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Admin link, 33, 181
® A o Admin Remove Tabs list, 301
Admin system link, 112
Administration Home page, 234, 291-292
Administration module, 291

About link, 33
Account List view, 44, 45
Account Name field

in an Opportunities record, 105
on the Cases page, 161

in a Contacts record, 53
accounts, adding, 58

Accounts records

accessing existing, 47-49
adding new, 45-47

adding to a database, 45-51
associating a product with, 119
associating opportunities with, 103
associating with contacts, 53
described, 44

searching for all information about, 151

subpanels of, 49-51

Accounts subpanel, 180
Accounts tab, 36, 45

actions, 252, 260-261, 314
activities

accessing, 72-79

creating, 68-71

scheduling, 68

tying to specific records, 67
Activities subpanel(s)

of the Accounts record, 49

of a Cases record, 164

for a Contacts record, 74
editing activities from, 75
scheduling activities from, 68
Activities tab, 36, 74

activity lists. See lists

Actual Cost field, 228

Actual Duration column, 96
Add Dashlets dialog window, 146
Add Invitees subpanel, 71-72
Add New Folder dialog box, 196
add-on products, 317

Address Book, 191, 197-199
Address Book tab, 192

address field, 53, 271

address information, entering, 40
Address Information subpanel
of the Quote form, 122, 123
on the Users page, 301

Administration: Rename Tabs page, 288-289
administrative assistants, 14
Administrative Products Shortcuts
menu, 112

administrator. See database administrator
Adobe Reader, searching in, 325
Adoption Checklist spreadsheet, 326
Advanced Search, 153-155, 173-175
Advanced tab, of Knowledge Base, 173
Alert process, 257-258
Alert Recipient List, 258-259
Alert Templates, 256-257
alerts, 252, 256, 314, 322
Alerts Detail view, 259
Alerts page, 257-258
Alerts Template page, 256-257
All Opportunities by Lead Source dashlet, 148
alphanumeric key, 283
Amount field, 106
And Before field, 102
announcements, for teams, 235-236
appliance deployment, 19
Apply Tags to Articles option, 170
appointments, 58
Approver field, 168
archival database, 60
Archive to Sugar option, in Outlook, 209
archiving, e-mail, 191, 207-210
articles, 166, 169, 170
ascending sorting order, 155
Assigned To field

for activities, 70

in an Opportunities record, 106

on the Bugs page, 179

on the Cases page, 161

in a Contacts record, 53

described, 52

in the Leads record, 57

on the Project Template page, 98

in a Projects record, 87-88

on the Quotes page, 122
Assigned User column, 81
Assigned User field, 59
Assignment window, Users icon, 205, 206
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Attach Files button, 202

attachments
adding to new Contacts records, 57-58
e-mailing large, 127

Author field, 168

Available Newsletters box, 55

o fje

Basic module type, 285
Basic Search, 152-153
Bill to subpanel, 122, 123
BlackBerry devices, 318-319
body
of an e-mail message, 257
of a thread, 184
Body field, 168
broadcast messages, 235
browsers, 22
browsing, the knowledge base, 171-172
budget information, for a campaign, 216
bugs
tracking and finding solutions, 177-184
Web page devoted to SugarCRM, 328
Bugs subpanel
of an Accounts record, 50
of a Cases record, 164
business projects. See project(s)
businesses, kinds using SugarCRM, 14

o (o

calendar, in a Date field, 272
calendar icon, clicking, 70
Calendar module, 68
Calendar Options, 40
Calendar Options subpanel, 301
Calendar tab, 36, 69, 76
calendars, 75, 76-79
Call List, 72, 73
calls
accessing, 36
adding invitees to, 71-72
scheduling, 69
Calls window, 68
campaign(s), 213, 218, 226, 228-230
Campaign Detail view, 226
Campaign Diagnostics tool, 227
Campaign field, 53, 105
Campaign ROI dashlet, 148
Campaign Wizard, 214-219
Campaigns module, 37, 213-214
Campaigns record, 214-219

Can Spam laws, 225
case management, 159, 178
Case page, 163-164
Case Reports, 165
case sensitivity
of database searches, 151
of the SugarCRM password, 29
cases, 161, 165-166, 313
Cases Home page, 162-163
Cases module, 37, 159-160, 313
Cases module tab, 162, 165
Cases page, 160-161
Cases records
associating to Contacts records, 163
associating with a bug, 180
creating, 160-162
creating a Knowledge Base article, 167
editing, 163
monitoring, 162-164
viewing details of, 163
Cases subpanel
of the Accounts record, 49
in Bug Detail view, 180
catalog. See product catalog
Catalog List, 118
categorizing, products, 114-116
Category field
on the Bugs page, 178
in Documents form, 129
on the Product Catalog page, 119
CEO, 14
Change Log, 48, 49, 110
Change Log field, 133
character field, 271
character set, for e-mail, 195
Chart Options tab, 250

charting, from Forecast Worksheet, 242-243

check box field, 271
Check Mail button, 203
Choose Display Columns tab, 249
Clear button, 153
Clone button, 271
cloned copies, of documents, 129
Closed Opportunities, 242
Collapse All icon, 95, 96
Color Changer, 32, 34
columns
displaying in a report, 247-248
selecting to display in a dashlet, 146
Commit Upgrade window, 297
Committed Forecast, 242
Community Edition (CE). See SugarCRM
Community Edition (CE)
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Company module type, 285
company name, adding, 46
compatibility, of software, 20
Complete Mail Merge dialog box, 142
components, for installation, 24-25
Compose Email, 201
conditions, adding to Workflow, 254-255
Conditions subpanel, 255
conferences, for end-users, 328
Configure Group Tabs option, 268
Configure Tabs option, 268
Configure Tabs page, 289-290
consultants, hiring, 331-332
Contact Capture (software), 319
contact information, 33, 35, 219
Contact List view, 51
contact record screen, 51-52
contacts
adding and editing, 51
adding to a project, 93
adding to a Target List, 223, 224
associating with an opportunity, 107
connecting Outlook to Sugar, 210-211
described, 222
e-mailing, 201-202
moving to an archival database, 60
as resources, 92, 101
in SugarCRM, 55
Contacts Detail view, 51, 54-55
Contacts module, 34
Contacts record
Activities subpanel, 74
adding, 51-53
adding a note or attachment to, 57-58
associating with a Cases record, 163
compared to a Leads record, 55
described, 44
scheduling activities from, 68-69
Contacts subpanel
of the Accounts record, 49
in Bug Detail view, 180
Contacts tab, 36, 51
context-sensitive online Help system, 324
context-sensitive search fields, 152
Convert Lead button, 57, 104
Copy icon, 95, 96
core fields, 274
Cost field, 119
Create Appointment Quick Form, 69
Create button, 104
Create Campaign (Classic) option, 214
Create Lead Form page, 219-220
Create Opportunity link, 104

Create Quote Quick Form, 122
criteria, grouping for a report, 249-250
CRM (customer relationship management), 11
CRM Acceleration, 329
Cronjob, 295
.csv (comma-separated values) file, 63, 83
currency field, 122, 271
custom fields, 270-273
custom modules, 282-288
custom tags, 169
customer(s)

adding potential, 36-37

managing interactions with, 11

updating contact information, 313
customer relationship management. See CRM
Customer Self-Service Portal subpanel, 292, 313
customer service department, 160
Customer Service representatives, 14
customized fields, 274, 275

o e

Dashboard, 109, 147-148
dashboard page, 150
Dashboard tab, 37
dashlets
adding, 146-147, 150
common elements of, 144
configuring, 145
on the Dashboard, 147-148
described, 109, 143
of the Home page, 31
rearranging, 144
refreshing, 144
removing, 144
sales information appearing in, 107
data, adding uniformly, 53
data fields, in mail merge, 134
data series, for a chart, 250
data types, for fields, 271-273
database(s)
accessing, 28
adding fields to, 270-273
creating unique, 265-268
deleting fields from, 274
described, 12
editing fields in, 275
importing e-mails into, 202
installing a second, 27-28
organization of, 12
for SugarCRM, 21
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database administrator
assigning passwords to new users, 42
assigning two users as, 300
determining passwords, 29
examining system configuration, 291-292
having a well-trained, 15
making structural changes, 265
naming, 26
product area responsibilities of, 111
resetting passwords, 42
starting a forum, 181
database engine, FastStack installers, 23
database program, SugarCRM as, 12
database users. See also users
adding, 299-302
assigning roles to, 299, 302-305
described, 222, 298-299
Date Available field, 119
Date Created field
in Contact records, 52
in a Leads record, 57
Date field, 272
dates, changing for activities, 75
Day calendar, 76-77
Day calendar view, 69, 72, 79
Decimal field, 272, 273
default Target List types, 222
defects, 178
Delete button, in Accounts Detail view, 48
Delete icon, 95, 96, 144
Delete Tag, 170
demo database, 26
Deploy option, 287
deployment options, 17-19
derived works, 10
descending sorting order, 155
Description field
for activities, 70
on the Bugs page, 179
on the Cases page, 162
in Documents form, 129
on the Forums form, 183
on the Holiday form, 100
in an Opportunities record, 106
on the Product Categories Home page, 115
in the Product Types Home page, 113
on the Project Tasks page, 90
on the Project Template page, 98
in a Projects record, 88
Detail layout, 275
Detail view, 44, 59, 229

Developer Tools subpanel, 268
developers

Web site for, 329-330

wiki for, 327-328
Direct Assign rule, 205
Direct Report subpanel, 240
Discount Price field, 119
Display Columns list, 155
Display Tabs list, 301
Document List, 127
Document List subpanel, 130
Document Name field, 128
Document Revision page, 133
Document Revisions subpanel, 131
document template, 134, 137-139
Document Type field, 129
documentation, 324-325
documents

accessing, 130-132

associating related, 129, 130

compared to templates, 136, 199

creating, 127-130

naming, 128

uploading from Word to Sugar, 320

verifying versions of, 132-134
Documents Detail view, 132
Documents form, 128
Documents module, 37, 127
domain name, 21, 26, 27
Download Wizard, 23
drillable reports, 310
Dropdown data type, 272
Dropdown Editor option, 268
Dropdown Editor panel, 280-281
drop-down lists

adding to fields, 281-282

creating, 280-281

described, 279

in fields, 53
Due Date field, 70
Duplicate button

in Accounts Detail view, 48

on the Documents page, 131
duplicate records, 61-62
duplicating

documents, 131

notes, 83

products, 121
Duration field, 70
dynamic IP address, 20
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End Date field, 87, 98
o E ® Enhanced Notes theme, 318
Enterprise. See SugarCRM Enterprise Edition
EULA (End User License Agreement), 24
events, triggering Workflow, 254
Expand All icon, 95, 96
Expected Close Date field, 106
Expiration Date field, 129, 168
Export option, for modules, 287
Export subpanel, 292

Edit (pencil) icon, 145

Edit button, in Accounts Detail view, 47, 48
Edit Email tab, 208

Edit Fields panel, 271, 274, 275

Edit layout, 275

Edit Layout page, 276-277, 278-279

Edit link, 51, 82

editing

Opportunities records, 106-107 exporting
notes, 83
products, 120
. . products, 121
e-mail. See also e-mail messages
alerts in the form of, 256 records, 63
’ External Article field, 168

archiving, 207-210
configuring, 187

filing in e-mail folders, 195-197
opening on a case, 164
personalizing, 194-195

sending from SugarCRM, 188 ( J F [
sending in SugarCRM, 187, 201-202

external e-mail accounts, 193
external e-mail server, 203
external IP addresses, 20-21

viewing and managing, 202-206 FAQs (Frequently Asked Questions), 166

e-mail accounts, 188, 189-190, 192-194 FAQs tag, 169

Email Address(es) area, 47 FastStack installers, 22-23

E-mail addresses field, 53 FastStack Setup Wizard, 24-27

E-mail as PDF button, 126 Field Editor panel, 271-273, 282

e-mail client, 188, 191 field labels, tweaking, 278

e-mail delivery, for reports, 251-252 field-level access controls, 314

e-mail folders, 195 fields

e-mail invitations, 72 in the Accounts record, 46-47

Email Marketing records, 218 for activities, 70-71

e-mail messages. See also e-mail adding, 81, 137, 266, 270-273, 278
associating with new records, 204 adding drop-down lists to, 281-282
creating Knowledge Base articles, 167 arranging in views, 275-279
creating new, 201 on the Bugs page, 178-179
importing, 202-203 on the Cases page, 161-162
processing in a group folder, 205 in Contact records, 52-53
searching for, 192 context-sensitive for searching, 152

Email Opt Out option, 216 core, 274

Email Options, 41 data types for, 271-273

Email options subpanel, 301 in databases, 12

E-mail page, 126 deleting from a database, 274

e-mail preferences, 187, 194, 225 displaying in Advanced Search, 154-155

E-mail Settings Configure page, 188 in the Document Revision page, 133

e-mail templates, 126, 199-200, 225 in the Documents form, 128-129

Emails module, 191-192 dragging to desired locations, 277

Emails module Home page, 196 editing, 275, 281-282

Emails Settings window, 193 in the E-mail Settings Configure page, 188

Emails tab, 37 expanding the width of, 278

Employee Record, 33 on the Forums form, 183

Employees directory, 35 on the Holiday form, 100

Employees link, 33, 35 inserting into e-mail templates, 200

Enable Mail Merge option, 140 on the Knowledge Base Article page, 168
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fields (continued)
in the Leads record, 57 L G L
in the Manufacturers record, 112-113
moving, 278
naming, 273
in Opportunities records, 105
planning drop-down lists for, 267
predefined, 13 - .
in the Product Categories Home page, 115 gre‘lphlcal format, case reports in, 166
on the Project Tasks page, 89-90 qu cpntextual menu, 34, 95
on the Project Template page, 98 qu VIEW, 94’ 9
in a Projects record, 87-88 Grid/Gantt view, 34
properties for, 273 group fo.lders
removing, 278 accessing, 196-197

’ for e-mail, 195

replacing, 278 . .
Lo . . working with, 205-206
for Shipping Provider, 117-118 group mail accounts, 189

in SugarCRM, 13
) Group Name field, 124
on the Tax Rate home page, 116 Group tab, 249

File Name field, 128, 133 300

files, attaching to e-mails, 202 group usef, .

Filter tab, 246-247 groups, adding to quotes, 124
filters, in dashlets, 146

Gantt charts, 93

Gantt view, 94

Global Search, 151-152
Global team, 233, 245, 246
Grand Total field, 123

financial planners, 14 ([ J H [ J

Find Duplication button, 48

Finish Date field, 89 hardware conflicts, 177

fiscal year, for a company, 237, 238 Help link, 34

Fixed in Release field, 179 Help system, 324

flavors. See versions Hide Columns list, 154-155

Flex Relate field, 272 Hide Tabs list, 301

folders, 169, 187, 195-197 hierarchy, of categories, 115, 116

Folders panel, 192 history, of SugarCRM, 9-10

follow-up, automating, 13 History subpanel

Font Changer, 32, 34 of the Accounts record, 49

forecast history, 244 of a Cases record, 164

forecast records, 236, 237 e-mail appearing in, 207

Forecast Schedule, 238-239 notes appearing in, 81, 82

Forecast Worksheet, 237, 240-244 placing an e-mail on, 203

Forecasting module, 311 holidays, for projects, 99-100

Forecasts module, 236 Home module, 143

Form Properties page, 220 Home page

Forum Topic Home page, 181-182 adding dashlets to, 146-147

forums changing dashlets info, 145-146
creating, 181, 182-183 dashlets displayed on, 143-144
described, 181, 328 resetting to the default layout, 147
posting threads to, 183-184 returning to, 32

Forums module, 37, 181 of SugarCRM, 30, 31

Found in Release field, 179 Home tab, 32, 36

free redistribution, 10 hosting, 18-19

free version, of SugarCRM, 15 hot fix, attaching to an article, 169

freestanding products, 111 How Do I learning guides, 327

From Address field, 188 Htdocs folder, 28

From Name field, 188
functions, for users, 303-304
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icons
on the Grid view, 94, 95
representing activity types, 79
in this book, 2
IMAP server protocol, 190
implementation team, duties, 326
Import Settings window, 203
Import to Sugar button, 203
Impressions field, 228
inactive status, for a user, 300
inbound e-mail accounts, 189-190, 192-194
Inbound/Outbound fields, 70
incoming e-mail
archiving from Outlook, 208-210
creating new records from, 204
setup information for, 189
Indent icon, 95, 96
individual e-mail accounts, 189
info e-mail accounts, 205
Insert Row icon, 95, 96
installation
preparing for, 20-22
of SugarCRM, 22-28
installation directory, 24
Installation Wizard, 28
instance of SugarCRM, installing, 27-28
instances, 12
Integer field, 272, 273
internal IP address, 20
invitees, 71-72
IP addresses, 20
ISP (Internet service provider), 21,
189-190, 225
Issue module type, 285
IT department
responsibilities of, 18
using the Cases module, 160
using SugarCRM, 14

o]o

jobs, in the Scheduler, 293-294
Jot Pad dashlet, 144

o o

key. See alphanumeric key
Knowledge Base
described, 166
on the Module Tab bar, 167, 169, 171
querying, 172-175

Knowledge Base articles

browsing for, 171-172

creating, 167-169

expiration date of, 168

searching for, 171-175

tags for, 169-170, 171

viewing the contents of, 171
Knowledge Base module, 166-175
knowledge search, by customers, 313

o/ o

language packs, 318
last name, entering a contact’s, 52
Last Viewed bar, 32, 37-38
Layout Options, changing, 40-41
Layout Options subpanel, 301, 302
layouts, for views, 275
LDAP Authentication Support, 292
Lead List view, 56
Lead Source field
in an Opportunities record, 105
in a Contacts record, 53
leads, 55, 222
Leads records, 44, 56-58
Leads subpanel, 49
Leads tab, 36-37, 56
Learning Session, in Sugar University, 327
Least Busy rule, 205
legacy systems, importing data, 320-321
legend, hiding, 250
license, 10
Line Items information, 122-123
Line Numbers field, 123
Link field type, 273
List Price field, 119
List views, 44, 59
lists, 73-74
list-type views, 276-277
local folders, 195, 196
Locale Settings, 39, 40
Locale Settings link, 298
Locale Settings subpanel, 301
Location field, 70
logging in, 28-30
Logos subpanel, 292
Logout link, 33

oM e

mail accounts, 187
Mail Accounts tab, 193

Index 339
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mail merge
creating, 134
performing, 228
performing in Word, 141-142
performing with the Word plug-in, 312
Mail Merge privileges, 300
Mail Merge subpanel, 292
mail merge template, 136-139
Mail Merge Wizard, 139-141
maintenance tasks, scheduling, 293-295
Manage Subscriptions window, 54-55
managing, projects, 90-91
Manufacturer fields, 112, 119, 120
manufacturers, 14
Manufacturers record, 112-113
Mark to Sync button, 212
marketing campaign, 53
marketing department, 14, 160
Marketing Email page, 218
mass marketing campaign, 213
Mass Update, 58-59
Meeting List, 72, 73
meetings
accessing within the Activities tab, 36
adding invitees to, 71-72
scheduling, 68, 69, 164
Member Organizations subpanel, 50
Merge Records With window, 61, 62
merging, duplicate records, 61, 62
messages. See threads
Microsoft, plug-ins for software, 312-313
Microsoft Office, 16, 22, 135, 319-320
Microsoft Outlook
attaching incoming e-mail from,
208-210
contacts, 210, 211
plug-in, 135, 313, 319-320
SugarCRM toolbar in, 206
synchronizing with SugarCRM, 206, 212
Microsoft Project, format of, 93
Microsoft Word
accessing SugarCRM in, 136
creating mail merge templates in, 134
installing plug-ins for, 135-136
performing a mail merge in, 141-142
plug-in, 312, 320
Milestone field, 90
miniature Task List, 76
Mobile Edge, 319
module(s)
accessing, 31
adding, 282-288
deploying, 287-288
hiding, 41

making, 283-285
naming, 284
relationships between, 285-287
selecting to create a template for, 137
in SugarCRM, 34, 36-37
types of, 285
unhiding, 289
Module bar, 284
Module Builder, 268, 283
module icons, 269
Module Loader option, 268
Module page, 283-285
Module Tab bar
accessing modules, 34
Accounts tab, 45
Bug Tracker, 178
Calendar tab, 69, 76
Contacts tab, 51
Dashboard, 109
Documents, 128
Emails, 191
Forums, 182, 184
on the Home page, 32
Knowledge Base, 167, 169, 171
Leads tab, 56
Opportunities tab, 104
Projects, 86, 89, 91, 93, 97
Quotes, 122
module tabs, 34-37, 288-290
Monitor New Mail Account, 189
Month calendar, 72
Monthly calendar, 77, 78
Move Selected Articles, 170
MS Project format, 93
MultiSelect field, 272
multi-tasking, 37-38
My Account link, 33
My Accounts dashlet, 144
My Calls dashlet, 143
My Closed Opportunities dashlet, 148
My Drafts subfolder, 196
My Email folder, 191, 192, 196
My Forecast dashlet, 237
My Forecasting dashlet, 148
My Leads dashlet, 143
My Meetings dashlet, 143
My Open Cases dashlet, 144, 165
My Pipeline by Sales Stage dashlet, 148
My Pipeline dashlet, 144
My Portal, 36
My Teams subpanel, 236
My Top Open Opportunities dashlet, 144
MySQL, 21, 27
MySQL database, 151, 173, 315
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MySQL instance, 12
MySQL port number, 26

o\ e

Name field
of the Accounts window, 46
on the Project Tasks page, 89
on the Project Template page, 98
in a Projects record, 87
names, sorting in List views, 44
.NET 2.0, 23
New Contact Quick Form, 38
New Package icon, 283
New Panel icon, 279
newsgroups. See forums
Newsletter campaign, 215, 216
Newsletters Subscribed To box, 54, 55
Next Step field, 106
non-e-mail campaigns, 228
note(s), 36, 57-58, 79-83
Note input screen, 81
Note List, 82-83
Note Quick Form, 80
Number field
on the Bugs page, 178
on the Cases page, 161

o ()o

Office. See Microsoft Office
Online Library, in Sugar University, 327
On-Site deployment option, 18
Open Cases By Priority By User Report, 166
Open Office, 9
Open Source software, 2, 10-11, 266
operating system (OS), 10, 21
opportunities, 58, 103-107, 108-110
Opportunities feature, 111-126
Opportunities Home page, 108
Opportunities records

Change Log for, 110

creating, 104-106

editing, 106-107
Opportunities subpanel, 49, 106-107
Opportunities tab, 37, 104
Opportunity List, 103, 108
Opportunity Name field

in an Opportunities record, 105

on the Quotes page, 122
Options dialog box, 145
opt-out tracker, 216
Oracle, 16, 21, 315

Order by Column drop-down list, 155
Order field
in the Manufacturers record, 113
on the Product Categories Home page, 115
in the Product Types Home page, 114
on the Shipping Provider page, 118
on the Tax Rate home page, 116
Order number, for a forum topic, 182
Original P.O Date field, 122
outbound e-mail, 188
Outcome by Month dashlet, 148
outgoing e-mail, archiving, 191, 207-208
Outlook. See Microsoft Outlook

o e

packages, 282-283, 284
page views, 278-279
pain points, 267
panel, dragging, 279
parent categories, 115
Partners, SugarCRM, 332
password(s)
assigning, 26-27
case sensitivity of, 29
resetting, 42
Payment Terms field, 122
PDF format, reports in, 248
PDF of a quote, 124-126
pencil icon, 278
Percent Complete field, 89
Percentage field, 116
permissions, 305
Person module type, 285
personal folders, 197
Phone field, 272
phone-based support, 16
PHP, 20, 23
phpMyAdmin, 24
phpMyAdmin tool user, 26-27
PHP/MySQL combination, 314
Pipeline by Sales Stage dashlet, 148
placeholders, in templates, 199
plain-text format, e-mails in, 194
planning, structural database changes, 266-267
plug-ins
connecting SugarCRM to Word, 22
creating templates in Word, 134
downloading, 135
installing for Microsoft Word, 135-136
to Microsoft Office products, 16
for Microsoft Outlook, 206
to Microsoft products, 319-320
to Outlook and Word, 312-313

341
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POP3 server protocol, 190
port 80, 26
Portal option, 268
portal-only user, 300
portals, 313, 330
Post URL, 220
Predecessors, for Project Tasks, 96
preference settings, 38-41
preferences, for e-mail, 194
pricing, for products, 124
Primary address information, 53
Print as PDF button, 125
Print icon, 74
Print link, 34
Priority field
on the Bugs page, 178
on the Cases page, 161
on the Project Tasks page, 90
on the Project Template page, 98
in a Projects record, 88
for Tasks, 71
private team, 233
Probability (%) field, 106
processing order, for a Workflow, 254
product(s)
add-ons for Sugar, 317
categorizing, 114-116
creating and managing, 111
creating using Products module, 119-220
delivering, 117
entering within a group, 124
freestanding, 111
product catalog, 118-119, 311
Product Categories Home page, 114-115
Product List, 120
product management, 120-121
Product Name field, 119
Product Type field, 113, 120
product types, 113-114
Products and Quotes subpanel, 112
Products module, 111, 119-120
Professional Edition. See SugarCRM
Professional Edition
project(s)
activities revolving around, 68
associating with multiple record types, 88
cloning existing, 97
described, 85-86, 92
managing, 90-91
Project, on the Module Tab bar, 93
Project Details view, 89

Project Holidays subpanel, 100

Project List area, 93

project management software, 93

project manager, 87

Project Name field, 90

Project Resource Reports, 101-102

Project Tasks, 88-89, 93-96

Project Tasks page, 89, 90

project team member, taking time off, 99

Project Templates, 96-99

Projects Detail view, 93-94

Projects Holiday, 99

Projects Home page, 86, 91

Projects module, 85

Projects option, on the Module Tab bar,
86, 89, 91, 97

Projects record, 86-88, 91, 92-93

Projects subpanel, 50

Projects tab, 37

properties, for fields, 273

Prospects, 37

Proxy Settings subpanel, 292

Publish Date field, 129

Publish option, for modules, 287

Purchase Order Num field, 122

OQO

QConnector (software), 321
Quantity in Stock field, 119
query, 153, 173. See also searches
Quick Create form, 204
Quick Create window, 209, 210
Quick Form, 32, 56, 86
Quick Form fields, 52
Quick Form tool, 38
QuickBooks, connecting to, 321
QuickCreate menus, 275
quotas, 236, 237, 240
Quotas Home page, 240, 241
Quote Line Line Items subpanel, 123
quotes
creating, 121-124, 311
creating PDFs of, 124-126
described, 121
enclosing phrases, 173
Quotes Detail view, 124-125
Quotes module, 121, 311
Quotes module tab, 125
Quotes option, on the Module Tab bar, 122
Quotes page, 121-122
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Radio field, 272
rearranging, dashlets, 144
Recipients icon, 258
Recipients link, 259
Record Creator, 30
record types, attaching e-mail to, 207
records
Activities subpanels of, 72
adding to a database, 45-58
assigning to specific teams, 233
checking for duplicate, 61-62
creating, 51, 204, 320
in databases, 12
deleting, 59-61
displaying in a table format, 44
exporting, 63
selecting for a mail merge, 141-142
selecting in List views, 44
in a Target List, 222
tying activities to, 67
types of, 43-44
updating selected, 58-59
Recycle bin, 278
Redirect URL, 220
refreshing, dashlets, 144
Relate fields, 273
Related Document field, 129
Related Document Revision field, 129
Related To field, 70
relationships, building, 285-287
Rem (remove) link, 51, 82
Reminder field, 70
remote users, 13, 21
Remove icon, 134
Rename Tabs option, 268
Rename Tag, 170
renaming, module tabs, 288-289
report writer, 311
reports
accessing favorite, 245
based on the Bug Tracker module, 180
capabilities in powerful databases, 315
creating, 244-252
customizing, 246
drillable, 310
existing, 245
planning, 267
running, saving, and printing, 248, 250
scheduling, 251-252
types of, 245
viewing cases, 165

Reports module, 244, 245, 310-311
Reports To field, 53
Resolution field
on the Bugs page, 179
on the Cases page, 162
Resource Name field, 100
Resource Report, 101
resources
adding to a Projects record, 92-93
kinds of, 92, 101
selecting for Project Tasks, 96
responses, from invitees, 72
Revision field
in Document Revision, 133
on the Knowledge Base Article page, 168
revision number, 128, 133
ROI (return on investment), 216, 228, 229
role management, 314
roles, assigning to users, 299, 302-305
Rollup view, 242
root tags, 169
Round Robin rule, 205
Rows and Columns report, 245-248
RSS (RDF Site Summary), 37
RTL (right to left) themes, 318
Rules drop-down list, 205
Rules of Always, 15

eSe

sales, comparing, 242

sales dashlets, 109

sales department, 160

sales information, 107

sales manager, 14

sales quotas. See quotas

sales stage, 106, 107

SalesAlerts (software), 322

SalesFolders (software), 322

salespersons, 14

save searches, 155

Saved Search & Layout subpanel, 154

Schedule Report dialog box, 251-252

Scheduler, for maintenance tasks, 293-295

schedules for forecasts, 237. See also
Forecast Schedule

Scheduling subpanel, 71

search criteria, for articles, 174-175

Search field, 33, 36

search pages, changing search fields, 276

Search subpanel, 152

Search tab, 172, 192

searches, 150, 152, 170-175
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seed list, 222
Select Address Book Entries window, 198, 199
Select Master Module dialog box, 137
Select Module and Template page, 140
Select Users window, 305
Send Test page, 226
Sent Emails subfolder, 196
server data, synchronizing PC data, 312
service, installing SugarCRM as, 26
Set Password dialog box, 42
settings, changing back to default, 41
Settings window, 194-195, 197
Setup Wizard. See FastStack Setup Wizard
Shared calendar, 77-78
shared documents, 132
Shared tab, in a Week calendar, 77
Shipping Provider field

on the Quotes page, 123

on Shipping Provider, 117
Shipping Provider page, 117-118
Shortcuts menu, 38, 68
Show Me videos, 327
signature, formatting for e-mail, 194, 195
sitemap, of SugarCRM, 33, 35
SkypeOut subpanel, 292
smartphones, 318-319
SMTP Port field, 188
SMTP Server field, 188
software, reasons to give away, 11
software bugs. See bugs
software conflicts, 177
sorting

in dashlets, 144

List views, 44

products, 120
source, of a new lead, 57
source code, Open Source software, 10
Source field, 178
spam, safeguards against, 225
SQL, advanced querying language, 173
SQL Server 2005, 21
SQL Standard Server database, 315
SSL, selecting, 190
SSL Port number, 26
stages, for a campaign, 215
standalone records, 223
standardization, of databases, 15
Start Date field

on the Project Tasks page, 89

on the Project Template page, 98

in a Projects record, 87
Start Time field, 70
static IP address, 21, 26

status
checking team, 236
for a group, 124
of a user, 300
of a Workflow, 254
Status field
for activities, 70
on the Bugs page, 179
on the Cases page, 161
of a Cases record, 163
in Documents form, 129
on the Knowledge Base Article page, 168
in the Manufacturers record, 112
on the Project Template page, 98
in a Projects record, 87
on the Shipping Provider page, 118
for a task, 75
on the Tax Rate home page, 116
Sticky check box, 184
structural changes, in SugarCRM, 265
Studio Home page, 268-270
Studio option, 268
Sub Category field, 129
subcategories, 115
Subject field
for activities, 70
on the Bugs page, 179
on the Cases page, 162
required for a note, 81
subpanels
of Accounts records, 49-51
adding new fields to, 276
in Bug Detail view, 180
creating activities from, 68
editing records in, 51
functionality of, 51
subpanels (continued)
minimizing or deleting, 50
selecting records in, 51
Subscription Information page, 217
Subscription List Name list, 217
subscription management, for customers, 313
subscriptions, 54-55
subtags, 169
Sugar. See SugarCRM
Sugar Adoption Program, 326
Sugar CE database, 310
Sugar Cube deployment, 19
Sugar Developers Web site, 329-330

Sugar Enterprise On-Demand hosted solution,

19
Sugar Network, 16
Sugar Offline Client, 312



Sugar Professional On-Demand hosted
solution, 19
Sugar Support Portal, 330
Sugar toolbar, in Outlook, 320
Sugar University, 326-327
Sugar University Web site, 33
SugarCon conference, 329
SugarCRM
applying updates to, 295-297
company headquarters, 329
connecting QuickBooks to, 321
as a database program, 12
editions of, 15-16, 309
features of, 12-13
forums for, 328
getting around in, 31-38
ground rules of, 15
history of, 9-10
hosting on-site, 18
identifying users of, 13-14
installing, 22-28
logging into, 15, 28-29
navigating through, 31-38
as Outlook on steroids, 319-320
preference settings, 38-41
translations of, 318
SugarCRM Community Edition (CE),
10, 15, 19, 34
SugarCRM Enterprise Edition, 16, 233, 309-
310
SugarCRM logo, replacing, 33
SugarCRM Partners, 332
SugarCRM Professional Edition
additional dashlets, 148
advanced Opportunities features, 111-126
compared to Community, 91-93
creating Quotes, 311
described, 15, 309-310
features available only in, 233
grouping dashlets into pages, 149
Knowledge Base module, 166-175
modifying the Dashboard in, 149-150
SugarCRM Settings window, 136
SugarCRM toolbar, in Outlook, 206
SugarCRM Web site
downloading upgrade zip files from, 296
opening, 31
Support and Training menu on, 326
User Guides available on, 325
SugarExchange, 282, 317
SugarForge, 282, 317
Summation report, 245, 249-251
Support, wiki for, 327-328
Support Portal, 330-331

Index 34 5
synchronization

marking Outlook contacts for, 210-211
of Outlook appointments and tasks, 212
of QuickBooks data to Sugar data, 321
to SugarCRM from Outlook, 320

System Checks page, 296

system configuration, 291-292

system links, 32, 33-34

System Locale Settings page, 298

system name, 25, 32

System Settings page, 292-293

System subpanel, 291-292

oJ e

tabs on the Reports Home page, 249-250.
See also module tabs
tags, 168, 169-170, 171
Talend software, 321
Target List, creating, 217-218, 221-224
targets, 213, 217, 221-224
Task List, 72, 73, 76
tasks, 36, 75, 88
Tasks ID field, 89
Tasks List, 73-74
Tasks That Start or Finish After field, 101-102
Tasks window, 68
Tax Class field, 119
tax jurisdictions, 116-117
Tax Rate field, 122
Tax Rate Home page, 116, 117
Tax Rate Name field, 116
team approach, 93
Team Detail view, 234-235
Team field
on the Forums form, 183
on the Knowledge Base Article page, 168
on the Project Template page, 98
in Projects Detail view, 93
on the Quotes page, 122
Team Management option, 233
Team Notices, 235-236
team status, checking, 236
teams, 233-235, 310
Tech Support, 14
technical terms, 10-12
Template field, 129
templates. See also e-mail templates
creating, 199, 320
customized for documents, 134
described, 136
filling with record information, 139
sending to multiple records, 140
in a workflow, 314
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test list, 222
Test List Name list, 217
test message, sending, 226
testing, Workflow, 262-263
text field, 271
TextArea field, 273
themes, 34, 318
threads, 181, 183-184
Thunderbird, 22
Time Periods, 237-238, 240
Time Periods Detail view, 239
title bar, 32-33
Title field

on the Forums form, 183

on the Knowledge Base Article page, 168
toolbar, for Opportunity List, 108
Topic field, 183
topics, 181, 182
tracker URL, 216
Training link, 33
training options, in Sugar University, 327
triggers, in a workflow, 314
Type field

on the Bugs page, 178

on the Cases page, 161

in an Opportunities record, 105
Typical install, 25

o lf o

unlinking, records, 51

Unsubscription List Name list, 217

Untagged Articles tag, 169, 171

updates, applying, 295-297

updating, selected records, 58-59

Upgrade Wizard, 295, 296

Upgrade zip file, 296

Upload Document to dialog box, 138, 139

user base, 13

User Guides, 325

User Information, editing, 39, 40

User Information subpanel, 301

User Interface subpanel, 292

user names, 29, 300

User panel, 92

User Preferences window, 38

User Search window, 235

User Settings subpanel, 300

users. See also database users
adding to a project, 92, 93
allowing to make changes to tabs, 290

assigning roles to, 304-305

described, 222

identifying typical, 13-14

minimum required, 309

as resources, 101

types of, 300

viewing roles for, 305

viewing the calendar of several, 77-78
Users page, 299-302
Users subpanel, 305

o (/o

Valid Until field, 122
vCards, importing, 52
versions
of SugarCRM, 15-16, 91, 309
versions (continued)
verifying for documents, 132-134
View Change Log button
in Accounts Detail view, 48
in Opportunities Detail view, 110
View ROI button, 229
View Status button, 230
View Summary button, 82
Views icons, 192
visual settings, configuring for e-mail, 195

o [/ o

Web server, 20, 28

Web server software, FastStack, 23
Web-to-lead forms, 219-221

Week calendar, 72, 77

wikis, 327-328

Word. See Microsoft Word

word of mouth advertising, 11
Work Log field, 179

Workflow, 252-253, 262-263, 314
Workflow Conditions, 252
Workflow Definition, 252, 253-254
Workflow Detail view, 255, 260, 261
Workflow module, 314

Workflow Sequence, 252, 263
Workflow Sequence page, 262, 263
workshops, 329

ch

Year calendar, 72, 77





