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APRIL 2010 RELEASE UPGRADE 

INSTRUCTIONS 
 
 

This release for youGROWÊ incorporates a number of significant changes and benefits 
for our existing clients. 

 
 
 

This release Guide explains: 

¶ How to install and set up your new release 

¶ The major differences and new 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 Point of Sale programme, 
but you are also dealing with other contacts either from within the same company or family.  Previously, the only 
way you could handle this situation was to enter in separate new cards in MYOB or RM, with no link between 
them. 

This release allows you to click a youGROW menu option to copy across all the main company contact 
information, together with copying across all the relevant sales and customer information, so that you can market 
to all relevant contacts within a company or family.  You have the option to exclude any additional contacts from 
marketing campaigns ï eg, 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 now have 3 different types of contacts in your youGROW Contact folder ï you do not have to add 
contacts who have not yet bought from you into your accounting or POS programme first. 

¶ Primary Contacts:  Those which have originated from your accounting or POS programme 

¶ Linked Contacts:  Additional contacts you had added from either a Primary or a Standard Contact.  
youGROWÊ copies across the relevant contact and sales information 

¶ Standard Contacts:  New Leads you have added in directly to the youGROWÊ contact folder.  New leads 
can be added either by importing, adding directly to the folder, or adding from an incoming email. 

youGROWÊ Specific Toolbar 
All the key commands you need to use with youGROWÊ are installed as a separate toolbar ï no more 
customising the Outlook toolbar and losing these when you upgrade to a new computer, or with Outlook updates. 

Managing Changes to Contact Information:  
You can change contact information such as phone, company and address details directly in youGROWÊ 
.Change these details for the Primary contact, and youGROWÊ will automatically send an email to whomever 
we nominate as the accounting or POS Administrator, telling them what details have changed for which contact.  
They can copy and paste into the relevant record, synchronise, and youGROWÊ will update this for all linked 
contacts.  If linked contacts have a different address to say the Head Office, you can still store this and mark this 
as the primary address for any mailings.  

Mail Merge to Fax or SMS: 
Directly from your youGROWÊ Contact folder ï no uploading to external databases ï mail merge as you would 
for a letter or email.  The activity is recorded against the contact, and replies come directly to your Inbox. 



 

APRIL 2010 RELEASE ð UPGRADE INSTRUCTIONS 

© You GrowÓ Pty Ltd 2010 ð 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. 

Page 5 of 33 

 

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 month, 
and this financial year compared to last.  You can visually see what their spending habits are whenever you have 
their record open. 

Sales Pipeline Management:  
Managing your potential sales and leads is critical.  We believe itôs all around follow up.  Each contact now has a 
ñSales Pipelineò form visible each time you open a contact record.  Add in your own options for Sales Stages, 
Lead Sources and Salespeople .  Each time you Add a Sales Stage, Change a Sales Stage, or ñAdd a Noteò, you 
are prompted for both a note ï which is date and user stamped ï and a follow up task.  The task opens with your 
contactôs name already in the task ï just select the Due Date ï and youôll never lose a sale through lack of follow 
up again!  Easily see your Sales Pipeline with one click ï print 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 out 
all information and functionality with others within your organisation.  We set this up and install remotely.  
(Additional licence fees apply.) 

Appointments and Tasks easier:  
If you need to make an appointment or a follow up task for a contact, itôs all directly on the youGROWÊ toolbar.  
You donôt 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 RetailManager ï 
to give you even more flexibility in filtering  

Additional Fields synched from MYOB 
RetailManager: 

Additional Fields to be synched from MYOB 
Accounting Products 

Pricing Grade Shipping Method (from Customer Card) 

Customer Notes Item Price Level ï from Customer Card 

Customer Barcode Invoice Number 

Date Customer 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, this 
functionality resolves the issue of Outlook 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 customer cards) from marketing. 
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Installing your new release: 

As with all youGROWÊ releases, 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 same 

PC.  

Removing old version and installing new release 

1. Go to Start | Control Panel | Add remove programmes (Or ñProgrammes and Features in Vista or Windows 
7)) and ensure you have ñMicrosoft.NET Framework 3.5 SP1 installed.  This release requires this Microsoft 

component to run.  If you do not currently have this installed, download and install from:  .NET Framework 

3.5 Service Pack 1 (Full Package). 

2.  Download the April 2010 release (youGROW Version 2.5.5) from the link in your email, and save it to 
somewhere you will remember on your computer.  (Or download from:  
http://download.dynamicmethods.com.au/YouGROWOutlookSetup.2.5.5.2.msi 

3. Close Outlook 

4. Go to Start | Control Panel |  For Windows XP: ñAdd/remove existing programmesò 

For Vista: ñProgrammes & Featuresò 

And remove or uninstall your existing youGROW programme installation. 

5. Double click on the link you downloaded in Step 2 above, and follow the Wizard through to install. 
6. When youGROW installation has completed, click on Start | All programmes | youGROW | and select ñClear 
Forms Cacheò.  When the menu displays click on ñClear Forms Cacheò.  You will receive a message saying 
the Forms Cache has been cleared ï then click ñExitò. 

7. Open Outlook.  (Youôll note the YG toolbar has changed ï we will go through this in detail later in this Guide.) 

 

Setting up your new Release: 

There are now 2 areas where we need to set youGROW up. 

1. Click on ñSynchroniseò on the youGROW toolbar.  Your existing synch settings will still be retained, but we 
will check them to ensure they are correct. 

2. Click on Setup, and then select the first line under ñData Sourcesò, and then click ñEditò. 
3. Check that your settings are still correct in terms of the type of file we are synching to, the location of that file, 

and Administrator username and/or password, the Outlook folder we are synching to, and the settings ï as 
follows on the next page: 

4. For MYOB Accounting Users only:  You 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 Outlook folder ï please 
download by clicking here.  Instructions for use are as follows: 

  

a. Extract the file you downloaded above. 

b. Open outlook. 

c. Open the file you extracted in 1. above 

d. Select a folder containing views you want to copy 

e. This should populate the list with all available views  

f. Deselect any views you don't want to copy 

g. Select the destination folder you want to views to be copied to  

h. Hit the copy button 

http://download.microsoft.com/download/2/0/e/20e90413-712f-438c-988e-fdaa79a8ac3d/dotnetfx35.exe
http://download.microsoft.com/download/2/0/e/20e90413-712f-438c-988e-fdaa79a8ac3d/dotnetfx35.exe
http://download.dynamicmethods.com.au/YouGROWOutlookSetup.2.5.5.2.msi
http://www.yougrow.com.au/files/resellers/ViewAssistant.zip
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i.  

 

5. Click OK out of these settings, and now go to Tools | Options |youGROW.  Click ñAddò. 
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6. On the Folder tab, ñbrowseò to select the Contact Folder youGROW is set to synchronise to.  (If you are 

synchronising more than one MYOB company file, you will have more than one youGROW folder - you will 
need to go through this set-up process for each folder.) 

7. Then select the down arrow under Folder Typeò and select the relevant option. 
8. For MYOB Accounting interfaces only, select ñSales Chartingò, and enter the same settings as you have 

in your main youGROW setup.  Please note that youGROW does not check these settings ï you will need to 
ensure they are correct, otherwise your Sales Charting functionality wonôt work.  (See driver name listing on 
following pages) 
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9.  For all interfaces, now click on the ñChange Notificationò tab.  Check the box to enable Change Notification, 

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 Pipelineò Tab, and check the box to ñEnable Sales Pipelineò. 
11. Click OK, to take you back to the main youGROW Options Screen, and click on ñPipeline Optionsò.  This is 

where you will set up your Sales Stages, Lead sources, and Salespersons.  You can also change these 
directly within a contact form at any stage.  Enter the names and stages which suit you and just click the 
green ñPlus (+) sign to add.  (You can add or change these at any time.) 

12. When completed, click Apply, then OK, to close out of this menu. 
 

 
13. youGROWÊ is now set up.  Synchronise, and then open a youGROWÊ contact. 
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MYOB ODBC Driver Names (For MYOB Accounting Users Only) 

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

MYOB version.  If the driver name is not correct in BOTH places ï youGROW will not synchronise 

MYOB Accounting Version ODBC Driver Name - Australia ODBC Driver Name ð New 
Zealand 

MYOB Accounting & Accounting Plus 

Version 15 MYOB_0DBC MYOB_0DBC 

Version 16 MYOB_0DBC MYOB_0DBC 

Version 17 MYOB_0DBC_AU7 MYOB_0DBC_NZ7 

Version 19 MYOAU0801 MYONZ0801 

Version 18.5 MYOAU0901 MYONZ0901 

AccountRight Standard & Plus 
Version 19 

MYOAU1001 MYONZ1001 

MYOB Premier 

Version 9 MYOB_0DBC MYOB_0DBC 

Version 10 MYOB_0DBC MYOB_0DBC 

Version 11 MYOB_0DBC_AU7 MYOB_0DBC_NZ7 

Version 12 MYOAU0801 MYONZ0801 

Version 12.5 MYOAU0901 MYONZ0901 

AccountRight Premier Version 
19 

MYOAU1001 MYONZ1001 

MYOB Enterprise 

Version 3 MYOB_0DBC MYOB_0DBC 

Version 4 MYOB_0DBC MYOB_0DBC 

Version 5 MYOB_0DBC_AU7 MYOB_0DBC_NZ7 

Version 6 MYOAU0801 MYONZ0801 

Version 6.5 MYOAU0901 MYONZ0901 

AccountRight Version 19 MYOAU1001 MYONZ1001 
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Using the New youGROW 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 additional contacts from the 
same company.  youDwh²ϰ 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 contact you wish to add a new contact from same company for. 
2. /ƭƛŎƪ άbŜǿ /ƻƴǘŀŎǘέ ƻƴ ǘƘŜ ȅƻǳDwh² ŎƻƴǘŀŎǘ ǘƻƻƭōŀǊ ς this opens up a new contact record, with 

the main company information already copied across. 

 
3. Type in the contact name, email address and mobile phone number as applicable, and click on 
ά{ŀǾŜ ŀƴŘ /ƭƻǎŜέ 

4. If you open up that contact now, you will note that all the Sales, Finance and Customer 
LƴŦƻǊƳŀǘƛƻƴ Ƙŀǎ ōŜŜƴ ŎƻǇƛŜŘ ŀŎǊƻǎǎΣ ŀƴŘ ǘƘƛǎ ŎƻƴǘŀŎǘ ƛǎ ƴƻǿ ǎƘƻǿƛƴƎ ŀǎ ŀ ά[ƛƴƪŜŘέ ŎƻƴǘŀŎǘΣ 
meaning that it ƛǎ άƭƛƴƪŜŘέ ǘƻ ŀƴ ŜȄƛǎǘƛƴƎ ŎƻƴǘŀŎǘΣ ŀƴŘ ǘƘŀǘ ƛǘ Ƙŀǎ ƴƻǘ ƻǊƛƎƛƴŀǘŜŘ ŦǊƻƳ ȅƻǳǊ 
accounting or point of sale programme. 

 

Managing Different Addresses for Linked Contacts:   

 If an additional contact has a different address from your main contact ς eg, you are dealing 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: 
 
1. Open the additional contact you have added. 
2. /ƭƛŎƪ ƻƴ ǘƘŜ Řƻǿƴ ŀǊǊƻǿ ƴŜȄǘ ǘƻ ά.ǳǎƛƴŜǎǎέ ƛƴ ǘƘŜ !ŘŘǊŜǎǎ ŦƛŜƭŘǎΣ ŀƴŘ ǎŜƭŜŎǘ άhǘƘŜǊέΦ 
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3. ¢ȅǇŜ ƛƴ ǘƘŜ ŀŘŘǊŜǎǎ ŦƻǊ ǘƘŜ ŎƻƴǘŀŎǘΣ ŀƴŘ ǘƘŜƴ ŎƘŜŎƪ ǘƘŜ ōƻȄ ǘƘŀǘ ǎŀȅǎ ά¢Ƙƛǎ ƛǎ ǘƘŜ aŀƛƭƛƴƎ 
!ŘŘǊŜǎǎέΦ   ¢ƘŜ ŎƻƴǘŀŎǘ ǊŜŎƻǊŘ ǿƛll open to this address now each time you open it, and will be 
retained with any youGROW synchs. 

 

 

Primary, Linked & Standard Contacts: 

Reason why we added this feature: 

So that you can manage non-MYOB contacts ς for leads and additional contacts from the same 
company ς within your youGROW contact folder.  (Previous versions of youDwh²ϰ 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 which have been 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 contacts ς they are synched automatically when youGROW synchs. 
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2. Standard Contact:  These are those contacts which have NOT been synchronised directly from 

your accounting or POS programme.  (Ie ς you have added in from an email, or added in directly 
to the folder.)  When you 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 Leads.)  For MYOB Accounting users only:  You 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. 

 
 

Adding New Contacts:   
There are 3 ways in which you can add Standard contacts: 
a. Adding directly into your youGROW folder.  You may have just had a phone call, referral or 

appointment which relates to a new lead, and you want to add that contact into youDwh²ϰ. 
i. bŀǾƛƎŀǘŜ ǘƻ ǘƘŜ ȅƻǳDwh² ŦƻƭŘŜǊ ȅƻǳ ǿƛǎƘ ǘƻ ŀŘŘ ǘƘŜ ŎƻƴǘŀŎǘ ǘƻΦ  /ƭƛŎƪ ƻƴ άbŜǿέ ƻƴ ǘƘŜ 

Outlook Toolbar ς as you would to add any new contact. 

 
ii. Add in your contact information and Save and Close the contact record.  Please note that 

your youGROW form will not display until you re-open the contact.  Re-open the contact 
to add in any Sales Pipeline - and for MYOB accounting users only - any Custom lists, 
fields or Identifiers. 
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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 
youDwh²ϰ contact folder ς to save you retyping the email address and contact name.  
(If you receive leads auto-generated from your website, the email address and name of 
the sender will not necessarily be that of your lead.  In this case, you will need to type 
these in directly ς 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. Select the email (but do not open ς just select it.)   
iii. /ƭƛŎƪ ƻƴ άbŜǿ /ƻƴǘŀŎǘ ŦǊƻƳ aŜǎǎŀƎŜέ ƻƴ ǘƘŜ youDwh²ϰ toolbar.  youDwh²ϰ 

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 information.  Best 
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, click Save and 
Close to close the contact record.  Please note that your youGROW form will not 
display until you re-open the contact.  Re-open the contact to add in any Sales 
Pipeline - and for MYOB accounting users only - any Custom lists, fields or 
Identifiers. 

c. Importing a list directly into youDwh²ϰ  
If you have a list of leads ς in an Excel spreadsheet or other file format ς you can import 
this list directly into your youDwh²ϰ ŎƻƴǘŀŎǘ ŦƻƭŘŜǊΣ ǳǎƛƴƎ hǳǘƭƻƻƪΩǎ ǎǘŀƴŘŀǊŘ ƛƳǇƻǊǘ 
functionality.  Please note however, that you can only import contact information ς not 
sales pipeline or custom lists, fields and Identifiers.  The best way is to include another 
ŎƻƭǳƳƴ ƛƴ ȅƻǳǊ 9ȄŎŜƭ ǎǇǊŜŀŘǎƘŜŜǘ ŎŀƭƭŜŘ ά/ŀǘŜƎƻǊȅέ ŀƴŘ ƳŀǇ ǘƘƛǎ ŦƛƭŜŘ ǘƻ ǘƘŜ /ŀǘŜƎƻǊȅ 
field in Outlook so that you can easily find these imported contacts, 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 Contact ς ie 
ȅƻǳ ƘŀǾŜ ǳǎŜŘ ǘƘŜ ȅƻǳDwh² ά!ŘŘ /ƻƴǘŀŎǘέ ƳŜƴǳΣ ǘƻ ŎƻǇȅ ŀŎǊƻǎǎ ŎƻƴǘŀŎǘ ŀƴŘ ς for Primary 
contacts ς sales and finance information.  You can open any linked or primary contacts simply by 
ŘƻǳōƭŜ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ŎƻƴǘŀŎǘ ȅƻǳ ǿŀƴǘ ǘƻ ƻǇŜƴ ŦǊƻƳ ǘƘŜ ά[ƛƴƪƛƴƎ LƴŦƻέ ƳŜƴǳΦ 
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youGROWÊ Specific Toolbar 

 
Reason why we added this feature: 
Particularly with Outlook 2007, the customisations we made to the main Outlook toolbar would be 
lost from time to time ς 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 available from within the one toolbar. 
 

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

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

 
4. Export:  Click on this menu item when you want to export all selected contacts, to send to an 

external mailing 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) 

 


































