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Introduction to Automatic E-mail Processing 
 
After installing TeamScope CRM, the first time you send an e-mail the following dialog will be displayed which 
explains the operation of TeamScope CRM’s Automatic E-mail Processing features.  

 

 
 

Since the Don’t show this message again checkbox is checked by default, this dialog will only be shown the first time 
the user sends an e-mail after installing TeamScope CRM.
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By default, TeamScope CRM will ask you to verify the processing of e-mails whenever you press Send with the 
following dialog: 
 

 
 
As you become more familiar with TeamScope CRM, you can change the Send Check option so that TeamScope 
CRM does not verify the processing operation every time you send an e-mail. In addition to the default value of 
Verify, the Send Check option may also be set to: 
 

·  Automatic 
TeamScope CRM will automatically copy e-mails to E-Mail History except when a required field needs a 
user-supplied value. 
 

·  Block 
The e-mail will only be sent if a CRM contact can be found or created during e-mail processing. 
 

·  Manual 
The use of TeamScope CRM Is optional and the user can choose to use TeamScope CRM when sending an 
e-mail. When this option is selected and you are not using Word as your e-mail editor, a Send via CRM  
button is added to the e-mail toolbar: 

 

                       
 

·  None 
TeamScope CRM is not used when sending an e-mail unless the main TeamScope CRM is used. 
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Introduction to Opportunities and Projects  
 
A TeamScope CRM Opportunity is a customized Outlook Task item used to link any number of Outlook e-mails, 
appointments, tasks, and journal items together through the Opportunity.  The Opportunity form is fully customizable.  
In addition to the Opportunity form, TeamScope CRM installs custom Project and Customer Service Request forms 
which may also be customized.  Depending on the options selected, TeamScope CRM can be configured to only use 
a single form, or it can permit the user to select from any number of custom forms when creating one of these items.  
For those organizations that are not using TeamScope CRM for sales, and prefer a more generic term for this part of 
the product, the term Projects may be used instead.  
 
Many features are available in TeamScope CRM to make it easy to work with Opportunities.  In fact, you may have 
noticed the Link to Opportunities  check box in the Copy to E-Mail History dialog on the previous page which allows 
any e-mail sent using TeamScope CRM to be linked to an existing Opportunity, Project, Customer Service Request 
or custom form of your own design. 
 
Users can access Opportunities in one click of the Manage Opportunities  button on the TeamScope CRM toolbar: 
 

 
 
 
 
 
Clicking this toolbar button displays the Manage Opportunities dialog: 
 

Manage Oppo rtunities  
toolbar button 
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Using existing Contacts with TeamScope CRM 
 
TeamScope CRM automatically copies contacts from your personal Contacts folder into the TeamScope CRM 
folders.  Whenever you create, reply to or forward an e-mail, TeamScope CRM processes the e-mail and searches 
for a contact based on the e-mail address in the e-mail’s TO field.  The first phase of this search looks in the 
TeamScope CRM folders, but if the address is not found there, a search is made of your personal Contacts folder.  If 
a matching e-mail address is found in your personal Contacts, you are presented with this dialog: 
 

 
 
By pressing the Yes button, TeamScope CRM copies the personal Contact, thus creating a TeamScope CRM 
Contact and linked Company item.  You also have the option to press the No button and send the e-mail without 
copying the contact information into TeamScope CRM, or press the No and Mark Private  button to flag this personal 
Contact as private so TeamScope CRM will not attempt to copy it in the future. 
 
If the e-mail address in the TO field is not found in either the TeamScope CRM Contact or Leads folders or your 
Personal Contacts folder you will be asked if you want to create a new Contact: 
 

 
 
This gives you the option of creating a new TeamScope CRM Contact to share with your team or to create a new 
Personal Contact and optionally mark it private and exclude it from TeamScope CRM processing. 
 
If you have some existing Outlook Contacts and you would like to load TeamScope CRM with a large number of 
contacts at once, you can simply copy them into the TeamScope CRM Contacts folder by using the right mouse 
button to drag and drop them into that folder.  When you drop them in with the right mouse button, Outlook will 
prompt you to select to either Copy or Move them; you will probably want to choose to Copy them to preserve the 
original Contact items.  Note that this process will not automatically create linked Company records.  You can create 
a linked Company record from a Contact, once the Contact has been put into the TeamScope CRM Contacts folder, 
as follows: (a) open the Contact and click the Set As Active toolbar button, then (b) click the Create Company button. 
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For a complete and thorough method for taking your existing Contacts and using them in your TeamScope CRM 
implementation (including automatic creation of all Company records), the product includes several tools and step-
by-step information.  The tools are already installed on your PC; the information is contained in the TeamScope CRM 
Administration Guide help file, which you can find via the Windows Start Menu under TeamScope, TeamScope 
CRM, Admin Tools . 

 
For the steps on using Contacts that are already contained in Outlook, see the Data Migration/Conversion – 
Outlook  topic in the TeamScope CRM Administration Guide. 
 
For the steps on bringing your ACT! data into TeamScope CRM, see the Data Migration/Conversion – Other 
Applications – ACT topic in the TeamScope CRM Administration Guide. 
 
For information and help on importing other information into TeamScope CRM, see the Data Migration/Conversion 
– Other Applications topic in the TeamScope CRM Administration Guide. 
 
 
 
 
Setting up TeamScope CRM for use by multiple people  

TeamScope CRM operates as a fully functioning solution in either a single-user or multi-user mode.  In a single-user 
environment, installation and setup of the product is fully automated and is accomplished by the product’s installer 
plus a Startup Wizard that runs the next time Outlook is launched. 

In a multi-user environment, where you want a team of people to be able to access a shared set of data and a 
common, consistent program configuration, a few easy-to-follow steps will insure that the system is properly set up 
for the team to install and use.  These steps are found in the TeamScope CRM Multiuser Installation Guide, a PDF 
document that you can find via the Windows Start Menu under TeamScope, TeamScope CRM, Admin Tools .   

Please refer to that document and follow the steps detailed there before you install TeamScope CRM for additional 
users within your organization. 
 
 
 
Upgrading from prior releases 
 
IMPORTANT:  For users with TeamScope CRM in a multi-user environment, the TeamScope CRM Administrator will 
need to upgrade the central configuration to the TeamScope CRM 5.0 format before users can install the new 
version. The steps to perform this operation are included in the TeamScope CRM Administration Guide  under 
Central Configuration Updating. 
 
For users of OutlookCRM 3.0 and earlier, there are several important new features included in TeamScope CRM that 
you will be interested in using, including: 
 

·  Automatic E-Mail Processing 
·  The new E-Mail History folder 
·  Personal Contact Searching 
·  Support for Outlook 2007 
·  Redesigned Opportunity Manager 
·  “Send via CRM” button allowing users to selectively use TeamScope CRM when sending an e-mail 
·  Synchronization of CRM items to your Personal Folders for downloading to PDA and mobile phones. 

 
These features are disabled when a user upgrades from an earlier release to allow the user time to consider the 
options to enable and to minimize any interruption to the current use of TeamScope CRM. Please refer to the section 
titled What’s New in v5 in the TeamScope CRM Reference Guide  for more information. 
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What to do when you get a phone call 
 
Every day, you make and receive phone calls from your clients, customers and prospects. TeamScope CRM makes 
it easy to log these calls and share this information with your entire team.   
 
When you get a phone call, follow these steps: 
 
1. Enter the name of the person on the phone in the Contact box  on the TeamScope CRM toolbar.  

 
You can type a first name, last name, partial combination of first and/or last names, or a company name. 
 

2. TeamScope CRM searches for the name.  One of three things can happen: 
 
(a) There is a single match, and the name is displayed in the Contact box . 
  
(b) There is more than one matching name; TeamScope CRM displays a list of matches found and you select the 
correct name from the list. 
 
(c) No match is found and TeamScope CRM asks if you want to create a new Contact.  Click the Yes button to 
create the Contact. 
 
 
 
 

3. (Optional) You can select a value from the Category drop-down list if desired, which will be associated with the 
phone call. 
 
The user-defined Category list can be set up to contain the names of your products and/or services. Setting this 
value makes your phone log more relevant. 
 

4. Click the New Phone Call  button; TeamScope CRM creates and displays a new Journal entry that will be 
available to your entire team in the TeamScope CRM Journal folder.   
 
Enter the topic of the phone call in the Subject field, and type any notes that you want to record about the call in 
the Notes area. 
 
 

 
 
 

When a single Contact name has been located or created and is listed in the Contact box, that 
person is known as the TeamScope CRM “Active Contact”. 

�  
Enter the name of the 
person on the phone 

�  
TeamScope CRM sets 

the Active Contact 

�  
Select a Category  

if desired 

�  
Click the New 

Phone Call  button 
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How to reply to an e-mail 
 
With TeamScope CRM, every e-mail you send can be shared with your entire team. By default, every time you press 
the Send button on an e-mail, TeamScope CRM searches for the first e-mail address in the TO field, first in the 
TeamScope CRM Contacts (and optionally Leads) folder, and then if the e-mail address is not  found, in your 
personal Contacts as described previously. This behavior is controlled by TeamScope CRM’s Send Check option 
and can be turned off or made fully automatic if desired. If you set the Send Check option to “None,” then an 
additional Send via CRM  button appears in the toolbar of the e-mail you are sending so you can request the process 
described below, allowing users to decide when to use TeamScope CRM’s e-mail processing features and when to 
bypass them. 
 
Note: For users upgrading from earlier releases of OutlookCRM, this option must be enabled. 
 
When TeamScope CRM processes an e-mail, after you send the e-mail and if a contact is found in TeamScope CRM 
or copied from your personal Contacts folder into TeamScope CRM, you will see this dialog: 
 
 

 
 
 
This dialog gives you the option to copy the message you are sending into the TeamScope CRM E-Mail History 
folder, assign a category to it and optionally link it to an existing Opportunity, Project, Customer Service Request or 
custom form by pressing the Yes button.  You can also press the No button if you want to send this e-mail but not 
have TeamScope CRM copy it into the E-Mail History folder. Pressing Cancel  will stop the Send process and return 
you to the editing the e-mail. 
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You can also choose to reply to an e-mail using the TeamScope CRM toolbar: 
 
1. Highlight the e-mail message that you want to reply to. 

 
2. Press the Process  button, the left-most button on the TeamScope CRM toolbar. 

 
3. When TeamScope CRM processes an e-mail, one of three things can happen: 

 
(a) There is a match to a Contact, and the name is displayed in the Contact box . 
  
(b) No match is found and TeamScope CRM asks if you want to create a new Contact.  Click the Yes button to 
create the Contact. 
 
 

 
 
4. (Optional) You can select a value from the Category  drop-down list if desired, which will be associated with the 

e-mail. 
 
The user-defined Category list can be set up to contain the names of your products and/or services. Setting this 
value makes the record of your e-mail more relevant. 
 

5. Click the Reply to E-mail  button and compose your reply. 
 

6. Click the Send button; TeamScope CRM displays a Journal entry. 
 
The Subject field contains the Subject of your reply, and the Notes area contains the entire e-mail transaction – 
both the initial incoming message and your reply.  You can change the Subject or add additional notes if you 
choose.  Click Save and Close  when done. 

 
 

 
 
 
 
 
 

 
 

When a single Contact name has been located or created and is listed in the Contact box, that 
person is known as the TeamScope CRM “Active Contact”. 

�  
Highlight the e-mail 
message you want 

to reply to 

�  
Click the 

Process  button 

�  
TeamScope CRM sets 

the Active Contact 

�  
Select a Category  

if desired 

�  
Click the Reply to  
E-mail button and 

compose your reply 
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Sharing new contacts with your team  
 
Now that you are using TeamScope CRM, every contact record you create can be available to your entire team.  To 
create a new Contact record in TeamScope CRM: 
 
1. Enter the full name of the person you want to add into the Contact box  on the TeamScope CRM toolbar. 

 
2. TeamScope CRM checks your entry.  One of three things can happen: 

 
(a) There is a single match to a Contact, and the name is displayed in the Contact box . 
  
(b) There is more than one matching name; TeamScope CRM displays a list of matches found and you select the 
correct name from the list. 
 
(c) No match is found and TeamScope CRM asks if you want to create a new Contact.  Click the Yes button to 
create the Contact. 
 

3. Enter the new contact’s company name.  
 

4. Enter the new contact’s e-mail address. 
 

5. TeamScope CRM displays the new Contact and Company records.  You can add any additional information you 
have, such as a phone number or street address, at this point.  Click Save and Close  when done. 
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Sharing new contacts with your team, continued 
 
 

�  
Enter the full name 
of the person to add 

�  
Click Yes to confirm that you 
want to create the Contact  

�  
Enter the company name 

�  
Enter the e-mail address 

�  
TeamScope CRM displays the new 

Contact and Company records 
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How to quickly look up Contact information 
 
TeamScope CRM makes it easy to retrieve information, such as phone numbers, for any of your shared Contacts or 
Companies. 
 
1. Enter the name of the person you want to look up In the Contact box  on the TeamScope CRM toolbar. 

 
You can type a first name, last name, partial combination of first and/or last names, or a company name. 
 

2. TeamScope CRM looks for the Contact.  One of three things can happen: 
 
(a) There is a single match, and the name is displayed in the Contact box . 
  
(b) There is more than one matching name; TeamScope CRM displays a list of matches found and you select the 
correct name from the list. 
 
(c) No match is found and TeamScope CRM asks if you want to create a new Contact.  Click the Yes button to 
create the Contact. 
 

3. When a single Contact name has been located and listed in the Contact box,  press the Contact  button to call 
up the person’s Contact record. 
 
 

 
 
 
 
 
 
 

�  
Enter the name of the 

person you want to look up 

�  
TeamScope CRM finds and sets 
the person as the Active Contact  

�  
Click the Contact  button to call 
up the person’s Contact record 
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How to send someone a new e-mail message that’s sha red with the team
 
With TeamScope CRM, any e-mail you send can be shared with your entire team. 
 
To send a new e-mail message from the TeamScope CRM toolbar: 
 
1. Enter the name of the person to whom you want to send the message in the Contact box  on the TeamScope 

CRM toolbar. 
 
You can type a first name, last name, partial combination of first and/or last names, or a company name. 
 

2. TeamScope CRM searches for the Contact.  One of three things can happen: 
 
(a) There is a single match, and the name is displayed in the Contact box . 
  
(b) There is more than one matching name; TeamScope CRM displays a list of matches found and you select the 
correct name from the list. 
 
(c) No match is found and TeamScope CRM asks if you want to create a new Contact.  Click the Yes button to 
create the Contact. 
 
 
 
 

3. (Optional) You can select a value from the Category  drop-down list, which will be associated with the e-mail. 
 
The user-defined Category list can be set up to contain the names of your products and/or services. Setting this 
value makes the record of your e-mail more relevant. 
 

4. Press the New Mail Message  button and compose your message. 
 

5. Click the Send button; TeamScope CRM displays a Journal entry.  The Subject field contains the Subject of your 
e-mail message and the Notes area contains the body of the message.  You can change the Subject or add 
additional notes if you choose.  Click Save and Close  when done. 
 
 

 
 

 
 
 
 

 

When a single Contact name has been located or created and is listed in the Contact box, that 
person is known as the TeamScope CRM “Active Contact”. 

�  
Enter the name of the 

person you want to look up 

�  
TeamScope CRM finds and sets the 

person as the Active Contact  

�  
Select a Category  if 

desired 

�  
Click the New Mail Message  button 

and compose your message 
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How to find out what’s going on with a customer 
 
TeamScope CRM makes it easy to see the entire activity history for a Contact or Company. 
 
1. Enter the name of the person you want to look up In the Contact box  on the TeamScope CRM toolbar. 

 
You can type a first name, last name, partial combination of first and/or last names, or a company name. 
 

2. TeamScope CRM looks for the Contact.  One of three things can happen: 
 
(a) There is a single match, and the name is displayed in the Contact box . 
  
(b) There is more than one matching name; TeamScope CRM displays a list of matches found and you select the 
correct name from the list. 
 
(c) No match is found and TeamScope CRM asks if you want to create a new Contact.  Click the Yes button to 
create the Contact. 
 

3. When a single Contact name has been located and listed in the Contact box,  press the View Activities  button 
to call up the activity history for that person and his/her Company. 
 

 

 
 
 
 
 
 
 
 

�  
Enter the name of the 

person you want to look up 

�  
TeamScope CRM finds and sets 
the person as the Active Contact  

�  
Click the View Activities  button to 
call up the activity history for that 

person and his/her Company 
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One-click Appointments 
 
Once you have an “Active Contact” set, you can easily create an appointment for that person with one button click – 
and the appointment is shared with your team. 
  
 
 
 
 
1. Click the New Appointment  button on the TeamScope CRM toolbar. 

 
2. TeamScope CRM displays a new appointment item.  Enter the appropriate information; click Save and Close  

when done. 
 

 
 

If you are unsure how to set the Active Contact, follow Steps 1 and 2 in How to quickly look up 
Contact information  (page 6). 

�  
…click the New Appointment  

button to create an appointment 
that is linked to that Active Contact 

 
Once you have an Active 

Contact identified… 
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One-click Tasks 
 
Once you have an “Active Contact” set, you can easily create a task item for that person with one button click – and 
the task is shared with your team. 
  
 
 
 
1. Click the New Task  button on the TeamScope CRM toolbar. 

 
2. TeamScope CRM displays a task item.  Enter the appropriate information; click Save and Close  when done. 

 

 
 
 
 
 
 

If you are unsure how to set an Active Contact, follow Steps 1 and 2 in How to quickly look up 
Contact information  (page 6). 

�  
…click the New Task  button to 

create a task that is linked to that 
Active Contact 

Once you have an Active 
Contact identified… 
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Assigning the task to a team member 
With the task item displayed, you can assign it to a member of your team: 
 
1. Click the Assign  button displayed in its own toolbar at the top of the item. 

 
2. Select the name of the team member you want to assign the task to. 

 
 
 
 

3. (Optional)  To send an Outlook task request to the team member, check the Send Request  box. 
 

4. Click the Save or Send button. 
 

 
 
 
 
 
 
 
 
 

The list of names displayed is defined by the Workgroup Members List  within 
TeamScope CRM’s Options window. 

�  
Click the Assign  button 

�  
Select the team member to 

assign the task to 

�  
Click Send Request  if desired 

�  
Click the Send button 
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Additional TeamScope CRM features to note 
 
This QuickStart Guide covers some of the most common TeamScope CRM operations.  TeamScope CRM has many 
other valuable features and functions, some of which are listed here.  You can learn more about these or any aspect 
of TeamScope CRM in the TeamScope CRM Reference Guide. 
 
 
 

Opportunity/Project Management              
Track and manage each of your opportunities and/or projects through its sales cycle or project phases. 
 
 

Mail Merge                                                  
TeamScope CRM's built-in Mail Merge lets you target selected contacts and send customized e-mails or letters to 
each, using Microsoft Word, while tracking for each contact the information that has been sent. 
 
 

Reply Templates                                        
Save time by creating any number of pre-formatted templates, in text or HTML format, for use in e-mail replies, mass 
mailings, etc.  
 
 

FYI          
Provides an easy way to send one or more of your team members an “FYI” e-mail note about any item within 
TeamScope CRM. 
 
 
 

Update Contact Data                                 
Allows for an easy way to intelligently transfer contact data – phone numbers, addresses, job titles, etc. – from an 
incoming e-mail message into your contact records. 
 
 
 

Synchronize Items                                       
Automatically syncs selected TeamScope CRM information into your private folders so that it is available to be 
transferred onto your PDA/handheld, and so that Outlook’s popup reminders can be triggered. 
 
 
 

Time and Billing                                          
Allows you to record and track billable time; also includes integration with QuickBooks. 
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Appendix: TeamScope CRM Cheat Sheet  
 

 
Process Button: “Processes” the active item.  The active item is most commonly an e-mail that you select in your Inbox. 
 

 
Contact Button: Opens the contact details for the Active Contact listed in the Contact box. 
 

 
View Activities Button: Opens a window showing you all activities/history associated with the Active Contact. 
 

 
Contact box: This is the area where you type in the name of the contact you want to make active or search for, and where you 

see the Active Contact once it is selected.  You can also search for a Company here by starting your search entry 
with a left parenthesis (because TeamScope CRM uses parentheses ( ) to signify a Company versus a Contact). 

 
Associate Button: Associates a highlighted item to the Active Contact.  For example, if you receive an e-mail from someone and want 

to save that e-mail to a different person’s contact, you set the Active Contact, click this button, and then click the 
Journal E-mail button.  You can also use this button if you receive an e-mail from someone and want to forward it to 
someone else and capture it in the history of the person you are forwarding to.  In this case, you set the Active 
Contact, click this button, and then click the Forward E-mail button. 

 

 
Category: This selection field allows you to categorize the action you take. 
 

 
New E-mail Button: Opens a new e-mail to send to the Active Contact. 
 

 
Reply/Forward Button: Initiates a reply to the highlighted e-mail message.  Remember that you need to “process” the e-mail in order for this 

button to become active.   
 

 
Copy E-mail Button: Copies the highlighted e-mail message to E-Mail History without actually replying to it.  Remember that you need to 

“process” the e-mail in order for this button to become active.   
 

 
Journal Call Button: Creates a phone-call oriented journal entry for the Active Contact. 
 

 
Task Button: Creates a new task (to-do) for the Active Contact. 
 

 
Appointment Button: Creates a new appointment for the Active Contact. 
 

 
File Button: Opens the folder on your network for the Company related to the Active Contact. 
 

 
Dashboard Button:  Accesses the TeamScope CRM Dashboards. 
 

 
Opportunity Button:  Opens the project/opportunity management window. 
 

 
Synchronize Button:  Synchronize CRM items with your Personal Folders. 
 

 
TeamScope CRM Menu: Accesses a variety of additional product features and functions. 


