YOUGROW

RELATIONSHIP MARKETING DATABASE

APRIL2Z01(RELEASHJPGRADE
INSTRUCTIONS

Thisrelease forouGROWE incorporates a number of significant changes and benefits
for our existing clients.

This release Guide explains:
1 How to install and set up your new release
1 The major differences aed features, and how to take advantage of them.
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Summary of Key New Features

Add new Contacts from Same Company:

There are many times when you might just have the one contact in your accounting or &uimieof Sale progr
but you are also dealing with other contacts either from within the same company or family. Previously, the
way you could handle this situation was to enter in separate new cards in MYOB or RM, with no link betwee
them.

This release allows ymulick a youGROW menu option to copy acrassialldtepany contact

information, together with copying across all the releaaahtsatesnarformation, so that you can market

to all relevant contacts within a coordanyily You have tloption to exclude any additional contacts from
marketing campaigrey, if the contact person you have synchronised is the person you email the invoices to,
and is not relevant to your marketing campaigns.

Primary, Linked & Standard Contacts:

You can nokave 3 different types of contacts in your youGROW Cointent tidest have to add
contacts who have not yet bought from you into your accounting or POS programme first.

1 Primary ContactsThose which have originated from your accountingogir&@8epr

1 Linked ContactsAdditional contacts you had added from either a Primary or a Standard Contact.
youG R O WdBpies across the relevant contact and sales information

f Standard Contactdllew Leads you have added in directlydaGie O WiBntact folder. New leads
can be added either by importing, adding directly to the folder, or adding fromaih incoming e

youG R O WEpecific Toolbar
All the key commands you need to ugeuBifR O WeEe installed as a separate tdoftmamore
customisinipe Outlook toolbar and losing these when you upgrade to a new computer, or with Outlook updat

Managing Changesto Contact Information:

You can change contact information such as phone, company and address detaBsRIBEAI in

.Change these details for the Primary contamiGaRdD Wil automatically send an email to whomever

we nominate as the accayotifPOS Administrator, telling them what details have changed for which contact.
They can copy and paste into the relevansyacbrdnisandyouG R O Will update this for all linked

contacts. If linked contacts have a different addressHeadffiee, you can still store this and mark this

as the primary address for any mailings.

Mail Merge to Fax or SMS:

Directly from youuG R O WEontact foldemno uploading to external databasaes merge as you would
for a letter or email. Tétevity is recorded against the contact, and replies come directly to your Inbox.
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Sales Charting: (MYOB Accounting Users only at this stage)

Each time you open a YG contact, you will see a Bar Chart of their monthly $ spend with you month by mon
andthis financial year compared to last. You can visually see what their spending habits are whenever you |
their record open.

Sales Pipeline Management:

Managing your potenti al sal es and | damthevhassa cr i t i
AiSales Pipelined form visible each time you open
Lead Sources and Salespeopl e . Each time you Ad
are prompted for botiotel which is date and user staimped a follow up task. The task opens with your
contact déds nanigustadlectthabDugDatemdt heudlhkb knever | ose a s
up again! Easily see your Sales Pipeline wlitkioprent or export to Excel as required.

Multi -User with Exchange:

If you have a single user licence only, and are running Microsoft Exchange, we now have the ability to share
all information and functionality with others within your orgénissttiins up and install remotely.
(Additional licence fees apply.)

Appointments and Tasks easier:

|l f you need to make an appoi nt menyuG&ROWobarol | ow u
You dondt have to even type in the contact name.

Additional Synched Fields:

We have synched an additional 4 fields from MYOB Accounting, and an additional 8 fields from RetailManag
to give you even more flexibility in filtering

Additicmal Fields synched from MYOB Additional Fields to be synched from MYOB
RetailManager: Accounting Products

Pricing Grade Shipping Method (from Customer Card)
Customer Notes Item Price Levefrom Customer Card
Customer Barcode Invoice Number

Date Custoer Card created Item Number

Stock ID

Stock barcode

Survey

Last Item/s purchased

Export to Excel

If you need to send a particular group of your customers (or all of your customers) to an external mail house
functionality resolves the isE@atlook putting an end of record break where you have more than one line in
your Street Address field, and any of your Notes/Free form text fields.

Exclude From Marketing
An easy way to exclude people or cards (such as default or cash customerackedis)gt
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Installing your new release:

As with ajlolG R O WEleases, you can simply install this release within a few minutes, without the need to
recreate or lose any of your existing data. There is no need to reregister where you are installing on the san

PC

Removing old version and installing nevasgle

1.

w

Go to Start | Control Panel | Add remove progr

7)) and ensure you have AMicrosoft. NET Framewo

component to run. If you do not curreatiiibanstalled, download and instalNEIhramework

3.5 Service Pack 1 (Full Package)

Download the April 2010 release (youGROWR eB$ifsom the link in your email, and save it to

somewhere you will remember on your computer. (Or download from:

http://download.dynamicmethods.com.au/YouGROWOutlodkpe?.5.5.2.msi

Close Outlook

Go to Start | Control PaneFlor Wi ndows XP: AAdd/ remove existin
For Vista: AProgrammes & Featur ¢

And remove or uninstall your existing youGROW programme installation.

Double click dmetlink you downloatte8tep 2bove, and follow the Wizard through to install.

When youGROW installation has completed, <click
Forms Cacheo. When the menu displ ayasajgngi ck on
the Forms Cache has beenclearéde n cl i ck AEXxi t 0.

Open Outl ook. (Yo uo Iiwe willogd taroughhthes inYd&ail tater inlthis &wide.h a s

Setting up your new Release:

There are now 2 areas where we need to set yopGROW

1.

2.
3.

Click on ASynchronised on the youGROW tool bar.
will check them to ensure they are correct.

ClickonSetuyp and then select the first l ine under AD
CheckHat your settings are still correct in terms of the type of file we are synching to, the location of that
and Administrator username and/or password, the Outlook folder we are synching td, asd the settings
follows on the next page:

For MYOB Accamting Users onlyYou will need to synch youGROW to a new Outlook folder. (We have
developed a tool so that you can copy across your current views to the new Qlatleek folder

downloady clicking here Instructions for use are as follows:

Extract the file you downloaded above.

Open outlook

Open théle you extracted in 1. above

Select a folder canitag views you want to copy

This should populate the list with abkvaiews

Deselect anyews you don't want to copy

Select the destination foldewgatto views to be copied to
Hit the copy button

S@ "0 o0 T
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2 Data Source...

When this box is checked,

Pipeline Options

-

Pipeline Options. ..

youGROW will display Gross
Description Sales Values inclusive of both
VOB Ace test yd GST and WET, where applicable
Data Source Settings ,/ for wineries. If left unchecked, it
[Data Source Type: |M‘r’OB Accounting Database / v| WI” dlsplay a" sales flgures nEtt
- of GST, and WET where
ot dse i) apllicable. Please note this
|C:'l,Prernler125'|,CIearwtr.M‘(O / | E] . . .
e / option is only available for MYOB
|achmiristrakar S | Accounting versions.
Passwiord: /
| / |
Canfirm Password:/
| / |
Diriver NamW‘.’OB Accounting only:
[mvoypdoant |
culate totals using Customer Tax Code .
Ml e T T————— Always check this box
Outlook Contact Folders
MYOE Acc Mew Add..
Remove
l oK l l Cancel ]
5 Click OK out of these settings,
Options
Preferences Mail Setup Mail Format Spelling Other
Celegates QECM Email protection &nti-Spam | WouEROM
Contact Folders
£ =| |MvOB Actual PN
— |MYOE Acc Mew =3
MY OB RM New ; |
e Edit...
Oskendo :
Pooles Rock Ezy 5
Splosh Aus hdl SR |

and

now go
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(=3

Folder Settings...
Folder lSaIes Charting ] —hange Matification ] Sales Pipeline ]

Browse, ..

Conkack Folder:
MYOE Actual

Folder Tvpe:
My OB

El

Ik | Cancel

Select the down arrow under Folder
Type, and select the apprpriate option
for this folder

6. On the Bolbwseseotab, sl ect the Contact afol der yo
synchronising more than one MYOB company fileay@mait than one youGROW fglolemwill
need to go through thisupgrocess for each folder.)
7. Thenselectdkh down arrow under Folder Typed and sel ec
8. For MYOB Accounting interfacespnlys el ect fASal es Chartingo, and

in your main youGROW setup. Please note that youGROW does not check yloeséllsedatho
ensure they are correct, ot he(Seddsvernagmelisting@&al es

following pages)

Folder Sales Charting ]Change Matification | Sales Pipeling ]

This must be the
"Administrator' username
and password for MYORB

[v Enable Sales Charting

MYOB Data File Location:
|'|,'|,Yg-server1,mvu:ub'wou GROW 2010 L

Erowse,.,

Usernarme:

Adminiskr abor

Password:

ODEBC Driver Mame:

MYOAUDS0L ‘

Ok Cancel

This is the ODBC driver name for
your particular release of MY OB
Accounting you are using.
"WMYOAU0901" is the current
release - if you have an earlier
version of MYOB, please check
the driver name in your original
youGROW setup details
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9. For all interfaces, now click on the fiChange N
and type in the email address of the person responsible for maintaining your MYOB Accounting,
RetailManager, Ostendo, EzyWine or RM Multistore database. (More on this later.)

10.Then click on the Sales Pipeliente.0 Tab, and che

11.Cl ick OK, to take you back to the main youGROW
where you will set up your Sales Stages, Lead sources, and Salespersons. You can also change these
directly within a contact form at any stégieth& names and stages which suit you and just click the
green APl ugYo(canaddor apangetthese at dny time.)

12. When completedglclApply, then OK, to close out of this menu.

Options
Preferences Mail Setup Mail Format Spelling Ckher
Delegates CBCM Ernail protection Anki-Sparmn | YouaR Oty
Contact Faolders
&= add...
MY OB Acc Mew
MYOE RM Mew Edit
Ostendo It |
Pooles Rock Ezy
Splosh Aus W Remave |

ipeline Cptions

Pipeline Options. .

[ Ik H Cancel H Apply

13. youG R O W&now set up. Synchronise, and thenyapeénRO Wientact.
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MYOB ODBC Driver Narffem MYOB Accounting Users Only)

Please ensure the driver names as below are entered in both setup areas within youGROW for your relevan

MYOB version. If the driver name is not correct in BORdy&RE’NV wilbt synchronise

MYOB Accounting Version

ODBC Driver NamAustralia

ODBC Driver Namé&ew
Zealand

MYOB Accounting & Accounting Plus
Version 15 MYOB_0DBC MYOB_0DBC
Version 16 MYOB_0DBC MYOB_0DBC
Version 17 MYOB_0ODBC_AU7 MYOB_ODBC_NZzZ7
Version 19 MYOAJ0801 MYONZz0801
Version 18.5 MYOAU0901 MYONZ0901
AccountRight Standard & F MYOAU1001 MYONZ1001
Version 19

MYOB Premier
Version 9 MYOB_0DBC MYOB_0DBC
Version 10 MYOB_0DBC MYOB_0ODBC
Version 11 MYOB_ODBC_AU7 MYOB_ODBC_NZ7
Version 12 MYOAU0801 MYONZR01
Version 12.5 MYOAU0901 MYONZ0901
AccountRight PrenMersion | MYOAU1001 MYONZ1001
19

MYOB Enterprise
Version 3 MYOB_0DBC MYOB_0DBC
Version 4 MYOB_0DBC MYOB_0DBC
Version 5 MYOB_0ODBC_AU7 MYOB_ODBC_NZzZ7
Version 6 MYOAU0801 MYONZ0801
Version 6.5 MYQ\U0901 MYONZ0901
AccountRight Version 19 | MYOAU1001 MYONZ1001
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Using the NewouGROW New Features

Add new Contacts from Same Company:
Reason why we added this feature:

Typically, your accounting or POS programme is not good at handline additionaitsdran the

same companyyouD w h 2 makes this easy now, by copying across all relevant sales and contact
information to the new contact, so that your filtering will always be relevant to all people you need
to market to and communicate with.

1. Open the ontact you wish to add a new contact from same company for.
2./ tA01 abSg /2yial OGé¢ 2y cihigkdpensd B dziew hontacOrecyrd With i G 2 2
~ the main company information already copied across.

LUILaeL L13cIL I JinaLn 1caL [El=4 =) LR | Muu-Ls

d

¢ q;h Save & New - :%_- E | &\_;! Activities f Sales Information | Create Appointment L
1 % Send ~ — J E All Fields 2 Finance Information (8) Mew Contact )
Save & General Details — _ E
Clase >( Delete 4z Customer Information o~ Create Task

Actions Show MYOE YouGROW

youGROW Contact menu Word 2007

3. Type in the contact name, email address and rieophone number as applicable, and click on
a{l @S FTyR [/ t2aS¢

4. If you open up that contact now, you will note that all the Sales, Finance and Customer
LYF2NXIGA2Y KFa 0SSy O2LASR FONeRaasz lyR GKAA O
meaningthatin & &t Ay 1 SRé (2 +y SEA&aGAYy3a O2yial OGz FyR
accounting or point of sale programme.

Managing Different Addresses for Linked Contacts:

If an additional contact has a different address from your main comgtag, you arelealing with a
number of company stores, all with different addresses, but all your invoices go to the Head Office
address, you will probably want to create different addresses for these additional contacts. Follow
the instructions below to enable this:

e additional contact you have added.

Open t
/| fA01 2y (GKS R2¢6y I NNBg ySEG (2 d&.darySaa Ay

1.
2.
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Maobile... [;] {031 9534-2345

Addresses

[-] [12Barkiey street

St Kilda WIC 3024
[¥#] This is the mailifg
address

Click on the down arrow next to "Business"” and
select "Other”
3.¢8LS Ay GKS | RRNB&aa T2N G6KS O2yidilO0G= FyR GKSYy
| RRNB&aa¢o ¢ KISperdtéa tifisidddbeds ndlbe@ch tikde yoi Apen it, and will be
retained with any youGROW synchs.

Addresses

e )

is is the mailing
address

Primary, Linked & Standard Contacts:
Reason why we added this feature:

So that you can manage ndhYOB contactg for leads and additional contacts from tkame
companyg within your youGROW contact folder. (Previous version®oD w h 2 only allowed
you to have those contacts which were already in your accounting or POS programme.)

Instructions for use:

1. Primary Contacts:These are those contacts whichveabeen synchronised directly from your
accounting or POS programme. When you open these contacts, you will have either a Primary
contact with no Linked contacts, or a Primary Contact with Linked contacts. You do not need to
add these contactg they aresynched automatically when youGROW synchs.

Linking Info Linking Info
@ Primary Contact @ Primary Contact
Link.s: Links

Warren's Brother

A Primary contact with no Primary Contact with a
Linked Contacts Linked Contact
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2. Standard ContactThese are those contacts which have NOT been synchronised directly from
your accounting or POS programme. {kou have added in from an email, or added in directly
to the folder.) Wheryou open these contacts, you will have either a Standard contact with no
Linked contacts, or a Standard Contact with Linked contacts. (You can also add additional
contacts from same company from Leadsgr MYOB Accounting users onlypu can change
the information on Standard Contacts on the Customer Information Tab to keep your filtering

and segmentation consistent with how you are currently using these fields in MYOB.
Linking Info
Linking Infa

} i 0 Standard Contact
0 Standard Contact

Links:

Ll Chris's Brother

. Standard Contact with
Standard Contact with no Linked Contact

Linked Contacts

AddingNewContacts:
There are 3 ways in which you can add Standard contacts:
a. Adding directly into your youGROW foldelYou may have just had a phone call, referral or
appointment which relates to a new lead, and you want to add that contactyiot® w h 2. n
. bl @AIILIGS (G2 GKS @2dzDwh2 F2f RSN $%dz ga¥akKE?2
Outlook Toolbar, as you would to add any new contact.
File Edit View Go Tools Adions Help

B new [ dEn 13 K - [ Searc

Click here to add a new Standard
contact

ii. Add in your contact information anflave and Closine contact record. Please note that
your youGROW form will not display until youapen the contact. Repen the contact
to add in aly Sales Pipelineand for MYOB accounting users ongny Custom lists,
fields or Identifiers.

& YouGROW - MYDB: Customer Information

Customer Dates

Date Last Open Invoice:
Date Added:

Last Sync Dake:

Custom Lists & Fields

Customn Field 1! ustom List 1:

Custom Field 2! ustom List 2:

Customn Field 3! uskom List 3t

Referrals, Motes & Identifiers

Card Identification:

Identifiers:

Any of the fields highlighted in red can be changed for a
Standard Contact
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b. Adding from an incoming email:
If you receive leads in by email, you will want to add the lead directly into your
youD w h 2 gontact folderg to save you retyping the email address and contact name.
(If you receive leads autgenerated from your website, the email address and name of
the sender will not necessarily be that of your lead. In this case, you will needeto typ
these in directly it will still make it easier using this method as you can copy and paste
the contact information.)

i. Go to your Inbox folder where the email is.

ii. Selectthe email (but do not openjust select it.)

ii. /tA01 2y abSg / 2yayoudws NRobaraySub wh 4 1%
will copy the email address and the name of the sender into the email and name
fields to save you retyping. We also copy the body of the email into the Notes
field, so that you can copy and paste the rest of the contact informatiBest
practice is then to delete this from the Notes field after you have copied and
pasted.

iv. When you have completed adding in your contact information, Semke and
Closeto close the contact record. Please note that your youGROW form will not
display until you reopen the contact. Repen the contact to add in any Sales
Pipeline- and for MYOB accounting users onny Custom lists, fields or
Identifiers.

c. Importing a list directly intoyouD w h 2 n
If you have a list of leadsin an Excel spreadsheet or other file forngatou can import
this list directly intoyoupouDwh 2 @2 y i Ot F2f RSNE dzaAy 3 hdzif 2;
functionality. Please note however, that you can only import contg#corination ¢ not
sales pipeline or custom lists, fields and Identifiers. The best way is to include another
O2ft dzYy Ay @2dzNJ 9EOSt aLINBIRakKSSd OFLttSR al/l
field in Outlook so that you can easily find these importedtacts, and open each one
manually to add sales pipeline or other information.

3. Linked Contact:This is a contact which has been added to a Standard or Primary Coregact
@2dz KIS dzaSR (GKS @&2dzbwh2 &! RR [/ gfgripdm@iy ¢ Y Sy dzz
contactsg sales and finance information. You can open any linked or primary contacts simply by
R2dzo0f S Of AQ1AYy3 2y (GKS O2y il OO @e2dz ¢l yd G2 2LIS

Linking Info
Linking Info

Standard Contact
Q Linked Contact @

Likiks:
Chris Bull {P}

Watren Buffett (P)

A Standard Contact which

Linked Contact - this contact has been linked back to
is linked to a Primary another Standard contact -
Contact Chris Bull was the original

contact added
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youG R O WEpecific Toolbar

Reason why we added this feature:
Particulaly with Outlook 2007, the customisations we made to the main Outlook toolbar would be

lost from time to timeg it was really annoying having to reset these each time. We have also added
2 new features, so that all key youGROW functionality will be dlaifeom within the one toolbar.

: UNe-LIICK MEETIN SCAEAUIE MEETIN VWEDEX ™ [y ; T Back | i = == uner
- d | g g g:& | @b LR W=y e |

EBSyﬂchronise... A Filter... K38 Create Mew View... ;_naExport... .Ne-.*.- Contact from Message QCnmmunicate... s

Contacts « Hx&j MYOB Acc New
This toolbar is automatically installed with this release

Instructions for use:

1. Synchronise:Click on this menu item for your main setup information, and to synchronise.

YOUGROW

RELATIONSHIP MARKETING DATABASE

Synchronise Support

Progress.. Progress
Contact Tkems Created: 0
Conkact Ikems Updated: 0 LB
Conkact Tkems Deleted: 0
Modified Contact Items: 0O 8 =
Start Time: 0 =
Contacts Per Hour: 0 .
Duration:

Cancel

When you click on "Synchronise”

2. Filter: Click on this menu item when you need to view, change or add a filter on a view.

Filter

Contacts ‘Mnre Chaices || advanced | Query Builder | QL |

Search for the word{s): || w |

In: |hle as Field anly w |

[ Ema. )] |

Time: |n0ne v‘ ‘ |

[ 0K ][ Cancel ][ Clear al

When you click on "Filter”
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3. Create newiew: Click on this menu item when you want to create a new view of your contacts,
or when you want to modify, delete or rename an existing view.

Views for Folder "MYOE Acc Mew":

Wigw Mame Can Be Used On View Type ~ Mew,..

<Current view setbings = This Folder Table
Cooler Customers This Folder Table Copy...
Coolers This Folder Table .
Caopy of Sales Pipeline Yiew This Falder Table
Direct Customers This Folder Table
Mew Customers This \Week This Folder Table
Mew Registrations Last Week | This Falder Table Delete
NS Clients This Folder Table
O35 Accounts This folder Table w

Description

Fields: Icon, Attachment, First Mame, Last Mame, Company, Business Address State, M

Group By: Mone
Sork: Drate 1sk Sale {ascending)

Filter: Contacts: Advanced

Only show views created For this Folder

Close

When you click on "Create New View"
4. Export: Click on this menu item when you want to export all selected contacts, to send to an

external maing house, so that there are no end of record breaks in either the street address
fields, or free form Notes fields. (More on this function later)

© You Gro® Pty Ltd 2016 ABN: 52 113 967 436. No parts of this document may be reproduced copied or
shared without the express consent of You Grow Pty Ltd.
Pagel6of 33



















































