Act4Mail

Act4Mail integrates Outlook with Act! installed locally or hosted.
Act4Mail includes:

1.
2.
3.

an integrated Outlook add-in that allows you to accomplish actions to link Act! and Outlook
an integrated Outlook add-in that allows you to configure settings to govern Act4Mail
a standalone desktop application

1. Using the Outlook Add-In to Accomplish Actions

From the Outlook Add-In, you can accomplish the following actions:

1.
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Attach an email to an Act! contact.

Match email messages to Act! contacts and attach them.
Create an Act! contact from email.

Create an Act! activity from email.

Send a Calendar activity to Act!.

Create an Act! activity from a task.

Send an Outlook contact to Act!.




1.1 Attach an Email to an Act! Contact

To attach an email from the Outlook inbox to an

Act! contact:

1. Inthe Outlook inbox, highlight one or
more email messages that you wish to

attach to Act!.

2. Right-click on a highlighted email message.
3. Select Quick attach Email to Act!to — |

All Unread

Keystroke Quality Computing

attach the email messages to existing ¢3 Create Activity in Act!

Act! accounts.

Act4Mail will add the email to the contacts that
exist in Act! and display a pop-up indicating how
many email messages were successfully added.
If some of the email addresses were not found in
Act!, Act4Mail will ask if you “Would like Act4Outlook to create a new
Contact”; select Create to create a new contact or Skip to ignore this email.
If you decide to create a new contact, Act4Mail will display the Create

Contact information dialog.
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1.2 Match Email Messages to an Act! Contact

To match email messages to an Act! contact from
the inbox:

1.

4.

Right-click on an email in the Outlook
inbox from the desired sender.
Select Send Email To Act!.

All  Unread By

Keystroke Quality Computing
A new order has been cre
Quick attach Email to

Complete the Send To Act dialog, which
will be linked with the current contact, if
applicable. Select:

Link to Company to choose which
companies to link this email to.

Link to Groups to choose which groups to
link this email to.

Link to Opportunities to choose which
opportunities to link this email to.

Link to Contacts to choose which
contacts to link this email to.

History Type to select what you want
included in the history.

Select Send to send the email to Act!

Act4Mail will attach the email to all selected
companies, groups, opportunities and contacts in
Act!, then display a “The selected records were
sent to Act! successfully” message.

Act!
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1.3 Create an Act! Contact from an Email

To create an Act! contact from the inbox:
1. Right-click on the email.

All  Unread By Date v

I}

2. Select Create Contact in Act!.

3. Complete the Create Contact\

information dialog, which will be

Keystroke Quality Computing
A new order has been cre
» Quick attach Email to Act!

populated with the information you have
mapped, such as the contact’s name and
email address.
4. Click Create.
Act4Mail will create the Act! contact and display
a “Contract was created successfully” message.
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1.4 Create an Act! Activity from Email

To create an Act! activity from the inbox:

1. Right-click on an email.

2. Select Create Activity in Act! from the
pop-up menu.

3. Complete the Schedule Activity dialog,
which will be populated with the relevant
information from the email.

Act4Mail will add the activity to your Act!
calendar.
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1.5 Send a Calendar Activity to Act!

To send an Outlook calendar activity to an Act!: TUESDAY WEDNESD
1. From Calendar, right-click on an activity.
2. Select Send Activity to Act! from the pop-up men

22 23

Process Pay

3. Complete the Schedule Activity dialog, which will be PHIEGHEN
populated with the relevant information from the email. :
Act4Mail will send the activity to your Act! calendar. Bl Hiiivie s | -
Open ’
EZ ¢% Quick Print

% |nvite Attendees
2 Send Activity to Act!
£3 Forward »

Private




1.6 Create an Act! Activity from a Task

To create an Act! activity from an Outlook task:
1.
2.

Act4Mail will add the activity to your Act! calendar.

From Tasks, right-click on a task.

Select Create Activity in Act! from the pop-up —|

.....

menu.

Complete the Schedule Activity dialog, which
will be populated with the relevant information
from the email.
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Quick Print
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1.7 Send an Outlook Contact to Act!

To send an Outlook contact to Act!:
1. From People, right-click on a contact.

2. Select Send Contact to Act!\mt
3. Complete the New Contact information dialog,
which will be populated with the contact’s
information that you have mapped, such as

name and email address.
Act4Mail will create the Act! contact.
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2. Using the Outlook Add-In to Configure Settings

From the Outlook Add-In, you can configure the following:
1. Outlook contact field mapping to Act! fields.

Activity settings.

History type for incoming messages.

Act! database settings.

History recording settings.

Incoming messages settings.

Update settings.
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Act4Mail allows you to specify which fields you want to add to your Act!

contact from an Outlook contact.

To map your Outlook contact fields to Act! fields:
1. Select Act! Database Settings from the Outlook Mail Home menu

ar.____ ]

2.1 Map Outlook Contact Fields to Act! Fields

Select the Contact Field Mapping tab
from the Act Database Settings dialog

=1 = =
Send/Receive Act! Database ActdMail
| All Folders Settings  Settings
Send/Receive Act4Mail
&} Act! Database Settings - O X

box.

From the Outlook Field list, find each
Outlook field that you want mapped
to an Act! field, then select the
corresponding Act! field from the
dropdown in the Act! Field list. Check
the Duplicate Check checkbox if you —1]
want Act4Mail to look for duplicates.
In the Duplicate Checking dropdown,
indicate what action you want
Act4Mail to take when it encounters

duplicate information:\
¢ Do not overwrite to keep the L

Act! contact information.

P Contact Field Mapping  Activity Settings ~ History Settings

Field Mapping
Please map the Outlook Contact fields to the appropriate Act! fields

Outlook Field

\A Department
R
Website
Busi

Act! Field

Department
Birth Date
ite:

Phone
Home Phone
Mobile Phone

Home Phone
Mobile Phone
Fax Phone Fax Phone

Other Phone

Email 1 E-mail

Email 2 [ Personal E-mail
Email 3 Altemate Email
Business Address Address 1
Business City City

\when a duplicate is found Overwrite Act fields

Ol Il S R Il Bl Kol B K B el RCq Bl [

Duplicate Check

Save

OO0 or|ooo/ooooo|o

~

Cancel

e Overwrite if Act field is blank to
only add information from
Outlook if the Act field is blank.

e Overwrite Act fields to update the

Act field with information from Outlook.

5. Select Save to save your settings or Cance

| to exit without saving.




2.2 Configure Activity Type

Act4Mail allows you to specify what type of Act! activity to create when you

add an activity from Outlook calendar to Act!.
To specify your activity settings:

1.

Select Act! Database Settings from the Outlook Mail Home menu

ar.____ ]

[=%F

Send/Receive

All Folders

l————>

Send/Receive

£ 7‘ =
Act! Database Act4Mail
Settings  Settings
Act4Mail

Select the Activity Settings tab from

the Act Database Settings dialog box.__|
Select the Activity Type from the
dropdown list.

@B Act! Database Settings

Contact Field Mapping  Activity Settings  History Settings
Activity Settings

Mark the checkbox if you want— |
Act4Mail to display the Create Activity
window whenever items are added to
your Outlook calendar.

Note: A change to this setting will only
take effect after restarting Outlook.
Select Save to save your settings or

Cancel to exit without saving\

|-
Activity Type ” | Meeting

v

Automatically show the "Create Activity” window when items are added to the calendar.

Save

Cancel




2.3 Configure History Type

Act4Mail allows you to specify what type of Act! history to create for email

messages received in Outlook. [[i] = ==
. . L g - =
To specify your history settings: Send/Receive Act! Database Act4Mail
1. Select Act! Database Settings from the Outlook Mail Home menu All Folders Settings  Settings

>

bar.’/ Send/Receive ActdMail

2. Select the History Settings tab from
the Act Database Settings dialog box.__[i

) Contact Field Mapper = m] X

PP :
Contact Field Mapping ~ Activity Settings  History Settings

3. Select the History Type from the |
dropdown Iist.\;mg:smgs
This will be reflected in the Result g || et T SR -
column of your Act! History List for all ggfg?s};?g !
incoming email messages linked from jEoTktnet ok
Outlook to Act!. : Nooctmert | Compieted
4. Select Save to save your settings or ! ggiiégfggga

Call Left Message

Cancel to exit without saving Cal Received
\ Campaign Results
Contact Deleted
Contact Linked
Contact Unlinked

Contact Updated

Data Moved

y E-mail Attachment
I
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=

Email Open
Email Sends

=

Email Unsubscribe
H Erased
Ir Ermor

i Save Cancel




2.4 Configure Act! Database Settings

To configure your connection to Act! Web API: = — ‘
1. Select Act4Mail Settings from the Outlook Mail Home menu bar—_| = = 4 S
2. Select the Act Database tab from the Act4Mail Settings dialog box Send/Receive Act! Databas® Act4Mail
3. Enter the following information in the Act! Web API Connection All Folders Settings  [Settings
pop-up: Send/Receive Act4Mail
Act! Web API URL — Specify the web === S ‘ = T =
link to your Act! database API. | @ 2o sai s
For your URL, contact your DB . s
Administrator or, |f you are using Note: Changes to4ettings in this area require a restart of Outlook to take effect.
Act! Connect Link, follow the steps AC;:::::: s::::': i ik L
in this article: How to retrieve the Act! Web API URL: [https://537 acthosting net/act web.api |
Act! Web APl URL when using Act!—-’W b oemo |
Connect Link Act! Username [Chvis hufman |
Act! Database Name — Specify the Ac Password | |
name of your Act! databaﬂr/’ Login o
it

example, Act2018Demo):
Contact your DB Administrator for
DB name.

Act! Username — Enter your Act!
username.

Act! Password — Enter the Act!
password for the username

; ; ; ance
4. Click Login to validate that you m e

o

==

have entered the settings correctly:
The system will display a “Logged in to the database successfully” message.
5. When you have validated that your settings are correct, click Save and Close to save your settings.


http://kb.act4work.com/index.php?solution_id=1066
http://kb.act4work.com/index.php?solution_id=1066
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2.5 Configure History Recording

To configure how Act4Mail records Outlook email messages in Act! history:
1. Select Act4Mail Settings from the Outlook Mail Home menu bar—_|
2. Select the History Recording tab from the Act4Mail Settings dialog

box.
3. For History Attachment Type, select:

e the type of information from
Outlook email messages that you
want attached to your Act! history\m

e What actions you want taken with ]
the Outlook email messages in Act!

4. For History Linking, select whether \S\gmmm;
you want the recorded email %Aﬁmhmﬂm e b

messages to be associated with the

contact’s company and opportunities
5. For Secluded accounts, select all of

your Outlook email accounts that you

% Link recorded emails to the associated Contact's Company automatically.

L] :_' i
[_ E e
Send/Receive Act! Databas® ActdMail
All Folders Settings  Settings
Send/Receive ActdMail
X |
rl i
Note: Changes to'settings in this area require a restart of Outlook to take effect.
ase History Recording  Incoming Messages Update
M
Email subject, and body v

Make history pri Email subject, body, and attachments
Email subject and attachments
Attach all sent nl atach when attachment

History Linking
Link recorded emails to the associated Contact's open opportunities automatically.

Excluded accounts

‘Ignore automatic history recording from the following accounts:

N

want excluded from automatic history i
recording. i

6. Click Save and Close to save your b

settings. ,

| ted textworks@gmail.com

s 5

Save and Close Cancel

@A See mare ahout Michasl K]




2.6 Configure Incoming Messages

To configure how Act4Mail handles incoming Outlook email messages:
Select Act4Mail Settings from the Outlook Mail Home menu bar—_|
Select the Incoming Messages tab from the Act4Mail Settings

1.
2.

dialog box.

Select whether to Automatically attach incoming emails

List the domains from which to ignore
incoming emails. Use the plus (+) and
minus (-) buttons to add or remove
domains from the list.

Click Save and Close

to save your settings.

HH | - | |
It = |
- = i L >
Send/Receive Act! Databas® ActdMail
All Folders Settings Settings
Send/Receive ActdMail
\
ngs X
to settings in this area reguirg a restart of Outlook to take effect.
Act Datgflase  History Recording Incoming Messages  Update
Infgund Email History Settings
[[] Automatically attach incoming emails
Ny Ignore if sender’s domain belongs to any of the following domains
+
Save and Close Cancel




2.7 Configure Updates

To configure Act4Mail updates:

1. Select Act4Mail Settings from the Outlook Mail Home menu bar—_|
2. Select the Update tab from the Act4Mail Settings dialog box Send/Receive

3. By default, every time it starts, Act4Mail checks to see if there All Folders

are any updates. Select Do not check for updates on startup,
if you do not want Act4Mail to check for updates automatically
4. Click Save and Close to save your

settings.

Send/Receive

Act! Databas® ActdMail
Settings Settings

ActdMail

Z

& About

€ ActaMail Settings

Note: Changes to séttings in this area reguire a restart of Outlook to take effect.

History Recording  Incoming Messages Update
Updaté Settings
o not check for updates on startup

Save and Close Cancel
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3. Using the Standalone Application

When you installed Act4Mail, it should have included an Act4Mail icon on your desktop. Simply click the icon to
launch the Act4Mail standalone application.
From the Act4Mail standalone application, you can:
1. Configure the Act! APl settings.
Merge to Word.

Merge to Email.
Manage Templates.

Configure Act4Mail settings.
Manage your Act4Mail license.

ok wn




To configure your connection to Act! Web API:

3.1 Configure the Act! API Settings

1. Select Act! API Settings from the Act4Mail —]
menu bar.
Enter the following information in the Act!
Web API Connection pop-up:
Act! Web API URL — Specify the web link to — ]
your Act! database API.
For your URL, contact your DB
Administrator or, if you are using Act!
Connect Link, follow the steps in this

L i\ Act! API Settings ) Act4Mail

3 Refresh Act Connection

EventLog

Act! Web API URL

Database Name
3

Act! Password

About

https://50998.g2c.doud-elements. com/act.web.api
Act2019Demo

Chris Huffman

Login

Save

Cancel

Vi
/

—p

article: How to retrieve the Act! Web API
URL when using Act! Connect Link

Act! Database Name — Specify the name’of your Act! databasge (for example, Act2018De

Contact your DB Administrator for DB na
Act! Username — Enter your Act! username.

Act! Password — Enter the Act! password for the username.

Click Login to validate that you have entered the settings correctly.

The system will display a “Logged into the Act! Web API successfully” message.
4. When you have validated that your settings are correct, click Save to save your settings.

mo).
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3.2 Merge to Word

To create a mail merge and save to a Word document:

1.
2.
3.

Select Act4Mail from the Act4Mail menu bar——| s A“"’“"!“"’"‘

3 Refresh Act! Connectiq

[t e,

Select Write, then Merge to Word.————]

Select the template you wish to use, then click

Open.

In the Email Type window:

e Select the contacts to receive the message

e Select a Word document you want to save
the merged mail to.

e Click Next to continue.

EventLog

Write | g Mergetoword
Manage Templates Merge to Email

Settings

Email Type

4

If you choose Selected Contracts, you will bé
presented with Contact Selection window from
which to choose the contacts.

In the History Recording window:

e Select if you want to record this in Act! history

e Select the details you want to include in Act! history
~— ]

e Click Next to continue.

If the Confirmation window appears, click Next to confirm that

you want to send the email messages.

Act4Mail will display the Sending Emails window, listing the

contacts as the email is sent to them:s

Sending Emails

[24/2/20 10:56:13 AM]:
[24/2/20 10:56:20 AM]:
[24/2/20 10:56:21 AM]:
[24/2/20 10:56:24 AM]:

Please select how the Contacts will be selected for the email blast

(® Selected Contacts
QO Contacts in a Group -
O All Contacts

Save Word document to:

‘/

History Recording

\

History v

History Type Subject, body, and attachments -
Subject
Subject and details
Subject and body
Subject, body, and attachments

Processing Contact #0 - Ethan Campbell
Processing Contact #1 - Brian David
Processing Contact #2 - Eric Johnson
Processing Contact #3 - Ashley Allan




3.3 Merge to Email

To create a mail merge: O R ———
1. Select Act4Mail from the Act4Mail menu bar——f 2 s iaiia D abon

€3 Refresh Act! Connectiq] ___ Wiite v | Mergetoword
2. Select Write, then Merge to Email. R P-Merzeto Emal
3. Select the template you wish to use, then click = —
Open.
4. In the Email Type window, select the contacts o«
to receive the message, then click Next to Email Type
continue:
If you choose Selected Contracts, you will be Plest select o the Contact vl be selcted fo the e blast
presented with Contact Selection window from e
which to choose the contacts. Qifeaczne G >
O Al Contacts
5. Inthe Email Blast window, select whether you want the email Mail Blost Type
messages to Send Now or Send Later.
If you choose to Send Later, you must meww
and time for them to be sent. o

®) Send Later
Scheduled Time |[ | | 12:00 AM =
February 24, 2020

€ February, 2020 >
SU MO TU WE TH FR SA

1 17 18 19 20 21 22
23 24 25 26 27 28 29

6. Inthe Email Delivery window, select if you want to: _

e Use a different return email address.

e Split the sending of emails into smallM\

> Change Reply-To Address

[~ /| pit the sending of emais in smaler batches

Batch Settings

Batch size: 312 emails/batch
Delay beween each batch: 0 5 seconds

Recommended batch size is 25 emails/batch with 30 second delay between batches

7. In the History Recording window:

e Select if you want to record this in Act! history.\ History Recording
e Select the details you want to include in Act! histor

e Click Next to continue. M«
History Type Subject, body, and attachments

8. If the Confirmation window appears, click Next to confirm that e
ubject and details
you want to send the email messages. b

Act4Mail will display the Sending Emails window, listing the
contacts as the email is sent to them:

Sending Emails
I
[24/2/20 10:56:13 AM]: Processing Contact #0 - Ethan Campbell
[24/2/20 10:56:20 AM]: Processing Contact #1 - Brian David
[24/2/20 10:56:21 AM]: Processing Contact #2 - Eric Johnson

[24/2/20 10:56:24 AM]: Processing Contact #3 - Ashley Allan




3.4 Manage Templates

Act! allows you to create and modify document templates that you can use for creating Word or Email merge

messages.

To manage your templates using Act4Mail:
1. Select Act4Mail from the Act4Mail menu

bar.

Select Manage Templates
Select the template you wish to use, then

EventLog

[24/2/20 11:40:48 AM]:
[24/2/20 11:40:53 AM]:
[24/2/20 11:40:54 AM]:
B |[24/2/20 11:40:55 AM]:

Manage Templates

Settings

Getting Contact records from Act
Getting Contact records from Act
Getting Contact records from Act
Getting Contact records from Act

ActaMail

click Open.
4. Use the Template

) File Home Insert Page Layout References Review
Editor to design the o Caibri T [Fla &
El [} copy B I UUSS X' X,
document template, e | A
including inserting SERE = o
L O

fields from Act! to
merge into the
document.

For assistance using
the Template Editor,
consult this
knowledge base
article:
Creating/Editing

Templates.

View

Aa~

{ MERGEFIELD "CONTACT:CONTACT" }
{ MERGEFIELD "CONTACT:COMPANY" }

4 Insert Merge Field

Record Type: |Contact

Field Name: My Record

Opportunity

Address 1

Address 2

Address 3
Alternate Extension
Alternate Phone
Anniversary

Birth Date

Blog

Children Names

ity
Clubs Assodiations
Company
Contact
Country
Customer ID
Department
E-mail
Email Permission
Extension

Close

¥y | & |E
Styks | Insert
4 Merge Field

[&l view Merged Data

1] Show Al Field Codes
1] Show All Field Results
Mail Merge F
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3.5 Configure Act4Mail

To manage your Act4Mail settings:

1.
2.

Select Act4Mail from the Act4Mail menu bar:

Select Settings.

Select the General tab, then:

a) Use the file explorer (...) to select
the default file folder for your

Actamail

3 Refresh Act! Connectiq

Manage Templates

Settings

EventLlog

[24/2/20 11:40:48 AM]:
[24/2/20 11:40:53 AM]:

Getting Contact records from Act ~
Getting Contact records from Act

Act4Mail Settings

General Email Server Settings  History Settings  Update

Templates

document templates.
Select an Act! Field Name and Value to
use to exclude contacts from an email
merge. Contacts that have the
specified value in the specified field will
be excluded from any mail merge.

b)

Default template folder |C:\Users\Ted

Contact exdusion

Contact will not be induded in the mail merge. If you do not have such a field, dick the Create Permission Field button to create a

new field.

lield Name

Email Permission v
Value

Denied

Xlease select a field in your database which will be used to exdude Contacts. If the field contains the value entered below, the

Create Permission Field

Select the Email Server Settings tab, then:
a) Choose the Display Name and Email —]
Address from which to send the email
messages.

Mark the checkbox to record the sent
email messages in your Sent folder.
Note: You must configure IMAP
settings for this function to work.

Use the Email Settings Preset pulldown
to use previously saved settings or click
Save to save your current settings as a

b)

[

Act4Mail Settings
General Email Server Settings History Settings  Update

Email Address

Record emails sentin your “Sent” Folder.

SMTP IMAP

Server Addpes

Save Delete

Test Connection

* IMAP Server information is required if you wish your sent emails to be recorded under the “Sent” folder

preset.

d)
e)

folder of your email application.
Select the History Settings tab, then

use the dropdown to choose the type of information Bl A
to record in Act! history for the email messages.

Select the Update tab, then (et s v
ActaMail Settings
select Do not check for updates on startup, \—\i' e e

if you do not want Act4Mail to check for updates

automatically every time it starts.

Configure the SMTP settings for your email account to allow Act4Mail to send mail.
Configure the IMTP settings for your email account to allow Act4Mail to save messages in the Sent

Act4Mail Settings X
eneral Emal Server Settfigs  History Settings  Update

Letter Sent ‘v
Call Attempted

Call Completed

Call Received

Field Changed

Access

Do not check for updates on startup




3.6 Manage Your Act4Mail License

To manage your Act4Mail license, select About from the Act4Mail

menu bar. This displays your License Key, Version, Subscription
. rd .
Expiry and any 3™ Party Licenses. lensekey  [CNEDGESISETESIN ) Regstr
From the About window, you may select: | ] veson ———fr000 — e
. . . 2 ubs : ew
1. Register to register your license  %}@@# W e
. . 2
2. Delete License to delete your license 2 y@w«/
. . . . | £24— [ Newtonsoft.Json ~
3. View Logs to view any of the log files created by Act4dMail —| g |———
2 The MIT License (MIT)
g Copyright (c) 2007 James Newton-King
g Permission is hereby granted, free of charge, to any person obtaining a copy of this
2 software and associated documentation files (the "Software”), to deal in the Software
2 without restriction, including without limitation the rights to use, copy, modify, merge,
2 publish, distribute, sublicense, and/or sell copies of the Software, and to permit
Eg‘i):i:: whom the Software is furnished to do so, subject to the following v
M -




