OUTLOOK & RE7 – HOW TO CREATE RE7 ACTIONS FOR E-MAIL MESSAGES
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Saving a Sent Outlook message as an RE7 Action

From the Raiser’s Edge drop down menu in Outlook, uncheck Work Offline (circled in screenshot).  


NOTE:  If you aren’t already logged into RE7, the RE7 login box will open when you uncheck Work Offline on The Raisers Edge Outlook Toolbar.  You will need to login to RE7 in order to create an Action from Outlook.  Once you login you will see the RE7 green stoplight icon (bottom right corner of Windows Taskbar) indicating that you’re logged in, but you won’t see RE7 minimized on your taskbar.  To go back to RE7 later, you will have to click once on either your RE7 Quick Launch short-cut (on Windows Taskbar), or your RE7 desktop shortcut).

TIP:  If you always want the option of creating Actions from Sent messages, leave the Work Offline option unchecked in Outlook and get in the habit of logging into RE7 first, before opening Outlook.  The Create an Action option will always be available from within any Outlook message, if you leave the Work Offine option unchecked.

CAUTION:  Because the two programs are communicating, RE7 will actually be open twice and you will need to exit both RE7 & Outlook in order to exit & sign out of RE7.
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Open your Sent message.  Click on Create Action (upper left of message window) A dialog box from Outlook will open.  Check the “Allow access for” box & select from the 1-10 minute options.  Click Yes.
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The RE7 Search screen will open.  Type the individual’s last name.  Click Find Now.  Choose the individual you want from the results & click Open.
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The above message from RE7 will appear.  Click OK.
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A new Action record will open.  The Category of E-mail will already be selected.  The Action Date, Action completed on, E-mail address & Subject will also be automatically entered.  The text of your Sent message will also be saved automatically as a new Notepad on the Notes tab of the Action.  Chose the appropriate Action type: e.g. Cultivation, etc. and select the Status: e.g. Closed/Completed.  The Status field is required & must be completed before the Action can be Saved & Closed.
Click on the Notes tab, and then double click on the Notepad to view the Sent message.

NOTE:  The Note date will be entered automatically and so will the Type, “RE7 Added via Notes field”.  Change the type to one of the other table options, e.g. Contact Report, etc.  Add a brief Description.  Enter any additional info ahead of the Sent message, if appropriate.
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Click Save and Close.  Stick a fork in this Action, because it is done!

Sending an e-mail message & creating an action from within RE7
The process of adding an Action to a Sent message is automatic whenever you send an Outlook e-mail message from within RE7.  Send e-mail messages from within RE7 whenever you know that the message is something you will want saved as an RE7 Action.
There three ways to send an e-mail from within RE7:

1. Select “Send an e-mail” from your RE7 Home Page.  The RE7 search screen will appear.  Search for the individual & select them.  The security message from Outlook will open.  Choose from the 1-10 minute options.  A new Outlook message will open and the e-mail address for the individual will be placed in the message for you.  Compose & send your message.  A corresponding Action will automatically be created & you will be prompted to complete required fields for the action (e.g. Action Status).  Follow the instructions on pages 3-5.
2. From within an individual’s record, click on “Constituent” (3rd menu item at the top of an open record) & select “Send e-mail” (bottom of list). The security message from Outlook will open.  Choose from the 1-10 minute options.  A new Outlook message will open and the e-mail address for the individual will be placed in the message for you.  A corresponding Action will automatically be created & you will be prompted to complete required fields for the action (e.g. Action Status).  Follow the instructions on pages 3-5.

3. Click on any valid e-mail address listed on the Bio 1 screen, or on any address for the individual from the Address Tab.  The security message from Outlook will open.  Choose from the 1-10 minute options.  A new Outlook message will open and the e-mail address for the individual will be placed in the message for you.  Compose & send your message.  A corresponding Action will automatically be created & you will be prompted to complete required fields for the action (e.g. Action Status).  Follow the instructions on pages 3-5.
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