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Confidentiality and Legal Notice

The information included in the present document reflect the PRODWARE Group’s (herafter referred to as PRODWARE)
current opinion on the points mentioned at the publication date. PRODWARE adapts itself to the market’s changing
conditions, and this opinion shall not be understood as a commitment from PRODWARE. Moreover, PRODWARE cannot

guarantee the truthfulness of any information released after the publication date.

This document is for information purposes only. PRODWARE SHALL NOT ASSUME ANY EXPRESS, IMPLICIT OR LEGAL
GUARANTEE REGARDING THE INFORMATION CONTAINED IN THIS DOCUMENT.

The user shall comply with his country’s existing copyright law. Without limiting the rights under copyright, no part of this
document may be reproduced, stored in or introduced into a retrieval system, or transmitted in any form, for any purpose
or by any means whatsoever (electronic, mechanic, copy making, saving or other) without PRODWARE’s express and

written permission.

PRODWARE may have patents, patent applications or trademarks, copyrights or other intellectual property rights covering
all or parts of this document’s subject matter. Express as expressly, provided otherwise in any written license contract
from PRODWARE, the furnishing of this document does not give you any license to these patents, trademarks, copyrights

or other intellectual property rights.
This user document is valid for the CEM Meeting Notes Accelerator version 1.0based on Dynamics 365 CEM.

© 2019 PRODWARE. All rights reserved.
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1. INTRODUCTION

1.2 Application description
Meeting Notes is an Accelerator (Extension) designed for Microsoft Dynamics 365 CEM.

Meeting Notes are the place to find, store and search for organized and structured notes of all

the relevant interactions with your clients.

The next step of an important meeting, or an important call, is to create a Meeting Note, to
summarize what happened with the client. | do not need to create a Meeting Note for all the

interactions with a customer, just for the most relevant ones.

1.3  Goal of application
Why choose the Meeting Notes solution?

> To share information across the organization

> Avoid loss of information. For example, if a sales manager leaves the company, the
important meetings they had with the client normally are not stored anywhere

> Standardize processes: these small improvements allow the company to professionalize
their sales processes even more

> Promote the adoption of your D365 sales solution. There are people in all organizations
who are not used to working with new technologies, the Meeting Notes accelerator will be
an easy entry to start working on your sales solution: start by introducing the client

meeting summary feature

The Meeting Note can be used to reflect the first interaction with the client within the commercial
activity process: if a user interacts with a client (in the form of an e-mail, phone call or meeting) that

can lead to a business opportunity, it should be recorded as a Meeting Note.

In order to be able to store all the relevant information, the Meeting Note contains several fields to

identify when it happened and who was involved.

There are fields to capture a brief summary, what was the proposed solution and what are the next

actions to be taken.
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1.4 Application process flow

Although you can work with Meeting Notes throughout the sales process, Meeting Notes can also

be used like a previous stage of starting to work with a lead.

A

| meeting notes
accelerator

Y

|meeting notes
accelerator

1.5 Application pack content
The Meeting Notes package should contain the following files:

> Meeting Notes managed solution file: meeting_notes_1 0_0_0.zip (where X.x.X.X
represents solution version)

> User Guide : This document

PW_User Guide_Meeting_Notes_D365_EN_v1.1_AppSource_25.06.2018

prodware




Page 6 of 11

2. SETUP & INSTALLATION GUIDE

2.1  System requirements
Meeting Notes accelerator has to be installed on Dynamics 365 CEM.

To be able to use this functionality your Dynamics 365 CEM license must be up to date. If

necessary, contact your reseller for more information about your license.

The product is also available for earlier versions. If you would like the package for other CRM
version, the Consultant should contact the Sales Solution Specialist from the Innovation and

Business Solution division at Prodware.

2.2 Installation

Important: Before any installation and/or modification, you must create a backup of your solution

to restore it if you encounter issues with your set-up.

1. Go to Configuration - Solutions:
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2. Click on “Import”, select the meeting_notes_L 0 0 _0.zip file and click on “Next”, and

then “Next”:
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The solution will be uploaded to the CEM environment.

3. Once the solution is uploaded, click on “Publish All Customizations”.

2.3 Upgrading to a new version

Important: Before any installation and/or modification, you must create a backup of your solution

to restore it if you encounter issues with your set-up.

When upgrading from a previous version, the actions are the same as for first installation, please

refer to chapter 2.2.
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All your previous data will be saved and no further action is needed.

3. SECURITY CONFIGURATION

There is one specific role to manage Meeting Notes: Meeting Notes management. To allow users

to work with Meeting Notes, you should asign them this specific role.

1. Go to Settings = Security.

2. Select the user/users who are going to manage Meeting Notes, click in “Manage roles”
and then select “Meeting Note management” role. The selected users will have the

Meeting Notes accelerator available.
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4. FEATURES AND FUNCTIONS FOR USERS (ABRIDGED)

4.2 Main functionality

We have many ways to access the Meeting Notes: by browser, Outlook, mobile ... Only users with

the Meeting Note role, can work with Meeting Notes.

In a browser, you can find Meeting Notes from the menu, in Sales.
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You can see all the Meeting Notes in the system, with the main information: meeting date, account

met, subject, location, etc.
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4.3 Send by email

Users can send a summary of the meeting to your collegues, from the customer or inside your
company. These can be people that do not have access to D365 CEM but they want to know what

happened in the important meeting.

To do that, you just have to open the Meeting Note form and click on “Send by email” option.

4.4  Print the Meeting Note summary

Often, users wish to print the meeting summary. To do that, you just have to open the Meeting

Note form and click on Run report > Meeting Notes summary.

4.5 Working from your mobile phone
Another way to access the Meeting Note is from your mobile device.

From the App, you can manage your accounts, contacts and Meeting Notes. The most popular
feature is that you can speak directly to your mobile and the summary of the meeting will be
recorded in the Meeting Note. So, when you came from a meeting in a taxi, you can capture the

summary of your meeting.

You can work with the mobile app in offline mode when the device is disconnected from the

internet. The app provides a rich offline experience which lets you to work with basic commands
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like create, read, update, and delete plus business processes - so you always stay productive. Once

you're back online, changes you've made are synchronized with Dynamics 365.

Click here to start working with your Meeting Notes App.

4.6  Working from your Outlook

You can also access Meeting Notes accelerator from Outlook. If the user has the Dynamics 365 App
for Outlook, a frequently used feature is that you can create a Meeting Note directly, from an

appointment.

If you would like to configure Dynamics 365 App for Outlook for your users, just click here. This is

the user guide.
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