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Preface

Your website may contain different online forms like survey forms, feedback forms, enquiry forms,

registration forms and so on. When a form is submitted online, the data in the form is sent as email to your

default email client.

You need to extract the contact details and other information from the email forms and save the data in your

database application for follow up.

eMail-Lead Grabber Business transfers the data available in the email form into your database

automatically. This enables you to eliminate manual data entry, avoid hassle in processing the web forms

and to follow up the leads efficiently.

This guide explains you how to setup eMail-Lead Grabber to transfer data from the email forms to your

application.

This is a one-time setup and then eMail-Lead Grabber starts transferring the email data automatically into

your destination application.

What is on the CD?

The eMail-Lead Grabber Business 2010 CD contains the following:

Item

Description

eMail-Lead Grabber Business Installation

Files required to install eMail-Lead Grabber Business 2010.

files
Quick Start Guide Quick Start Guide provides a short tour about the Software.
ReadMe.Txt Text file that provides technical information.

Sample Web Form Email Messages

To get familiar with the product, you can use the sample
messages to test the transfer of information.

Sample Templates

You can test the transfer of information using the sample
templates.

Conventions

The following conventions are used in the guide:

Convention

Description

Figures

Illustrations to understand the features of eMail-Lead Grabber.

Cross-reference

Cross-references are provided as hyperlinks for easy navigation.

[H

Note: Important or supplemental information.

¥

Tip: Suggestions that are supportive.

J:\

Warning: A caution message.




1. Key Features

Automatic data entry: Transfers contact details from different web forms into your database
application automatically.

Works with existing Forms: eMail-Lead Grabber is independent of scripts used in your web
site and works with your existing web forms.

Works with existing Email setup: eMail-Lead Grabber can download email from your existing
Email client. You can also send email using eMail-Lead Grabber.

Checks for duplicates: eMail-Lead Grabber can check for duplicate records while transferring
into your contact manager.

Schedule Activities: You can schedule activities automatically for the transferred contact.

Imports email from different sources: Using the Import Toolbar component, you can import
email from popular email clients / server / Windows Explorer into different applications.

Exports data as CSV files: Export the form details to text files in tab separated or comma
separated formats. This can be imported into any application that supports these formats.

Send Automatic response: You can send customized auto-responses to a contact. By merging
values in the email with a pre-defined message, you can customize this auto-response.

Generate Customer ID: You can create a Ticket number/unique ID for each contact. This
Unique ID can be added in your auto-response and your customer can use this for future
correspondence.

Save E-mail Content: You can save the email contents as a text file and attach to the
transferred contact record.

Auto-distribute E-mail: You can distribute the email to your sales team members using Round
Robin Forwarding for effective follow-up.

Search for Keywords: You can search for any keyword related to your business activity in the
transferred email form. The search results can be saved in the specified fields of your database.

Handle Bounce email: When an email is bounced, you can mark the bounced email ID in your
database. This enables you to avoid future correspondence with the invalid email ID.

2. Supported Applications

eMail-Lead Grabber Business 2010 supports the following applications:

*

*

*

Access 2003/ 2002 / 2000

ACT! 2010 / 2009 / 2008 / 2007 / 2006 / 2005 / 6.0 / 2000
Microsoft Excel 2007/2003 / 2002 / 2000

GoldMine 7.x/ 6.x / 5.x

Microsoft Outlook 2007/2003 / 2002 / 2000

Data Export



You can download the email forms from the following email clients:
¢ Microsoft Outlook 2007/2003/2002/2000
¢  Outlook Express 5.5/5.0/4.72/4.71
¢ GoldMine E-mail Center
¢  Windows Messaging 4.0
¢ Netscape Communicator 4.7/4.5/4.04

¢ AOL and Other email clients

3. eMail-Lead Grabber — Setup Wizard

After installation, the Setup Wizard appears that guides through the setup process of eMail-Lead Grabber.

The Setup Wizard consists of three steps.

eMail-Lead Grabber, Setup Wizard

Quick Setup Wizard »

Click, each button and fallow wizard prompts to complete the three-step configuration process.

Step 1 Setup e-mail accounts in eMail-Lead Grabber
Step 2 Create template to process web-farm e-mail
Step 3 Create filter to tranzfer web-form e-mail to the appropriate template

Launch at Startup Cancel Help

Figure 1: Setup Wizard

Step 1: Click here to setup eMail-Lead Grabber to download email messages from your default email client.
The setup email wizard appears and guides you through the process of downloading email messages from
selected email client. Refer to Chapter 5 for downloading email from various email clients. The settings that
appear in the wizard are similar to the options explained in this chapter.

Step 2: Click here to launch the Template Wizard that guides you through the process of creating a
template. You need to create a template to map the fields that appear in your email form with the fields
available in your destination. Refer to Chapter 12 for creating templates.

Step 3: Click here to create a filter. The Create Filter wizard guides you through the process of creating a
filter with specific criteria and to setup the actions to be performed when the condition is satisfied. You need
to create a filter to separate appropriate email messages and to transfer them to relevant templates. Refer to



Chapter 18 to setup a filter. The settings that appear in the Create Filter wizard are similar to the options
explained in this chapter.

Launch at Startup: By default this option is selected. Whenever you launch eMail-Lead Grabber, the Setup

Wizard is launched. Clear this checkbox to disable the wizard being displayed. You can access this wizard
from the File > Quick Setup Wizard menu.

@ You can also Cancel this wizard and setup the options manually.

For best results, you can complete the above steps sequentially. Once you finish the wizard steps, eMail-
Lead Grabber automatically downloads the email forms from your default email client, filters appropriate
messages and transfers the contact details to selected destination application.

4. eMail-Lead Grabber - Components

eMail-Lead Grabber contains three major components.

eMail-Lead Grabber Business: Once you install and launch eMail-Lead Grabber, this window is displayed.
This window appears similar to an email client and contains mailboxes like Inbox, Outbox and Trash. You
can download your email messages into the Inbox available in eMail-Lead Grabber. You can also check for
mail, send, reply to and forward email as you do with an email client.
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Figure 2: eMail-Lead Grabber Window
The eMail-Lead Grabber also contains Form Processing Center that displays the templates. You can

launch the TemplateMaker, Import Toolbar and create filters from this window.

You can setup to download the email forms from your default email client into the Inbox available in eMail-
Lead Grabber.

Import Toolbar: You can use the Import Toolbar to transfer the email from your email client to Inbox in
eMail-Lead Grabber or directly to your application.



TemplateMaker: You can use this component to create templates. The templates enable you to map the
fields available in your email form with the fields in your application.

These components are explained in detail in the following sections.

5. Setup to download email into eMail-Lead Grabber

You can download the email forms from your default email client into eMail-Lead Grabber Inbox.

Click the Accounts option available in the eMail-Lead Grabber toolbar.
[OR]
Click Tools > Accounts.

In the Account Setup dialog box, click Add and select your email client.

— s

ISt
Check Mal | Accourd Type Cuthook, 2007 [2003[2002
Cuthook, Express 5.0/6.0

PCF3

Chptoines:

Help

Figure 3: Account Setup

You can setup to download from the following email clients.
¢ GoldMine

¢ IMAP

¢ Microsoft Outlook

. Outlook Express
. POP3

5.1. Setup to download from GoldMine
To download the email from GoldMine,
Click Add > GoldMine in the Account Setup dialog box.

In the GoldMine Personality Settings dialog box, enter the following details:



Under GoldMine Login Details,
Click Get Values from GoldMine to retrieve the following details automatically.
Sys Dir: Installation path of the GoldMine and the location of the License database file.

Gold Dir: Location of the Calendar database file that contains a record for each scheduled
activity.

Common Dir: Location of the Contact database file that contains the main fields of contact
records.

User Name: Login name of your GoldMine database.

Password: Enter your GoldMine database password.

Goldiine® Personality Settings
GoddMine® Logn Dietads

( Get Vahses hom GokdMne® ]
Syz D dpiogram fasgoldmine B0
Giodd Dir: Dv:\Progeam Fle:\GoldWine 6 OAGMBazs’,

Comemon D [n:\Progeam Fles\GoldMine B (hcommon',
Liser Hame: MASTER

Passwoed I

Status: |L¢gged in tuccesshully Logn
Peizonality Settngs

Parsonaity Mame: Feedback

Imigcat B slbcne Fesdback Fomn:,

Export Maibose Processed Messages,

< Poll Personaliy [T ok ] [ cawcel | [ Heo |

Figure 4: Personality Settings - GoldMine

Under Personality Settings,

¢  Personality Name: Enter a name for the email messages to be downloaded. This name is provided to
differentiate specific type of messages when you receive different type of email forms. For Example,
you can provide the personality name as “Feedback Forms” to download the email forms that contain
feedbacks.

¢+ Import Mailbox: Click the button to select the mailbox from which you want to download the email
forms.

¢  Export Mailbox: Click the button to select the mailbox to which you want to save the processed
email forms. After downloading email from GoldMine, the email forms are moved to the Export
Mailbox. You can create a new folder to save the processed email forms.

¢  Poll Personality: Select this option to download the email from GoldMine to eMail-Lead Grabber Inbox
automatically.

Click OK.



5.2. Setup to download using IMAP Server
To download the email using IMAP server,
Click Add > IMAP in the Account Setup dialog box.

In the POP3 Personality Settings dialog box, enter the following details:

IMAP Personality Setting

Presi sl M aties Feadback

Inciorming Mal Sever imap. egrabber.com

Uzer Hame willam Stevenson
Uzer Passwoed nmn

Prolirg M b FewdbackForms
Ratum Addrass willamiegrabber com

Outgoing SMTP Server | smip.agrabber com

« Poll Personally Moie Seblings

et | et

Figure 5: Personality Settings - IMAP

¢  Personality Name: Enter a name for the email messages to be downloaded.
¢ Incoming Mail Server: Enter your Incoming mail server name.

¢ User Name: Enter login name of your IMAP account.

¢  Password: Enter your IMAP account password.

¢  Polling Mailbox: Click the button to select the mailbox from which you want to download the email
forms.

¢ Return Address: Enter your email address.
¢ Outgoing SMTP Server: Enter your Outgoing mail server name.

¢  Poll Personality: Select this option to download the email from POP3 server to eMail-Lead Grabber
Inbox automatically.

¢  More Settings: Click here to configure the SMTP server to send mail. As you click More Settings, the
E-mail Settings dialog box is displayed.

In the Outgoing Server tab, make the following settings:



E-miail Settings

Dutgoing Server | Advanced

W My cutgoing Server [SMTP) ssquines authenication
(. Use same saltingt 84 my mcommng mad sane

{2 Logonusing
Uz M arne: wliam

Password: EITTITT ]

[ o Cancel

Figure 6: Email settings - Outgoing Server

Select My Outgoing Server (SMTP) requires authentication to ensure SMTP server authentication before
sending e-mail. Specify the method of authentication by selecting any one of the following options:

.

Select Use Same Settings as my incoming mail server if you want to use the login and password
details of incoming mail server (POP3).

Select Log on using if the SMTP server requires a different user name and password. Enter the
following details:

User Name: Enter the user name of your SMTP server.

Password: Enter the password of your SMTP server.
Click OK to save the settings.

In the Advanced tab, you can make the following settings:

E-mail Settings

DOulgeing Server  Advanced

Server Pot Mumbets
Irecoemire served [ IMAP | 143 Use Doefaits

Oustgoing teeved [ SMTP) 25

Server Timsouts

Shast Long 1 mirute

[or J[ conca |

Figure 7: Email settings - Advanced



Under Server Port Numbers,
Incoming Server (IMAP): The port number of your Incoming Server (IMAP) is displayed by default.
Outgoing Server: The port number of your Outgoing Server (SMTP) is displayed by default.

Click Use Defaults to use the default port numbers.

@ You can also change the port numbers.

Under Server Timeouts, specify the time interval by moving the slider. (The time varies from 30 seconds to
6 minutes). The time indicates how long to wait for a response from the server. Specify short time if your
server is fast and long-time if the server is slow or busy.

Click OK to save the settings.

5.3. Setup to download from Microsoft Outlook

To download the email from Microsoft Outlook,

In the Account Setup dialog box,

Click Add > Outlook 2007 / 2003 / 2002 to download from Microsoft Outlook 2007 / 2003 / 2002.

In the Outlook Mail Personality Settings dialog box, enter the following details:

Outlook 2007200372002 Mail Personality Setting |

Personally name:

Fior Dutlook peofle: | Microsolt Duwtook, Intemet Seltings  [Curent Outlock: Frofile: Mic
Poling madbee []
Piocessed maldbor |:|
FAetum address:

SMTP sanves:

FPoll peasonally:

‘whils mmpoeting the sender's address ‘Wihae mportng mals, use,

[] bnpecut sender’s g-mad addiess (%) Date recaived on mal serve

[] bnpecut smnder’s giplay names () Diabe dekvared irto Dutiok malbox
Lok J[ Concel |[ bep |

Figure 8: Personality Settings - Outlook 2007 / 2003 / 2002

¢ Mail Personality
¢  Personality name: Enter a name for the email messages to be downloaded.

¢  Polling Mailbox: Click the button to select the mailbox from which you want to download the email
forms.

¢ Processed Mailbox: Click the button to select the mailbox to which you want to save the
processed email forms.

¢  Return address: Enter your email address.

¢  SMTP server: Enter your outgoing mail server name.



¢  Poll personality: Select this option to download the email from Outlook to eMail-Lead Grabber Inbox
automatically.

¢ Import sender’s e-mail address: Select this option to display the sender’s email ID in the From
column of eMail-Lead Grabber Inbox.

¢ Import sender’s display name: Select this option to display the sender’s display name in the From
column of eMail-Lead Grabber Inbox.

¢+ Date received on mail server: Select this option so that the Received Date in the Inbox is retrieved
from the date on which mail is received by the mail server.

+ Date delivered into Outlook mailbox: Select this option so that the Received Date in the Inbox is
retrieved from date on which mail is received by Outlook mailbox.

Click OK.
Click Add > Microsoft Outlook to download from Microsoft Outlook 2000.

In the Outlook Mail Personality Settings dialog box, the details to be entered are similar to Outlook 2007 /
2003/ 2002, except the following:

Outlook Mail Personality Setting

Personality Mame i |Feedback
Proling M sl .| Personal Foldess\Feedback
Froceszed Madbox | Perzonal Foldess\Processed
Retuen Address | wilam{Begrabber com
SMTP Senver | smlp.sgrabber com
Poll Personality D o Impsort Peesonably Display Mams
o Irpoit Personally Emal Address
Cancel Help

Figure 9: Personality Settings — Outlook 2000

¢+ Import Personality Display Name: Select this option to display the sender’s display name in the
From column of eMail-Lead Grabber Inbox.

¢+ Import Personality Email Address: Select this option to display the sender’s email ID in the From
column of eMail-Lead Grabber Inbox.

Click OK.

5.4. Setup to download from Outlook Express
To download the email from Outlook Express,
Click Add > Outlook Express in the Account Setup dialog box.

In the Outlook Mail Personality Settings dialog box, enter the following details:
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Outlook Mail Personality Setting

Perscnaity Hame : |Femdback
Pofing M.albo: . Outlock Express\Local Folders\Feedback
Frocessed Madbos | Dutlook EspuessiLocal Folders\Processed
Rsten Addiess | willar{Eegrabber com
SMTP Senver ;| smip egrabber com
Pol Personality i v
OF. | Cancel Hedp

Figure 10: Personality Settings — Outlook Express

¢  Personality Name: Enter a name for the email messages to be downloaded.

¢  Polling Mailbox: Click the button to select the mailbox from which you want to download the email
forms.

¢ Processed Mailbox: Click the button to select the mailbox to which you want to save the
processed email forms.

¢ Return Address: Enter your email address.
¢  SMTP Server: Enter your outgoing mail server name.

¢  Poll Personality: Select this option to download the email from Outlook Express to eMail-Lead
Grabber Inbox automatically.

Click OK.

‘¥ When you download email from Outlook Express or Outlook, the email messages are deleted from the selected folder.
So, it is recommended not to use your Inbox as the Polling mailbox.

Create a separate folder in your email client to save the email leads. You can set a filter to automatically move the email
leads to the specific folder or drag and drop the email leads from your Inbox to the folder. You can use this folder as the
Polling Mailbox.

5.5. Setup to download using POP3 Server
To download the email using POP3 server,
Click Add > POP3 in the Account Setup dialog box.

In the POP3 Personality Settings dialog box, enter the following details:
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POP 3 Personality Settings

Perzonality Mame Feedback
Logn Hame [ 2.9 = James | wllaen Sleverdon
Passwoid i
Ristum Addeess willamEegrabber com
Incoming [POF3) Mal Serves; pop3 egrabber.com
Dutgarg [SMTP) Mad Semver smhp. egrabbe com

Dredate mad from serser afber downdosd
P
Igreane mcoming mad abave | 0 KE

Impsosit 0K Cancel Help

Figure 11: Personality Settings - POP3

Personality Name: Enter a name for the email messages to be downloaded.
Login Name: Enter login name of your POP3 account.

Password: Enter your POP3 account password.

Return Address: Enter your email address.

Incoming (POP3) Mail Server: Enter your Incoming mail server name.
Outgoing (SMTP) Mail Server: Enter your Outgoing mail server name.

Delete mail from server after download: Select this option to delete the messages available in your
POP3 server after downloading them into eMail-Lead Grabber.

Poll Personality: Select this option to download the email from POP3 server to eMail-Lead Grabber
Inbox automatically.

Ignore Incoming mail above: Enter size limitation for incoming messages. The messages that
exceed the size you have defined here are not downloaded into eMail-Lead Grabber.

More Settings: Click here to configure the SMTP server to send mail. As you click More Settings, the
E-mail Settings dialog box is displayed.

In the Outgoing Server tab, the settings are similar to the IMAP settings. Refer to IMAP for details.

In the Advanced tab, you can make the following settings:
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E-mail Settings

Dubgoing Server  Advanced

Sarver Posl Nubeds

Inecening sesved (POP3] 110 Use Defats

Oubgeing serves (SMTP) 25

Servet Tnsouts

Shoet Long 1 misbe

Emad Compeezsion Setting
« Enable Compession setting for Microsolt Exchangs v5.5 seresr

EMaid Coenpression Dirder 4 Use Dalauk

oK Cancel

Figure 12: Email settings - Advanced

Under Server Port Numbers,
Incoming Server: The port number of your Incoming Server (POP3) is displayed by default.
Outgoing Server: The port number of your Outgoing Server (SMTP) is displayed by default.

Click Use Defaults to use the default port numbers.

@ You can also change the port numbers.

Under Server Timeouts, specify the time interval by moving the slider. (The time varies from 30 seconds to
6 minutes). The time indicates how long to wait for a response from the server. Specify short time if your
server is fast and long-time if the server is slow or busy.

Under Email Compression Setting, select the Enable Email Compression Settings checkbox to
download e-mail from Microsoft Exchange v5.5 Server.

Enter the Email Compression Order number to download the complete email from Microsoft
Exchange. You can increase or decrease the compression order number according to the size of your
Microsoft Exchange server. The default number is 4.

Click OK to save the settings.

5.6. Personality Settings

After you enter details and save the personality settings, the personality name is displayed in the Account
Setup dialog box.
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Account Setup El
Al Personalies Audd

Check Mal | Accoun Type

ON Feedback GokiMne® Propetie:

Help
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Figure 13: Account Setup for GoldMine
¢  Click Remove to delete the personality settings.
¢  Click Properties to edit the settings.
¢  Click Test to test the settings. The email forms are downloaded to the eMail-Lead Grabber Inbox.

¢  Set as default: Click here to make the selected personality name as your default account. When you
reply to a message or send an auto-response, this account is used for sending the email.

¢ Options: Click here to open the Miscellaneous Setup dialog box. You can setup to check for email
messages automatically. This option is explained in detail in the next section.

Click Close.

'# You can also make use of Step 1 in the setup wizard to download the email messages. The wizard provides step-by-
step instructions to complete the setup.

6. Download email into eMail-Lead Grabber

After you have setup your Account, you can start downloading email forms from your email client.
To download the email forms manually,
Click Check Mail in the eMail-Lead Grabber Business toolbar.
[OR]
Click Check Mail in the File menu.

The email forms are downloaded from your email client as you have setup and saved in eMail-Lead
Grabber Inbox.

To download the email forms automatically, you need to setup the Miscellaneous option.
Click Tools > Options.

In the Miscellaneous Setup dialog box, make the following settings:
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v Check for new messages of slardup
E ¥ Show popup when new message aMves ﬂ
v Show Alert for madbax Compaction [recommendad) _ eeoy |
v Automatically download new messages. Check for messages every |5 mirsstefs] w

# LUse System Dabe Time lomat
Setup ehladLesd Giabber for wier Sehup Logn

Sernd Oplions
o Uge Duthook.  Poofile Mame: | outhook

Pazswond:

Figure 14: Miscellanous Setup

Check for new messages at startup: Select this option to check for email whenever you launch
eMail-Lead Grabber.

Show popup when new message arrives: Select this option to be notified whenever you receive
new email.

Show Alert for mailbox Compaction: Select this option to get a message for compaction whenever
your mailbox exceeds a limit of 45 MB. This option is selected by default. To disable the warning
message, you can clear this checkbox.

Automatically download new messages: Select this option to check for email at specified time
interval. Enter the time in minutes in the space provided.

Use System Date Time format: Select this option to display the date as per your System settings. If
this option is not selected, then the date is displayed in the default format as ‘MM/DD/YY".

Click Setup Login to setup login restrictions for eMail-Lead Grabber.
In the User Login dialog box that appears, enter User Name and Password
Re-enter the password in Confirm Password.
Click OK.

Use Outlook: Select this checkbox to send email using Microsoft Outlook. Enter the Profile Name and
Password to send email through secured authentication.

Click OK to save the settings.

Now the email is checked automatically in the specified time interval.

s Ensure that the Poll Personality checkbox is selected in the Personality Settings to download the email. If you enter
the time interval as zero (0), then email is not checked.

Next, you need to create a template to process the downloaded email messages and to transfer the details
to your destination. Refer to TemplateMaker to create a template.
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7. Working with eMail-Lead Grabber

eMail-Lead Grabber window contains the following to manipulate the messages.

¢  Menu bar
¢  Toolbar

¢  Status bar
¢  Report bar

You can make use of the above components to send, reply or forward the messages. You can launch the
Import Toolbar that can be used to download messages from other email clients. You can also launch the
Template Maker to create templates.

7.1. eMail-Lead Grabber - Menu bar

The eMail-Lead Grabber menu bar contains the following commands:

File Menu

Check Mail Checks e-mail and download new e-mail to the Inbox.
New Folder Create a new folder in Email Center.

New Mailbox Create a new mailbox in Email Center.

Print Print selected message.

Quick Setup Wizard Launch the Setup Wizard

Show Import Toolbar Launch the eMail-Lead Grabber- Import Toolbar.

Show Template Wizard Launch the Template Wizard to create templates.

Show Template Maker Launches TemplateMaker to create templates.
Exit Quit eMail-Lead Grabber.
Edit Menu
Undo Reverts the last performed action.
Cut Removes the selected text and places it in the Clipboard.
Copy Copies the selected text to the Clipboard.
Paste Inserts the contents of Clipboard.
Find Opens the Find Message dialog box and enables you to search for messages.
Select All Selects all the contents of a message.
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View Menu

Toolbar Show or Hide the eMail-Lead Grabber Toolbar.

Status Bar Show or Hide the Status Bar.

Report Bar Show or Hide the Report Bar.

Folder View Show or Hide the folders displayed in the Folders view.

Task Status Show the Task Status tab displayed in the Report Bar.

Process Status Show the Process Status tab in the Report Bar.

Errors Show the Errors tab in the Report Bar.

Refresh View To update and reflect the changes made to the folders displayed in the current

view.

Message Menu

Compose Create a new message.

Reply Reply to the sender of the selected message.

Reply All Reply to all in the TO and CC columns of the selected message.
Forward Forward selected message.

Delete Delete selected messages.

Import Messages Import messages from the default email client.

Folders Menu

Inbox Displays the Inbox.

Outbox Displays the Outbox.

Trash Displays the Trash.

User Folders Select the sub folders and mailboxes within folders, if available.

Form Processing Center Displays all the templates. Click the template name to view the messages
processed using the same.
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Tools Menu

Filters Create a new filter or edit an exiting filter.

Accounts Create a new e-mail account in eMail-Lead Grabber.

User Setup Setup login restrictions to eMail-Lead Grabber. Enter a user name and
password to login to eMail-Lead Grabber.

Stationery Create, Edit, or Delete Stationery.

Register / Unregister Add or remove templates from the Form Processing Center.

Template

Backup/Compact Launches Dr. Mailbox to maintain your mailboxes.

Options View the Options dialog box to provide mail settings for all your e-mail
accounts.

Help Menu

Help Topics Launches the Help.

eGrabber on the Web Access Live Update, Online User Guide and FAQs from eGrabber website.

Demo Launches demo on the product.

Register/Unregister Product Register or unregister eMail-Lead Grabber.

About eMail-Lead Grabber Displays eMail-Lead Grabber version and copyright information.
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7.2. eMail-Lead Grabber - Toolbar

The eMail-Lead Grabber toolbar contains the following commands:

2‘ ; Check for new email manually.
Check Mail
EE] Setup Accounts.
Accounts
T .
Bty Launch Setup Wizard.
Setup Wizard
—1 Setup Filters.
Filters
» Launch Import Toolbar.

Impart Toalbar

7

Create new email message.

Campose
g" Reply to the sender of the selected message.
Reply
ﬁ; Reply to all in the TO and CC columns of the selected message.
Reply All
% Forward selected message.
Forward
% Opens the Find Message dialog box and enables you to search for messages.
_ﬁ Delete selected messages.
Delete
2 |
Re-process an email message
Re-Process
-
Launches Help
Help
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7.3. eMail-Lead Grabber - Status bar

The status bar displays the total number of messages and the number of messages selected in the current
folder.

7.4. Report bar

The report bar displays the status of the processed messages and error messages. This bar contains three
tabs as follows:

Task Status:

Click % or View>Task Status to view this tab.

Task Status i Progress
=

Processing... Filtering messages 4 of 35 I 11% Completed

e

Figure 15: Task Status

The task status displays the background activities like retrieving email from your email client, processing
messages through filters, templates, etc. This tab also displays the progress of a task in percentage.

@ Right-click the Task Status and select Abort Task to stop a task being processed.

Process Status:

Click Ts or View>Process Status to view this tab.

o # | Dats | Subject | From Fitter | Tamplats | Status\Error
1 12 11 07 15:32:18 ELG Test mark@grm.com () <Dragged and dropped> GMé_Sample Skipped Transfer
2 12 11 07 15:43:05 ELG st mark@gm.com () <Dragged and dropped> Sample  Skipped Transfer
"1) 3 12 11 07 15:49:28 ELG Test rark@gm.com () <Dragged and dropped= GM&_Sample Skipped Transfer
4 12 11 07 16:12:32 ELG Test pnark@gm.com () <Re-Procasseds GME_Sarmple Transfer Successful

Figure 16: Process Status

The following details are displayed in the Process Status tab:

Date Date and time of process.

Subject Subject of the processed e-mail.

From The sender’s email ID of the processed e-mail.

Filter Name of the filter used for processing the e-mail.
Template Name of the template used for processing the e-mail.
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Status\Error Displays the Transfer Status.
If the transfer is successful, the message “Transfer Successful” is displayed.
If the transfer fails then the error message is displayed with the reason for failure.
If the transfer is skipped then “Skipped Transfer” is displayed.

If the e-mail is processed and not transferred then “Process Successful” is displayed.

@ To save the processed details, right-click in the Process tab and select Save Status Log. To clear the text, righ-click
and select Delete or Delete All.

Errors:

Click “& or View>Errors to view this tab.

."f." Procesang mat 1 of 15
Procesung malk 2 of 15
Processng mak 3ol 15
Procesang mad 4 of 15
Procesung malk 5ol 15

Figure 17: Errors tab

The errors that occurred during the background process are displayed here.

@ To clear the error messages, righ-click and select Delete.

7.5. Shortcut Menus
Right-click on any part of the eMail-Lead Grabber window to access the shortcut menus.

The shortcut menus vary according to the selected area. For example, if you right click the message grid,
you can access the shortcut menu as shown in Figure 23Figure 23

You can use these shortcut menus to quickly access the commands that are available in the menu bar and
the toolbar.

8. Using Import Toolbar

You can download email messages from other email clients using the Import Toolbar.

To launch the Import Toolbar,

. Click the Import Toolbar Icon in the eMail-Lead Grabber Toolbar.
[OR]
. Click File > Show Import Toolbar.

The Import Toolbar appears as shown in Figure 18.

eMail-Lead Grabber Business - Import Toolbar Meru =
=| W] [ seiected Ten - »mm ~| Go

Figure 18: Import Toolbar

You can select the source from which the email messages to be downloaded from the drop-down list that
appears on the left panel.
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The options available in this list are:
¢  Selected Text

¢ Textin Clipboard

¢  Windows Explorer

¢ Outlook Express

¢  Outlook

¢ GoldMine

¢  Windows Messaging

¢  Netscape Communicator

If you are using an email client other than the applications listed above, then you can use the Selected Text /
Text in Clipboard / Windows Explorer options to download the email messages.

The right panel displays the option Inbox and the templates created.

Select the option Inbox to download the messages to eMail-Lead Grabber Inbox or the template to directly
transfer the details from the selected message to selected destination application. You can find the option to
create a template in this drop-down list.

Refer to Chapter 11 for details on creating a template.

9. Customize Import Toolbar

You can customize the source and destination options available in the Import Toolbar.
Click ® that appears in the center of the Toolbar to launch the Options dialog box.

In the Options dialog box, you can setup the source, destination and miscellaneous options.

9.1. Add / Remove Source Application

In the Options dialog box, click the Input Source option to add or remove the source applications that are
displayed in the Import Toolbar.

The available source applications are displayed in the dialog box.
To add an application to the toolbar,
Select the application displayed under Available Sources and click the Add button.

The application is now displayed under Selected Sources.
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Import Toolbar Options - Inpul Source

Avalable Souces Selected Souces
Eudora Fro Emal 5 | Windows Evplores Cancol
Goldhine 4.0:5.0 ) Outiook Express 4.71/4.72 Help
GoldMine 5.5 ._- Ciusthonc Espierss 5.0/5.5 Abent

Wy indows Messagng 4.0 u"mswﬂ:d Tewt
Metzcape Commuricator 4.04/ E Teut in Chpbosd
Quthock. 38737 EDM 20022000
< L »
Hudd 33 4 Flsmone

Figure 19: Add / Remove Source Applications

To hide an application being displayed in the toolbar,

Select the application displayed under Selected Sources and click the Remove button.

The application is now displayed under Available Sources.

Click OK to save the settings.

The applications listed under Selected Sources are displayed in the drop-down list on the left panel of the
toolbar.

9.2. Add / Remove Destination Application

In the Options dialog box, click the Destination option to add or remove the templates that are displayed in
the Import Toolbar.

The available templates are displayed in the dialog box.
To add a template to the toolbar,
Select the template displayed under Available Templates and click the Add button.

The template is now displayed under Selected Templates.
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eMail-Lead Grabber Business - Import Toolbar Options - Destination

L Ogbos | 5 udabie Templates Seleciad Templates ok
@mm_sm.uf Iz Corcel
ACT2H006_S ample. ef @ﬁ.ﬂxﬂ?_ﬁmﬂu.eﬂ Help
o, GMS_Sanple et @ D staE speel_S gl etl Propestics
GHE_Sample.etf a GMT_Sample. off
EEM_‘SMH{ E.ﬁnxﬂ_s.mpb.a&
@m_smdf Enum}mﬁu el
¢ > % H
Add 3> 44 Rsmene

Figure 20: Add / Remove Templates

To hide a template being displayed in the toolbar,

Select the template displayed under Selected Templates and click the Remove button.

The template is now displayed under Available Templates.

Click OK to save the settings.

The templates listed under Selected Templates are displayed in the drop-down list on the right panel of the
toolbar.

9.3. Miscellaneous Setup

In the Options dialog box, click Miscellaneous to setup other options.

In the Miscellaneous dialog box, you can setup the following options:

Show Transfer Window: Select this check box to display a transfer window. The transfer window appears

whenever you process email messages; this window displays the status and number of messages
processed.
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eMail-Lead Grabber Business - lmport Toolbar Options - Miscellanoous

e
@ v Show Transhe: Windos Cancel

Ledt proousze chek on Tray icon should

* Toggle Toolbar between Show and Minimize
Capture using kst set source and destination

Figure 21: Import Toolbar - Miscellaneous Setup

Under Left mouse click on Tray icon should,

e Toggle Toolbar between Show and Minimize: Select this option so that when you click on the
Tray Icon, the Import Toolbar is shown or minimized.

e Capture using last set source and destination: Select this option so that when you click the Tray
Icon, the email messages are transferred with the last settings selected in the Import Toolbar.

Click OK to save the settings.

10. Download email using Import Toolbar

Select your email client from the Source list of the Import Toolbar. If your email client is not available in the
list, select your message manually and select the option Selected Text in the toolbar. You can also transfer
information from documents available in a folder bys selecting the option Windows Explorer.

Select the option Inbox in the Destination list to transfer the messages to the eMail-Lead Grabber Inbox. To
transfer the messages directly to your destination, select the relevant template.

Now click the Go button in the toolbar.

The selected messages are transferred according to the selected settings.

# You can create a new template by selecting the option Create Template from the destination list.

After downloading the email messages to eMail-Lead Grabber Inbox, you need to create templates for
transferring the information into your destination.
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11. TemplateMaker

Your email form contains two major components: Form Tags and the form data.
Form tags are the fields available in your email form.
Form data is the value filled in by the visitor.
You need to map the form tags with the database fields.
While transferring, the form data is transferred into the mapped fields in the selected application.

The mapping of fields varies according to the selected destination.

From: johni@meograw.com [| To:  isupport@egrabber. com
Subject: “WEG Test

Below is the result of yvour form. It was
submitted by (john@mcgraw. com).

1—- Form Data

lagt: Mathew

[Form Tagy
email: john@mcgraw. com

company: The McGraw-Hill Companies, Inc.

Figure 22: Example for an Email Form

You can create the templates in two methods:
1) Wizard Mode

2) Advanced Mode
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12. Create Template in Wizard Mode

Launch the Template Wizard by any one of the following methods:

Click Step 2 in the Setup Wizard

[OR]

Select any email that contains all the form tags, right-click and select Create Template in Wizard

Mode. (Refer Figure 23)

[OR]

Right-Click the Form Processing Center and select Create Template Wizard Mode.

[OR]
Click File > Show Template Wizard.
Bl G|%w]|t]v] From

| Subject | Recieved

| Account | size | To
b | hllwp@pabncom(]  ELG Test May 2002122333 222¥B PO
& mark@gm.com ) ELG Test IMay 2002122337 2NKB iLDp
omGmcomcsn) LG Ted 31y I - e 3o
< Charige Mad Skabus ]
From: jobni@Emogravecom (] To: isupport(@egrabber com
Subject: ELG Test Create Templste
. _'[ Croate Fiters... Advarced Made
Below is the result of your form. It was
submitted by (john@mcgraw.com). Select All Message(s)
--------------------------------------------------------- Process theough Filen(s)
first: John Dedete Messagels)
Cogy to b

) Move to k

last: Mathew oyocasc g R

Figure 23: Create Template

The Template Creation Wizard is launched and this wizard guides you through the process of creating a

template.

12.1. Name the Template

The first step is to name the template. Enter a name and click Next.
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Template Creation Wizard

Template N ama
Mamne the template

Template Hame [Lipstithed
Eseanple: Dider

Mesd » Carcel

Hel

Figure 24: Enter Template Name

12.2. Edit Sample Email

The next step is to view and edit the email form. The selected email text appears in the wizard.

If you have launched the template wizard by using the File > Show Template Wizard option, then the
wizard space appears blank. You need to copy and paste your email text that contains all the form tags and

data (Refer to Figure 22).

Template Creation Wizard - Untitled

Edit zelected sample e-mail

The sample webdonm emal sabscted eatber vall be daplayed Edit the e-mal of pacle & diffesent zample
weebefoim a-mad

Fioirm E -l

Bledow iz the resull of wour form. [k veas
submitted by (johe@Emcgrave, com)

st Jokn

lact: M athess

emal johniSmograw, com

comparg: The McGraw-Hil Comparies, Inc.

cBack | Nets Cocel | [ Heb ]

Figure 25: View and edit the sample Email
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You can verify the details and edit them, if required and click Next.

12.3. Extract tags from Email
The next step is to extract the form tags from the email.
You can extract the tags by any one of the following methods:

Extract Form Tags Automatically: This option is selected by default. The form tags are extracted
automatically from the selected email.

The Form Tag separator is displayed automatically next to Tag and Field Separator. You can also enter
the tag separator manually. Select the TAB checkbox if there is a tab separator appearing in between the
form tags and the form data.

@ Tag Separator is the character that separates the form tag and the form data.

Manual Entry of Form Tags: Select this option to manually enter the form tags from your web form.

XML Form E-mail: This option is selected by default if your form email is in XML format.

Template Creation Wizard - Untitled

Extract tags from web-form e-mail

Erder Tag and Fiskd Sepanstor i pou chooss subomatic sstraction oplion »
Fomm Anchor Extraction Method
£ Extiact Form lags sutamabcaly Tag and Field Separstor: | I© TaB

™ Manual Entiy of Form tags
WML Form E-mesd

< Back Hext » Cancel Hel

Figure 26: Extarct form tags

Select the relevant option and click Next.

29



12.4. Customize Anchor Text

The next step is to customize the anchor text. The form tags need to be marked as anchor text for mapping
the fields.

Template Creation Wizard - Untitled

Edit and cuslomize anchor

DCrovibhe chick bo et e anchors. Sedact the anchios and click Set Propsities b specifiy te feahues of the »
anchor tag

el
COManTy
Agdress
CRY
State
Lipoos

b Set Propesties

wabte
Rater ﬂ Wiewe E -ma

< Back Neot » Cocel |  Heb |

Figure 27: Edit Anchor Text

If you have selected the option Manual Entry of Form Tags, you need to enter the anchor text manually.
Else, the form tags are marked as anchor text automatically and displayed.

Select an anchor text and click Set Properties to define the properties for the anchor text. Refer to Setup
Anchor Properties for more details.

Click View E-mail to view the sample email for reference.

After customizing the anchor text, click Next.
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12.5. Select Destination Application

The next step is to select your destination application.

Template Creation Wizard - Untitled |Z|
Select deztination application
Sedect the paodgram of databass by which data should be ransfemed by siadLesd Grabber, »
Contact Manager Settings
Select Contact Manager:  [ACT! 2010 -]
s -
|
EE R RN ACTI 2008
ACTI 20010
ACT! 6.0/ 2000
Esocsel 007 /2000 200272000
GoldMire® 5755
GoddMin=® £.76 B/E 5E.0BCM CE
GoddMine® 7.0
Duthock, 200730008 002/ 2000 s
<Back [ Hes> Concel | Hep |

Figure 28: Select Destination Application

Select the appropriate destination application from the Select Contact Manager list, and click Next.
The next step in the wizard varies according to the selected destination.
The following applications are supported:

¢ Access

¢ ACT!

¢ Microsoft Excel

¢+ GoldMine

¢ Microsoft Outlook

12.6. Create Template for Access
You can create template for the following versions of Microsoft Access.
¢ Microsoft Access 2003 / 2002 / 2000.

Select the option Access 2003 / 2002 / 2000 from the Contact Manager list (Refer Figure 28) and click
Next.
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12.6.1. Login to Access
In the next step you need to login to the Microsoft Access database.

Template Creation Wizard - Access_Sample

Databaze Access Information
Sedact the database and peovide the logn infosmation for the database

Ll sesname: |-ﬁfl""l"

Pastwond: |

Select datsbase o be acceszed
D alabazs: |E:‘.Dwmma and Settings\al Uses\Documents\Web Respon

Logged in Successiully Login I

+ Back Mead »

Carcel
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Figure 29: Login to Access database

User Name: Enter the login name of your database.

Password:

Database: Click

displayed.
Click Login.
The “Logge

Click Next.

Enter the password for the database.

d in Successfully” message is displayed.

to browse and select your database. The name and path of the selected database is
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12.6.2. Select Fields
The next step is to select the Tables and Fields to which the data is to be transferred.

The available tables are displayed in the left pane and the corresponding fields in the right pane.
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Figure 30: Select Table and Fields

Select the appropriate table and the corresponding fields and click Next.

@ Click Select All to select all the fields and Clear to deselect all the fields.




12.6.3. Map Fields
The next step is to map the fields available in the selected Access table with the form tags.

Template Creation Wizard - Access_Sample
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Figure 31: Map Access Table Fields

Double-click the Fields row and select the appropriate database field to map the field manaually.
Click Auto Map to map the fields automatically.

Click Clear Map to remove the mapping.

Click Test Map to view the extracted values from the email.

Select a field and click Set Properties to define properties for the selected field. Refer to
Setup_Field Properties for more details.

Click View E-mail to view the sample email for reference.

@ To add or remove a form tag, click Add Row or Delete Row respectively.

After mapping the fields, click Next.
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12.6.4. Map Email Header Information
The next step is to extract the email header information and save them in user fields.

Template Creation Wizard - Access
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Figure 32: Map Email Header Information - Access

You can save the following information from the email:

.

.

.

.

.

Sent Date.

Sent Time.

From Address of the email.
To Address of the email.

Subject of the email message.

Double-click and select the appropriate field to save the above information.

Copy E-mail to Notes: This option is not available for Access.

Copy E-mail to History: This option is not available for Access.

Copy and save E-mail attachments to this Folder: This option is not available for Access.

After selecting appropriate fields, click Next.
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12.6.5. Setup to check for duplicates
The next step is to setup to check for duplicates.
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Duplicate Check
Sedact the held: for dupbcate check and update cribedia

Szt Teansder Mode

SendAs  [iumnif contact masts

Fields to be checked fior Dupbcates:

[ Fieid Hame

CI'WwWARG_addess_Bock Addess]

O 'whRG_addes: Bock Addess?
[J'wRG_Addess_Fock Birthdste
OwWAG_Addess_Book City

Bl WG _address_Bock Companyhlame
B whRG_address_Bock ContactiD

O 'whG_Addas:_Bock Contaci:dnbenss
O 'wAG_Address_Bock Country

Y 8 ddeae. Poak Paas

<

< Back IE_chb I

Figure 33: Access - Check for Duplicates

To handle duplicate records, select any one of the following options:

e Select Add as new Contact to add the duplicate as a new contact to your application.

e Select Update if only one contact exist else cancel to update the existing contact in your
application. This option updates the contact when only one contact is available in your database. If
more than one record is found, the transfer process is cancelled.

e Select Warn if contact exists to get a warning message when you transfer a duplicate contact to

access. During the transfer of a duplicate contact, a Contact Linker dialog box appears as shown

in Figure 34.

e Select Cancel if contact exists to cancel transferring the duplicate contact.

When you select any of the above options except Always add as new contact, the fields under Select

Fields for Duplicate Check are made available. Select a single field or multiple fields to check for duplicate

values.

Contact Linker

When you select Warn if contact exists option, the Contact Linker dialog box is displayed when duplicate

contact information is transferred.



Access Contact Linker

Watch Found
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Figure 34: Contact Linker — Access

Select | To do...
Add as new contact Adds the duplicate record as a new record in your
database.
Update existing contact Updates an existing record with the new incoming details in

your database.

Cancel transfer Cancel transferring the duplicate record to your database.

@ If more than one contact exists in the database that matches the incoming record, then the Update option is disabled
in the above dialog box. In this case, you can select to add the duplicate record as a new record or cancel transferring the
record to your database.

After making relevant settings, click Next.

The next step is to save the email contents to a text file and attach the file to the destination. Refer to 12.11
Attach Email Contents to proceed with subsequent steps.

12.7. Create Template for ACT!
You can create template for the following versions of ACTL!.
¢ ACT! 2010/ 2009 /2008 /2007 / 2006 / 2005/ 6.0 / 2000.

Select your version of ACT! from the Contact Manager list (Refer Figure 28) and click Next.
12.7.1. Login to ACT!

In the next step you need to login to the ACT! database.

Enter the following details in the Login dialog box.

¢ Database Path: Click and select the Database path of ACT! database. You can also select Use
currently open database to detect and display the currently opened ACT! database automatically.

¢ UserName: Enter the login name of ACT! database.
¢ Password: Enter the password to access your database.
Click Login to get access to database.

The message “Login Successful” appears in the Result area.
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Template Creation Wizard - ACT
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Figure 35: Login to ACT!
After logging in successfully, click Next.

12.7.2. Select User Fields
The next step is to select the user fields.

Template Creation Wizard - ACT

Uszer Fields selection
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Figure 36: Select User Fields

In this dialog box, all the user fields available in ACT! are displayed as Field Label with the corresponding

Internal column name.

Click Refresh if the user fields are not displayed.
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Select the chekbox next to the user fields to map the data from the email message. Click Select all or Clear
all to select or deselct all the user fields.

After selecting appropriate user fields, click Next.

@ This option is available only if you select ACT! 2007 / 2006 / 2005 as destination. For ACT! 6.0/2000, the wizard
moves to the next step to map the fields.

12.7.3. Map Fields
The next step is to map the database fields available in your ACT! database.

The settings are similar to mapping fields for Access. Refer to Map Fields in Access Template for more
details.

After mapping the appropriate fields click Next.

12.7.4. Map Email Header Information
The next step is to extract the email header information and save them in user fields.

Template Creation Wizard - Untitled
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Figure 37: Map Email Header Information - ACT!

You can save the following information from the email:
¢  Sent Date.

¢  SentTime.

¢  From Address of the email.

¢  To Address of the email.

¢  Subject of the email message.

Double-click and select the appropriate field to save the above information.
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Copy E-mail to Notes: Select this checkbox to copy the contents of the email message to the Notes section
of ACT!.

Copy E-mail to History: Select this checkbox to copy the contents of the email message to the History tab
of ACT!.

Copy and save E-mail attachments to this Folder: Select this checkbox to save the email attachments.
Click to browse and select the folder to save the attachment files.
After making appropriate settings, click Next.

12.7.5. Setup to transfer company details
The next step is to transfer the company records.

Template Creation Wizard - ACT

Tranzier Company
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Figure 38: ACT! - Transfer Company Details

You can select the following options:

Link to Company, if found: Select this option to link the contact information to an existing company (if found)
in ACT!

Create Company, if not found: Select this option to create a new company (if not found) in ACT! and link the
contact information to that company.

Prompt if a Contact is already linked to a Company: Select this option to get a message if the conatct is
already linked to a company.

Modify company details: Select this option to update the company details on ACT! with the new details
being transferred.

After selecting appropriate options, click Next.
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12.7.6. Setup to check for duplicates
The next step is to setup to check for duplicates.

To handle duplicate records, select any one of the following options:

Template Creation Wizard - ACT
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Figure 39: ACT! - Check for Duplicates

Under Select transfer mode,
e Select Add as new to add the duplicate as a new contact to your application.

e Select Update if only one contact exists to update the existing contact in your application. This
option updates the contact when only one duplicate contact is available in your database. If more
than one duplicate record is found, the transfer process is cancelled.

e Select Always update first duplicate record to update the existing contact in your application.
This option updates the first found existing record when more than one duplicate record is found.

e Select Warn if contact exists to get a warning message when you transfer a duplicate contact to
ACT!. During the transfer of a duplicate contact, a Validate Duplicates dialog box appears as
shown in Figure 40.

e Select Cancel if contact exists to cancel transferring the duplicate record.

When you select any of the above options except Add as new, the fields under Check for duplicates in
Contact based on are made available. Select a single field or multiple fields to check for duplicate values.

e Contact: Check first and last name of the Contact.
e Company: Check the value of the company field.
e Contact: E-mail: Check the e-mail address.

e Contact: Phone: Check the phone number of the contact.
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e Contact: Zip: Check the Zip Code of the contact.

Bring ACT! to Forefront after transfer: Select this option to display the contact record after the transfer

process.

Validate Duplicates

When you select Warn if contact exists option, the Validate Duplicates dialog box is displayed when a

duplicate contact information is transferred.

In the Validate Duplicates dialog box, the existing field values and the new incoming values are displayed

in a tabular format. All the contacts with the duplicate values are displayed. You can browse between the

contacts and choose to either update the existing contact or add the duplicate as a new contact.

Yalidate Duplicates

Compate edsting record and mncommng emal beld vakees 1af1
Fiedd Mame: Existing Field Value Fueld Vishue in EMad [New]  Select 4
Furst Hame Jokin Jakn ACCEPT
Last Name Mathews Mathew ACCEPT
Ciontact Jokini M sthEw Jiokir M sthesy ACCEPT
Compang Thie McGrawHll Compari..  The McGravHill Compani.. ACCEPT
Title ACCEPT
Drepaiment ACCEFT
Address 1 1221 Shath b 1220 Snth o ACCERT
Address 2 ACCEPT
Address 3 ACCEPT
City New Yok Heve ok ALCCEFT
Shate M I ACCEPT
Zip 10020 10020 ACCEFT
Conriiy ACCEPT
Home Addresz 1 ALLEPT
Heene Adckess 2 ACCEPT
Hueme: City ALCCEFT
Hoere Stiste ACCEPT
Heeme Zip ALLEFT
Heene Ciowaniry ACCEPT
Fhone: +1 [212151 22563 L1251 22563 ACCEFT 8
$ »
Creation Date: 01/22/2007 Last Modhed:  01/2272007 [] Reeect2n
Mode: of Transfer
C‘ Update ':.-'-l!'dﬂ as New 1 Tearater | [ Corscel | | Heb ]

Figure 40: Validate Duplicates

The following details are displayed in the dialog box:
Field Name Existing Field Value

Displays all the fields available in  Displays the existing values
the database of your destination available in your database.
application.

Field Value in E-mail (New)

Displays the new incoming values
available in the Email Form.

Select

Click to toggle
between ACCEPT or
REJECT. By default,
ACCEPT is displayed.

The Creation Date and Last Modified display the created and last modified dates of the existing record.

Compare the values, and select the status as ACCEPT or REJECT to accept or reject the new values.
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Select Reject All to reject all the changes.

Under Mode of Transfer,

¢ To update the existing record, select Update.

. To add the incoming values as a new record, select Add as New.

Click Transfer to transfer the record as per the settings you have made.

@ You can click the navigation buttons ( or ) to browse the records that contain duplicate values. These
buttons are enabled only when the database contains more than one duplicate record.

Click Cancel to skip the transfer.

After selecting appropriate mode to check for duplicates, click Next.

12.7.7. Schedule and attach Activity
Next, you can setup to schedule activities like “Meetings, Calls” etc for the transferred contacts.

You can attach, schedule, and prioritize activities like “Call, Meeting, To-do” for all contacts transferred to
your ACT! database.

The attached activities are displayed in the Activities tab of the transferred contact in ACT! .

Template Creation Wizard - ACT

Attach Activity
Siarve this bemplate in thiz name emplats »

Aitmch sedschad setiviees whils ranshermng to ACT)
Save Activil.. | Type | Date | Time
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Figure 41: Schedule and attach Activity in ACT!

Click the New button to create a new activity. In the Activity Settings, setup the following options to create
a new activity.
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Figure 42: Activity Settings - ACT!

Activity type: Select activity (Call, Meeting, or To-do) from the list.

No of Days: Enter the number of days counting from the present day when you want to perform the
activity. For Example, type 30 days to execute the activity on the 30" day counting from the present
day.

Time: Enter the time when you want to perform the activity. The current system time is displayed by
default. Enter a time or click the down arrow to select time. The Time selector displays time slots with
difference of 30 minutes.

Duration: Enter the duration of the activity. For Example, if your calls last for 45 minutes, then type 45
in the Duration box.

Scheduled With: The name of the contact to which you have scheduled the activity is displayed when
you transfer records to ACTL!.

Regarding: Select from the list or type a description for the activity.
Priority: Select High, Medium or Low from the list to prioritize your activity.

Ring alarm: Set an alarm to remind you of scheduled activity. Select a time from the list. For Example:
If you select 5 minutes from this list, the alarm pops up 5 minutes before the time at which the activity
has been scheduled.

Save activity as: Enter a name to save the activity.

Confirm before transfer: Select this option to view the scheduled activity when the contact
information is transferred to ACT!

Schedule this activity for: This option is available for ACT! 2007 only. The existing database user
names are displayed in this drop-down list. You can select the user name from this list. The activity is
attached to the selected user name.

Click OK to save the settings.

@ The name of the activity is displayed under Attach selected activities while transferring to ACT!. You can create more
activities by repeating the above steps. You can select/clear the activity names to activate/deactivate the process while
transferring contact details.
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Click Refresh to update the changes made to activities.

To edit an activity:

Select the activity displayed under Attach selected activities while transferring to ACT!
¢  Click Edit and make changes in the Activity Settings.

¢ Click OK.

To delete an activity:

Select the activity displayed in the area under Attach selected activities while transferring to ACT!
¢  Click Delete.

¢ Click OK.

After creating required activities, click Next.

The next step is to save the email contents to a text file and attach the file to the destination. Refer to 12.11
Attach Email Contents to proceed with subsequent steps.

12.8. Create Template for Microsoft Excel

Select the option Excel 2007/2003/2002/2000 from the Contact Manager list (Refer Figure 28) and click
Next.

In the next step you can select to transfer the information to an existing or new Excel File.

12.8.1. Select an Excel File
Transfer to an existing Excel Workbook: Select this option to transfer contact details to an existing Excel
file.

Select the Excel Workbook: Click next to this option to open an existing Excel file.
Browse and locate your Excel file. Select the file and click Open.

Click Next to Select Fields in the existing Excel File.

Template Creation Wizard - Untitled
Select Excel Workbook

E el Wodkbook name and location o ransher
@ Tranafar lo an sdsting Excel Warkbook

Salact the Excel Workbook: [meVweb Response Grabber Busines: .| £
" Create a new Excel Workbook

Figure 43: Select / Create Excel File
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12.8.2. Select Fields in Excel
When you select an existing Excel file and click Next, the Select Fields dialog box appears as shown in
Figure 44.

The left pane displays all the sheets in the file and the right pane displays the column headings present in
the selected sheet.

From the left pane, select the sheet(s) to which you want to transfer your records. The first sheet is selected
by default.

The column headings present in the first row of the sheet are displayed by default in the right pane.

Select the fields to which you want to transfer data from the email form.

Template Creation Wizard - Untitled

Select Fields
Select the Excel columnfz) to which you want 1o bansles data »
Salect WeskSheelfs] Sedect Columnlz]
Shenet Name o Date -
Sheel] ¥ Time
Sheat2 o First Marne
Sheetd W Last Mame
o Emeal Address
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Figure 44: Select Excel Fields

¥ You can select multiple sheets from your Excel File. Example: Select Sheetl and select the fields of this sheet in the
right panel. To select the next sheet click on Sheet2 and select fields from this sheet. When you select Sheet2, the already
selected Sheetl appears in blue color.

Select the row containing the column header: Select the row number that holds the column headings, if
no fields are displayed under Select Column(s).

Select the starting row for entering new information: Select the row number from where you want to
start inserting the transferred records.

@ The values of the row numbers can be different for each sheet.

Example: For Sheetl row numbers can be 3,4 and for Sheet 2 the row numbers can be 2,3.

A sample excel file is shown in Figure 45 that illustrates the row numbers and column headings.
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Figure 45: Sample Excel File
Check All: Click here to select all the column headings.
Clear All: Click here to remove the selection of all the column headings.
Turn off the warnings while transferring: Select this option to hide the warning messages during transfer.
Click Next to map the fields.

12.8.3. Create an Excel File
Create a new Excel Workbook: Select this option to transfer contact details to a new Excel file.

Click - ' next to this option.
Enter the name of your Excel file. Click Save. A new Excel file is created with the specified name.
Click Next to Create Excel Fields.

12.8.4. Create Excel Fields
After creating a new Excel File, you have to create column headings.

By default, three sheets of the new Excel file are displayed in the left pane.

Template Creation Wizard - Untitled

Select Fields
Sebact the Esocl columns] o which pou want 1o tansfes data »
Sheets Field:
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Figure 46: Create Excel Fields
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Select a sheet from the list to which you want to transfer your records. The first sheet is selected by default.
Click Add/Edit Fields to create column headings for the selected sheet.

Enter your field names in the Edit Fields dialog box. You can also edit the fields. Click OK to save the data.

Edit Fields X

I oK I Cancel

Figure 47: Add / Edit Excel Fields

The field names are displayed under Fields.
By default, all the column headings are selected. You can select/clear the fields.
Check All: Click here to select all the column headings.

Clear All: Click here to remove the selection of all the column headings.

Edit Fields (X

I oK I Cancel

Figure 48: Add / Edit Excel Fields

The field names are displayed under Fields.

By default, all the column headings are selected. You can select/clear the fields.
Select All: Click here to select all the column headings.

Clear All: Click here to remove the selection of all the column headings.

Click Next to map the fields.
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12.8.5. Map Fields
The next step is to map the database fields available in your Excel Sheet.

The settings are similar to mapping fields for Access. Refer to in Access Template for more details.

After mapping the appropriate fields click Next.

12.8.6. Map Email Header Information

The next step is to extract the email header information and save them in user fields.

Template Creation Wizard - Untitled

Map web-form &-mail header tags.
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Figure 49: Map Email Header Information - Excel

You can save the following information from the email:

¢  Sent Date.

¢ SentTime.

¢  From Address of the email.

¢  To Address of the email.

¢  Subject of the email message.

Double-click and select the appropriate field to save the above information.
Copy E-mail to Notes: This option is not available for Excel.

Copy E-mail to History: This option is not available for Excel.

Copy and save E-mail attachments to this Folder: Select this checkbox to save the email attachments.

Click to browse and select the folder to save the attachment files.

After making appropriate settings, click Next.

12.8.7. Miscellaneous Setup

In the next step select the field to which you can link your email attachment from the drop-down list.
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Template Creation Wizard - Untitled
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Figure 50: Miscellaneous Settings - Excel
Bring Excel to forefront after transfer: Select this option to display the Excel file with the inserted contact

information after transfer and click Next.

The next step is to save the email contents to a text file and attach the file to the destination. Refer to 12.11
Attach Email Contents to proceed with subsequent steps.

12.9. Create Template for GoldMine
You can create template for the following versions of GoldMine.
¢ GoldMine 7.x/6.x/ 5.x

Select your version of GoldMine from the Contact Manager list (Refer Figure 28) and click Next.

12.9.1. Login to GoldMine
In the next step you need to login to the GoldMine database.

Enter the following details in the Login dialog box.
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Template Creation Wizard - Untitled
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Figure 51: Login to GoldMine

Click Get GoldMine Details button.
The following login details are automatically retrieved from GoldMine database and displayed.

System Directory: Installation path of the GoldMine and the location of the License database
file.

GoldMine Directory: Location of the Calendar database file that contains a record for each
scheduled activity.

Common Directory: Location of the Contact database file that contains the main fields of
contact records.

UserName: Login name of your GoldMine database.
Password: Enter the password to access your database.
Click Login to get access to database.
The message “Logged in Successfully” is displayed.

Click Next.

12.9.2. Select Details
In the next step, you can select the details fields to which you can transfer data from your email form. All the
fields from the details tab of your GoldMine database are displayed under Select Detail Fields.

Select the checkbox next to a detail field name. The detail field displayed is the name of the profile record
entry, like Credit Card Number.

Click Select All to select all the fields displayed. All the field names are selected.

To deselect all the fields, click Clear All.
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Figure 52: Select Details - GoldMine

'# You can select a maximum of 10 detail fields.

Click Next.

12.9.3. Select User Fields
In the next step, you can select the user fields to transfer data from the email.

All the user fields available in GoldMine are displayed under Label. The internal field nhame of the user
fields is also displayed.

Select the checkbox next to a user field name.
Click Select All to select all the fields displayed. All the field names are selected.

To deselect all the fields, click Clear All.
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Figure 53: Select User Fields — GoldMine

s You can select a maximum of 397 user fields.

Click Next.

12.9.4. Map Fields
The next step is to map the database fields available in your GoldMine database.

The settings are similar to mapping fields for Access. Refer to Map Fields in Access Template for more
details.

After mapping the appropriate fields click Next.

12.9.5. Map Email Header Information
The next step is to extract the email header information and save them in user fields.

The settings are similar to mapping for ACT!. Refer to Map Email Header Information in ACT! Template for

more details.

After making appropriate settings, click Next.

12.9.6. Setup to check for duplicates
The next step is to setup to check for duplicates.

To handle duplicate records, select any one of the following options:
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Under Select Transfer Mode,
e Select Always Add as New Contact to add the duplicate as a new contact to your application.

e Select Warn if contact exists to get a warning message when you transfer a duplicate contact to
ACT!. During the transfer of a duplicate contact, a Validate Duplicates dialog box appears as
shown in Figure 40.

e Select Always update first duplicate to update the existing contact in your application. This option
updates the first found existing record when more than one duplicate record is found.

e Select Update if only one contact exists to update the existing contact in your application. This
option updates the contact when only one duplicate contact is available in your database. If more
than one duplicate record is found, the transfer process is cancelled.

e Select Only Update existing contact to update existing contacts only. This option checks for a
duplicate record and if no match is found, then the transfer process is cancelled. The contact is not
added as a new record.

e Select Cancel if contact exists to cancel transferring the duplicate record.
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Figure 54: GoldMine - Check for Duplicates

When you select any of the above options except Always Add as New Contact, the fields under Select
Fields To Duplicate Check are made available.

Select a single field or multiple fields to check for duplicate values.

Bring GoldMine to the forefront after transfer: Select this option to display the contact record after the
transfer process.

After making relevant settings, click Next.
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12.9.7. Schedule Activity
The next step is to schedule activities for the transferred contact records.
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Figure 55: Attach Activities to GoldMine

Click New and select an activity to be scheduled from the menu:
Call
Next Action
Appointment
Literature Request
Forecasted Sale
Other Action
Event
To-do
Setup to Schedule Call, Next Action, Appointment, Other Action, Event
The process is similar for the following activities:
Call
Next action
Appointment
Other action

Event
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When you select any of the above activities, a Schedule window is displayed. The Schedule window
consists of Detail and Users tabs, and you can set up the following parameters:

Detail Tab

When scheduling a Call, Next Action, Appointment, Event, or Other Action, the Schedule window displays
the Detail tab by default.

In the Detail tab, you can setup the following options:
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Figure 56: Schedule a Call in GoldMine - Detail tab

¢+  Contact: While transferring, name of the contact being transferred is automatically displayed here.
. Code: Enter the Job code, or other identifier, to categorize the activity.

¢+ Reference: Enter brief description about the activity.

+ Notes: Enter any additional text related to the activity.

¢  Opportunity/Project: This option is currently not available.

¢  Primary User: After transfer, the GoldMine user name to which activity is to be scheduled is displayed
here. The user name is displayed based on the settings in the Users tab.

¢+ Days: Enter the number of days counting from the present day to perform the activity. For example if
you type 30 days then the activity is executed on the 30" day counting from the present day.

. Time: Enter a time or click the arrow to select time. The Time selector shows the time slots with a
difference of 30 minutes.

¢ Duration: Enter the time duration of the activity. For example, if your calls last for 45 minutes, then
type 45 in the Duration box.

¢ Ring Alarm: Set an alarm to remind you of the scheduled activity. Select a time from the list. For
Example: If you select 5 minutes from this list, the alarm pops up 5 minutes before the time at which
the activity has been scheduled.
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¢ Private: Select this option to make your activity private. Now the activity is available only to the

selected user.

m After transfer, other users can view information about the activity type, date, and user in the Pending tab of the
contact records. The Reference column indicates that the user designated to the activity is private. In the Calendar, other
users can view the activity, but cannot view the other details.

¢ RSVP: Select this option to notify when the assigned user completes the scheduled activity.
¢ Link: Select this option to attach the activity to the contact record.

+ Notify: Select this option to send an e-mail message to user for whom the activity is scheduled, or
when a scheduled activity is changed.

¢  Click Schedule to create the activity.

After transfer, activities are automatically scheduled for the contacts transferred to your database. You can
view the newly scheduled activity in the Pending tab of the transferred contact.

Users tab

In the Users tab, you can assign the scheduled activity to the selected users or user groups.
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Figure 57: Schedule a Call in GoldMine - Users tab

¢  Primary User: Select the primary user from the list.

¢ User List: Displays the list of all the users. To select a user, double-click the user name. The user
name is moved to the list under the selected distribution list.

¢ User Group List: Displays all the user groups.
¢  Click Schedule to assign the scheduled activity to the selected users.

Setup to Schedule Forecasted Sale

A forecasted sale is an estimate to record the anticipated close date of a pending sale with a contact. This is
different from other activities. You can enter the sale amount, probability of the sales etc., in this activity.
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In the Schedule a Forecasted Sale dialog box, you can setup the following options:
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Figure 58: Schedule Forecasted Sale in GoldMine

¢+  Contact: While transferring, name of the contact being transferred is automatically displayed here.
¢  Opportunity/Project: This option is currently not available.

¢  Product: Enter the name of the product or service that the prospect is expected to purchase.

. Code: Enter the Job code, or other identifier, to categorize the activity.

¢  User: Select the user to assign the activity.

¢ Units: Enter the number of units of product that the prospect is expected to purchase.

¢  Price: Enter the cost of each unit.

¢ Amount: The total cost is automatically calculated (Units * Price) and displayed.

¢ Probability: Enter the percentage of likelihood of the contact making this purchase.

¢+ Days: Enter the number of days counting from the present day to perform the activity. For example, if
you type 30 days then the activity is executed on the 30" day counting from the present day.

+ Notes: Enter any additional text related to the activity.
¢ Link: Select this option to attach the activity to the contact record.
¢ RSVP: Select this option to notify when the assigned user completes the scheduled activity.

¢ Alarm: Set an alarm to remind you of the scheduled activity. Select a time from the list. For Example: If
you select 5 minutes from this list, the alarm pops up 5 minutes before the time at which the activity
has been scheduled.

¢  Click Schedule to create the activity.

After transfer, activities are automatically scheduled for the contacts transferred to your database. You can
view the newly scheduled activity in Pending tab of the transferred contact.
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Setup to Schedule Literature Request

If your company has brochures, price lists, and other types of mass-printed documentation, you can
schedule an activity to send this literature to one or more contacts in your GoldMine database.

You can schedule a literature request to a user, reminding them to send literature and a cover letters to
contacts.
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Figure 59: Schedule Literature Request in GoldMine

¢+  Contact: While transferring, name of the contact being transferred is automatically displayed here.
¢ Routing: Select the mode of delivery from the following:

Printer

FAX

¢  Cover Letter: Select a form letter to be sent as a cover letter along with the literature. The templates
displayed in this list are based on the selected user.

¢  User: Select the user name to view the corresponding document templates in the Cover Letter list.

¢ Literature List: Select from the list of literature options created in the Literature Fulfillment Center. The
items included in the list are displayed in the text window below.

¢ Assigned to: Select the user name to assign the activity.
. Code: Enter the Job code, or other identifier, to categorize the activity.

¢+ Days: Enter the number of days counting from the present day to perform the activity. For example, if
you type 30 days then the activity is executed on the 30" day counting from the present day.

¢ Alarm: Set an alarm to remind you of the scheduled activity. Select a time from the list. For Example: If
you select 5 minutes from this list, the alarm pops up 5 minutes before the time at which the activity
has been scheduled.
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RSVP: Select this option to notify when the assigned user completes the scheduled activity.

Special Instructions: Enter special instructions required to fulfill the request, such as packing or
shipping instructions.

Opportunity/Project: This option is currently not available.

Click Schedule to create the activity.

After transfer, activities are automatically scheduled for the contacts transferred to your database. You can

view the newly scheduled activity in Pending tab of the transferred contact.

Setup to Schedule To-Do list

You can schedule activities without specific deadline in a To-Do list.

In the Schedule a To-do dialog box, you can setup the following options:
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Figure 60: Schedule To-Do in GoldMine

To-do: Enter a brief description for the to-do activity.

Notes: Enter any additional text related to the activity.

Priority: Enter a number from 1-9 to setup priority level for the activity.
Code: Enter the Job code, or other identifier, to categorize the activity.

User: Select the primary user whose calendar will be updated after scheduling the To-Do list. To
display a list of available GoldMine users, click on the arrow to the right of the field. . Only those users
available in your database are displayed here.

RSVP: Select this option to notify when the assigned user completes the scheduled activity.
Link: Select this option to attach the activity to the contact record.

Private: Select this option to make your activity private. Now the activity is available only to the
selected user.
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@ After transfer, other users can view information about the activity type, date, and user in the Pending tab of the
contact records. The Reference column indicates that the user designated to the activity is private. In the Calendar, other
users can view the activity, but cannot view the other details.

Click Schedule to create the activity.

After transfer, activities are automatically scheduled for the contacts transferred to your database. You can
view the newly scheduled activity in Pending tab of the transferred contact.

The created activities are displayed under Schedule activities while transferring to GoldMine.

To Edit Activity,
¢  Select the Activity displayed and click Edit.

¢ Make the required changes in the Activity Settings and click OK.

To Delete Activity,
¢  Select the Activity displayed and click Delete.
¢ Click OK.

After creating required activities, click Next.

12.9.8. User Settings while updating GoldMine

In the next step, you can setup the options while updating existing records as follows:

Do not Update User Fields, if incoming data is empty: Select this option so that the data in GoldMine
User Field is not modified when:

¢ You have selected to update an existing record.
¢  Existing record contains data in the user fields.
¢ Incoming matching record does not contain user field data.

GoldMine performance setting: Set an optimum level for GoldMine driver’s performance. You can select
any value between 1 and 15.

Delimiter for fields mapped to Notes section:

If you have mapped more than one form tag to the Notes section, you can separate the data by a TAB, a
Line or any custom character.
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Figure 61: User Settings for GoldMine

Under Filing History Options, select the method to save data in the History tab of your GoldMine database.

¢  Write to History: Select this option to save an entry in the History tab.

¢ Filein History: Select this option to file the email message in the GoldMine Email Center.

Select Enable Phone formatting to save the phone numbers in standard US format.

After making relevant settings, click Next.

12.9.9. Setup to attach Process

In the next step, you can attach process to the transferred contact.

Select Attach Process after transferring records to GoldMine to enable the processes.
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Figure 62: Attach Process to GoldMine
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All the automated processes created in your database are displayed. Select the checkbox that appears next
to the automated process.

@ If you have not created any automated processes in your database, then no process is displayed in this dialog box.

While transferring a contact, the process is attached to the Tracks tab in GoldMine. If you are in the Scan
Continuously mode, then the process is executed automatically and is attached to the Pending Tab of the
transferred Contact.

Click Next.

The next step is to save the email contents to a text file and attach the file to the destination. Refer to 12.11
Attach Email Contents to proceed with subsequent steps.

12.10. Create Template for Outlook

Select the option Outlook 2007/2003/2002/2000 from the Contact Manager list (Refer Figure 28) and click
Next.

In the next step, you need to select the Contact folder to transfer the information.

12.10.1. Select Folder
Select the folder that contains the contact records.

Selected Contact Folder: This option displays the default Contact folder that contains your contact
information.

Always transfer to selected contact folder: Under this list select the folder where you want to transfer the
contact information from email forms.

After transfer, contacts are created in the selected folder.
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Figure 63: Select Folder in Outlook
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@ The selected folder must contain contact items and must be your default address book in Outlook

Select Contact Form: Every contact folder in Outlook is associated with a form. The form could be your
customized form or the default contact form provided by Outlook.

¢ When Posting to this folder, use this Form: Select your customized form from this list. This
customized form is used to create contacts in Outlook.

¢ Always use default Contact form shipped with Microsoft Outlook: Select this option to use the
default contact form to create contacts in Outlook.

@ Customized forms are listed only when you have used them for creating contacts in Outlook

After selecting relevant options, click Next.

12.10.2. Filing Information
In the next step, you can specify the format in which the contact information is filed and displayed.

Select the filing method from the File As drop-down list.
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Figure 64: Filing Information - Outlook

For example, assume that your email form contains the following values:
First Name: William
Middle Name: J.
Last Name: Stevenson

Company: eGrabber
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This information is filed according to the option you select from the list, as shown in the table below:

Options ‘ Contact Filed in Outlook

Last Name, FirstName MiddleName Stevenson, William J

(This option is selected by default)

FirstName MiddleName LastName William J Stevenson

Company eGrabber

LastName, FirstName MiddleName (Company) Stevenson, William J (eGrabber)
Company (LastName, FirstName MiddleName) eGrabber (Stevenson, William J)

Default mailing address: Select the address section from this drop-down list. The available options are
Business, Home and Other Address. The selected address is set as the mailing address for the contacts.

After selecting relevant options, click Next.
12.10.3. Map Fields

The next step is to map the database fields available in your Outlook Address Book.

The settings are similar to mapping fields for Access. Refer to Map Fields in Access Template for more
details.

After mapping the appropriate fields click Next.
12.10.4. Map Email Header Information

The next step is to extract the email header information and save them in user fields.
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Figure 65: Map Email Header Information — Outlook
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You can save the following information from the email:

¢  Sent Date.

¢ SentTime.

¢  From Address of the email.

¢  To Address of the email.

¢  Subject of the email message.

Double-click and select the appropriate field to save the above information.

Copy E-mail to Notes: Select this checkbox to copy the contents of the email message to the Contact
window in Outlook

Copy E-mail to History: This option is not available for Outlook.

Copy and save E-mail attachments to this Folder: Select this checkbox to save the email attachments.

Click to browse and select the folder to save the attachment files.

After selecting appropriate fields, click Next.

12.10.5. Setup to check for duplicates
The next step is to setup to check for duplicates.

To handle duplicate records, select any one of the following options:
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Figure 66: Outlook - Check for Duplicates

Under Select transfer mode,
e Select Always add as a new contact to add the duplicate as a new contact to your application.

e Select Update if contact exists to update the existing contact in your application.
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e Select Warn if contact exists to get a warning message when you transfer a duplicate contact to
Outlook. During the transfer of a duplicate contact, a Validate Duplicates dialog box appears as
shown in Figure 40.

e Select Cancel if contact exists to cancel transferring the duplicate record.

When you select any of the above options except Always add as a new contact, the fields under Select
Fields for Duplicate Check are made available. Select a single field or multiple fields to check for duplicate
values.

Bring Contact to the forefront after the transfer: Select this option to view the transferred Contact.

After selecting relevant options, click Next.

12.10.6. Schedule Activity

In the next step you can schedule and attach activities to the transferred contact records.
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Figure 67: Schedule Actitivty — Outlook

Schedule Appointments, Journals and Tasks

You can attach and schedule Appointments, Tasks, and Journal Entries for the contacts transferred to
Outlook. The activity created and scheduled for the transferred contact is displayed in the Activity tab of the
contact in Outlook. You can attach activities for a single or multiple contacts.

Click the Appointment, Task, or the Journal buttons to create new activities.
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To attach an Appointment:

Click Appointment in the Activity tab.

Enter the following details in the Appointment ltem dialog box:

Aspointment item S i
Hame : [ﬁ
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Figure 68: Attach Appointment in Outlook

Name: Enter the Appointment name related to your contact.
Subject: Enter a short description.
Location: Enter the location.

Start Time after days: Enter the number of days counting from the present day when you want to perform
this particular activity. For Example, if you enter 30 days then it executes the activity only on the 30" day
counting from the present day.

End Time after days: Enter the duration time when you want the appointment to end for that contact. For
Example, if you enter 40 days then it ends the activity only on the 40" day counting from the present day.

Reminder: Select this option and set the time duration you want the reminder to occur before the
appointment.

Show Time as: Select from the list to view your appointment time as Busy/ Free/ Tentative or Out of Office.
This enables others to view your appointment time as specified, when transferred to Outlook.

Enter a detailed description of your activity in the space provided.

Categories: Specify a category related to your Appointment. You can specify an item from the Master
Category List supplied by Outlook or you can enter a new category specific to the activity.

Private: Select this option to make your Appointment private.
Click OK to save the Appointment.

After transfer, this activity is attached and scheduled displaying the name of the transferred contact under
Contacts.
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To attach a Task:

Click Task in the Activity tab. Enter the following details in the Task Item dialog box:

.
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Figure 69: Attach Task in Outlook

Name: Enter the name of the Task Item.
Subject: Enter a short description of the Task.

Due after days: Enter the duration time you want the task to end for that contact. For Example, if you
enter 40 days then it ends the activity only on the 40" day counting from the present day.

Start after days: Enter the number of days counting from the present day when you want to perform
this particular activity. For Example if you enter 30 days then it executes the activity only on the 30"
day counting from the present day.

Status: Select the status as Completed/In Progress/Not Started/Waiting for Someone
else/Deferred related to your task.

Priority: Select the priority as High/Low/Normal relevant to the task.
%Complete: Specify the percentage of progress related to the task.

Reminder: Select this option and set the date and time when you want Outlook to remind you about
the task.

Enter a detailed description of your task.

Categories: Specify a category related to your Task. You can specify an item from the Master
Category List supplied by Outlook or you can enter a new category specific to the activity.

Private: Select to make your task entry private.

Click OK to save the Task.

As you transfer records to Outlook, this Task is attached to the transferred contact. The Owner’s name is

displayed under Owner in the Task dialog box.
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To Attach a Journal:
Click Journal in the Activity tab.
Enter the following details in the Journal Entry dialog box:
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Figure 70: Attach Journal in Outlook

Name: Enter a name for your Journal entry.
Subject: Enter short description related to your Journal entry.
Entry Type: Select the entry that is related to your contact from this list.

Start Time after days: Enter the number of days counting from the present day when you want to perform
this particular activity. For Example, if you enter 30 days then it executes the activity only on the 30" day
counting from the present day.

Duration: Select the time duration required to execute the activity.
Enter a detailed description for the journal entry in the space provided below Duration.

Categories: Specify a category related to your Journal Entry. You can specify an item from the Master
Category List supplied by Outlook or enter a new category.

Private: Select to make your journal entry private.
Click OK to save the Journal.

As you transfer records to Outlook, this activity is attached and is scheduled displaying the name of the
transferred contact under Contacts. The Company name is extracted from the email and is displayed under
Company in the Journal Entry dialog box.

@ The name of the activity is displayed under Attach selected activities while transferring to Outlook
2007/2003/2002/2000. You can create more activities by repeating the above steps. You can select/clear the activity
names to activate/deactivate the process during transfer of contact details.

After creating appropriate activities to be scheduled, click Next.
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The next step is to save the email contents to a text file and attach the file to the destination. Refer to 12.11

Attach Email Contents to proceed with subsequent steps.

12.11. Attach Email Contents

You can save the email contents in a text file.

Template Creation Wizard - Untitled

Attach Source
Set the file naming convention for aving email source as a text file.

Set eMail-Lead Grabber to zave the email content being processed az Text file and
attach it to the contact record.

v Enable
Select a Folder |E: “Program FileseGrabberetd ail-Lead Grabber Business 2 J

File Mame Settings

FileMarne Prefis : |CUSt

Filet arne : |«First M ames

FileMame Suffis : [Drder

< Back Mest »

Lancel

Help

Figure 71: Save the email contents

Select the Enable checkbox to make use of the options.

Click next to Select a Folder to browse and select the folder to save the text file.
FileName Prefix: Enter a text to appear before the file name. (Example: Cust)

FileName: Click to select a database field that is saved as the file name. (Example: FirstName)

FileName Suffix: Enter a text to appear after the file name. (Example: Order)

Is the first name is “William”, then the file is saved as Cust-William-Order.txt.

f If filename is not specified, then the attachment is saved as “untitled” in the specified folder.

When you transfer multiple form e-mail, the attachment name gets incremented and is saved as Cust-Wiliam-Order1.txt,

Cust-Wiliam-Order2.txt and so on.

The maximum length of a filename can be 50 characters. If the filename exceeds this limit then it is automatically truncated

to the first 50 characters.

After selecting relevant options, click Next.
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12.12. Keyword Search

The next step is to setup to search for specific keywords in the email.

Template Creation Wizard - Untitled

Eepword Search
Search lor keywords in emal and enber search isslts into databacs, »
¥ Ensble
Search Document

From Top: [0 j % To: [100 j %
Eengoed(z] - [Separated by comma) [ Case Seraitive Seach
Sales, Dider, Purchace:

K.eyward Matching Criteria
& Arg keyword showd match Al keywords should malch

Store Fesuls of
Mumbes of Occuences : |U9ﬂFHd'|

Husbes of Kepwords < |I.ImFHcI2
Keymwords : |IJ:uFHd3

o Y

Nes [relete

<Bock [ Hets ||  Conced | Heb |

Figure 72: Keyword Search

For example, you can search for keywords related to sales to identify the customers and save the seacrh
results in selected fields.

Select the Enable checkbox to make use of the options.
Click New to create a name for the seacrh. Enter the name and click OK.
Under Seacrh Document, you can specify the percentage of the section to be searched.

Enter the starting section as percentage in the From Top: box and the end section percentage in the To:
box. The percentage is calculated based on the number of characters available in the email message.

Under Keywords, enter the terms to be seacrhed for in the email message.
Select Case Sensitive Search to search for terms that match the upper and lower case letters exactly.
Under Keyword Matching Criteria, select the method to search for the keywords.

¢ Any keyword should match: the result is saved in the selected field if one of the searched
keywords is available in the email message.

¢ All keywords should Match: The result is saved in the selected field only if all the searched
keywords are available in the email message.

Under Store Results of, select the database fields to save the following search results:

¢ Number of Occurrences: Click and select the field to save the number of times the keyword
occurs in the email.
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¢ Number of Keywords: Click - and select the field to save the total number of searched

keywords.
¢ Keywords: Click - and select the field to save the searched keywords.

After selecting the relevant options, click Next.

12.13. Select Mail Merge Template

The next step is to attach a Mail Merge Template to the created template.

Template Creation Wizard - Untitled

Send Mail Merge Email
Sedact the musl menges Lesmplate for sending mald meige smal »

‘fiou can send Mad Menge auto iesponses Emal using the vahue: comng in the emad
Select the Mad Meige Template to be uted for sending suto responss emal.

Hote: You can eraste a Mal Meige Templste uwsing Templats Maker

Select Mad Merge Templabe
[E “\Progiam Files\eGiabber\web Response Giabber Bwsness 5 0\Menge et
Create Template Show Template | Cear |
<Back | Met> |  Cancel | Heb

Figure 73: Select Mail Merge Template
¢ Click - to browse and select a mail merge template.
¢  Click Create Template to create a new mail merge template.
¢  Click Show Template to view the selected template.
¢  Click Clear to remove the selected template.
Refer to Chapter 14 for more details on Mail Merge Template.

After selecting the relevant template, click Next.
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12.14. Assign Pre-defined Values

The next step is to assign default values to specific fields.

Template Creation Wizard - Untitled

Sel Pre-Defined Values
Sed Pre-D afirend vahues oo & specified Field in yous Contact Manager.

Field Names | Irdiskize Fiedd To |
[Beeaunt afabite Feadback Fairm |
Select Feld Pre-Defned ' abues

« Back Head >

ai\?ﬁ

Hel

Figure 74: Assign default values

Click  to select the field and enter the value in Pre-Defined Values. Click Add to add the values.

Now, whenever you transfer contact information from an email form, the default value is saved in the

selected field.

For example, you can assign the value Website Feedback Form to the field Account in the database.

Click Edit to modify the default value and Delete to remove the value.

After adding appropriate values, click Next.
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12.15. Save the Template

The next step is to save the template.

Template Creation Wizard - Untitled

Save Template
Aud commeants and save the templste. »

Comprent
Template Created bo map the Feadback Foms

Lot Mccdified D.ate
Created Daste:

al

Figure 75: Save the template

Enter any additional information as Comment and click Finish to save the template.

The template you have created appears under the Form Processing Center in the eMail-Lead Grabber
Window.

You can also use the TemplateMaker to create the templates in advanced mode.

13. Create Template in Advanced Mode

Launch the TemplateMaker by any one of the following methods:

Select any email that contains all the form tags, right-click and select Create Template in Advanced
Mode. The Create New Template dialog box is displayed. (Refer_Figure 77)

[OR]

Right-Click the Form Processing Center and select Create Template Advanced Mode.
[OR]

Click File>Show TemplateMaker.

The TemplateMaker window is opened. In this window, click File>New to create a template.
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Craste & new document I [ y

Figure 76: Create Template from TemplateMaker

The Create New Template dialog box is displayed.

Create Hew T|'||||||.-|h:

~ Teenglabe Dipfon
Teeplabe Type: |Emed Evtrac =
Contact Manager Settngs:

Select Conlsct Mansger. |Access 2003/2002/2000 |
Biocwss 20720022000 ~

Diatabase Mame: AT % i
AET! 2007
ACT! 6.0/ 2000 E J
[t Expoet
Eswcel
GoldMine® 5 7,/5 5
GoddMine® £ 75 6/6 5/6.0 BCM CE
GokdMine® 7.0 »

Figure 77: Create Template
From the Select Contact Manager list, select your destination application and click OK.
The settings are similar to the options explained in Chapter 12 to create a template in wizard mode. The

setup options vary according to the selected destination. Refer to the section for creating templates for your
destination in Chapter 12.

The difference between creating templates in wizard and advanced mode is mapping the fields. You need to
map the form tags as anchor text and the form data as database fields manually while creating a template in
advanced mode.

The following section explains the steps to create a template in advanced mode for Data Export and
mapping the fields. You can follow the similar method to map fields for other destination applications.
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13.1. Create Template for Data Export

In the Create New Template dialog box, (Refer Figure 77) select Data Export from the Contact Manager
list and click OK.

@ The Data Export option is not available when you create a template in wizard mode.

The Link Options dialog box appears where you can setup to export the form data as Comma Separated or
Tab Separated values to a text file. This data can be imported to any application that supports these

formats.

In the Data Export Link Options tab, enter the following:

Data Export - Link options

Data Export Link Options | serFields |

Tranades opbons

[+ Expoit held names

[ Sened date and time

Sielec feld saparaton
T Tab
¥ Comma

Fila name and location

|E.'\P|'OQ'M'| FleshaGrabbed\\wieh Resporize Grabbet Busine D

Wiewe

W S izt after transler

ok, Cancel | Apoy Helo Aboul

Figure 78: Data Export - Link Options

Under Transfer Options, you can select the fields to be exported along with the data.

¢  Export field names: Select this option to export the field names (Name, Address, City and so on) that
are saved as headers for the fields in the text file. If you do not want to have headers, clear this option.

¢ Send date and time: Select this option to export the date and time of transfer.

Under Select field separator, you can select the format in which the data is to be transferred.

¢ Tab: The data is separated by a Tab space and exported.

¢ Comma: The data is separated by a comma and exported.

Under File name and location, you can select the file name and path to save the exported file.

Click and select the location. Enter the filename and click Save.

View: Click to view the file that contains the transferred data. The file displays data only after transfer.
Clear the file: Click to delete the contents of the file.

Show list after transfer: Select this option to open the file after transferring the data.
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Click Apply to save the settings.

@ The Export field names option is enabled only when the destination file is not containing any data. Click Clear to

delete the contents of the file so that this option is enabled.

13.1.1. Add or Remove User Fields

eMail-Lead Grabber enables you to create user fields in the CSV file. You can map the user field to fields in

your email form and export values to your CSV file.

Example: If the email form contains the field Referred By, the field can be mapped to Userl in the CSV file.

During the transfer, the value of the Referred By field is transferred to User1 field in your CSV file.

Click UserFields tab in the Data Export - Link Options dialog box to add or remove user-defined fields.

Data Export - Link options

D.ata Export Link Options  UserFiekds

LiseiFiedds

Drate
Time

Figure 79: Add or Remove UserFields in Data Export

To Add User Field:

Enter the name of the field in the text box provided before the Add button. Example: Referred By.

Click Add. The field entered is displayed under UserFields. Click Apply to save.

To Delete User Field:

Select the user field name displayed under UserFields.

Click Remove. The user field name is removed from UserFields.

Click Apply to delete.

@ You can add or delete the user fields only when the destination file is not containing any data. Click Clear in the Data

Export Link Options tab, to delete the contents of the file.

Click OK to save the settings and to map the fields.
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13.2. Map Fields for Data Export

After you have setup to export to a text file, the selected email text appears in the TemplateMaker. If you
have created the template by using the File > New option, then the template appears blank. You need to
copy and paste your email text that contains all the form tags and data (Refer to Figure 22) in the template.
In the Template Maker, select the Form Tag including the separator (In the example shown, “:" is the
separator). Now click ¥ to mark the form tag as Anchor text.

i

Select the form data and click £ to map the corresponding database field as shown in Figure 80.

The fields you have setup for Data Export are displayed. Select the field to which the Form Data is to be
transferred.

Untitled - TemplateMaker
Fila Edit Wiew Insert Process Took Help

] == —_
DEE L@ i .. ?
Ezlow is the result ah ot - It was e
submitted by (johnf)

_____________________ w Firsk Name Lo
cFiprEe: «Firse NWW
Title —
Coinpany
¢ lastir m
Medckress L
Fhwcornes
email: Johnfmegraw.: Fax
Emad Address
Web cite

Company: The HoGravsmrrr—ouompamres, LOC.

Addreas=: 1221 Sixch Awve,

Data Export TSWExg

Figure 80: Data Export - Map Fields
After mapping all the tags and fields, click File>Save to save the template.

Enter a name for your template and click OK.

'# You can use the same procedure to map the fields for other destinations.

Close the Template Maker and you can find the name of the template being displayed under the Form
Processing Center in the eMail-Lead Grabber window.

Next, you can setup a Filter to transfer the messages to relevant templates.

14. Mail Merge Template

You can create a template to send automatic reply to the email messages processed by your templates.
This automatic reply can be customized for every prospect by using the concept of mail merge.

To create a mail merge template, click File > New in TemplateMaker. In the Create New Template dialog
box, select the Template Type as Email Merge and select your destination from the Contact Manager list.
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Create New Template

Template Dption
Template Type: [Ernad Maega |
E mad E it act
Contact Manager 5eflings
Select Contact Marager: | Excel 2000/2002/2000 |
Databiacse: Manme: |
o, | Cancel |

Figure 81:Select Template Type

According to the selected destination, the Link Options dialog box appears and you need to fill in the
details. These options are discussed under the Create Template in Wizard Mode section. Refer Chapter 12
for details on the Link Options for your destination.

After you complete the Link Options, a blank template appears and you need to enter the pre-defined
message in this window.

Click
82.

Insert Field Icon to insert the fields from your database in appropriate places as shown in Figure

Merge.etf - Templatebaker
Fis Edi View Insert Process Took Help

D B iRy '=e T

Dear «First Name: «Last Names, Ead
Thank You for dowloading our Product.
For further gueries, contact supporclegrabber.com

Regards,
Fuppore Team.

Ready Outhook 2000 2002/ 2000 Cortacts

Figure 82: Mail Merge Template

To insert the details from the received message, click Insert > Email and select the appropriate options as
follows:

¢ Text: Toinsert the contents of the received message.
¢  Subject: To include the subject line of the received message.

. Date and Time: To include the date and time.
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Merge.etf - Templatedaker
Fis Edi V¥iew BUEUS Frocess Tools Help
D@l (Ered am 2% = P
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Thank You IoOr—OOwITSOIT Subsect [!

Diate aned Time L
For further qUEEiss, CObm—pp—E T ARDEE . GO0

Regards,
Fupport Team.

Irsert eonal beut Cutlook 200220022000 Lontacts

Figure 83: Insert details from received Email in Merge Template

For every received message, the Merge Template sends an automatic customized reply.

You can attach the Merge Template to the Email Extract Template so that whenever a message is
processed by the template, a reply message is sent automatically. Refer to Chapter 12 for details on
attaching the Merge Template to Email Extract Template.

15. Bounce Template

Your email to a prospect may be bounced sometimes due to various reasons. If the email is bounced
because the email ID is invalid, then you need to delete the invalid email ID from your contact manager to
avoid future correspondence.

You can create an Email Bounce Template and transfer the bounced email using this template. This
template automatically identifies and deletes the invalid email ID from your contact manager.

To create a Bounce Template, click File > New in TemplateMaker. In the Create New Template dialog box,
select the Template Type as Email Bounce and select your destination from the Contact Manager list
(Refer to Figure 81).

You can create a Bounce Template for the following destination applications only:

. ACT!
. GoldMine
. Outlook
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15.1. Bounce Email Settings

The Link Options dialog box appears according to the selected destination. After you login to the database
and enter other settings, the Bounce Mail Option dialog box appears as shown in Figure 84.

Bounce E-mail update settings

Bounce Mail Dption
Siebsct the Diption for baunce mal »

Find matching cortact based on E-mal addres:
[ Dedele E-mal addess of matching contact
R Faste slatus in Mobes
W Pasts dstis in Heloy

W Updsts fisld LUz 1 w | with reason [lmNEm&ill

cBack | Hed> | Cancel Heks

Figure 84: Bounce Email Settings

In this dialog box, enter the following details.

¢+ Delete E-mail address of the matching contact: Select this checkbox to remove the invalid email ID
from your database.

Paste status in Notes: Select this checkbox so that the changes are saved in the Notes section
for future reference.

Paste status in History: Select this checkbox so that the changes are saved in the History
section for future reference. This option is not available for Outlook.

¢+ In the Update Field drop-down list, select the database field where you can save the reason for
deleting the email ID. Enter the reason in the With Reason field. For example, save the reason as
‘Invalid Email ID’ in the ‘User 1'.

. Click Next.
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15.2. Exclude Email List

In the Next dialog box, you can enter the Email Ids that can be excluded from the list of bounced email.

Save Template Option

E-mail Exclude List

Erier the e-mal addresses o Exchude for bounce emal detection, 1o imgiove the accuracy of detecting »
b emad ddress

Enter e-mal addesses to be excluded from detection - [ e:xc malinglishEcompany.com |

riloiEegrabber, com
admird@egrsbber. com

cBack |[ Hed» | Carcel Help

Figure 85: Email Exclude List

The email IDs entered in this list are not deleted from the database even if they are bounced.

Click Next and the Save Template dialog box is displayed.

Save Template Option

Save Template
Sarve the Template ard add poil comments. »

Commeni:
Tamplabe bo handie bourced smail

Last Modifed D sta
Created Duate:

(¥ Save 5z b new bemplate
T eerplate M ame: [Bw'm

< Back | Finizh I Cancel Help

Figure 86: Save the Bounce Template

Enter your comments and a hame for the template and click Finish to save the template.

Now this Bounce Template appears under the Form Processing Center.
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Whenever you receive a bounced email, drag and drop the email to the Bounce Template. This template
searched for a matching contact in your database, deletes the email ID and saves the changes in the Notes
section.

This avoids any future correspondence with the invalid email ID when you are using merge template for
sending messages all the contacts.

You can also setup a filter that identifies the bounced email and transfers the message to the Bounce
Template.

16. Working with TemplateMaker

The TemplateMaker window contains the following to process the templates.
¢  Menu bar

¢  Toolbar

¢  Status bar

You can make use of the above components to create, edit or delete the templates. You can test a template
for proper mapping of fields.

You can also setup the properties of the Anchor text and the Field mapped by using the Template Maker.

Refer to Figure 87 that illustrates TemplateMaker with a template created for ACT!.

ACT Sample.etf - TemplateMaker

Fiz Edt Wiew Insert Process Took Help

D= B iEE =Y %Y

Below i= the result of your form. It was A
submitted by {johnAmegraw. com) .

Firse aFirae Namess

¢ lasti > «LAST Namem

cemalli: > w«E-mall Addresse

¢ colpany: > «Cohpanys

cjobtitle: 3 «TLiClen

w

L »
Ready ACTIG.0 [ 2000 ACTi

Figure 87: TemplaterMaker
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16.1. TemplateMaker - Menu Bar

The TemplateMaker menu bar contains the following commands:

File Menu:
New Create a new template.
Open Open an existing template.
Save Save a template.
Save As Save template with a different name.
Properties Displays details about the template like Location, Size, Database etc.
Exit Quit TemplateMaker.
Edit Menu
Undo Reverts the last performed action.
Cut Removes the selected text and places it in the Clipboard.
Copy Copies the selected text to the Clipboard.
Paste Inserts the contents of Clipboard.
Select All Select all the contents in the Template.
Find Search for a specific text in the Template.
Find Next Look for the next occurrence of the searched text in the Template.
View Menu
Toolbar Show or hide the Toolbar.
Status bar Show or hide the Status bar.
Anchor Properties Select Anchor text to enable this command. You can modify the
properties of the selected Anchor text.
Field Properties Select the Field text to enable this command. You can modify the
properties of the selected database field.
Always On Top To display TemplateMaker in front of all open windows.
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Insert Menu
Field Insert database fields
Anchor Insert Anchor text.
Email Insert E-mail fields to create E-mail Merge Template.

Process Menu
Refresh database Update the database settings.

Extract from Email Extract additional information from the email text and save them in the
user fields. The email text can be saved to Notes tab.

Duplicate Check Setup to check for duplicates. This option is enabled for Access, ACT!,
GoldMine and Outlook templates only.

Set Process Attaches automated processes. This option is enabled for GoldMine
template only.

Lead Source This feature is currently not available.

Set Activity Schedule activities while transferring contact records. This option is
enabled for ACT!, GoldMine and Outlook templates only

Email Header Setup email header values in an Email Merge Template.
Tools Menu
Mark Form Identifier Set an identifier text for the template to process an email. Once the

identifier text is set, a message that contains the identifier text alone is
processed by the template.

Set/ Change Password Setup a password for the template.

Test Template Test the template with a sample email for appropriate mapping of fields.
Delete Templates Delete the selected template.

Options Launches the Options dialog box to change the settings.
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Help Menu

Help

Send Template

About TPLMaker

Launches Help Topics.

If you encounter any problem with a template, click here to send the

template attached to an email message to eGrabber support. Our support

team would contact you to solve the problem.

Displays information like version number, copyright and license details.

16.2. TemplateMaker — Toolbar

The TemplateMaker Toolbar contains the following commands:

Option Function

4

= M W

4

B2

%

Create a new template.

Open an existing template.

Save a template.

Removes the selected text and places it in the Clipboard.

Copies the selected text to the Clipboard.

Inserts the contents of Clipboard.

Insert database fields

Select Anchor text to enable this command. You can modify|
the properties of the selected Anchor text.

Select the Field text to enable this command. You can modify|
the properties of the selected database field.

Insert Anchor text.

Extract additional information from the email text and save
them in the user fields. The email text can be saved to the
Notes tab.

Launch Help.

@ The options available in the Menu bar and the Toolbar can also be accessed when you right-click the template.
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16.3. TemplateMaker — Status Bar
The TemplateMaker Status bar displays the following details:
+ Name of the destination application.

. Database Name or File Name to which the email data is to be transferred.

17. Customize TemplateMaker

You can customize the TemplateMaker settings to extract additional information from the email message, to
setup the anchor text properties, database field properties, setup a password to protect the template etc.
17.1. Extract from Email

To extract and save additional information from the email message,

¢  Click Process > Extract from Email

[OR]

¢ Click g in the toolbar.
In the Extract From Email dialog box that appears, make the following settings:

Extract From Email El

Copy ermead o
i Motes [

Sert Date [UW 4

Sent Time |Llu-r [
Froen fuddrass [

To Az |
Subpect |

r

N o |

0% Concl | Hep

Figure 88: Extract from Email

Notes: Select this checkbox to save the email text in the Notes tab of selected database. If you are
transferring to Excel or Data Export, you can save the email text to a specific column in Excel or specific
location in the text file.

The additional information like date, time, sender’s email address, TO address, subject text can be saved to
user fields in your destination application.

Click next to the additional details displayed in the dialog box to select the user field. While transferring,
the additional information is transferred to the selected user field.

Click OK to save the settings.
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17.2. Setup Anchor Properties

Some form tags may contain additional characters. You can mark the form tags as anchor text, and setup
the anchor properties to search for these additional characters.

For Example, if your form tag appears as <first>, then the symbols < and > are the leading and trailing
characters respectively. While transferring, the template needs to identify the text containing these
characters. You can setup the leading and trailing characters in the Anchor Properties.

[ 1 |
To setup the properties for anchor text, select the text and click == or click View > Anchor Properties.

In the Properties dialog box that appears, enter the following:

first: Properties

[Bnchar]| Search |
Leadng characher |-: j
Tradng characher |; ~|

W Case Sensiive

o ] oo | b | v |

Figure 89: Anchor Properties

Leading Character: Enter the character that appears before the form tag. Example: <
Trailing Character: Enter the character that appears after the form tag. Example: >

Case Sensitive: Select this checkbox to search for form tags that match the upper and lower case letters
exactly.

Click OK to save the settings.

Now the template automatically searches for form tags that contain the special characters and transfers the
data accurately.

17.3. Search by using Percentage

You can search for a certain section of the email message for the form tags and transfer the details. Use this
option when your email text contains information other than form tags. Enter the percentage of the section to
be searched by the template in the Search tab of the Properties dialog box.

Enter the starting section as percentage in the From Top: box and the end percentage in the To: box. The
percentage is calculated based on the number of characters available in the email message.

first: Properties El
Anchor [Search |
From Top: [EI :|| Te [“I. j

o ] oo |t |t

Figure 90: Search Properties
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Click OK to save the settings.

Now the template searches for form tags available in the specific section and transfers the details. This
saves time when your email form contains additional information that can be excluded while transferring to
your application.

17.4. Setup Field Properties

You can setup the properties for the database fields to ensure that they are transferred with specific details
accurately.

You can setup the maximum field length, field type, format and other attributes.

Select a database field and click *= or click View > Field Properties.
In the Properties dialog box that appears, you can setup the following:

17.4.1. Size
By default, the Size tab appears when you open the Properties dialog box.

Enter the following to limit the size of the data to be transferred:

«First Hame:s Properties

Size | Type | Format| Vishses | Lookllp | Field |
Field Length Max [25
Mumber of Lines |1

¥ End of document
¥ Text before anchor

T coos | s |t

Figure 91: Properties - Size

Field Length Max: Enter the maximum number of characters to be transferred for the selected field. For
example, if you enter 15 in this box, then the first 15 characters of the form data are transferred to the
selected field.

Number of Lines: Enter the number of lines used by your form data. If your form data is wrapped to two
lines, then enter the value as 2, to transfer the entire data. If you enter the value as 1, then the data that
appears in the first line of the form alone is transferred.

End of document: Select this checkbox to include all the data that appear after the selected field till the end
of the form.

Text before anchor: Usually, the form data appears after the form tag. You mark the form tag as anchor
and the form data as field. If your email form is containing the form data followed by the from tag, then
select this checkbox.

For example, if your form contains data as follows:

William: FirstName.
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In the above example, William is the form data and FirstName is the anchor. The value William is to be
transferred to the database field. Select the Text before anchor option to ensure that the data is transferred

properly.
Click OK to save the settings.
17.4.2. Type

In the Type tab, you can setup the data type of the field. You can ensure that you are transferring only
appropriate data to your application.

«First Hames Properties

S Typo | Foemat | Values | LookUp | Field |

Field type: | Adphanmesic =l
Fiedd start after |
Field end before |

Mak: fonn idertifies
[ Fﬂh vabie = | |

[ ok | Gt | ey | Heb |

Figure 92: Properties - Type

Field Type: Select the appropriate data type of the field being transferred. For example, if you setup the
Phone field type as Numeric, and the field in email form contains alphabets, then the corresponding data is
not transferred.

Field start after: Enter the character that you want to exclude from a form data that appears prior to the
data while transferring to particular field. For example, if the form data contains a value $1000 and you want
to transfer only the value 1000 excluding the character $, then enter $ in this box.

Field end before: This option is similar to the previous one. Enter the character that you want to exclude
from a form data that appears after the data while transferring to particular field. For example, if the form
data contains a value 1000# and you want to transfer only the value 1000 excluding the character #, then
enter # in this box.

You can mark a value for a particular database field so that the email message is processed only when the
field contains specific value. For example, you can process the message only if the field Company contains
the value eGrabber.

Under Mark Form identifier, select the Field value checkbox to enter the value eGrabber in the text box.
Refer to Mark Form Identifier section for marking a text from any part of the email message.

Click OK to save the settings.
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17.4.3. Format

Click the Format tab to format the data being transferred. You can setup to transfer the data in specific

format.

«First Hame:s Properties

S | Type Fomat |vahws | LeokUp | Field |

Changs case | Tithe Casges :J

Prefo: fiedd wath |
Sufos Fiekd waith |

™ Constvahe |

Ok | Cancel dpcty | Heb

Figure 93: Properties — Format

Change case: From the drop-down list, select the format in which the field value is to be transferred.

Assume that the value for Company is eGrabber Inc. The text is formatted as shown in the table.

Case Output

None eGrabber Inc. (Value is not formatted)
Upper Case EGRABBER INC.

Lower Case egrabber inc.

Sentence Case | Egrabber inc.

Title Case Egrabber Inc.

The value is transferred in the selected format to the database field.

Prefix field with: Enter a text that is added before the transferred data. For example, you can add salutation

(like Mr. / Ms./ Dr.) to a name as prefix. The name is transferred with the added salutation.

Suffix field with: Enter a text that is added after the transferred data. For example, you can add the

currency symbol “$” after a number being transferred.

Const value: You can setup a constant value for a specific field. This value is automatically saved in the

specified field, independent of the data contained in the email form. Select this checkbox and enter the

constant value in the box.

Default value: You can setup a default value for a specific field. When the email form is not containing any

data for this field, then the default value is saved in this field.

Click OK to save the settings.
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17.4.4. Values
In the Values tab, you can replace a value with relevant data.

For example, if the form data contains the value for State as CA, then you can replace the text with
California.

«First Hame:s Properties
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Figure 94: Properties — Values

In the text boxes that appear before the Add button, enter the value that appears in the email form and the
value to be replaced.

Click Add to include the values. You can add any number of data by repeating the steps. To edit the values,
select the text and click Edit. To remove the values, select the text and click Del.

17.4.5. Lookup
You can search for a particular value for a field and save a related value to another field. For example, for
the name field containing value William, you can add the value Sales to the field Department.

«First Hame:s Properties
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Figure 95: Properties — LookUp

Enter the value of the field to be looked up in the first box, click - ' to select the field for which the value is
to be added and enter the value to be added in the last box.

Click Add to include the data entered. To edit the values, select the text and click Edit. To remove the
values, select the text and click Del.
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17.4.6. Field
In the Field tab, you can save the values from a form tag into an additional field.

«First Hames Properties

Size | Type | Fremat | Vahss | Looklp Field
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Figure 96: Properties — Field

The Field Name column automatically displays the selected database field name. In the Alternate field

column, click to select the additional field where the value is to be transferred.
Database Field Relationship:
This option is enabled for GoldMine Business Contact Manager only that can integrate SQL database.

When your email form contains multiple values for a single field or multiple details for a single contact, you
can use this option to map the fields and transfer them.

One to One: You can select this option when you receive multiple values for a single field.

For example, assume that your form contains the following data:

Note that the field Source contains two values, Others and Search Engine.

When you map the form tag Source as anchor text twice, the second tag is marked as Sourcel. You can
map the form data to the same field twice and the second value is marked as Source:1.

After Mapping, your template appears as follows:
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After selecting the One to One option, in the Update Mode list, you can select either one of the following

options:

¢ Select the Concatenate option to append the multiple values in the field. If you select this
option, then the value is saved as “Others, Search Engine” in the field “Source”.

¢ Select the Lookup and Replace to replace the existing values with the modified data. In
this case, the first value is replaced with the second value.

One to Many: Select this option when your email form contains multiple details for a single contact. You can
transfer the multiple details to user fields for the same contact.

For example, assume that your Order Form contains following data.

I " #S W% &
) (
) *
T H#S %% H #
*
&
%%

The contact James Webber is to be transferred to your destination. Note that there are two values for the
fields ‘Item’, ‘Quantity’, and ‘Description’. Now you need to save these details in the details tab of the contact
James Webber.
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You can map the values for the same fields. After mapping, the template appears as shown below:

/0 2 1
) ( " (
) *
/0 2 # 1

} ( " (
) *

&

After mapping, select the Field Properties for the second item (Example: /0 1 as One

to Many and enter 1 in the Field Set option.

If you have one more item for the same field (Example: /0 +1, then you need to set this
option to 2.

Similarly, select the second item for other fields and set the Field Set option to 1. For more number of items,
set this option accordingly.

After transfer, the details for the single contact are transferred to your GoldMine database as shown in
Figure 97.

Motes \Contocts* Detods '\ Fiefemals\ Pending \ Histoy '\ Links \Membess'\, Tracks '\,
Date | Detad | Retrance
eer |

Feen

Figure 97: Data transferred to Details tab

You may receive multiple values for fields available in Registration Forms and Feedback Forms. You can
use the database relationship option to transfer these values.

Click OK to save the settings.

17.5. Mark Form ldentifier

You can mark a specific text to identify an email form. The template searches for the marked text in the
email form and the email message is processed only if the text is found. This ensures that only the
appropriate messages are processed by the template.
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To setup a form identifier, select the text available in your email form and click Tools > Mark Form
Identifier.

To mark the form identifier for a database field, refer to the settings for Type tab under the section Setup
Field Properties.

17.6. Protect Template

You can protect your template being edited by other users by assigning a password.
Click Tools > Set/Change Password.

¢+ Inthe Add Password dialog box, enter the password in New Password.

¢  Re-enter the password in Verify Password for confirmation and click OK.
Save the changes to the template and close the template.

Now if you try to open the template, you are prompted to enter the password.

To change the password, click Tools > Set/Change Password.

¢ Inthe Change Password dialog box, enter the password in New Password.

Re-enter the password in Verify Password for confirmation and click OK.

@ Password is case sensitive. Ensure that you provide the exact password text.

18. Setup Filter

You can setup a filter that can check the email form for certain criteria. The messages that satisfy the

specified criteria alone are processed and transferred to destination. You can also send an automatic
response to every message that is processed by a filter.

18.1. Create Filter

To create a filter,

Click the Filter Icon in the toolbar
[OR]

Click Tools > Filters

In the Filter Setup dialog box that appears, click New to create a new filter.
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Figure 98: Setup Filter
Enter a name for the Filter.
Select the Manual checkbox to process the messages manually.

Select the Automatic checkbox to process the incoming messages automatically.

18.2. Setup Criteria
Under Match Filter Setup, specify the filter criteria.

Select the relevant column to be checked in the email message from the Header drop-down list. The
available options are: From, To, Subject, Content, Account.

Select the matching condition from the next drop-down list. The available conditions are: Contains, Does not
Contain, Is, Is not, Starts with, Ends with, Is in List. If you select the option Is in List, you need to create a
text document that contains list of words to be searched in the email message. After selecting the option,
click next to the box and select the text file that contains the list of words.

Enter the text to be matched in the next box.

In the example shown in Figure 98, the messages with the subject line that contains the text “ELG” are
processed through the filter.

18.3. Setup Actions

Once the messages satisfy the specified condition, you need to specify the action to be performed. You can
transfer the messages that satisfy specific condition to specified templates.

Under Action, click the down arrow to select the action to be performed. The following options are available
in the drop-down list.
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Figure 99: Select templates

In the dialog box, the templates are displayed under Available Templates.
Select the relevant template and click Add.

Now the template is displayed under Template chosen for the filter.

To remove a template select the chosen template and click Remove.
Click OK to save the settings.

Reply with

Select this option to send an automatic response to the processed email message. You need to create
Stationery for sending the auto response. Select the Stationery file from the drop-down list. Whenever a
message is processed by the filter, a response is sent to the sender of the message as per the settings you
have made in the Stationery file. Refer to 18.4 Create Stationery section for more details.

Size Limitations

You can setup to limit the size of the email message to be processed. You need to specify the maximum
size limit. For example, if you specify the size as 1000 KB, then messages exceeding the size 1000 KB are
not processed by the filter.

Date Range

You can use the Date Range option so that messages that contain dates within the specified range alone
are processed. Enter the From and To dates to specify the date range.

Round Robin Forwarding

You can use this option to distribute the email messages to your team members in a repetitive cycle.
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This enables you to distribute work among your team members effectively.

For example, assume that the marketing team consists of three members with email IDs as follows:
¢ wiiliam@egrabber.com
¢ richard@egrabber.com
¢ mark@egrabber.com

Now Round Robin Forwarding can be setup so that William received the first email, Richard receives the
second, Mark — the third and William again receives the fourth email. This cycle is repeated.

In the Filter Action, select Round Robin Forwarding from the list. In the next box, click to open the
Round Robin Forward dialog box.

Click New to create a new set of email ID list. Enter the email IDs one below the other and click Save. Enter
a name for the group of email IDs and click OK. Now the dialog box appears as shown in Figure 100.

eMail-Lead Grabber - Round Robin Forward

Markestng w
wiliarr(Eheagrabber com

nchadEegpabbe. com
mairk{Segibbes. com

MNew Save Save A3 Dielete Cloge Hedp

Figure 100: Round Robin Forwarding
¢ Click New to create another group.
¢ Click Save As to save the group with a different name.
¢  Click Delete to remove the group.
¢ Click Close.

Now the created groups are available in the drop-down list next to the Round Robin Forwarding Action.

Achion
Tranzfer To | |4TemplabesFom Frocessng Cente
Froure Ricbin Forwarding | | Maiketing v
Hene [

Figure 101: Round Robin Forwarding selected in Filter Action
Select the required group and save the filter.

Now whenever a message is processed by the filter, it is also sent to the marketing team member for follow-
up.

100



Round Robin Processing

You can use this option to transfer the email messages to various templates in a repetitive cycle.

Round Robin Processing enables you to process the messages through a set of selected templates in a
cycle. The messages that satisfy the Filter Criteria can be processed through different templates.

In this method, you can process the first message through first template, second message through the
second template and so on. If you have specified three templates, then the fourth message is processed
through the first template and this cycle is repeated.

When you are distributing email messages to the team members, they can maintain different database for
saving the contacts. You can create different templates and map them to respective database maintained by
your team members and use Round Robin Processing to save the contact details in corresponding
database.

This enables your team members to follow up with the contact in their database effectively.
In the Filter Setup, select Round Robin Processing from the Action list.
Select the Template Group from the available list. To create a new group, click next to the option.

In the Round Robin Process window that appears, setup the following options:

eMail-Lead Grabber - Round Robin Process g|

Template Group
Groups: | Maketing Databass w
Avalsble Templates Templstes in Group
T esnplabe] ] Avadabls Tamplatedz] in Group
GME_Sampls GME_Sample
GMT_5ampls GM7_5 ample
GM_Sample GM_Sampls
0
£ * 4 ¥
Add Al Riemowe All
Ok Cancsl

Figure 102: Round Robin Processing

¢  Select the name of the group from Groups list.
¢  To create a new group, click New on the Template Group menu.

¢  Enter a name for the group.

¢ Under Available Templates, Select the Templates to be added to the group and click ﬂ
¢ The added Templates are displayed under Templates in Group. To remove a Template from this list,

select the Template and click ﬂ

101



¢ To add all the Templates to the group, click Add All.

¢ Toremove all the Templates from the group, click Remove All.

¢ To save the group, click Save or Save As on the Template Group menu.

¢ To delete a group, select the group name from the list and click Delete on the Template Group menu.
Click Close on the Template Group menu.

In the above example, the first message is processed through GM6_Sample; the second message through
GM7_Sample and the third message is processed through GM_Sample. The fourth message is again
processed through GM6_Sample and the cycle is repeated.

Now the created groups are available in the drop-down list next to the Round Robin Processing Action.
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Figure 103: Round Robin Processing selected in Filter Action
Select the required group and save the filter.
Now whenever a message is processed by the filter, the contact details are saved in corresponding

database for effective follow-up.

Skip Rest

When you have setup multiple filters, an email message is processed through all the filters one by one. If
you want to stop processing a message that satisfies a condition through all the filters, you can select this
option.

For example, assume that you have the following filters.

. Filterl
. Filter2
. Filter3

In Filterl, if the subject of an incoming email contains the text eMail-Lead Grabber then the email to
transferred the specified template.

If you want to stop the message being processed through Filter2 and Filter3, then select the option Skip
Rest.

If a message satisfies the specified condition, then it is not processed by rest of the filters. If the message
doest not satisfy the condition, then it is processed by the other filters.

When you use multiple filters, the Skip Rest action enables fast processing of email by the relevant filter
and avoids unnecessary processing of email by the other filters.

Repeat the above steps to create more number of filters.
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18.4. Create Stationery

When you receive an email form from a prospect, you need to send a response to the message. Instead of
sending these reply messages for each and every email form, you can create a Stationery with customized
message and link the Stationery with the Reply To action in Filter Setup.

Whenever an email message is processed through the filter, the Reply To option sends an automatic
response to the message by using the selected Stationery.

Click Tools> Stationery.

In the Stationery dialog box, click Add to create new Stationery.

Stationery X

Edt

Remave

Close

Figure 104: Create Stationery

A new message window appears as shown in Figure 105.

The From column automatically displays the email ID you have provided in the Account Setup. If you have
created more than one account, then you can select the account from the drop-down list. The response
message is sent using the selected account.

In the TO: column, enter the email ID of the recipient. If you are attaching the Stationery to a filter, then the
TO: address is automatically detected.

Enter a Subject line.

The checkbox Include Incoming email while responding is selected by default. This option includes the
text of the original message while sending the auto response. You can clear this checkbox if you do not want
to include the original message.

Use Incoming subject while responding: Select this checkbox to include the subject line of the incoming
email in the auto response. The Subject line is disabled when you select this option.

Type your message text and save the Stationery. Click Save or Save As and enter a file name to save the
Stationery. The Stationery files are saved with the extension .sta
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Figure 105: Sample Message to be sent as Auto Response

Click Attach to browse and select a document that can be attached to the sent messages. For example, you
send your company'’s brochure as attachment along with all the responses.

If you want to send an email message to an individual immediately, enter all the details and click File >
Send.

Once you save the Stationery file, the filename appears in the Stationery dialog box.

To modify the details of a Stationery, select the appropriate filename and click Edit. To delete a Stationery,
select the filename and click Remove.

After creating required Stationery files, you can attach them to the Reply With action in appropriate filters.
Whenever a message is processed by the corresponding filter, an auto response is sent to the sender of the
email message by using the selected Stationery.

Refer to the Filters—Reply With section for attaching the Stationery file to a filter and send automatic

responses to all the processed messages.

18.5. Working with filters

To process a message through filters, select the message in the eMail-Lead Grabber Inbox. To process all
the messages, select all the messages by pressing CTRL + A.

Now right-click in the message grid and select the option Process through Filters. The messages are
processed through all the filters you have created.

If you have selected the Automatic checkbox while creating a filter, then whenever a new message is
downloaded into eMail-Lead Grabber Inbox, the message is automatically processed by the filter.
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19. Maintenance of eMail-Lead Grabber

As you receive more number of messages, your mailbox may occupy more space in the hard disk and it

becomes difficult to manage large number of messages.

You can use Dr. Mailbox utility to backup the old messages and to compact the mailbox. Dr Mailbox is a
wizard based utility to compact, backup, repair, clean / backup and migrate Mailboxes.

This enables you to clear the hard disk space and to manage the messages in eMail-Lead Grabber Inbox
efficiently.

Click Tools > Backup / Compact to open the Dr. Mailbox utility.

eMail-Lead Grabber Busines

Pleaze select an Dplion

Migrate TranalerLog

Mest > Cancel | Help Abeat

Figure 106: Dr. Mailbox to mainatin the Mailbox
In the dialog box, select one of the following options and click Next:

Compact Mailbox: To compact the mailboxes that exceed the size limit. The mailboxes that exceed 45 MB
size appear in red color in the next dialog box and require compaction. These mailboxes are selected by
default for compaction.

Backup Mailbox: To have a backup copy of the mailboxes.
Repair Mailbox: To find and fix the errors.
Clean/Backup Mailbox: To clear the messages in the selected mailbox and copy a backup of the mailbox.

In the next dialog box, the mailboxes available in eMail-Lead Grabber are displayed. Select the mailboxes to
be processed by selecting the check box that appears prior to the Mailbox.

Click the appropriate option.

Since eMail-Lead Grabber needs to be closed during the compaction/backup process, a message appears
prompting you to close eMail-Lead Grabber.

Click Abort to stop the compaction process.
Click Finish.

Once the compaction / backup is completed, eMail-Lead Grabber is launched automatically.
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Migrate Mailbox

You can use this option to import mailbox (with *.ebx extension) into eMail-Lead Grabber from a different
email application.

Select Migrate MailBox and click Next.
Click Browse and select the mailbox to be imported into eMail-Lead Grabber.

Since eMail-Lead Grabber needs to be closed during the migration process, a message appears prompting
you to close eMail-Lead Grabber.

Click Finish.

Migrate Template

You can use this option to import templates (with *.etf extension) created in previous versions of eMail-Lead
Grabber into the current version.

Select Migrate Template and click Next.
Click Browse and select the template to be imported into eMail-Lead Grabber.

Since eMail-Lead Grabber needs to be closed during the migration process, a message appears prompting
you to close eMail-Lead Grabber.

Click Finish.

Whenever you mailbox is overloaded with large number of messages, launch the Dr. Mailbox utility to
compact, backup and make more space in your hard disk. This improves the efficiency of eMail-Lead
Grabber.

20. Automatic Processing of email

Now that you have setup to download the messages, setup the filter and created a template for your
destination, just launch eMail-Lead Grabber and minimize the application.

If you have setup to download and filter the messages automatically, then you need not intervene with the
application.

eMail-Lead Grabber automatically downloads the email messages whenever you receive an email form from
your website, filters them and transfers the contact and additional details to your destination application.

If you have attached Stationery to the filter, then an automatic response is sent to the processed messages.

This enables you maintain all the leads generated from your web form and to follow-up with the leads.
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21. Ready Reckoner

The following list provides the shortcut keys for your ready reference.

-!". "'I
: P eMailLead Grabber }
él‘nm... Press g
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5 Chack Mail CTRL+M =
2 Compose Mad CTRL+N 3
? Reply To——— CTRL+R §
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= Forward - CTRLW 3
* Delete Mad CTRL+D =
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Create New Templale CTRL=M
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Figure 107: Ready Reckoner
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