Work in CharityEngine.

Without ever leaving Outlooke
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Connector Plug-in for Microsoft Outlook®

Save email communications in Outlook directly on the recipients CharityEngine record.
Set tracking rules for always, single messages, or never
Add a contact’s Address, Phone and Employer info for their CharityEngine record.
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{¥} CharityEngine:

Powering the good to be great.

Connector Plug-in for Microsoft Outlook

Let fundraisers work in Outlook. We’'ll take it from there.

Whether it’s gift officers, development staff, events staff, or anyone sending emails,
people don’t always have time to make sure emails and information are getting into
their donor database. So CharityEngine does it for them.

CharityEngine’s Outlook Connector lets you auto-save emails in Microsoft Outlook
to a contact record in CharityEngine. If the contact does not yet exist, the Outlook
Connector will also let you create a record for that person.

To... Fred Flintstone; George Jetson
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d | rectly |nt0 Stone Age — Would you like to track this conversation?
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Hint: Set tracking preferences using the CharityEngine®
icon in the upper right-hand corner of the ribbon.
Jacques Jarmal
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Powering the good 1o be great.
George Jetson (gjetson@Spacely.com) Track Conversations v
Name - - Track Conversations
George | [Middle | Track This Message
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Address |Skypad Apartments, #365, Orbit City MD 20878 H Home hd
they aren’t alread
Employer  |Spacely Space Sprockets | [Referential Universal Digital Indexer | y y
[1 Spacely Drive, Orbit City MD 20874 |[ current Office v] in th ere.
[301.555.6789 || Landline v]

Manage the Donor Journey without even logging in.
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CharityEngine Outlook Connector Overview

CharityEngine is a Customer Relationship Management (CRM) platform for nonprofits, meaning it’s a
database and collection tool for managing and sharing everything that a Customer, or Donor, does
with the organization so you can provide them a great customer experience. That can be event
attendances, donations, pledges, or even just what direct mail pieces they receive from you.

Outlook Connector is a plug-in for Microsoft Outlook that makes it easy for fundraisers to
sync their email conversations with their donors to the actual contact record in CharityEngine.
All you have to do is click a button once, and you can make sure that every email gets saved onto
the donor record without you doing any extra work. And if there are people who you don’t want to
track communications with, you simply mark them as such.

& George Jetson Referential Universal Digital Indexer at Solicitor P Stream
T>S IEAl skypad Apartments #365 Orbit City 20878 | [2] gietson@spacely.com [ (703) 555-1234 - Activity Today
Jacques sent - Email - Annua

Prospectives Through Time Conference

# Opportunities ° £ Next Activity ° v Last Activity &+ Connections (1) © ¥ sueanm
s S———— None n Business -miyity Today

Jacques sent - Ema

In this example, an email sent from Jacques to George Jetson, with the subject line “Annual Perspectives
Through Time Conference” was automatically placed on George’s Contact record in CharityEngine.

How Outlook works with CharityEngine

Understanding the Different Options for Tracking People

How to set-up a new person to be tracked in CharityEngine

How to add a person’s contact info to their CharityEngine record
How to track a person who sent an email to you

How to track multiple people at one time

How to track some people but not others from within one email
How to NOT track people

Troubleshooting for Outlook Connector.
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0.How to Download Outlook Connector
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Once you’ve loaded the free Outlook Connector tool (OC), the CharityEngine green gear icon will
appear in the top right corner of your Outlook Window. This means the App is enabled!

Options ' If you do not see the gear icon,
- | the OC is either not installed or
: not connected. See our
Troubleshooting Tips at the end
of this guide for help.

(A'/ ,
Chi Preferences

Logout

Help and Support

p ¥ep Wb S

App Info

@)
—

By tracking people, we mean that CharityEngine can automatically turn the emails that you send or
receive in Outlook into an Activity on the contact records of the people involved in that email. It can
sync the sender, and any other recipients whether in the To Field or the CC field.

If the sender/recipient is not in CharityEngine as a contact record, the system will create a record for
them. If the email address/person is already in the system, it will apply the email send/receive as an
activity on that record.

Track/Don’t Track Conversations means that the system will automatically follow that instruction for
future email exchanges without asking you each time. Track/Don’t Track Messages means that your
instruction only pertains to this particular email and in the future, you may want to track the message
so you will be asked each time. This chart shows what will happen for each selection.

Will it create a new
If you select.... Contact record in CE if
none exists?

Will it create a record of the
email exchange in CE?

Track Conversations Yes Automatically always, unless manually altered

Track This Message Yes Saves this message, but not future messages

Does not save message, but does not assume you don’t

Don’t Track this Message No want to save future messages

Don’t Track No

. Never saves a record of the exchange in CE
Conversations
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CharityEngine Outlook Connector Overview

3. How to set-up a new person to be tracked in CharityEngine

When you start a new email, type the recipients email address in the To field.

If the person is new, or has not been flagged as someone you want to track, the O.C. icon on the
Email window will be grey, (A) meaning it is off, with the option to Turn Tracking on or Select
Never Track.

If the person is already in your Outlook and you have identified them as someone to regularly
track communications with, the OC icon will be green (B) with Turn Tracking on highlighted.

B0 ool sponsorship opportunity for you George! - Message (HTML) ? - =a

MESSAGE | INSERT  OPTIONS  FORMATTEXT  REVIEW N
S @3 & Turn Tracking On
& Turn Tracking On
Apps for Tracking & Never Vra:ka Tracking & Never Track

Office  Off

Addin ChartyEngina® Off
to. | [Gietson@spacely.com; 1 CharityEngine ®
i 3 L
(Gool sponsorship opsortunity for you George! 1
George,
Great to meet you at the NASA tour event on Saturday. W}
x:llh?:::::r;:t:::‘t Igtr:ia:kovzzo‘:uniﬂes for Sponsorship and Spacely Sprockets. B @ ‘5 Tumn Tracking On
Do you have time for a conversation this Thursday at noon? Tracklng 6 N ever Track
Best] On
M.G. Officer CharityEngine ®
Fred Flintstone; George Jetson
Important! Whether you want to track | & CharityEngine® Outlook Connector X
H Gentl
them or not, Click Send. 4

Would you like to track this conversation?

I'm pl
confer

After you click send, a popup box (C) will C . lLI | 2

Bron;

ask if you want to track this conversation. bk
H . . Middl ' .
This means you want to either just track the s ["] Don't ask me again

Hint: Set tracking preferences using the CharityEngine®
“ icon in the upper right-hand corner of the ribbon.

message or always track this person.

If this answer is NO to both, and you do not want to track conversations with this person or
this particular message, click No. Nothing else is required.

If this answer is Yes and you DO want to track this message, or all future messages with this
person, click Yes.
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After you select Yes, and before the email actually sends, another screen will appear in Outlook
that allows you to add the recipient’s contact information to their CharityEngine record. You can
also add contact info about their employer. This is a great way to ensure new contacts are added
to the database correctly and that all contacts have as much helpful data on record as possible!

George Jetson (gjetson@Spacely.com) Track Conversations v
Fred Flintstone (Fred@Slate.com) Track Conversations
Name George ’ ;
Name Frod Track This Message D
Phone 301.555.2345 Landline v 301.555.5432 Mobile Don't Track This Message
Don't Track Conversations
Address Skypad Apartments, #365, Orbit City MD 20878 Home v
Employer | Spacely Space Sprockets Referential Universal Digital Indexer
1 Spacely Drive, Orbit City MD 20874 Current Office
301.555.6789 Landline

!l current office v l

In the Track Conversations drop-down (D), Select whether you want to Track all of your
Conversations with this individual or Only track this message. If you select Don’t Track This
Message or Don’t Track Conversations, the contact record in CharityEngine will NOT be
created, even if you fill out the personal info.

Did you receive an email from someone you & q
are not tracking but want to? & Repl
Right click on the email in your inbox and
you’ll see all of your quick action options. )
The CharityEngine Outlook Connector is at ® roonus >
the bottom of that list. (E) ©) Find Related >

Click the arrow and your options will appear.
Set your tracking preferences for that —
contact. 2 Junk .

You will also have a chance here to add — Save this message and track sender
additional contact info to that record if it SRS e i e
doesn’t currently exist in CharityEngine as E

shown in Section 3.
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CharityEngine Outlook Connector Overview

6. How to track multiple people at one time

Tracking multiple people at once works just
like tracking a single person.

£ CharityEngine® Conversation Tracking X

We need some information before we can track communication. Please fill in the fields below:

When you select Yes in the “Track This Fred Fintstone (Fed@Siate.com) Tk Comesatons
Conversation?” window, it will open the . e
Contact Record entry window, just like in
section 4, except this time it will show all of Gmploer st ok and G Comy

1 Crushrock Plaza, Bedrock VA 22102 Current Office

the recipients.

George Jetson (gjetson@Spacely.com)

You can select whether you’d like to track
the people on a one-by-one basis. e

Address  [Skypad Apartments, #365, Orbit City MD 20876

Employer  |Spacely Space Sprockets Referential Universal Digital Indexer
. - - 1 Spacely Drive, Orbit ity MD 20874 Current Office
Refer to the chart in Section 2 for options.

You will also have a chance here to add
additional contact info to that record if it
doesn’t currently exist in CharityEngine as
shown in Section 3.

/. How to track some people but not others within one email

& CharityEngine® Conversation Tracking X

As explained in section 6, you will be able to e e s s bt v ik o, sl e
set up different Tracking Options for multiple FedFltone redsioecom e

. . . . Name Fred . Flintstone
people Wlthln a Slngle emall' Phone 703.555.1234 Landine | (7035554321 Mobile ~ Landiine ~
Address 301 Cobblestone Way, Bedrock 70777 Home
Employer Bronto Crane Operat

Next to each email recipient’s name is a field i
called Track Conversations. Just set each
person as to if, and how often, you want to George Jetson (gjtson@Spacelycom)
keep them tracked. '

Phone 301.555.2345 Landiine | [301.555.5432 Mobile  ~

Address | Skypad Apartments, #365, Orbit City MD 20878

R f t th h rt - s t. 2 f t. Employer [spacely Space Sprockets Referential Universal Digital Indexer
e er O e C a In ec Ion or op Ions' 1 Spacely Drive, Orbit City MD 20874 Current Office
3015556789 Landline

e Setting Preferences - Send Now| Changed my mind, don't track
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CharityEngine Outlook Connector Overview

We know you don’t want to track everybody. After all, emails from your cousin, or more
importantly, co-workers, do not need to be in CharityEngine.

If you have never selected Track Conversations when sending someone a message,
they will NOT be tracked.

If you are tracking someone, and want to remove them from the auto-
tracking, here is an easy way to manage it. Options

Chi

s

Preferences

b

s Logout

Go to the Green Options Gear Icon and select Preferences.

&

,3; Help and Support

s App Info

This will show your list of which contacts are on your Tracking List and which 9r=
are on your DO NOT TRACK list.

Click the Stop Tracking link (F) next to the

Tracked Contacts | Do Not Track List

person you want to stop tracking.

Name

CharityEngine ® Qutlook Connector - Preferences X

Tracked Contacts | Do Not Track List

Name Email
Andrew = stop tracking F

‘Inana‘z — stop tracking

Daniel == — stop tracking v

At any time, you can review who you are tracking and who you have placed on your Do Not
Track List. You can remove people from either list at any time.
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CharityEngine Outlook Connector Overview

9. Tips for Troubleshooting

As a Microsoft plugin that securely connects to your CharityEngine instance, there are a
number of things that could cause the CharityEngine Outlook Connector to stop working.
Below are the most common things to review if you experience a problem:

Is the CharityEngine Outlook Connector loaded?
Your Outlook toolbar may be slightly different, but you should see the CharityEngine add-in gear

icon toward the right of your toolbar. When it is green, it is working. If it is green but not working,
contact Support.

File Home Senc / Recaive Folder View Helg Q Tall rre what you want to co

= 7S kanors —— 9 ~ ~ - = - Search Feopl= ; -t
'-=|\i’| K53 ignon M. t Ej m B FAMecting | [Yrove ta? Y "o Manager [ Move - Ll /\\» _I_T]

Adcress Fook i

B2 deanup - . [ 1= S @

New New - 5 Delete Mrcbive  Reply  Reply Fonward % EATeam Emal ~ Dong f=) &m Categarize & Filter Erzil - Read Get
Eroil ltems= SO Junk Al More - = Rules ~ B FolowLp- Alzud  Acd-ins

Respond n Meve Tags line Sorech  Addins || CharityCngin..

If the gear is present but it is grey, that means it is loaded but you are not connected to
CharityEngine. Click the drop down arrow and click Login.

File Home Sand ¢ Receive Falder Vgw Help Q Tell me what you want to do
= 3 ignore - rﬂ' — 7 A L o - (]} Seacch Prop e A HL S

E | é AT E EI m ‘;' E [IMocting | [move ta: 2 ¥ o Managet ; E | @ [ Ftl B a-dress 300k /_\\) D_ @

lew  New ARSI Delete Arctive  PRepv  PRepv Forward EATear Emal /" Done Move Rules  Unrsad/ Categerize Follow 7 Filter Email -+ Raad Get Dptions

Emai ters- S lunc- al 5 More - . - Rearl - Moo o WESEE Aloud  Add-ivs -

Hew Celete Recpond Guick Steas . Move Tags dine Sceath  Add-ins  ChefioyErgined ~
& Log In or Change Use* x @
Login using your s - Options
\ ‘ CharityEngine .

CharityEngine username e e

and password. h R Preferences

Znter your CharityEngine uszrname and pzssword to log In.

- | I3 Login
This should reconnect you | *oree 3 Help and Support
and should turn Outlook et | R Help and Suppo
Connector on. ;,mm;n r— i (& App Info

o] (e |
T ———

If the gear is NOT present, quit and restart Outlook. If after restarting Outlook, it appears, just
enter your CharityEngine username and password and you should be fully enabled.

If it still does not appear after restarting Outlook, go to the next section.
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CharityEngine Outlook Connector Overview

Account Informzton

P -
a

If the Connector does not appear upon restarting Outlook,
check to see if Outlook has disabled the add-in.

If you see this alert on login (G), click View Disabled Add-ins.

| ADD-IN PROBLEM A problem was detected with an add-in and it has been disabled. | View Disabled Add-ins...

If you don’t see that alert, click on the File Menu in Outlook and
select Manage Add-ins (H). When you see the add-in listed, make
sure the Always enable this add-in button is selected. (1)

Disabled COM Add-ins ? X

Outlook detected a COM add-in problem

These COM add-ins decreased performance or caused Outlook to crash.

If the add-in is not listed in Outlook by selecting
Manage Com Add-ins, go to the Help Center in
P —— CharityEngine to download and install the plugin.

The CharityEngine Outlook Connector Application connects the Chari

il A i e Etirrst sttt Important: By default, Outlook turns off non-Microsoft

| add-ins that load slowly. Because the Outlook Connector
needs to securely connect to your instance of CE, the
number of applications you have open in Windows, the

> size of your email database and the quality of your internet
e connection, may cause it to take several seconds to

9. Downloading Outlook Connector

To Download Outlook Connector, go to the Help Section of CharityEngine and Click on the
Outlook Connector tab on the left menu. (J.)

Then click the Download Now button. (K)

| o CharityEngine
| ¥ CharityEngine

-« Microsoft OutlookConnector K ‘

Hl Outlook Connector

Follow the install wizard as you would
any other add-in or product.

Once installed, enter your CharityEngine
username and password when
requested.
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