONS”

4. Next, type in your user name and password of your new ActionCOACH CRM. This information was
provided to you in an email when you purchased your CRM. Then type the exact URL of your CRM which
is also available to you in the original registration email.
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5. Click the button labeled “TEST CONNECTION” to ensure that your information was typed correctly. If
the test is successful you will see a window telling you the same. If unsuccessful you will need to modify

your user name, password or URL to ensure accuracy.

Syncing Information from Outlook to the CRM

The Outlook sync program does not automatically sync all your contacts, appointments and tasks. You
must decide which items to sync by manually “marking” them from your Outlook.

Syncing

1. To sync your information, start by opening the section in Outlook you want to sync. For example: Your
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2. Next click a contact in your list once to highlight it.

3. Then click the “Mark to Sync” button that was installed by the Outlook Sync module.
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4. By marking this contact to sync, you have now told the program that you want this contact to appear
inside the CRM.

5. Next click the button labeled “Sync to Sugar” to send this item to your CRM.
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6. Repeat for each contact or task or appointment.

**TIP** - You can also click EDIT at the top of the screen and click “SELECT ALL” to select all contacts,
tasks or appointments at the same time. Once all are selected, follow the previous steps starting at #3

above.



