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I. Introduction

Purpose:

The purpose of the Core2 CRM Quick Start Guide is to provide you with the “out of the box” set up and features
of the Core2 CRM. A series of training videos that go over the features and functions of Core2 CRM can be
viewed at www.core2crm.com . The Core2 CRM can be used "as is" or can be customized to fit your specific
needs.

Your need for assistance is going to be directly related to how much experience you have with FileMaker Pro.
This document assumes that you have a basic knowledge of FileMaker Pro and that you have already installed
FileMaker Pro and FileMaker Server (if applicable). Productive Computing does provide user and developer
training sessions. If you have additional questions about any features, customization options, training sessions

or FileMaker set up, please contact us at sales@productivecomputing.com .

Demo vs. Purchased Version:

The demo allows you a limited number of records. FileMaker is not required to open and use the demo as the
demo is in a runtime. This enables all users to demo the Core2 CRM regardless if FileMaker is installed on their
machine. The data you create within the demo will not be preserved when you upgrade to a full version of this
product.

The purchased version comes to you fully unlocked and ready for use. FileMaker is required in order to open
and use the full purchased version. The purchased version contains various files depending on your order. Files
in your package may vary. Please note that these files are interconnected and should not be separated or
renamed without the proper developer tools. The developer tools are available with FileMaker Pro Advanced.

Core2 CRM consists of the following files:
Core2 Contacts.fp7*

Core2 Calendar.fp7

Core2 Documents.fp7

Core2 Preferences.fp7

Core2 CRM with Invoices consists of the following files:
Core2 Contacts.fp7*

Core2 Calendar.fp7

Core2 Documents.fp7

Core2 Preferences.fp7

Core2 Invoices.fp7

Figure 1.0 — Example of Core2 CRM with Invoices files

MName Size Type

v | Core2 Calendar.fp7 1,272KB FileMaker Database
v | Core2 Contacts.fp? 1,720KB FileMaker Database
| Core2 Documents.fp7 308KE FileMaker Database
| CoreZ Invoices.fp7 1,752 KB FileMaker Database
v | Core2 Prefs.fp7 2,336 KB FileMaker Database

* denotes primary file
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I1. Getting Started
Using the Core2 CRM involve the following steps.

|1) Install FileMaker Software and Host Core Files

In order to properly run the Core2 CRM, each user will need the FileMaker program on their machine. If more
than one person is going to use the Core2 CRM simultaneously, it is strongly recommended that you acquire and
install FileMaker Server software and properly “host” the file within your environment. The FileMaker Server
software can help you improve the security, availability and performance of your Filemaker Pro databases.

We also strongly recommend that you use FileMaker Pro Advanced when customizing the Core2 CRM. FileMaker
Pro Advanced includes all the abilities of FileMaker Pro plus a suite of advanced development and customization
tools.

Please visit www.filemaker.com to learn more about the benefits of using FileMaker Server and FileMaker Pro
Advanced. When you are ready to purchase your FileMaker licenses, please contact Productive Computing for a
competitive price quote.

Single User (Requires FileMaker Pro software)

If there is only going to be one user of the Core2 CRM, you need to make sure ALL Core2 CRM FileMaker files
are in the same folder. Please open the solution by double clicking the "Core2 Contacts.fp7" file first. This is
primary file and the best file to use when opening the system. For example, if you open the "Core2
Documents.fp7" file first, the Core2 CRM will not initialize properly.

Multiple Users (Requires FileMaker Pro and optional FileMaker Server Software)

If there is going to be more than one person using the Core2 CRM, it is best to use FileMaker Server. Once you
have moved and hosted the Core files in FileMaker Server, then only the "Core2 Contacts” file is displayed as
this file is the primary file.

FileMaker openers can also be created in order to provide a “quick launch” to open the Core. Productive
Computing can assist with creating openers. Please contact us at sales@productivecomputing.com for more
information.

Note: The proper installation and configuration of FileMaker Server is beyond the scope of this document. Go to

www.filemaker.com for more information on the proper installation and configuration of FileMaker Server
software or contact us for a configuration estimate.
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|2) Set up Core User Preferences, Accounts and Security

The Core2 CRM uses a dedicated record to maintain the preferences of the Core2 CRM for each user. In order

for the preferences for each user to work properly, it is hecessary to have one corresponding FileMaker account
for each user record in each Core2 CRM file. This is done for you automatically when you create a new user in

the Core2 CRM from the preferences area.

To create a new user simply follow these steps:
1) Select the “Preferences” button on the right side as shown in figure 2.0

Figure 2.0
nt Record: 1 Total Records: 3 Detail View List View
® Viork s @ Menu
@ 950 Boardwialk Q Find...
Suite 205
#
San Marcos CA 92078 Home Record
S [ calendar_
3= Preferences
[ Templates
wfacturer s
ve =
M My Tasks
Today: (1)

2) Select the "New Account" button as shown in figure 2.1 New accounts cannot be created in the demo.
Figure 2.1

User Settings | Global Settings

Select an account to edit... (note that the account name must match an actual account nam
S| contacts | calendar / Task |

Account Name
admin

Full Name
admin

{ Password |

E-mail
adminBest.emal.com

Scanned Signature

{ tnse } [ Clear

Closing Used in letters, faxes, e-mais

3) Enter the user account name, password and password confirmation as shown in figure 2.2
Figure 2.2

Enter an Account Name, then enter and confirm the password for
this account.

Account Name

| Joe Smith

Enter Password

I xx

Confirm Password

[~
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After creating a new account, the Core2 CRM automatically creates a new FileMaker account in all other
necessary Core2 CRM files. Each new account is created with the built-in FileMaker "Data Entry Only" privilege
set as shown in figure 2.3.

Figure 2.3

Accounts | Pavilege Sets | Extended Privieges |

Use this panel to manage the accounts that are used to open this fle. Authentication occurs in the order that the accounts appear in this
Ist. Use the column headers and the drag controls to reorder the Ist.

[ Active [‘Account | Type Privilege Set Descaription

* [Guest] FieMaker [Read-Only Access)
¢ Admin FileMaker [Full Access)
* AdminBackup FleMaker [Ful Access]

[Data Entry Only]

tew... Edt... owicate | [Coeke )| View by: [suthenticaton order ~
OK | cancel

The Core2 CRM comes programmed with the following three privilege sets:
- Data Entry Only

- Full Access

- Read-Only Access

TIP: If you need to setup additional security options, you can create your own custom privilege set by referring
to the FileMaker built-in help or by contacting a FileMaker developer. If you need to add or edit a privilege set or
a specific user account privilege, then this needs to be done manually in EACH Core2 CRM file using FileMaker’s
“Accounts & Privileges”. However we recommend always using the preferences in the Core2 CRM to create new
users. Please only use FileMaker’s “Accounts & Privileges” if you are an advanced user/developer and
understand FileMaker accounts and privileges.

The Core2 CRM comes with the following two “Full Access” admin accounts:
User = Admin and no password
User = AdminBackup, password = “we do not disclose”

The “AdminBackup” account was created as a back door to assist in the event that you loose your Admin
account password. For additional security please change the passwords for these two accounts on ALL Core files
and store all passwords in a safe location. Productive Computing assumes no liability or responsibility for lost
passwords and issues associated with negligent security set up.

4) Next insert the account user’s Email, Scanned Signature and Closing as shown in figure 2.4:
Figure 2.4

User Settings | Global Settings
an account to edit... (note that the account name must match an actual account name in Sletaker,

admin Contacts | Calendar / Tasks

Joe Smith

Account Name

Joe Smith.

Full Name
Joe Smith.

Password

E-mail iy

joe@pcicom

Scanned Signature

e Suth B
Insert Clear

Closing €
Joe Smith

Sakes Manager
West Cost Division

New Account Delete Account
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5) Navigate to the Calendar/Tasks tab as shown in figure 2.5 to set up the account user’s calendar and task
preferences.

Figure 2.5

fy (=]

User Settings | Global Settings
Select an account o edit... (note that the account name must match an actual account name in SieMaker}

Administrator — Contacts | Calendar / Tasks | Plug-in Integrationa
Joe Smith

Calendar Settings for: Joe Smith

L

First Day of Week: | Sunday ﬁ

4

Default Calendar: | Joe Smith
Default View: | Month ﬁ_
Default User for Tasks: | Joe Smith ﬁ_

49

Q. Calendar Preferences

New Account Delete Account
You are currently logged in as: admin

100/ and | Browse |

—

. First Day of Week = Day of week the user Calendar will start typically either Sunday or Monday.

2. Default User Calendar = The calendar associated with the user. You will need to create each user calendar in
the “Calendar Preferences” area.

. Default View = Default calendar view such as Month, Week or Day.

. Default User Tasks = The tasks associated with the user.

. Calendar Preferences = Here you will create and manage all user and group calendars. Calendar names must
be unique.

6. Plug-in Integration Tab = Applicable only if using the Outlook, Entourage, or iCal Manipulators. Please see

Plug-in Integration section for further clarification.

[S2 = SN OV}

Congratulations as you have now successfully created your user accounts for the Core2 CRM!
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|3) Set up Core Global Preferences

Next let's set up your Global Preferences by navigating to the Core Preferences as shown in figure 3.0.

Figure 3.0
1t Record: 1 Total Records: 3 % T
@ work + B Menu
950 Boardwialk Q Find...
Suite 205 ~
San Marcos CA 92078 Home Record
$ [ calen
3= Preferences
O Templates
wiacturer s
ve :
W My Tasks
Today: (1)

Here you will find five tabs as shown in figure 3.1.

Figure 3.1

8] Preferences

: User Settings | Global Settings
General | PhoneFormats | Outlook Manipulator I EntourageAMaruipulator ‘ iCal Manipulator [ Register Plug-ins I
Home Record ID  CN10000
Company Name Productive Computing, Inc.
Address 950 Boardwalk
Suite 205
City, State Zip San Marcos, CA 92078
Country
Phone  (760) 510-1200
Fax  (760)510-1991
Web www productivecomputing.com
Logo : ™ —_——
" Clear |
Logo format: .png or .jpg work best, Orient around 260 pixels wide by 70 pixels tall
[ Core? Invoices Module is installed
)
Done
100 o | Browse |

1. General = Here you specify your home record and upload your company logo.

The specified logo and contact information appear as the header on all letters and faxes. We recommend that
you upload your logo offline before hosting the Core2 CRM files.

2. Phone Formats = Optional area to specify international country phone formats.

3. Outlook Manipulator = Here you set up your Outlook Manipulator settings if applicable.

4. Entourage Manipulator = Here you set up your Entourage Manipulator settings if applicable.

5. iCal Manipulator = Here you set up your iCal Manipulator settings if applicable.

6. Register Plug-ins = Area where you register all manipulators/plug-ins if applicable.
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'4) Import Your Data

The Core2 CRM is a built using a multi-table relational database structure. This essentially means that each
major piece of data regarding your contact is stored in its own area or "table." Storing data like this in multiple
tables give you great flexibility and expandability whereby you can have a single contact with multiple
addresses, phone numbers and internet addresses. Because of this structure, it is not possible to use the
traditional FileMaker "Import Records" script step to import your data unless you are familiar and with
relationships, scripts and the act of importing into multiple related tables.

Fortunately, the Core2 CRM comes with a special "Batch Contact Import" process that allows you to import your
basic data by matching your fields with select fields in the Core2 CRM. The routine will then move your data
into all the necessary tables and properly link them. This basic “out of box” import functionality provides you
with a starting point, however your data may be formatted in a more complex structure than this process
supports. Productive Computing can be hired to assist you with your data import process if you need additional
assistance.

Please note that multiple batch imports are not supported with this process and should be done only at your
own risk. We recommend performing the “Batch Contact Import” prior to using the Core2 CRM as this import
should be your starting point. If you have additional data files that need to be imported, then consolidate these
data files into one master import file. Afterwards you can perform your “Batch Contact Import” using your single
master import file. This is often the best method for basic users. However if you are an advanced user or you
work with a developer then you may prefer to use the “Batch Contact Import” for more advanced data imports.
All imports outside the standard use are supported by us under our paid support program.

The Import steps are as follows:
1) Start with a clean copy of the Core and delete all existing records.
2) Select "Batch Contact Import” from the File menu as shown in figure 4.0.

Figure 4.0

M FileMaker Pro Advanced

50 Edit View Insert Format Recon

D Dot

= Open...
OpenRemote...  Ctrl+Shift+O
Open Recent [

Re-ogin
Close Ctrl+w

Define Y
ScriptMaker Ctrl+shift+s |

M FEile Options...

Change Password...

-

Print Setup...
& print... Crl+p
Prin Ctrl+P

Batch Contact Ir@

Add Contact to QuickBooks

i

Export Records...
Save/Send Records As 4
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3) Select your data file. Supported data files are:

- FileMaker Files *.fp7
- Tab-Separated Text Files *.tab or *.txt

- Comma Separated Text Files *.csv or *.txt

- Merge Files *.mer

- Excel 95 - 2004 Workbooks *.xls

- Excel Workbooks *.xlsx

- other file types supported by FileMaker

Basically any file type that FileMaker supports can be imported. A complete list of file types is listed in

FileMaker’s help area.

4) Match your fields with fields in the Core2 CRM as shown in figure 4.1. The fields from your data file (shown
on the left side below) should be matched to the fields in the Core2 CRM (shown on the right below). The
“Arrange By"” option in the lower corner can assist with arranging fields. The most common “Arrange By”
selection is “Field Names” however please choose the option most appropriate for you. Fields are one to one.
For example, one work phone and one note for one contact record. After matching the fields, select the

"Import" button at the bottom to import your data into the Core2 CRM.

Figure 4.1
Import Field Mapping
Source: Export.tab Target: l Current Table {"IMP__Importer™) L'
Source Fields I | Target Fields | ~
1 = ¢ ID_Company
Fred = # First Name
Jones =P % LastName
President =% $ Title £
Jones Services, LLC. = # Company Name
123 Anywhere Street = $¢ Address Work Street 1
Any City =$ # Address Work City
ST =p # Address Work State
92008 =p # Address Work Postal Code
(123) 456-78%0 = ¢ Phone Work
(123) 456-7891 =» # Phone Fax
(123) 456-7892 = % Phone Mobile
fred@hisdomain.com = % Email Work
Notes about Fred = # Contact Notes
— % Phone Work Extension
— % Suffix
— % Address Work Country
— % Company Web Site
— 2 Kewwnrde b
l2>| Record 1 of 309 Arrange by: I custom import order L]
Character set:| Windows (ANSI) ~|
Import Action Field Mapping
+ Add new records => Import this field
-~ — Don'timport this field
= 5 Jii
X Target cannot receive data
I~ - Define Database... |
™ Don'timport first record (contains field names)
Import | Cancel |

Quick Start Guide — Core2 CRM
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III1. Basic Features and Functions

|5) Contacts Overview |
Figure 5.0 - Core2 CRM Contacts Screen

& s o  Core’ CRM"
Company/Org ﬁ‘ f Detail View A List View
e e == S
Name ] :‘jl :‘ , “, ‘(: H St ﬁ :, # Home Record‘,t.)
Title nfa = . e Ealendar‘!]
Nickname nja 3= Preferences ‘1"
Phones Q @ won 4 (760) 510-1200 Ext. < .
/ (-] Fax $ (760)510-1991 Ext. I:’ o Templates‘f;‘
= Ext, l
Contact Type ManuFacturer :
Internet © @ @ Vieb $ www.productivecomputing com Status | Active o oy Tass R
Q/' © O Email (W) f info@productivecoputing.com A7) Source s ;;rj::a :i:
Contacts General Info  Activities Documen ts Data Exchange Custom Expansion L o P
Add Contact(s) 1o oW Letter (1)
Name Relation/ Title Phone Internet & Sort E-mail (1)
A5 Ms. Sally Schoonover | Work % (760) 510-1200 110 E-mall (w) + sales@productivecomputing.com 2 1 @
B 1. telinds Depsina Work  # (760)510-1200 115 E-mal (w) ¥ suppori@productivecomputing.com @ 2 0 Note  (2)
M. Sean Kruger work % (760) 510-1200 13 E-mal (w) % sean@productivecomputing.com W@ 2 Q Task m‘,t}
I Event (4
1. Add a new contact.
2. Icon and label indicates if the contact is either a company or an individual.
3. Contact ID: Unique ID that is incremented automatically with every new record.
4. Company/Organization Checkbox. Check if company or organization. Leave blank for individual.
5. Add, delete or promote a phone number. "Promoting" a number means moving it to the top slot in portal.
6. Add, delete or promote an internet address (similar to #5 above).
7. Map this address in Google Maps. Also allows you to map from one contact address to another (opens a

separate web browser window).

8. Copy this address and name to the computer clipboard to paste it into another application.

9. Send email to this email address.

10. Open a new web browser window and go to this web address.

11. Find: Performs a find simultaneously in the following fields: company/organization, keywords, individual
name, phone numbers, internet address, street addresses, and contact ID.

12. Home Record: This will find the home record. The home record can be setup in preferences area (see #14).

13. Calendar: Navigates to the calendar.

14. Preferences: Navigates to the Core preferences area. In the preferences area you can edit both the
preferences for each user of the system as well as global settings that affect all users.

15. Templates: Navigates to the templates area where you can create "boilerplate" letters, faxes and email
messages for use in mass mailings or for standard messages that are used repeatedly.

16. My Tasks/Task Manager: Navigates to an area where you can manage and overview all tasks for all users.

17. Create a new activity record such as a Fax, Letter, E-mail, Note, Task or Event.

18. Counts the number of activity records for the current contact.

19. Add/Link Contacts: Create, link or re-link contacts between company and individuals.

20. Go to Related Contact: Navigates to this contact record by selecting the arrow button.

21. Send email to this email address.

22. Sort contacts. Contact with #1 will appear at the top of the list in the portal.

23. Delete/Unlink Contacts: Delete or unlink contacts either company and individual contacts.
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/6) Calendar Overview

The Core2 CRM comes complete with a Calendar specifically designed to handle individual and group calendars.
You can manage calendars for employees, meeting rooms, equipment, or just about anything. You can overlap
individual or group calendars to show availability or event density.

Figure 6.0 - Sample Calendar Month View

a ﬁ Month  Week Day a1 Event List Contacts Q
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 Calendar/Groups
Admin O
Melinda ﬁ
SALES [m]
3 4 5 6 7 8 O | o
Sean O
\K
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31
May 2009 June 2009 July 2009
May2009 ﬁ Tz 123456 123 4
34 5 6 789 7 8 910111213 ss7s~3wuﬁ
10 11 12 13 14 15 16 14 15 16 17 18 19 20 12 13 14 15 16 17 18 ~ All... ﬁ
17 18 19 20 21 22 23 21 22 23 24 25 26 27 19 20 21 22 23 24 25 -
24 25 26 27 28 29 30 28 29 30 26 27 28 29 30 31 Default = None...

31

. Navigate to different month.

. Navigate to different year.

. Change Calendar view to either Month, Week or Day view.

. List view of all Calendar events.

. Navigate back to main contacts page.

. Select specific calendar or calendars. Selecting various calendars will display all events for each calendar
selected. Group calendars are in upper case. For example the SALES group above.

. Quick "All” and “None” buttons to select all or no calendars.

. Quick “"Home" button to select only the default user’s calendar.

. Quick buttons to easily change calendar months.

0.Add a new event for a specific day by selecting the corresponding numer.

AU WN =

= O 00
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Figure 6.1 - Sample Calendar Week View

{ Month Week Day | 'EventList | Contacts |
(4] 0o
Sunday Monday Tuesday Wednesday Thursday Friday Saturday Calendar/Groups
m]
&
SALES a
Sally a
Sean m]
March 2003 A %ooa May 2003
pri ay
Week of May3 .77, %5 i 2
$ 91011121314 56 7 8 91011 34 56 7 8 9 ———
1516 17 18132021 121314 15 16 17 18 10 11 12 13 14 15 16 /ﬁ L
2232425262728 19202122232425 17 18 1920 21 22 23 Pepmmm—
2930 31 26 27 28 29 30 24 25 26 27 28 29 30 Default
31

Figure 6.2 - Sample Calendar Day View

Please note that the day view also displays each corresponding user’s tasks as shown below.

{ Month  Week  Day ! {EventList | | Contacts |
(4] & Tasks for: sally % Display Tasks through: 5/31/2009 Total Items: 5 cf'“‘?""”“”
Monday, May 4, 2009 A [m]
Priority Due Date Description Assigned To/From Completed
Mon, 5/4/2003 .
(9:30 AM) (11:30 AM) Meet with YP _ on. 5 /2 = Payrol Sallv Lty o
[m] Productive Computing, Inc.  Edit admin SATEs o
. Mon, §/4/2009 Create Spec Sheets Sally (-]
(12:00 NOON) (1:00 PM) Lunch with Frank a Productive Computing, Inc.  Edit adrin Sally =B
! ) 2 Mon,5/4/2009 Inventory Sally (-]
(2:00 PM) (3:00 PM) Marketing meeting a AEC Conpaiis G ik Sean 0
) ) 3 Mon,5/4/2009 Create Price Shests Sally -}
{3:00 PM) (3:38 PN} Bundlin, 0 ABC Company Edit admin
J 4 Mon,5/4/2009 Add new logos to demo Sally -]
(4:00 PM) (4:30 PM) Training O ABC Company Edit admin
(4:30 PM) (5:30 PM) Productiion Demo o
2 March 2009 A ?2009 May 2008
re pri ay 2008
# Mon, May 4, 2009 123456 o L 182
= 8 91011121314 56 7 8 91011 34 S 6 7 8 9
Print Tasks 15 16 17 18 19 20 21 12 13 14 15 16 17 18 10 11 12 13 14 15 16
22 2324 25 2627 28 19 20 21 2223 2425 17 18 19 20 21 22 23
23 30 31 26 27 28 2% 30 24 25 26 27 28 29 30

Quick Start Guide — Core2 CRM
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7) Task Management

The Core2 CRM comes complete with Task Management. Manage tasks for yourself or others.

Prioritize tasks by number and color, view all tasks for each employee or view all tasks for each client.

Figure 7.0 - Task Management View

Showing 5 of 5 tasks assigned to Sally and assigned by All

SeeD Assigned To:  Sally ﬁ_ - Clear | Status: | Incomplete ﬁ_
Assigned By: | all g} 3 Clear Priority: | All ﬁ.
Date Range:  |5/4/2003 to |5/4j2009
Show entire task date range ﬁ
ﬂ( New Task
Due Date Time Contact Subject
Mon 05/04/2009 |Productive ¥ | Create Spec Sheets
Mon 05/04/2009 @:30am [Productive ¥ Payroll
a Mon 0570472009 BEC:&;@Ejﬂ Inventory
Mon 004/2009 [8BC Company ] Create Price Sheets
Mon 0570472009 [aBC Company _ + | Add new logos to demo

“ o

Clear '

Clear

Priority Complet: Assigned by dto
[ admin s Sally
(e admin s Sally

2 admin s Sally
3 admin s Sally
4 admin s Sally

1. Select filter options and search for all tasks “Assigned To” the specified user.
2. Select filter options and search for all tasks “Assigned By” the specified user.
3. Select filter options and search for all tasks within the specified “Date Range”

4. Select filter options and search for all tasks with a specific “Status”.

5. Select filter options and search for all tasks with a specific “Priority”.

6. “Clear” or show all buttons.
7. Create a new task.
8. Navigate to the specific task details by selecting the arrow.

Quick Start Guide — Core2 CRM
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'8) Templates

Create custom templates with merge fields specifically for use with emails, letters, or faxes.

Figure 8.0 - Sample Template Screen

3
\ J
. Total (Unsorted)
Records
Layout:\]’g@plates v | View As: Aa
ﬂ Spell Check q New ﬁ Done Template ID  TE100001
Dot Title Sample Letter Template
<<Datex> il
Type Letter B
<<Company == . = p
: Subject  Sample Template for use with Letters, Faxes or Email
< «<First Name>> <<Last Name>> ! e e
<<Address> > £.g., Iniro fefter
< «(CityStateZip> > ﬁ
<<Country>> Merge Field KeyLegend
Dear < <First Names>>: ﬁ Name Field expression
) |z=zAddress== actvt_actjin_ADDR::Address B

Lorern ipsumn dolor sit amet, consectetuer adipiscing elit. Integer in elit eget libero venenatis mollis. ==City=» actvt_actjn_ADDR::City 7Y
Pellentesque auctor, metus quis fermentum mattis, ante mi adipiscing libero, in tempus nibh risus sed 2=CityStateZip= actvt_actjn_ADDR::Address_csz Y
augue. Sed aliquam. Proin scelerisque, purus ac rutrum auctar, metus lorem vestibulum pede, a <Company== actvt_aain_CNTCTxOrganization_Name | 3
malesuada quamn elit at neque. Pellentesque habitant morbi tristique senectus et netus et malesuada .

7 : & 3 s : 3 i s o <=Country=>= actvt_actjn_ADDR::Country 1Y
farnes ac turpis egestas. Morbi congue. Morbi sapien arcu, suscipit quis, porttitor sollicitudin, tincidunt ac, D ACTUT:Date F :
nibh. Aliquam dolor. Nam risus tellus, luctus vitae, mollis a, scelerisque eget, massa. Fusce justo, Maecenas it HDate Romatiec i}
pede diam, mallis dictumn, iaculis at, ultrices sed, justo. Sed aliquet interdum nisl. =<Email=> actvt_actjin_INADR__email:: 3

==Fax Number=> actwt_actjin_CNTCT_FAX:Number Out 3

Suspendisse dictumn tortor vel sapien. Donec hisl urna, sagittis at, venenatis ac, rutrum faucibus, orci. =<First Name = actwt_actjn_CNTCT:First_Name [y
Phasellus vulputate ornare metus. Nullam sagittis erat nec sapien. Nunc sed arcu eu turpis blandit <<last Names» actvt_actjn_CNTCT:Last_Name Y
condimentum. Morbi vitae nunc. Maecenas elit. Etiam massa lorem, faucibus sit amet, tristique quis, <<Middle Name== | actvt_actjn_CNTCT:Middle_Name B
egestas quis, lacus. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis - — =

8 . ¥ @ N " . ==Phone Primary = actwt_actjn_cntct_PHONE ::Number Out 1Y
egestas. Vestibulum sapien pede, feugiat eget, vehicula non, consectetuer ac, nisl. Aliquam in lectus ut PostalCod o ADDRMZ
odio porttitor adipiscing. Curabitur eleifend ultrices elit. Nunc ut tellus non lacus vehicula porttitor. Sed Seofedess actvt_actn | ol i}
sodales. Etiam at sem. ==Prefix== actvt_actjin_CNTCT ::Prefix 3

<<State== actvt_actjn_ADDR::State 7Y

Sincerely, z=Title== actwt_actjin_CNTCT:Title Y

Your closing will use t9e i/ in pour user preferences for fetters only. Faxes and Emaik dont use a oosing.

1. Create new template.

2. Perform Spell Check .

3. Specify the Title, Type and Subject of template.

4. Compose template and specify specific merge fields..

5. Add new merge field. This requires knowledge of the field expression and may require developer assistance.

6. Select done to close Template window.
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l9) Faxes

Manage and maintain a complete fax correspondence history for each contact.

Figure 9.0 - Sample Fax

Layout: | Contact

Individual

Company

Name
Title

Nickname

Phones

Internet

Contacts General
Display: Email

Date/Due
Mon, 5/4/2009
Mon, 5/4/2009

~

III|IIII|1qul|IIlllzl:lqlI|IIII|3pqll|IIIIlaFIQIl|IIIIISPQII|IIII|6|JI-I|

Fax

Date:

Pages:

Re:

ﬁ, Spell Check ﬁ Print a Done

5/4j2009 Template: | Sample Fax Template ﬁ Apphy..

Ms, Melinda DePalma

: (760 510-1391

:+ |admin

1 | (including this sheet)

Sample Template for use with Letters, Faxes or Email
May 4, 2009

Dear Melinda:

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, Integer in elit eget libero venenatis mollis, Pellentesque
auctor, metus quis fermentum mattis, ante mi adipiscing libero, in tempus nibh risus sed augue, Sed aliquam. Proin
scelerisque, purus ac rutrum auctor, metus lorem vestibulum pede, a malesuada quam elit at neque. Pellentesque
habitant morbi tristique senectus et netus et malesuada Fames ac turpis egestas. Morbi congue. Morbi sapien arcu,
suscipit quis, porttitor sollicitudin, tincidunt ac, nibh, Aliquam dolor, Nam risus tellus, luctus vitae, mollis a,
scelerisque eqget, massa, Fusce justo, Maecenas pede diam, mollis dictum, iaculis at, ultrices sed, justo, Sed
aliquet interdum nisl.

Suspendisse dictumn tortor vel sapien, Donec nisl uma, saqittis at, venenatis ac, rutrum faucibus, orci, Phasellus
vulputate omare metus, Nullam sagittis erat nec sapien, Nunc sed arcu eu turpis blandit condimenturn, Morbi vitae
nunc, Maecenas elit, Etiam massa lorem, Faucibus sit amet, tristique quis, egestas quis, lacus, Pellentesque
habitant morbi tristique senectus et netus et malesuada Fames ac turpis egestas, Yestibulum sapien pede, feugiat
eqet, vehicula non, consectetuer ac, nisl, Aliquam in lectus ut odio porttitor adipiscing. Curabitur eleifend ultrices
elit, Nunc ut tellus non lacus wehicula porttitor, Sed sodales. Etiam at sem.

Sincerely,

100 o =9 Browse

=
( Detail Yiew

~
92078 ft
-
o
=
k]
4
(4
19 5:08:20 PM
hed To
3 DePalmd @
la DePalm® @

1. Create new fax for specified contact.

2. Enter Fax details. Please note that fax numbers are auto populated for the specified contact.

3. Option to apply a template.

4. Perform spell check.

5. Print fax or send fax using using electronic fax ability if configured.

6. Select done to exit fax details screen.

Quick Start Guide — Core2 CRM
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List Yiew

Menu

Find...

Home Record

Calendar

= Preferences

Templates
My Tasks
Today: (1)
Future:  (0)
Fax )
Letter (0)
E-mail (0)
Note  (0)
Task  (0)
Event (0)



10) Letters and Labels

Manage and maintain a complete letter correspondence history for each contact. Create and track letter
campaigns using mail merged templates. You also have the ability to print individual or company labels for each
letter printed by selecting “Print Labels” from the FileMaker file menu. The default label is set to print to Avery
5160 label templates.

Figure 10.0 - Sample Letter

Ii¢ H=E
‘ plllI|II|I|1h[jll|IIIIlzb[jllllllll3bdll|IIII|4hdII]IIII/|J‘
Lay| Letter Aa
ﬁ_ Spell Check ﬁ_ Preview & Print a_ Options... ﬁ_ Reapply... Q_ Done 5 ? =
Subject  Sample Template for use with Letters, Faxes or Email £.q, Iniro feiter 'nre [:HM
May 4, 2009 =l ew y List View
Productive Coraputing, Inc. Hen
Ielinda DePalraa ~ Find...
950 Boardwalk
Suite 205 ' Home Record
San Marcos, CA 92078 = Calend
alendar
Deee Melinda. 5= Preferences
Lorern ipsura dolor sit araet, consectetuer adipiscing elit. Integer in elit eget libero venenatis raollis. [ Templates
Pellentescue auctor, raetus quis ferraentura mattis, ante i adipiscing libero, in terapus nibh risus sed
augue. Sed alicquarn. Proin sceleriscpue, purus ac ratrura auctor, metus lorera vestibulura pede, a
raalesuada quarn elit at neque. Pellentescpue habitant raorbi tristiue senectus et netus et raalesuada
fares ac turpis egestas. Morbi congue. Ivlorbi sapien arcw, suscipit quis, porttitor sollicitudin, tincidunt M My Tasks
ac, rdbh. Aliguara dolor. Nara risus tellus, luctus vitae, mollis &, scelerisque eget, massa. Fusce justo. Today: (1)
Maecenas pede diara, rollis dictura, jaculis at, ultrices sed, justo. Sed alicquet interdura nisl. Future: (0}
Suspendisse dictura tortor vel sapien. Donec nisl uma, sagittis at, venenatis ac, ratrura faucibus, orci.
C Phasellus vulputate omare raetus. Nullam sagittis erat nec sapien. Nune sed arcu eu turpis blandit e @
condiraentura. Morbi vitae runc. Iaecenas elit. Etiar raassa lorern, faucibus sit aret, tristicue cquis, ﬁ\
D egestas cquis, lacus. Pellentescpue habitant morbi tristicque senectus et netus et malesuada faraes ac turpis ™ O Letter (1)
egestas. Vestibulura sapien pede, feugiat eget, vehicula non, consectetuer ac, nisl. Aliquar in lectus ut
odio porttitor adipiscing. Curabitur eleifend ultrices elit. Nunc ut tellus non lacus vehicula porttitor. Sed E-mail (1)
sodales. Etiarn at sera.
Note  (0)
Sincerely,
Task  (0)
Event (0)
100] alad ™1 Browse v

1. Create a new letter.

2. Perform spell check.

3. Preview and print letter.

4. Options to apply letter template and to send letter to an individual, mailing list or found set.
5. Reapply template if needed.

6. Select done to exit letter detail screen.
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11) Emails

Manage and maintain a complete email correspondence history for each contact. Create and track email

campaigns using mail merged templates.

Figure 11.0 - Sample Email

O© 00 N O U1 A W N =

P

Quick Start Guide — Core2 CRM

xd ]
Template |Sample Email Template ﬁ&Apply... Spell Check apreview 2 Print Send.., ﬁ Aa
= ﬁ_ Done 9 =
From: Sally Address...ﬁ Dre [:HM
To: john.smith@abc.sample.com = ——
w List YView
CccC:
BCC: Menu
| Attachments: ¥ (1) RadioButton-Checkboxes.pdf “s Find...
| 4 RadioButton-Checkboxes.pdf @ Q
g 1t Home Record
. — - ™ Ccalendar
Subject: {Sample Template for use with Letters, Faxes or Email |
May 4, 2009 - 5= Preferences
Dear John: [ Templates
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Integer in elit eget libero venenatis mollis.
Pellentesque auctor, metus quis Fermentum mattis, ante mi adipiscing libero, in tempus nibh risus sed augue.
Sed aliquam. Proin scelerisque, purus ac rutrum auctor, metus lorem vestibulum pede, a malesuada quam elit at
s | neque. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Morbi ™ My Tasks
congue. Morbi sapien arcu, suscipit quis, porttitor sollicitudin, tincidunt ac, nibh. Aliquam dolor. Nam risus tellus, Today: (5)
luctus vitae, mollis a, scelerisque eget, massa. Fusce justo. Maecenas pede diam, mollis dictum, iaculis at, Future: (0)
ultrices sed, justo. Sed aliquet interdum nisl.
Suspendisse dictum tortor vel sapien. Donec nisl urna, sagittis at, venenatis ac, rutrum Faucibus, orci.
‘&1 Phasellus vulputate ornare metus. Mullam sagittis erat nec sapien. Nunc sed arcu eu turpis blandit Fax )
condimentum. Morbi vitae nunc. Maecenas elit, Etiam massa lorem, Faucibus sit amet, tristique quis, egestas
quis, lacus. Pellentesque habitant morbi tristique senectus et netus et malesuada Fames ac turpis egestas.
Vestibulum sapien pede, feugiat eget, vehicula non, consectetuer ac, nisl. Aliquam in lectus ut odio porttitor Letter (0)
2 adipiscing. Curabitur eleifend ultrices elit. Nunc ut tellus non lacus vehicula porttitor, Sed sodales. Etiam at
sem, E-mail (1)
N
Sincerely, / Note (0)
7
/ ‘ Task ()
Event (D)
=
. Create new email
. Apply email template with merged fields.
. Add various attachments.
. Options to send email to an individual, mailing list or found set.
. Perform spell check.
. Preview and print email(s).
. Send email(s).
. Select done to exit email detail screen.
. Delete or remove attachments.
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112) Notes

Manage and maintain a complete note correspondence history for each contact.

Figure 12.0 - Sample Note

~

J J ,,4] ™ calendar

mlllIIIIIIhbﬂ‘lllIIIIzbdlllllllbbﬂlllIllll4bﬂl/l‘

3= Preferences

Subject: Sample Note ﬁ

Note:

Sample note body

12

|ID

{

100! Jud ™ Browse v

. Create a new note.

. Option to delete or unlink note from specified contact.
. Add note subject.

. Add note body.

. Assign date to note.

. Assign time to note.

0 N ot AWN -

. Track who created the note.

Quick Start Guide — Core2 CRM

Date

5/4/2009 a
Time

S:24PM BE
Created By
Sally a.
Contact Links

@ Mr. John Smith

ﬁ__ Done

. Option to add note to an individual, mailing list or found set.

[ Templates

W My Tasks
Today: (5)
Future:  (0)

B search
Fax (0
Letter (0)
ﬁ\ E-mail (1)
e Note (1)

Task  (0)

Event (0)
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113) Tasks

Manage and maintain a complete task correspondence history for each contact.
Figure 13.0 - Sample Task
N ‘J J

Subject: Edit Spec Sheets ﬁ
o ﬁ Priority  Due Date Time
Note:

Review and edit all Outlook Manipulator spec sheets, - 5/4/2003 IS0 AM

- linclude new logos Assigned To Complete:

- Check links ) :

- Adjust pricing Sally ﬁ -
Assigned By

adrmin ﬁ, s

QOutlook Reminder
ﬁ Reminder Date Reminder Time

Created By

admin ﬁ

Contact Links Search

@ Productive Computing, Inc. ﬁ

ﬁ, Done
. Add task subject and body.
. Assign priority level to task.
. Assign due date and time to task.
. Assign task To specified user.

. Assign task From specified user.

A U1 A W N =

. Set an Outlook reminder. This option is only applicable if using the Outlook Manipulator to push tasks to
Outlook.

. Track who originally created the task.

N

8. Options to add task to an individual, mailing list or found set.

9. Select done to exit task detail screen.
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114) Events

Manage and maintain a complete event correspondence history for each contact.

Figure 14.0 - Sample Event

] Event Details

Calendar: Sally ﬁ =
Start Date: i  Mon, May 18, 2009 ﬁ
Event Name: :Lunch with YP ﬁ
StartfEnd Time: {12:00 pm £1:00 pm ﬁ

-

Contact: ‘Q Productive Computing,

_ TIne

Search ﬁ|

|
:+

-

Category: | Meeting ﬁ :

Event Notes: |- Reservation # 123%YZ]| =l

Repeat: ': Add to Other Calendarsﬁ
g Cancel Save
i r

........

. Assign event to specific calendar.

. Set event start date.

. Specify event name.

. Set event start and end time.

. Option to add or remove event associated to an individual, mailing list or found set.
. Add event to specific category. Categories are created in the Core Preferences area.
. Add event notes.

. Add event to other calendars.

O 00 N OO U1 A W N =

. Set event specific repeat criteria.
10.Cancel event.

11.Save event record.

12.Mark event status as complete.

13.Automatic tracking of who originally created event and when the event was created.
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IV. Plug-in Integration

The Core2 CRM is specifically designed to exchange data with Microsoft Outlook® , Microsoft Entourage®,
Apple’s Address Book and Apple’s iCal using our plug-ins. The Core2 Invoices module is specifically designed to
exchange data with QuickBooks® on Windows using our plug-in. The plug-ins are sold separately giving you the
flexibility to pick and choose the right option for your users and environment. Exchanging data between
FileMaker and your desired application eliminates double entry and allows you to have your data virtually

anywhere you need it.

Outlook Entourage Apple’siCal Apple’s

Floanclal Software fer Smatt Svaisess \

Address Book

Before you begin working with any plug-in, please ensure that you register the plug-in. All plug-in registrations
can be done by navigating to the Core Preferences > Global Settings > Register Plug-ins tab, entering your
license ID in the corresponding Registration Code field and selecting the Register button as shown below. You
can also register a demo by using the default demo registration codes. After registering a licensed plug-in, the

plug-in should be running in LIVE mode.

Preferences

User Settings | Global Settings ‘

Generall Phone Formats | Outlook Manipulator I Entourage Manipulator I ICal Manipulator | Register Plug-ins |

Outlook/Exchange Manipulator
Registration Code DEMO-OM4 [ Register !
This pheg-in runs on the Windows platform only.
*Be sure check the option to "Enable Outlook/Entourage Manipulator™ under
the User Settings tab for each user who needs to use the phug-in.
Entourage Manipulator
Registration Code DEMO-ZM2 (" Register |
PC Entourage Manipulator 2.0.0.14 (installed). This plug-in is running in LIVE Mode.
*Be sure check the option to "Enable Outlook/Entourage Manipulator™ under
the User Settings tab for each user who needs to use the phag-in.
iCal Manipulator
Registration Code DEMO-IM1 [ Register |
PC iCal Manipulator 1.0.0.1 (installed). This plug-in is running in LIVE Mode.

*Be sure check the option to "Enable Outlook/Entourage Manipulator™ under
the User Settings tab for each user who needs to use the plug-in.

FM Books Connector (for QuickBooks)
Registration Code DEMO-FMBC (" Register |
This pheg-in runs on the Windows platform only.

Address Book Manipulator (for Mac OSX)
Registration Code DEMO-AB2 (" Register |

[ oone |

100/ .aud 5 Browse C V< >

Next let’s look at the “out of the box” functionality. The “out of the box” functionality are the most commonly
used features, however, additional integration with these applications can be customized. Please contact us for a

free estimate if you would like additional functionality.
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15) Functionality with Outlook

The Core2 CRM has the following “out of box” functionality with Outlook:

- Ability to send plain text formatted

emails with multiple attachments without an Outlook security dialog.

- Ability to import Outlook email items with attachments into FileMaker. The email items are parsed into

FileMaker and linked up to the corresponding contact based on the To, From and CC email addresses. You can

choose to embed email attachments in FileMaker or store the attachments as a reference.

- Unidirectional data exchange from the Core to Outlook for all contacts, task and calendar items.

- Auto update feature from the Core

to Outlook for all task and calendar items.

In order to take advantage of the Outlook data exchange, you will need to enable the plug-in for each user

using the plug-in by selecting the radio box below found in Preferences > User Settings > Plug-in Integration.

Select an acco

Administrator
John Smith

New Account

urvently legged in as: admin

100 o

Browse

User Settings | Global Settings

uné to edit... {note that the account name must

match an actual account name in Flefaker

Contacts Calendar / Tasks | Plug-in Integration

Delete Account

Once you have enabled the plug-in for a specific user, then that user can use the buttons shown below to

exchange data for each area in Outlook. These buttons can be found on the Data Exchange tab in Core.

Qutlook

! Populate ) Populate Outlook Calendar
'm‘ Populate Outlook Tasks

' Populate ) Populate Outlook Contacts
Import Mail from Outlook

{ ]
Import
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Let’s look at the “out of box” functionality for each corresponding Outlook area when using the Outlook

Manipulator with the Core:

Contacts

You can perform a unidirectional data exchange from the Core to Outlook for all contacts. All contacts pushed
from the Core into Outlook are tagged in the Outlook category field as FMP. The next time you select the
“Populate” button, a purge and push occurs. This means that all contacts records in Outlook tagged as FMP are
deleted from Outlook and freshly repopulated with the selected Core contacts. You can cherry pick what Core

contacts are pushed to Outlook, by selecting the check box for each Core contact shown in the image below.

[}

Contacts General Info Activities Documents Invoices Data Exchange Custom Expansion

Mailing Lists © Usta Keywords/Categories
f Manage... )
(" Tag Muttiple |
( Remove Muttiple )

LTS

General Comments
Outlook, Entourage &
Address Book Sharing

ble it to be moved to
Book upon purchase of
tlook, Entourage, o Address Book Manipulator
plug-in - sold separately.)

Birthday Spouse

We try to populate all necessary fields, but additional fields can be customized depending on your needs. These

3 caveats should be noted:

1) The email labels “E-mail (w),” “E-mail (h)"” and “E-mail (0)” in the Core will populate the “E-mail,” “E-mail 2"
and “E-mail 3” labels in Outlook. If these labels are changed in the Core, then the related scripts will also need
to be adjusted in order to correctly push emails and the email labels into Outlook. Since Outlook can only
support three email addresses, the first three email addresses in the Core are pushed to Outlook in the same

order they appear in FileMaker.

2) The phone number labels *Work,” *Home,” “*Mobile,” “Fax,” and “Pager” in the Core correspond to the
“Business,” "Home,” “Mobile,” “Business Fax,” and “Pager” labels in Outlook. If these labels are changed in the
Core, then the related scripts will also need to be adjusted in order to correctly push phone number and phone

number labels into Outlook.
3) The physical address labels “Work” and “Home" in the Core correspond to the “Business” and “Home"

address labels in Outlook. If these labels are changed in the Core, then the related scripts will also need to be

adjusted in order to correctly push address and address labels into Outlook.
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You can send plain text formatted emails with multiple attachments without an Outlook security dialog. The

option to send HTML formatted emails is possible, but not built into the Core. This option can be customized.

You can also import Outlook emails with attachments into the Core allowing you to keep a complete email

correspondence history. The emails are parsed into the Core and linked up to the corresponding contact based

on the To, From and CC email addresses. You have the option to embed email attachments in the Core or store

the attachments as a reference. To set up the mail import functionality navigate to Preferences > Global

Settings > Outlook Manipulator tab and refer to the screen shots and corresponding stars below as a guide.

5 Preferences

General | Phone Formats

Incoming E-mail
Wifatch Folder

Archive Folder
Unmatched Folder
Outgoing E-mail
Watch Folder

Archive Folder
Unmatched Folder
Attachment Folder

Windows

4

Contacts Folder
Tasks Folder
Calendar Folder

Outlook Manipulator l Entourage Manipulator

Core Preferences

User Settings | Global Settings

iCal Manipulator

Register Plug-ins I

Outlook Folder List

All Mail Folders

fInbox/Core ﬁ ﬂ
fInbox/Core Archive
fInbox/Core Unmatched a

fSent Items/Core ﬁ
JSent Items/Core Archive Q
JSent Items/Core Unmatched ﬁ

C:\Core Attachments),
Format like: C
[ Save attachments:

ore Attachments,

@Embed O Reference

fContacts
fTasks
fCalendar

The following settings apply to Outlook Manipulator line of plug-ins from Productive Computing, Inc.

100) Jud | Browse  «|

=) €% Mailbox - Support - Productive Computing, Inc.
'a] Deleted Items
7| Drafts
| Errors
= L] Inbox
| Core ﬁ
| Core Archiveﬁ
| Core Unmatched Q
_ @ Junk E-mail
| Open Issues
| Outbox
# | _| R55Feeds
= [ Sent Items
| | Core
[ Core .O«rchiveﬁ
| Core Unmatched ﬁ
4| Temp
) L) Search Folders

1. Incoming and Outgoing Watch Folders = All emails in these Outlook folders will be imported into the Core.

2. Incoming and Outgoing Archive Folders = After emails are successfully imported into the Core and linked to a

corresponding Core contact, these emails are moved into this archive folder.

3. Incoming and Outgoing Unmatched Folders = If during the email import an email is not successfully linked to

a corresponding Core contact, then the email is moved to this unmatched folder allowing you too add the

email address and re-import these unmatched emails.

4. Attachment Folder = Option to embed email attachments directly in the Core or store as a reference.

**You can create your own Watch, Archive, and Unmatched folder names, but please be mindful that the

corresponding folder exists in Outlook as shown in the “Outlook Folder List” screen shot above. Also a *'/”

indicates a subfolder, so please do not use “/” in your Outlook folder names.

Quick Start Guide — Core2 CRM
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Calendar and Tasks

You can perform a unidirectional data exchange from the Core to Outlook for all task and calendar items. All
calendar and task items pushed to Outlook are tagged in the Outlook category as FMP. The next time you select
the “Populate” button, a purge and push occurs. This means that all calendar and task records in Outlook
tagged as FMP are deleted and freshly repopulated with the USER’s default calendar and tasks. The user’s
default calendar and tasks can be set up in Preferences > User Settings > Calendar / Tasks tab as shown in the
image below. Please also note that calendar and task items also have the ability to auto update, which

eliminates the need to purge and push. The auto update is explained below.

B Preferences

User Settings | Global Settings
Selact an account to edit... (note that the account name must match an actual sccount name in FleMaker)

Administrator Contacts | Calendar / Tasks | Plug-in Integration
John Smith

Calendar Settings for: John Smith

First Day Sunday

Defauk C John Smith
Default Views: | Month

Default User For Tasks: | John Smith

Calendar Preferenc

New Account Delete Account

Calendar and Task items also have an auto update feature, which eliminates the need to perform this purge and
push. First you will need to enable the check boxes shown below found on the Preferences > User Settings >
Plug-in Integration tab.

New Account

100] ol = Bromss  +

Then you must initially push your calendar and task items by selecting the “Populate” button as previously
explained. Afterwards each time you add or update a Core calendar or task item, the new or updated item will
auto populate in Outlook without having to push any buttons and go through the purge and push process. This

feature allows you to auto update Outlook with each Core calendar or task item as they are created or edited.
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16) Functionality with Entourage

The Core2 CRM has the following “out of box” functionality with Entourage:

- Ability to send plain text formatted emails with multiple attachments without a security dialog.

- Ability to import Entourage email items with attachments into FileMaker. The email items are parsed into
FileMaker and linked up to the corresponding contact based on the To, From and CC email addresses. You can
choose to embed email attachments in FileMaker or store the attachments as a reference.

- Unidirectional data exchange from the Core to Entourage for all contacts, task and calendar items.

- Auto update feature from the Core to Entourage for all task and calendar items.

In order to take advantage of the Entourage data exchange, you will need to enable the plug-in for each user

using the plug-in by selecting the radio box below found in Preferences > User Settings > Plug-in Integration.

¥ 3=

User Settings | Global Settings
Seiect an account to ediit.. {note that the account name must match an actual account name in Filatdaker,

Administrator Contacts | Calendar / Tasks | Plug-in Integration
John Smith

New Account Delete Account
amvently logged in as: admin

100| . od Browse v

Once you have enabled the plug-in for a specific user, then that user can use the buttons shown below to

exchange data for each area in Entourage. These buttons can be found on the Data Exchange tab in Core.

Entourage

f Populate ‘ Populate Entourage Calendar

! populate | Populate Entourage Tasks

| Populate ) Populate Entourage Contacts

| Import | Import Mail from Entourage
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Let's look at the “out of box” functionality for each corresponding Entourage area when using the Entourage

Manipulator with the Core:

Contacts

You can perform a unidirectional data exchange from the Core to Entourage for all contacts. All contacts pushed
from the Core into Entourage are tagged in the Entourage category field as FMP. The next time you select the
“Populate” button, a purge and push occurs. This means that all contacts records in Entourage tagged as FMP
are deleted from Entourage and freshly repopulated with the selected Core contacts. You can cherry pick what
Core contacts are pushed to Entourage, by selecting the check box for each Core contact shown in the image

below.

[}

Contacts General Info Activities Documents Invoices Data Exchange Custom Expansion

Mailing Lists © Usta Keywords/Categories
f Manage... )
(" Tag Muttiple |
( Remove Muttiple )

LTS

General Comments
Outlook, Entourage & (sharing this contact will enable it to be moved to
Address Book Sharing Outlook, Entourage or Add Book upon purchase of
the Outlock, Entourage, or ress Book Manipulator
plug-in - sold separately.)

Birthday Spouse

We try to populate all necessary fields, but additional fields can be customized depending on your needs. These

3 caveats should be noted:

1) The email labels “E-mail (w),” “E-mail (h)"” and “E-mail (0)" in the Core correspond to the “work,” “home” and
“other” labels in Entourage. If these labels are changed in the Core, then the related scripts will also need to
be adjusted in order to correctly push emails and the email labels into Entourage. The first three email
addresses are pushed to Entourage.

2) The phone number labels *Work,” *Home,” “*Mobile,” “Fax,” and “Pager” in the Core correspond to the “Work,”
“Home,” “Mobile,” “Work Fax,” and “Pager” labels in Entourage. If these labels are changed in the Core, then
the related scripts will also need to be adjusted in order to correctly push phone nhumber and phone number
labels into Entourage.

3) The physical address labels “Work” and “Home" in the Core correspond to the “Work address” and “Home
address” labels in Entourage. If these labels are changed in the Core, then the related scripts will also need

to be adjusted in order to correctly push address and address labels into Entourage.
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You can send plain text formatted emails with multiple attachments without an Entourage security dialog. The

option to send HTML formatted emails is possible, but not built into the Core. This option can be customized.

You can also import Entourage emails with attachments into the Core allowing you to keep a complete email
correspondence history. The emails are parsed into the Core and linked up to the corresponding contact based
on the To, From and CC email addresses. You have the option to embed email attachments in the Core or store
the attachments as a reference. To set up the mail import functionality navigate to Preferences > Global

Settings > Entourage Manipulator tab and refer to the screen shots and corresponding stars below as a guide.

Core Preferences Entourage Folder List
Preferences
— oms -
User Settings | Global Settings DA m e u é & 7
— 4 Wy
fai New
General | Phone Formats | Outlook Manipulator | Entourage Manipulator | iCal Manipulator | Register Plug-ins
Inbox Calendar To Do List Sent D
The following settings apply to Entourage Manipulator line of plug-ins from Productive Computing, Inc. v = .
e g settings apply ourage Manipula of plug 1 uctive uting, Inc v [ On My Computer —
Incoming E-mail ﬁ ¥ 3%, Inbox
Watch Folder  /Inbox/Core ﬁ T ~
Archive Folder  fInbox/Core Archive ﬁ [ Core Archive a
Unmatched Folder  /Inbox/Core Unmatched
- . |y Core Unmatched £
Outgoing E-mail Q
Watch Folder  /Sent Items/Core Q [f | Drafts
Archive Folder  /Sent Items/Core Archive 25 Outbox
Unmatched Folder  /Sent Items/Core Unmatched ﬂ . Sent ltems
Attachment Folder g ) 017
Macintosh  /MacHD/Users/Melinda/Desktep/Core Attachments/ Iy Core
Format like: Joe HD/Users/) p/Core Attachements/ |y Core Archive o,
X save ents: @ Embed O Reference [ Core Unmatched ¢y
. i) Deleted Items
Address Book Folder /Contacts = g
Tasks Folder /Tasks 3 Junk E-mail
Calendar Folder /Calendar > |y Temp a

L= Microsoft News Server
Jj Mail Views

1. Incoming and Outgoing Watch Folders = All emails in these Entourage folders will be imported into the Core.

2. Incoming and Outgoing Archive Folders = After emails are successfully imported into the Core and linked to a
corresponding Core contact, these emails are moved into this archive folder.

3. Incoming and Outgoing Unmatched Folders = If during the email import an email is not successfully linked to
a corresponding Core contact, then the email is moved to this unmatched folder allowing you too add the
email address and re-import these unmatched emails.

4. Attachment Folder = Option to embed email attachments directly in the Core or store as a reference.

**You can create your own Watch, Archive, and Unmatched folder names, but please be mindful that the
corresponding folder exists in Entourage as shown in the “Entourage Folder List” screen shot above. Also a /"

indicates a subfolder, so please do not use /" in your Entourage folder names.
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Calendar and Tasks

You can perform a unidirectional data exchange from the Core to Entourage for all task and calendar items. All
calendar and task items pushed to Entourage are tagged in the Entourage category as FMP. The next time you
select the “Populate” button, a purge and push occurs. This means that all calendar and task records in
Entourage tagged as FMP are deleted and freshly repopulated with the USER’s default calendar and tasks. The
user’s default calendar and tasks can be set up in Preferences > User Settings > Calendar / Tasks tab as shown
in the image below. Please also note that calendar and task items also have the ability to auto update, which
eliminates the need to purge and push. The auto update is explained below.

B Preferences

User Settings | Global Settings
Selact an account to edit... (note that the account name must match an actual sccount name in FleMaker)

Administrator Contacts | Calendar / Tasks | Plug-in Integration
John Smith

Calendar Settings for: John Smith

First Day Sunday

Defauk C John Smith
Default Views: | Month

Default User For Tasks: | John Smith

Calendar Preferenc

New Account Delete Account

Calendar and Task items also have an auto update feature, which eliminates the need to perform this purge and
push. First you will need to enable the check boxes shown below found on the Preferences > User Settings >
Plug-in Integration tab.

New Account

100] ol = Bromss  +

Then you must initially push your calendar and task items by selecting the “Populate” button as previously
explained. Afterwards each time you add or update a Core calendar or task item, the new or updated item will
auto populate in Entourage without having to push any buttons and go through the purge and push process.
This feature allows you to auto update Entourage with each Core calendar or task item as they are created or

edited.
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17) Functionality with Apple’s Address Book

The Core2 CRM has the following “out of box” functionality with Apple’s Address Book:

- Unidirectional data exchange from the Core2 CRM to Apple’s Address Book for all contacts.

In order to take advantage of the Address Book data exchange, you simply select the “Populate” button as

shown below. This button can be found on the Data Exchange tab in Core.

Populate Populate Address Book

All contacts pushed from the Core into Apple’s Address Book are tagged as FMP in the “other” field in Apple’s
Address Book. The next time you select the “Populate” button, a purge and push occurs. This means that all
contacts records in Apple’s Address Book tagged as FMP are deleted from Apple’s Address Book and freshly
repopulated with the selected Core contacts. You can cherry pick what Core contacts are pushed to Apple’s

Address Book, by selecting the check box for each Core contact shown in the image below.

[}

Contacts General Info Activities Documents Invoices Data Exchange Custom Expansion

Mailing Lists © ustA Keywords/Categories

( Manage.. |
' Tag Multiple |
| Remove Multiple |

LTS

X General Comments
Outlook, Entourage & 'sha"mg this contact wil enable it t‘o( be moved go ]
n har utiook, Entourage or Add: Book upon purchase of
Address Book Sharing g 10T ok Entourage, or Address Book Manipulator
plug-in - sold separately.)

Birthday Spouse

We try to populate all necessary fields, but additional fields can be customized depending on your needs. These

3 caveats should be noted:

1) The email labels “E-mail (w),” “E-mail (h)"” and “E-mail (0)" in the Core correspond to the “work,” *home” and

“other” labels in Address Book. If these labels are changed in the Core, then the related scripts will also need to

be adjusted in order to correctly push emails and the email labels into Address Book. An unlimited number of

email addresses can be pushed to Address Book.

2) The phone number labels “Work,” “"Home,” “Mobile,” “Fax,” and “Pager” in the Core correspond to the “work,”

” \\

“home,” “mobile,” “work fax,” and “pager” labels in Address Book. If these labels are changed in the Core, then
the related scripts will also need to be adjusted in order to correctly push phone number and phone number

labels into Address Book.
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3) The physical address labels “Work” and "Home" in the Core correspond to the “work” and “home” address
labels in Address Book. If these labels are changed in the Core, then the related scripts will also need to be
adjusted in order to correctly push address and address labels into Address Book. All other physical address

labels pushed from the Core to Address Book are labeled as “other” in Address Book.
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18) Functionality with Apple’s iCal

The Core2 CRM has the following “out of box” functionality with Apple’s iCal:
- Unidirectional data exchange from the Core2 CRM to Apple’s iCal for all calendar events and tasks.

You can perform a unidirectional data exchange from the Core to iCal for all events and tasks. All events and
tasks are pushed to iCal on a new calendar. This new calendar in iCal will take the name of whatever you

specify in the Core Preferences > Global Settings > iCal Manipulator tab as shown in the image below.

Preferences

User Settings | Global Settings

General l Phone Formats l Outiook Manipulator I Entourage Manipulator I ICal Manipuiator | Register Plug-ins

The following settings apply to iCal Manipulator line of plug-ins from Productive Computing, Inc.

Calendar  Core2 \

In order to take advantage of the iCal data exchange, you simply select the “Populate” button as shown below.

This button can be found on the Data Exchange tab in Core.

Populate Populate iCal Calendar

Each time you select the “Populate” button, a purge and push occurs. This means that the entire iCal calendar
created by the Core is deleted and is freshly repopulated with the Core calendar events and tasks. This means
that you should never directly use the calendar in iCal created by the Core for anything as each time you select
“Populate,” this iCal calendar and ALL its contents will be completely deleted and repopulated with the Core
calendar events and tasks. I repeat, please do not make any changes directly in iCal to this new iCal

calendar or else you risk losing all changes made directly in iCal.

We try to populate all necessary fields, but additional fields can be customized depending on your needs. Please
note that the repeat settings are not pushed over to iCal. Each event in the Core is pushed to iCal as a separate
event for that specific date/time. The repeat settings can be added as a customization and are not included in

the “out of box” Core functionality.
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19) Functionality with QuickBooks

The Core2 Invoices has the “out of box” functionality to perform a bidirectional data exchange with Quick Books
for specific areas. The plug-in can talk to additional QuickBooks areas and can be customized to meet your

specific needs. This functionality typically provides a good foundation to build upon or can just be use as is.

The Data Transfer Matrix below shows the “out of box” QuickBooks integration ability of the Core2 Invoices. For

specific functionality please refer to the Core2 Invoices Qulck Start Guide.

. FileMaker QuickBooks Data Transfer Matrix
QuickBooks Area

FM to QB Add FM to QB Mod FM to QB Del QB to FM Add QB to FM Mod QB to FM Del

Customers Yes Yes - Yes Yes -

Invoices & Inv Line Items Yes Yes = Yes Yes =

Payments & Pymt Line Items Yes Yes Yes Yes Yes -
Items Yes Yes - Yes Yes Update Indicator

Accounts = = = Yes Yes Yes

Payment Methods Yes - - Yes - Update Indicator
Sales Reps - - - Yes - Update Indicator
Payment Terms - - - Yes - Update Indicator
Shipping Methods Yes - - Yes - Update Indicator
Customer Messages Yes - - Yes - Update Indicator
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V. Contact Us

There are several other features that are not described in this document. It would be very beneficial for the
user to review the in-depth Core2 CRM videos we have created at www.core2crm.com. These videos explore
the features visually in greater detail and depth. In addition they provide the end user with basic visual training
of the Core2 CRM Solution.

The Core comes fully unlocked allowing you to customize the solution according to your needs. Implementing
customizations require knowledge of FileMaker scripting, relationships and calculations. If you need additional
support for scripting, customization or setup, then please contact us via the avenues listed below.

Phone: 760-510-1200
Email: support@productivecomputing.com

Forum: www.productivecomputing.com/forum

Please note assisting you with customizations and set up is billable at our standard hourly rate. We bill on a
time and materials basis billing only for the time in minutes it takes to assist you. We will be happy to provide
you with a free estimate if you fill out a Request For Quote (RFQ) at www.productivecomputing.com/rfg . We
are ready to assist and look forward to hearing from you!
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