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AIM 

 
 To define the operations required to operate Priority’s CRM on Outlook module, an addition 

to the Priority on Outlook dashboards.  

PROCEDURE 

STAGE ONE: DEFINING CRM ON OUTLOOK 

 
1. From the main toolbar, navigate to Mail > Priority on Outlook.  
2. Click the CRM tab and flag all lines. Click OK.  
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3. Open Outlook. The Priority CRM module is located under Shortcuts:  

 

 

 

 

 

 

 

 

 

  

STAGE TWO: OPERATING THE MODULE IN OUTLOOK 

CONTACTS 

 
1. Define the range of dates on which contacts were opened.  

2. Define the user this contact is Assigned to, the relevant Customer, contact Status, 

sales Rep and Company.  

3. To view a specific contact, select them from the Contact column.  

4. Click Choose. At the bottom of the screen, active contacts are displayed, according 

to the input provided. Note: To view all contacts (whether active or not), change the 

setting from “active only” to “all”.  

CUSTOMERS 

 
1. Define the range of dates on which customers were opened.  

2. Define the customer Status, and the relevant sales Rep.  

3. Define the desired range for the year in which the customer was established in the 

Year Estab column, as well as the range of No. Employees, if such data has been 

recorded.  

4. Define the Cust. Group, City, State and Country.  

5. To view a specific customer, select them from the Customer column.  

6. Click Choose. At the bottom of the screen, active customers are displayed, 

according to the input provided. Note: To view all customers (whether active or not), 

change the setting from “active only” to “inactive too”.  
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LEADS 

 
1. Define the range of dates on which leads were opened.  

2. Define the Lead Source, the user the lead was Assigned to, Lead Type and Status, the 

relevant Customer, Contact, sales Rep, and Company, if any.  

3. Click Choose. At the bottom of the screen, active leads are displayed, according to 

the input provided. Note: To view all leads (whether active or not), change the 

setting from “active only” to “inactive too”.  

SALES OPPORTUNITIES 

 
1. Define the range of dates on which sales opportunities were opened.  

2. Define the relevant Campaign code, the user it was Assigned to, Opp Source and 

Status, Contact, Customer, and sales Rep, if any.  

3. Click Choose. At the bottom of the screen, all sales opportunities are displayed, 

according to the input provided.  

TASKS 

 
1. Define the range of dates on which tasks were opened.  

2. Define the Group and user the task is Assigned to, the Task Type and Task Code, and 

the relevant Status, Sales Opp, and Customer, if any.  

3. Click Choose. At the bottom of the screen, open tasks are displayed, according to 

the input provided. Note: To view all tasks (whether open or not), change the 

definitions from “open” to “all”.  

STAGE THREE: EDITING THE DATA DISPLAYED  

 

After data is displayed according to the definitions in the previous stage, there are several 

options for editing which data are displayed in reports. You can perform any of the following 

operations:  

 To add a certain population to the report, define additional data for display 

and click Add.  

 To clear the population displayed and display a different population, define 

the new data and click Choose.  

 If you do not want to view all input columns, click Edit Input and hide the 

columns that should not be displayed.  

 Click New to open a new Contact/Customer/Lead/Sales Opportunity/Task.  

 Click on a column (e.g., Task, Lead, Lead Type) to open a form in which the 

column can be modified.  

 

 


