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Deployment of Office Add-Ins (Individual VS Centralised)

There are two methods for deploying Microsoft Microsoft Office Outlook Add-Ins:

Deployment
Method

Overview

Individual
Deployment

Each user directly installs the Add-In

Very important: you must ensure you are using the following

e Anactive Microsoft Office365 Subscription plus Microsoft Office365
installed on your computer

e Your Outlook MUST be connected to your Office365 e-mail account
(not to a 3™ party email service provider otherwise the add-in isn't
displayed due to Microsoft's own add-in usage policy)

e Also you must be using either:
o Microsoft Office Home and Business 2016
o  Microsoft Office365 Business Premium
o Microsoft Office Professional Plus 2019
o You may not use earlier Outlook versions as the new Add-
In will not work with these older Outlook versions

You are required to have a Microsoft Office365 account/subscription with
the ‘Exchange’ service included

Once either of the above is confirmed, please proceed with reading this
document.

Open - i
Outlook Get B i sys e

RECRUITMENT SOFTWARE

Add-ins

B
BRaae

Centralised
Deployment

Your IT support team centrally installs the Add-In
This is often the case due to IT best practices i.e. centralized software deployment

https://docs.microsoft.com/en-
us/office365/admin/manage/manage-deployment-of-add-

ins?view=0365-worldwide
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https://admin.microsoft.com/AdminPortal/Home?ref=Settings/S
ervicesAndAddins

Deploy Add-In

nd document information. By using an add-in, you agree toits Permissions, License Terms and Privacy Policy.

Addeins m
Products

IR TriSys Recruitment CRM/ATS

All TriSys Re M/ATS allows consultants to quickly
Excel leokup a tacts in Outlook
*rkkw
PowerPoint
Word
Outlook

TriSys Recruitment CRM/ATS

Deployment Status

@ Your add-in has been deployed.
email notification cenfirming your successful deployment. Users might need to
0 see the add-in icon in the ribbon

How to test the add-in

Within 12 hours, the add-in wi ailable to users. If you would like ta try out the add-in now. download a
personal copy of the add-in Cf
After 12 heurs, you can find the full list of admin deployed add-ins by launching Outlcok and navigating to the Home
tab > Store > Admin Managed. Learn about testing deployments ©f

Were these steps helpful? <& 5

" e
Edit TriSys Recruitment CRM/ATS
TR o e it

— @

Your IT Support team and/or e-mail services provider will need to consider
the following Microsoft documentation which explains how to centrally
deploy add-ins

. Overview of centralised deployment technology

. Will centralized deployment work for the organization
. Manage Office365 add-ins via admin center

. How to deploy add-ins to the Office 365 admin center
. Outlook Add-In requirements
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. Requirements for running Office Add-ins
. Browsers used by Office add-ins

Request Your TriSys API Key

Your organization must have an active API Key (all our cloud customers have an
APl key created by default as part of their service, therefore only customers running
TriSys within their own database server must explicitly request API key activation
via support@trisys.co.uk should they wish to consider using the TriSys Outlook Add-
In).

Benefits of Using the TriSys Outlook Add-In

zzee e ] Office 365

BUSINESS SOFTWARE

\./

e View contact details directly within your mailbox

e Parse CV attachments from your mailbox

e Streamlined business development and contact management
e Streamlined client and candidate database management
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e Faster and more informed decision-making, less mistakes and greater
accuracy

¢ Running action workflows directly from within your mailbox

e Saving time and money on a daily basis, increasing your operational returns

Add-In Installation Instructions (Standalone Installation
only)

Note: when you install the add-in on either the Outlook Desktop or Outlook Browser
version, the add-in will automatically become available in both applications (it is
easier and faster to install the add-in using the desktop version of Outlook, however
this document also contains instruction on doing so using the browser version of
Outlook).

Below is a step by step guide to installing the add-in using the Outlook desktop
application (the add-in will also automatically become available in the browser
version of Outlook and vice versaq, should you install the add-in using the browser
version of Outlook)

53] - X
H e @O
Get TriSys Send to Nimble Insights

Add-ins OneMote | Contacts

Add-ins OneNote Nimble -

If your Outlook desktop application has the “Get Add-Ins” button showing as below
(within the “Home" ribbon of Outlook) you can proceed, otherwise please contact
your IT team as your Outlook version may be centrally managed and require
centralized add-in deployment (or you may not be running the minimum required
version of Microsoft Office compatible with the TriSys add-in as stated at the
beginning of this document)

S Inbox - IsaacNewton@trisysbusinesssoftware.onmicrosoft.com - Outlook 53] - X
Home Send / Receive Folder View Help Q Tell me what you want to do

= = = 'E' 4 Reply = 1 move to: 7 oy fo Af New Group Search People ) + “ N o 3
=i 5 _ | A
- % Reply All —> To Manager - 48 Browse Groups | [B] Address Book - -
New Mew Delete Archive =~ R Move | Tags Speech | Get TiSys | Sendte | Nimble | Insights
Email fems~ 4D > Forward 3 eam Emai - E S Filter Email - © | Add-ins OneNote | Contacts

New Delete Respond Quick Steps Lrl Groups Find Add-ins OneNote Nimble ~

Click “Get Add-Ins" (this is a button showing under the “Home” ribbon of the latest
Outlook version)
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IS = Inbox - IsaacNewten@trisysbusinesssoftware.onmicrosoft.com - Outlook . I X

Home send / Receive Folder View Help Q Tell me what you want to do

= % s m E‘ S Reply = 4 Moveto: 7 i Move~ fa A New Group Search People A Hé‘» u @
=R ) Reply Al —> To Manager - 38 Browse Groups | [B] Address Book
New  New Delete Archive | 7 B~ | = Team Email B Rules- | 1% ) Speech | Get Sendto | Nimble | Insights
Email fems~ | SO > Forward cam Emal 7| | TR - 5 Fikter Email - * | Add-ins | OneNote | Contacts
MNew Delete Respond Quick Steps ] Move Groups Find Add-ins OneNote Nimble ~
Get
Add-ins
Add-ins

Search for “TriSys” as shown below.

ADD-INS CONNECTORS

Add-ins may access personal information. By turning an add-in on, you agree to its License Terms and Privacy Policy. TriSys

Note: if you do not see a page allowing you to search for add-ins and instead you
see a browser page asking you to create an account and then see a message
staying you do not have an Office365 account, this means you do not have an
Office365 account and will need to consider the software prerequisites provided at
the start of this document.

Click “Add"

“ TriSvs

Office add-in for TriSys integration with
Qutlook e-mail

Should you wish to install the TriSys Add-In using the browser version of Outlook
instead of the desktop version of Outlook, the process is slightly different (no need
to do this if you have already installed the add-in via the Outlook desktop
application as the add-in will automatically show in both).

e Login to your Outlook on the web browser application
This is normally at https://outlook.office365.com

e Click any e-mail message
e Click .. (as shown ‘More Actions’)
e Click ‘Get Add-Ins’

TriSys Business Software Ltd - Wellington House, East Road, Cambridge, CB1 1BH Page 6 of 21
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Maore actions

& 5 G S

By Get Add-ins

e Search for ‘TriSys’
e Click 'Add’
e You may now start using the TriSys add-in

Get started for TriSys Recruitment CRM/ATS

While reading emails

Launch the add-in to save content or take an action

¢ When reading an e-mail simply click the TriSys icon to show the TriSys CRM
integration panel within your Office365 webmail window

B 5 9 9 2
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Note: the add-in activation steps below are only required should the above steps
not have successfully resulted in the add-in icon becoming visible in email
messages

e Click the “Settings” (gears) icon at the top right of the window

¢ At the bottom of the Settings panel, click “View all Outlook Settings”

View all Outlook settings ¢

e Click "E-Mail” and then “Customise Actions”

Settings Layout

e Under “Message Surface:
o Ensure the checkbox “Get Add-Ins” is checked

Message surface

ssign policy

Reply
Reply all
 Forward

Dog

Reply all by meeting
Delete [
Mark as unread [

Flag

O
Reply by IM =2
O
]
(]

Reply all by IM

i) g )]

Add to Safe senders

[mpw] < I

e Under “Toolbar”:
o Ensure the checkbox “Get Add-Ins” is checked
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§ Attach

B
(+]

&3 Insert pictures inline

@ insert em

Show formatting options

ooooa

Show from

! Setimportance
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[ & swixch to plain text

[J & check for accessibility issues

O ® encryot
[ = show message options
[ & nimble
[ insights

[ 10 wyTemplates
¥ Get Add-ins

e Click the “Save” button (at the top of the “Customise Actions” window)

e Close the window “Customise Actions” window

e Refresh your web browser (reload the page)

e Click an e-mail message
» Note (in the email reading pane) the “Get Add-ins” button is now available

Get Add-ins

B & & 32 B 9

© =

e Click the “Get Add-ins” button and search for “TriSys” and click “Add”
X
ADD-INS CONNECTORS
Add-ins may access personal information. By turning an add-in on, you agree to its License Terms and Privacy Policy. TriSys a, |

“ TriSys

Office 3dd-in for TriSys integration with
Outlook e-mail

Toggling Add-In Visibility

Once you have installed the add-in, you will see a “TriSys” icon inside Outlook:

e
[

Home Send / Receive

3
R |
i)

New  New Delete Archive

Email tems~ %'

Mew Delete
Get TriSys
Add-ins
Add-ins

TriSys Business Software Ltd - Wellington House, East Road, Cambridge, CB1 1BH

Folder View

€ Reply

%3 Reply All

-

Respond

—2 To Manager

Inbox - IsaacNewton@trisysbusinesssoftware.onmicrosoft.com - Outlook [za} — ®

Q  Tell me what you want to do

Search Peopl ) o
x fo | NewGroup carch People A E “ l" @
4% Browse Groups | [B] Address Book - -
Move = Tags § Speech Get TriSys | Sendto Nimble | Insights
- - S Fitter Email - - | Add-ins OneNote | Contacts
Quick Steps F] Groups Find Add-ins OneMote Nimble -~
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Click the “TriSys” icon to show the add-in.

Note: in order to display the add-in when using the browser version of Outlook, the
process is slightly different:

e Click once on any e-mail message
e Then click the ‘TriSys’ icon to reveal the TriSys integration window

B 5 < e >

Note: the steps below show an alternative way to open the TriSys CRM
integration window (not required should you be happy with the above approach)

e Click the “.." button at the top right of the e-mail reading pane:

Tl Delete & Archive (9 Spam v & Sweep 51 Moveto v ¢ Categorise v

@ Focused 1= Other Filter CV's Attached 18~
Francisco Janes N Jeanc Newton 0
Latest XML : ; =0 C Just in case you require 2n email with multiple attachments for lzter CVAR testing.. Thu 05/09/2019 11:31
https://apex.trisys.co.uk/office/install/OfficeAppMani..

Microsoft Outlook o
Test e-mail to verify SMTP settings: ... Wed 1209 D You forwarded this message on Thu 05/09/2019 1131
Delivery has failed to these recipients or groups: isaa...

Francisco Janes <francisco@trisys.couk>

@ TEEERE >0 e e 019 1620 B B =EE e ©
> CV's Attached Wed 04/09 [

Please see belowyattached. Thank You Francisco Jane.
@ Campione_D_000018.docx @I Cashwell_M_000007.docx Jpar]  Cashwell M_000007.pdf
ke 14%8 == sk
X/ Show all 6 attachments (930KB) Downloadall  Saveal to OneDrive - trisysbusinesssoftware

Please see below/attached
Thank You
Francisco Janes - Account Manager

T:+44 (0) 1223 77 22 80 » E: francisco@trisys.co.uk
rwwtrisys.co.uk

Online Support: httos://support trisys.co.uk

e Click the “TriSys” menu (this will enable the add-in area).
Kl Trisys
il OneNote
Bl nimble
Insights
B Get Add-ins
Note: if you do not see the “TriSys” menu as above, you have not yet

installed the TriSys add-in and will need to do so first as per the section:
Add-In Installation Instructions (click to read).

TriSys Business Software Ltd - Wellington House, East Road, Cambridge, CB1 1BH Page 10 of 21
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To “pin” the add-in window such that it always stays visible, click the

once (this is located in the top right area of the add-in, just to the left of the

button which is used to hide the add-in).

saac Newton - Outlook x4

xfid/AAQKADAZNGEzMmQylWUWZWItNDhIOC1iYTk5LTgyMzZIZ TYzOTg 1 ZgAQADQZ %2 F5SDHx0xAmneF2GCtA6I%3D

S ———N L 4 74
7= \Va 3
- sl . W A N~

[i] Delete = Archive © Spam ~ <« Sweep 53 Moveto v <P Categorise Vv

(© @ Focused = Other Filter CV's Attached
TriSys Support Isaac Newton
> This is an email message. 1233 \ Just in case you require an email with multiple attachments for later CVAR testing..

From: Isaac Newton [mailto:lsaacNewton@trisysbusi.

Francisco Janes N
Latest XML 1200 -+

https://apex.trisys.co.uk/office/install/OfficeAppMani.
e Francisco Janes <francisco@trisys.co.uk> B
20191620

You ferwarded this message on Thu 05/08/2019 11:31

Microsoft Outlook
-mail to verify SMTP sett

Isaac Newton

ry has failed to these recipients or groups: isaa.
- Campione_D_000018.dacx Cashwell_M_000007.docx
() Francisco anes ol=tR) @ cmpene- T
> CV's Attached Wed 04/09 - -
Please see below/attached. Thank You Francisco Jane... ¥ showall satiac N

Please see below/attached.
Thank You

Francisco Janes — Account Manager
T: +44(0) 1223 77 22 80 * E: francisco @trisys.co.uk

risys.co.uk
Online Support: hittps:/ /sunport risys.co.uk
Direct Debit Setup: hitps i co uipay/co/ GEN1513915622
Service Agreement: hitps://recruiment trisys Co UIUTHSys-A omcial gt

Comridige - CBL18H

upport risys.co.uk sho
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b8

[
Thu 05/09/2019 11:31

b EE S 9 >

button
x

- o X

o w OREH®EBE @

5
“ TriSys

P CRmv Actions ¥ v

' FranciscoJanes ==
Experienced SaoS/Cloud Key A

B Bperienced SoasiCioud Key Acco fin]

2 Contact Details

D -

O Personal Mobile
07786512900

B sqpe

franciscojanes

W Notes/Hiscory 0-
2 Scheduled Tasks 0

S Anachments 0-

If this is your first time using the add-in on the current computer, click “Connect”

TriSys Business Software Ltd - Wellington House, East Road, Cambridge, CB1 1BH
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o Ky s Inbax - IsaacNewton@trisyshusinesssoftware.onmicrasoft.com - Qutlook 3} - X

Home Send / Receive Folder View Help @ Tell me what you want to do

= % E, m E €3 Reply = 4 Move to: 7 . £ fa A New Group Search People A Ei}— l] u @

& Reply All — To Manager 4§ Browse Groups | [ Address Book
New  MNew BT perete Archive | 2P Y- P emt N ! Move | Tags ” ) ) Speech | Get TriSys | Sendto | Nimble | Insights
Email hems= | 87 5 Forward <em Emai - B S Filter Email - - Addins OneMote | Contacts
New Delete Respond Quick Steps 5 Groups Find Add-ins OneNote | Nimble -
L Search Current Mailbox O T Curent Mailbox_~ E2Reply E2Reply All 3 Forward TriSys - X
£ Francisco Janes <francisco@trisys.co.ul st1- e 9/4/2019
. Focused Other By Dat .
H yDate T FW: CV's Attached
2 ]
£ 4 Last Week () You forwarded this message on 9/5/2018 11:31 AM., o | TS Add-In
g Micrasoft Outlook 0 e: — = This compenent allows you to connect any application (e.g.
2 Undeliverable: Test e-mail fo verif..  Wed 9/18 Campione D 000018.docx || =) Cashwell M 000007.docx Microsaft Office, Linkedin, Google Mail etc..) to TriSys Cloud.
€ Delivery has failed to these T7K8 =| 14K8
i
B AT S Cashwell M_0D0O0T.pdf Cowger 00001 7doc You will thus be able to import e-mails, contact/company/job
= pit| 485 kB 62 KB details directly into TriSys, as well as lookup
£ Francisco Janes U — contacticompany detalls when viewing incoming e-mails, or
& ;W CV's Aftached ED [@"  Skeens_5 000024 pdf - |le5=1 Wirght_G_000028.doc - pullflockup data from a variety of sources directly into this
ease see below/attached. Thank
- Action ltems component for your ultimate convenience.
£ -
= Please see below/attached. TriSys is a suite of sophisticated business sofware tools
£ running in a global cloud computing system allowing you
a Thank You access to your data from any device (mobile phone, tablet,
PC, smart speaker), at any time.
Francisco Janes — Account Manager
T: +44 (0) 1223 77 22 80 « E: francisco@trisys.co.uk Please click the connect button below to submit your
www. trisys.co.uk credentials, or learn more or sign-up to our services.
Online Suppert: https://support.trisys.co.uk = Co —
Direct Debit Setup: hitos.//manage directli.co.uk/pay/co/GEN1513915622 (&7 (e ) ez Lt/ Sy
Service https://recruitment trisys.co uk/Tris Official pdf

SINESS SOFTWARE
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‘Wellingten House - Exst Road - Cambridge = CB1 1BH

co.L Id you wish to update your contact details ar
2 co.uk should you have an, es.
anfidential and intended solely for the use of the individual or
please notify the sender immediataly and delete this e-mail f1
M not disseminate, distribute or copy you are not the intended recipient you are notified that discl

or taking any action in refiance on wtents of this information s strictly pr
WARNING: Although the campany has taken reasonable precautions to ensure no

4 3

s are present in this e[+

ltems: 2 Unread: 1 All folders are up to date.  Connected to: Microsoft Exchange [ ]

Once you click you will need to authenticate using your existing TriSys
username and password.

% (3 ® 5 B Should you see the message
below, your username/password
Trisys Add-in either does not match our
This component allows you to connect any application (e.g. Microsoft Office, LinkedIn, I’eCOI'dS (you can Ot thIS pOint
retry or click “Reset Password” or
you are not meeting the TriSys
add-in pre-requisites as outlined
in the section:

Password Error! Reference source not
_— ound. (click to view).

Google Mail etc..) to Trisys Cloud.

E¥ Login %

E-Mail

your-work-email@your-company.com

Login Reset Password Register Cancel n TR LERE ®

rneorrect cr
carrect C

[51)
i

OK
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3 Login

E-Mail

isaac newton@opuslaboris.com

Password

Login Reset Password

Canicel

Get it from

B Microsoft

Once you have clicked “Login” you will
see the add-in screen displayed as

below.

Reqister

You can also resize the add-in area by clicking and dragging the left hand side
vertical border the add-in window region).

IS Inbox - IsaacNewton @trisysbusinesssoftware.onmicrosoft.com - Outlook B - X
Home Send / Receive Folder View Help Q  Tell me what you want to do
& =i ] @ E €3 Reply A Move to: 7 £l fu A New Group Search People A Ei‘i— “ u @
& - % Reply All —> To Manager % Browse Groups | B Address Book :
New  New 7 Delete Archive | O Repl . Bt 9 | ~ | Move  Tags P Speech | Get Trisys | Sendte | Nimble | Insights
Emal ltems~ | $O~ — Foward eam Emal : - -  Fiter Email - - Addins OneNote | Contacts
New Delete Respond Quick Steps o Groups Find Add-ins OneNote | Nimble -
L Search Current Mailbox O | current Mailbox. - CeReply BaReply Al 3 Forward TriSys =X
0 Francisco Janes <franciscc as1- De 9/4/2019
= Focused Other By Dat .
3 yDate~ 1 FW: CV's Attached
2
£ 4 Last Weelk @m forwarded this message on 9/5/2019 11:31 AM. v ‘ Francisco Janes m
a - Experienced SaaS/Cloud Key Account Manager.
£ Microsoft Outlook 0 e = b oo0tea . P, S ¥ g in
E Undeliverable: Test e-mail to verif...  Wed 9/18 [WE doox
2 Delivery has failed to these =| 17ke 24 Contact Details
&
- 4 Three Weeks Ago o= Cashwell_M_000007 docx
= [WE IR = Work E-Mail
£ Francisco Janes Ui janesfrancisco@gmail.com
8 FW: CV's Attached 9/4/2019 [@Y Cashwel_M_000007.pdf  _ -
Please see below/attached. Thank 4 Personal E-Mail
- Action ltems francisco@trisys.co.uk
E
£ ol below/attached - 0 Personal Mobile
E ease see below/attached. 07786512900
]
w
o Thank You @ Skype
franciscojanes
Francisce Janes — Account Manager
T: +44 (0) 1223 77 22 80 » E: francisco@trisys.co.uk
www. trisys.co.uk
‘Online Support: https://support trisys.co.uk
Direct Debit Setup: https://manage directli.co uk/pay/co/GEN1513915622
Service Agreement: https://recruitment trisys.co.uk/TriSys-Agreement-Official.p(
B CVPreview v
BUSINESS SOFTWARE
TriSys Business Software 4 Requirements o v
‘Wellington House « East Road « Cambridge « CB1 1BH
£ Placements v
Please use our support portal 2t hitps://support trisys.co.uk should you wish to updzte you
] ;
Bl Notes/History 0-
addressed. If you are not the named ade please notify the sender immediately
m not disseminate, distribute or copy this you are not the intended recipient you are
or taking any action in reliance on the contents of this information is strictly prohibited. B Scheduled Tasks o v
'WARNING: Although the company has taken reasonable precautions 10 ensure no v -
3 v % Awachments 0~

Items: 2 Unread: 1

All folders are up to date.

TriSys Business Software Ltd - Wellington House, East Road, Cambridge, CB1 1BH

Connected t

crosoft Exchange

O
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Outlook Add-In

_L::]
To “pin” the add-in window such that it always stays visible, click the button

once (this is located in the top right area of the add-in, just to the left of the X

button which is used to hide the add-in).

Vi - b Bt vyl miararad o i il e - ol ki

- I Prty [ - [3 ' i Ginoup .
=t Brg - Aarage R ' Brorarns Grcng B s
i hir= q - L L =,
Emad memas | oawd W . ¥ Pl |
a i [ k . [
» [a = =T
= e
é P CV's Atasched
# Lok Work Th B wasded IR Seitiat 6 RIS 11 11 AKL .
Mirenodt Outlosk B . P—
: Weemrabin Teid el e e MR AL Lervpunie, [ 00001 deee
¥ T WP
& [P Yorriy hgn Caribred M D000 daen. |
g Francison Mnes B -
) P O Adtaahed I B Coribere b 00007, bl
FekiE L Db St This .
'_‘ Pl s bebow/amtached.
5
& Thadifdl ¥
el bt~ ACDOAL MSer
T1 o+ [0F RE23 7 22 80 + E: ranioog@irinys. ooyl
v, TS o ult
Onling Seppont: o123
Dirwen Dbl ot TN £
Sersior Agenteests Btz rerrument breivi s i e il
B O Preew ¥
=
d Requirnme 0-
=m w Boad ¢+ Combraige + CB] 10
£ Placsmarm "
2 ol e
. . - . . R re—— 9 -

[T

Note: should the add-in screen display with blank content as shown below, simply
right click the blank area and click “Reload” once.
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Adding a New Contact

When you click an e-mail message, the add-in will automatically communicate
with your TriSys database.

If the email sender address is not yet in your TriSys database, you may add the new
contact in one of two ways:

e Use the “Add > Add New Contact” menu (and then confirm the details of
the new contact)

¢ Click the “Parse CV” button shown next to each detected CV attachment
(and then proceed to either updating an existing contact from the newly
arrived CV or add a new contact using the newly arrived CV)

o = Inbox - lsaacNewton @trisysbusinesssoftware.onmicrosaft.com - Outlook [l X

Home Send / Receive Folder View Help Q Tell me what you want to do

=~ [;’lél_f_@ m 'E[ € Reply = B move to: 7 . x o A New Group Search People ) Bé[ “ m @

Ts
&~

% Reply All —> To Manager AF Browse Groups | [B] Address Book

New  New " Delete Archive 3 Renly - = Teamt gl —| | Move | Tags " . Speech Get TiSys | Sendto | Nimble | Insights
Email ltems= | /97 — Forward cam Emal - - - 5 Fikter Emil - - Add-ins OneNote | Contacts

New Delete Respond Quick Steps n Groups Find Add-ins OneNote | Nimble ~
L Search Current Mailbox O | current Mailbox + ELReply [Reply Al £ Forward THSYS 3 ox

Francisco Janes <franciscc 21- s 9/4/2019 =
g Focused Other ByDate~ T FJ i & v F Addv @ ~
= FW: CV's Attached
N 4 Today @‘ruuforwardedlhis message on 9/5/2019 11:31 AM, “ Francisco Janes
£
] TriSys Support —
= RE: This is an email message. 12:35 PM (WE Campons D =
A From: Isaac Newton =| B Outiook Details
= Francisco Janes ng Cashwell M_000007.docx = E-Mail )
2 Latest XML 12:01 PM =| 14Kk8 francisco@trisys.couk Francisco Janes
s hittps://apex.trisys.co.uk/office/instal .
@Y Cashwel_M_000007.pdf  _ - , '

- 4 Last Week & Persona
- Action ltems + Get more add-ins francisco@trisys.co.uk
£ ’ - sy
£ Microsoft Outlook 0 e: -
2 Undeliverable: Test &-mail to verify... Wed 918 % Arachments
=z
&

Please see below/attached.

Delivery has failed to these

- Three Weeks Ago Thank You Campione_D_000018.docx

Francisco Janes U
FW: CV's Attached 9/4/2019 Francisco Janes — Account Manager
Please see below/attached. Thank T: +44 (0) 1223 77 22 80 » E: francisco@trisys.co.uk

www. trisys.co.uk

Cashwell M_000007.docx
Online Support: hitps://support trisys.co.uk

Direct Debit Setup: hittps://manage directii.co.uk/pev/co/GEN1513915627 B parse cv

Service Agreement: https://recruitment trisys.co.uk/TriSys-Agreement-Official.pc

Cashwell_M_000007. pdf

=
BUSINESS SOFTWARE

TriSvs Business Software

Note: the TriSys add-in does not require that you have the TriSys CRM application
running, however since the add-in is designed to work with TriSys, you are advised

Telephone: +44 (0) 1223772280 | Email: sales@trisys.co.uk | Web: www.trisys.co.uk | Data Protection: privacy@trisys.co.uk
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to have either the TriSys desktop application and/or the TriSys Apex browser
application running.

Should you believe there is already a contact in your TriSys database and wish to
link the e-mail sender address to this contact, click “Add > Assign to Existing
Contact” and then specify the name of the contact:

Lookup Contact ®

Lookup all contact records in TriSys which match this name:

Name i
Francisco Janes| x

Search Cancel

Then, click “Search” and click the name of the matching contact (this will replace
the e-mail address on record with the e-mail address contained in the “From:” field
(for emaiil messages un “Inbox” or other folders) or in the “To:" field (for e-mail
messages in the “Sent” items).

Francisco Janes

1 Matching Contacts

Francisco Janes
Experienced Saa5/Cloud Key Account Manager. A
4Zw

At this point you can edit the contact details automatically detected in the e-mail
message (on the left as shown below) before updating the TriSys contact (on the
right as shown below).

You may also selectively update @ or not update a specific contact field in
TriSys, therefore ensuring granular control over which fields are updated in TriSys.

TriSys Business Software Ltd - Wellington House, East Road, Cambridge, CB1 1BH Page 16 of 21
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TriSys Box

Francisco Janes

K3 Assign fo Existing Contact ®
Select which fields are to be copied from the public profile into the database record:

Bs Cutiook Copy = W TriSys

& Public Profile URL

https://www.linkedin.com/in/fra..
Bl Full Name

Francisco Janes Francisco Janes

@ Photo Once you have edited
‘ any fields and
- X

= Work E-Mail selected to

francisco@frisys.co.uk janes.francisco@gmail.com

update/not  update
specific fields, click
the button

B4 Personal E-Mail

oflelloNole

francisco@insys.co.uk

Update TriSys Cancel
Update TriSys

TriSys Business Software Ltd - Wellington House, East Road, Cambridge, CB1 1BH Page 17 of 21
Telephone: +44 (0) 1223772280 | Email: sales@trisys.co.uk | Web: www.trisys.co.uk | Data Protection: privacy@trisys.co.uk



mailto:sales@trisys.co.uk
http://www.trisys.co.uk/
mailto:privacy@trisys.co.uk

i B Getitfrom
tris yS B Microsoft

Outlook Add-In

Parsing a CV/Resume

When you click an e-mail message, should there be any attachments these are
shown in the “Attachments” area of the add-in:

0

Cashwell_M_000007.docx

2

Cashwell_M_000007.pdf

Note: only attachments likely to be a CV document are shown.

Clicking “Parse CV” will automatically import the corresponding CV into your TriSys
“CV Auto Recognition / Incoming CV's” area, which is where all CV’s available for
parsing are queued at (therefore you can switch to the TriSys application you are
using, where the CV will be ready for parsing, together with duplicate contact
detection and selective update options readily available as usual).

Should you see the following message when clicking “Parse CV” this is due to
Microsoft not yet having released an update for Microsoft Outlook which would
allow the TriSys add-in to extract/download file attachments directly from within
the Microsoft Outlook desktop application (Microsoft is working on this and will
provide an update which will allow downloading attachments directly into your
TriSys CV Parsing area).

@ Download failed: Host Error: The

operation is not supported.
Cowger_C_000017.doc

TriSys Business Software Ltd - Wellington House, East Road, Cambridge, CB1 1BH Page 18 of 21
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Open a Contact

Simply click the contact name or the “Open” button to open the full contact record
directly in TriSys.

TriSys P X

Bm CRM ¥ Acions ¥ &) v
‘ Francisco Janes m
F Y 4

Experienced Saa5Cloud Key Account Manager m

A& Contact Details 053695 : Client JFY

Open a Company

Simply click the company name located underneath the job title to open the full
company record directly in TriSys.

TriSys Box

P CRM ¥ Actionsv & v

Francisco Janes
Experienced Saa5Tloud Key Account Monager
AZEs  TriSys Business Softwere Hﬂ

2+ Contact Details 053695 : Client JFY

TriSys Business Software Ltd - Wellington House, East Road, Cambridge, CB1 1BH Page 19 of 21
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Contact Summary Preview

When you click an e-mail message, if the contact exists in your TriSys database, a
detailed preview is automatically loaded within the TriSys add-in, including contact
details, CV Preview, Requirements, Placements, Notes/ History, Scheduled Tasks and
also any Attachments found in the e-mail message (only attachments likely to be
a CV document are shown).

ISE Inbox - lsaacNewtonBtrisysbusinesssoftware onmicrosoft.com - Outlook Jial - X
Home Send / Receive Folder View Help Q Tell me what you want to do
= % [55] m 'E' ) Reply B Move to: 7 By fu| | 3 NewGroup Search People ) E “ u @
- % Reply Al % To Manager - A2 Browse Groups | [B] Address Book .
New Mew E7 Delete Archive | REPY G- Sremt gl —| | Move  Tags " ) Speech | Get TiSys | Sendto | Nimble | Insights
Email ttems~ | SO — Forward cam Emal - - - S Fiter Email - - | Add-ins OneNote | Contacts
New Delete Respond Quick Steps n Groups Find Add-ins OneNote | Nimble ~
2 Search Current Mailbox O | current Mailbox - E2Reply [CReply All £ Forward TT"S)"S Fox
" £ Francisco Janes <francisc ati1- De
s Focused Other By Dat .
2 ybate 1 FW: CV's Attached
- 4 Today (3) You forwarded this message on 9/5/2019 11:31 AN, Francisco Janes
z 9 STAR v Experienced SaaS/Cloud Key Account Manager m
& TriSys Support = = ARp  TriSys Business Software
E RE: This is an email message. 12:35 PM f__’;‘;'“ilwom&de - NE fjf{“ﬁwe”—M—om-"‘“"‘
v From: Isaac Newton ! = A& Contact Details 053695: Client JIFY
= Francisco Janes @ Cashwell M_000007.pdf Cowger_C_000017.doc _
4 pd 4 )= |
& Latest XML 12:01 PM ol dERKE B o L W
& https://apex.trisys.co.uk/office/instal — francisco@trisys.co.uk
[@Y  Skeens_S_0DD024.pdf =& Wirght_G_000028.doc h2
- 4 Last Week o & Personal E-Mail
e : . Action ltems + Getmoreadd-ing | ¢ la o
= Microsoft Outlook U@z -
3 Undeliverable: Test e-mail to verify...  Wed 9/18 0 Personal Mobile
% Delivery has failed to these Please see below/attached. T ——
a
4 Three Weeks Ago Thank You 9@ Address
Francisco Janes b peeiinepiiou==t
FW: CV's Attached 9/4/2019 Francisco Janes — Account Manager East Road, Cambridge,
Please see below/attached. Thank T: +44(0) 1223 77 22 80 + E: francisco@trisys.co.uk United Kingdom, CB1
WWW.tTisys.co.uk 1BH, United Kingdom
Skype
‘Online Support: https://support trisys.co.uk f =
Direct Debit Setup: https://manage directli co uk/pay/co/GEN1513915622 ranciscajanes
Service hittps.//recruitment trisys.co.uk/Tris Official.odf
trisys B OVbreview -
u 55 SOFTWARE
TriSys Business Software ‘& Requirements o &
‘Wallington House = East Road * Cambridge * CBL 18H
B acements v
£ Pl
Please use our suppart portal at https://support trisys.co.
a8 Please contact privacy@trisys.co.uk should
Bl Notes/History 0-
] # Scheduled Tasks 0~
o q % Amachments 0-

Items: 4

All folders are up to date.

Connected to: Microsoft Exchange [ ]

TriSys Business Software Ltd - Wellington House, East Road, Cambridge, CB1 1BH
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Running Actions

You can run actions against a contact directly from within your e-mail application,
provided the contact exists in your TriSys database (if not, please see the section:
Adding a New Contact). Please ensure TriSys is running and you are logged in, as
this is required to run actions in tandem with the add-in.

|t RESE % X

' Francisco Janes Call
Experienced Soa5/Clo .
By,  Eperienced SoaS/Clo N

A2 Contact Details Mail Merge

Meeting
= Work E-Mail

TanNCIECoOIEANEYs . COUK

Note

E4 Personal E-Mail il

francisco@trisys.co.uk Scheduled Task

B Personal Mobile Send SMS Text
07786512000

ToDo

@ skype

franciscojanes
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