
Tracker is a CRM add-in for Microsoft Outlook. Microsoft Outlook is one 

of the most popular e-mail and contact management program in a business environment. However, 

it lacks the ability to smoothly integrate contacts with tasks and calendar items. In addition, it cannot 

handle necessary sales and marketing tools such as marketing projects, call reports etc. 

That is where Tracker enhances the features of Outlook, allowing it to be a fully functional customer 

relationship management program. 

This manual illustrates the features of Tracker. Help can be accessed at any time by pressing F1. 

  



Network Installation 

If you are working in an environment where more than one sales person is using Tracker, you would 

want them all to synchronize the changes made by each individual over a network. Select or create a 

folder on the network that everybody has access to and copy the file ‘Data.mdb’ from the user’s 

machine (by default this file would be found under C:\Tacker) to the selected folder on the server. 

Open Tracker and click on ‘Synchronize Database’. 

 

Click on ‘Create a Replica of the Database and click on ‘Browse’ to locate the database on the server. 

 

Click on ‘Create Replica’. 



 

An exact replica of the database on the server will be created on the client PC. 

On a regular basis you want to synchronize with the server, ensuring that all changes made by 

individual workstations are synchronized over the entire network. Open Tracker and click on 

‘Synchronize Database’. Click on ‘Synchronize the Database with the Server’. 



 

Click on ‘Synchronize’. 

  



Importing Contacts from Outlook 

You might want to import contacts from MS-Outlook to the tracker Database. 

 

Click on ‘Import Contacts from Outlook’. All Outlook contacts will be imported into the Tracker 

database. 

 

  



Exporting Contacts to Outlook 

You might want to export your contacts generated in the Tracker database to MS-Outlook Contacts. 
 

 
Click on ‘Export Contacts to Outlook’. 
 

 
It is advisable to first delete your contacts in Outlook to avoid duplicating contacts. 
 
 

  



Help 

Anytime you need Help you can select or highlight the item you need help with and press F1 or click 

on the ‘Help’ icon. 

 

  



Master Tables 

Tracker has a lot of drop-down boxes. These are used to select rather than enter data. This enforces 

uniformity. 

 

 

For example you determine which entries can be selected under the drop-down box for ‘Category’. 

  



Contacts 

Contacts is what you will be working with most of the time.   

 

To use the example of Master Tables, a Category is limited in the information entered into Master 

Tables. 

 

If your business relationship with a contact has come to an end, instead of deleting this contact 
rather move it to the archive by changing its category to ‘Archive’.  
 
 
 

 
 

  



New Outlook Task 

A number of activities can be generated e.g. ‘New Outlook Task’. 
 

 
 

 
 
Task details such as contact details and company are automatically captured. All you have to do is 

change the due date and save it in Outlook. 

 

New Outlook Appointment 

 

 
 



 
 

Appointment details such as address and telephone number are automatically captured. All you 

have to do is change the date and time and save it in Outlook. 

 

Outlook Items 

You can easily keep track of e-mails, tasks and appointment items related to a contact in Tracker. 

 

 

 

  



Call Reports 

 

Writing a call report can be done in a few simple steps. Click on ‘New’ 

 

Select the ‘Method of Contact’. 



 

 

Select the Date and Time and click ‘OK’. 



 

You can set a reminder in MS-Outlook as to when you need to when a meeting should be scheduled 

next. 

 

This is based on the ‘Meeting Frequency’ (in days) you have set in ‘Contacts’ 

 

The reminder will be set 2 days before a meeting is due and will be set for the following Monday if 

this date falls on a weekend. 

Now all you have to do is fill out the details. Thereafter you can print mail or send the report to MS-

Word. 



 

Actions can be assigned to any other members of your organization. This is useful if call reports are 

mailed to them. A complete list of all call reports with actions can be displayed from the main menu. 

Here actions can also be deleted once attended to. 

 

You can search for key phrases in call reports. For example search for ‘CHEM’. Any call report related 

to this particular company with the phrase ‘CHEM’ will be selected with the phrase highlighted. 



 

All call reports from the entire database can be accessed from the main menu.  

 

You can then search for key phrases in all call reports. For example search for ‘CHEM’. Any call report 

with the phrase ‘CHEM’ will be selected with the phrase highlighted. 

  



Letters 

 

Although not a full word processor, simple letters can be written to contacts in a similar fashion to 

writing call reports. You need your letterhead added to the file Letterhead.doc, which is located in 

the folder C:\Tracker. 

Click on ‘New” and select whether the postal or street address should be used. 

 



 



 

You can search for key phrases in letters. For example search for ‘CHEM’. Any letter related to this 

particular company with the phrase ‘CHEM’ will be selected with the phrase highlighted. 

All letters can be accessed from the main menu.  

 

You can then search for key phrases in all letters. For example search for ‘CHEM’. Any letter with the 

phrase ‘CHEM’ will be selected with the phrase highlighted. 

  



Projects 

 

Projects can be anything related to a company but are usually a summary of action steps in order to 

get the business. 

You can select an existing name for a project. These names should be set in Master Tables under 

‘Products’. 

 

Click on ‘New” 



 

Select a product from the drop-down list. 



 

Click on ‘New’ under ‘Action Steps’ 



 



 

Once a project has been completed, you can assign the project to ‘Completed Project’. If the project 

was cancelled, change it to ‘Cancelled Project’. 

You can print a summary of all projects with action steps related to a particular company. 



 

A summary of all projects can be obtained from the main menu and can be analysed in MS-Excel. 

 



 

 

 

  



Market Info 

‘Market Info’ allows you to capture details about the activities of your competitors. 
 

 
 

 
 
It’s a good idea to capture details about your sales to the customer as well. This allows you to 
generate a complete market report on a specific product. Such a market report can be displayed 
from the main menu. 
 

 

 

The report can then be transferred to MS-Excel and analysed according to product. 



 

  



Customer Complaints 

Customer Complaints are applicable if your company has an ISO9000 status. 
 

 

 

Customer Complaints shouldn’t be deleted. You can change the status to ‘Archive’ once the 

complaint has been dealt with. 

You can also toggle between current and archived complaints. 

 

A summary of all complaints can be displayed from the main menu. 

 

  



Samples Issued 

If your company issues samples you could easily keep track of it. 
 

 

 

Samples issued shouldn’t be deleted. You can change the status to ‘Archive’ once the sample has 

been approved or rejected. 

You can also toggle between current and archived samples. 

 

A summary of all samples issued can be displayed from the main menu. 

 

  



Filter 

You can filter by either company or contact. 

 

 

Results are displayed in MS-Excel from where a filter can be applied. In this example we filter for all 

contacts by their hobbies. 

 

In ‘Contacts’ we also have a field for ‘Keywords’, which can be used to filter contacts. 

 



 

  



Price List 

A price list is a handy tool to keep track of your prices. 

 

You can search for a specific product and you can also attach specific documents such as product 
specifications. 
 

 
 

  



Competition 
 
‘Competition’ allows you to keep track of your competitors’ products. 

 

 
 
You can search by product and you can also attach documents such as your competitor’s 
specifications. 
 

 
 

 

 


