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1 Profiling Contacts with the Outlook Forms Designer

Most of us know that Outlook has various folders like Contacts, e e
Calendar, Tasks, etc. Opening an item in one of these folders e e L Lnly
brings up a form that enables us to fill in the relevant details about —
that item.

What not many people are aware of is the fact that one can
customise these forms to contain additional information over and

above the standard fields that Outlook provides.

For more information please e-
This month we’re going to start with the basics and look at how we P -

mail us.

can customise the Contacts form to contain additional data fields matu

that one might need in order to profile certain types of contacts. For If you found this article

this example we're going to add information about the customers interesting please join our

that are buying from us. monthly newsletter

Let’s start with the The Task at hand, then

Look at The Steps taken to achieve what we want. Download the article in a PDF
(zipped) format

Open the PDF document

OutlookWise Home

ExchangeWise Home

2 The Task

By way of example we are going to use a company that sells baby bassinets, car sets, strollers and other
related products as our “case study”. You can adapt this for the particular products and/or services that you
deal with.

The task before us is to customise the standard Contacts form so that we can do the following 4 things:
1. record the total dollar (or other currency) value of purchases made by each contact.

2. categorise our contacts into different types, namely:

o Customers,

. Prospects,

. Suppliers and
o Others.

This is what is commonly referred to as a dropdown list.

3. add a multi-selection picklist to record one or more products that the customer has purchased from
us (or that a prospect is interested in), namely:

° Bassinet,
° Car Seat,
. Stroller

Now that we understand the task at hand, let’s look at The Steps taken to achieve what we want.
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3 The Steps

You can't create a new Outlook form from scratch. All Outlook forms are based upon one of the base
Outlook forms, such as Message, Contact, Appointment, Task, Journal, and so forth. So in this case we’re

going to start with the standard Contact form.

We will now follow the steps of:

1. Opening the Form in Design Mode
2. Adding a Text Box
3. Adding a Combo Box
4. Adding a Multi-Selection Picklist
5. Renaming the Page
6. Publishing the Form
7. Saving a backup of the form
8. Setting this new form as the default form for the Folder
9. Entering the Data
3.1 Opening the Form in Design Mode

Follow the steps below:

1. Open Outlook and select the Contacts folder.

™ Contacts - Microsoft Dutlook

File Edit View Favorites Tools  Actions  Help

ENew ~ | &[5 X | ¥ &3 - | ZaFind Yy Type a contact to find

G|tk > | DEER < (ZR®E

# Contacts

Phone List

-| )

-Bds.

Outlook Shorkeuts | | Folder List x| ([ @)% [Full Mame Company Fi
I__—_l--@' Cutlook, Taday - [Mailbox - £ Click here ko add a new Z...
@ . &rtonio del Valle Saavedra |Cooperativa de ... |4
cutlook Today | | i ¢ Deleted Items () | Alejandra Caming Romera v tomila |
_____ B} Drafts (1) | &nn Desvon Eastern Conneckion |D
..... A Inbox | &nabela Domingues TradicSo Hipermme. .. |D
= {E‘S Journal | Alexander Feuer Margenstern Ges.., |F
Inbox 0 {E Mx-Contact Personal | André Fonseca Gourmet Lanchan, .. | F
""" Motes | &nne Heikkonen Karkki Cny H
% S"'Ht:";': | &nkanio Maorena &nktonio Morena ... |M
alendar @ T:st e | Annette Roulet maison d'asie, La R
= EEI---@ Public Fnlder% &na Trugillo &na Trujilla Empa... |Ti
ITnnkarks

2. Select Tools, Forms, Design a Form from the Outlook Main Menu:
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¥ Contacts - Microsoft Dutlook

File Edit iew Fawarites fckions  Help

0= Mew - % [&g | w Send/Receive 3

d@ o Back 2> E Send/Receive Settings 3
Dial-Up Connection 3

nikack ko find

v@v
=

£} Address Book..,  Ckrl+shift+B
Folder Lisk Compan
Cutlook Shartcuts | | Falder Lis %dl Find CHHE par
I__—_I--@ Outlag to add a new C...
..... % 3 Advanced Find...  Ctrl+sShift+F :
_____ @ ﬁ Bl Valle Saavedra |Cooperativa de
Outlock Today || & b Find Public Folder... CarminG Rormero v kol
..... {:E. D o Crganize n Eastern Conne
..... 1 In Mailbox Cleanup... oringues Tradizdo Hiperr
e {ﬁ o G} EUNL M ST " Eold Feuer Morgenstern G
Inboxe 0 e FEm i BAEISEE Risne reliey ceca Gourmet Lanch
M KOMEn Karkki Oy
..... s | Farrms J Choose Farm. . e
ie
Calendar | § i @ Ta Macro » Diesign a Farm... E_r‘nl
F1--- P I:ll T 1a
ﬁ -G Publi Mail Merge. .. =

3. Select Outlook Folders from the Look In dropdown, select Contact, and then click Open:

Look, In:

utlook Folders

IContacts

Canktack

Display name: ICDntact Open I
File mame: I Cancel |
Advanced == |

4.  You will then have the Contacts form open in Design Mode. This mode allows you to add

new controls such as text boxes, combo boxes, labels, etc.
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| EE untitled - Contact {Design} ;lglil

File Edit  Wiew Insert Format  Tools  Actions Form  Lawout  Help Type a question for help =
| Hiveadcose & | & 0 | v @ B & - ‘Y*v| v|v

i BB eE-s -5 |EditC0mposePage|Ec_|itReadPage| = 3 &1

General I (P.2) I {P.3) I (P.4) I {P.5) ] (P.6} I Details I Activities ] Certificates ] &l Fields ] (Properties) I {Actions) I

Contacts. .. |] Categories... || Erlvate I_

5. Select P.2 (Page 2). We're going to put the fields that we want onto a completely new page.

ER Untitled - Contact {Design) ;lglll

Eile Edit Wew Insert Format Tools Actions Form  Layvout  Help Type a question For help =
uiaveandclose & Y.@v Fs
B aRhieE-s-5- |Edit Compose PagelEc_Iit Read Page| '}@ & .

General I (P.2) I (P.3) I (P.4) ] (P.5) I (P.&) I Details I Activities I Certificates I Al Fields I (Properties) ] {Actions) I

Ll .. ... |Assistant's Phone
L ... .. |attachment
- |Business Address

- |Busingss Fax

: |Business Home Page

DUIiIiiiiiiiiiiiiiiiioinoiioniinecnciniinincincsne s Business Phone

--------------------- i Business Phane 2

................................... R e

. . |Car Phane
:Categories

:Compan

B Ll B Ll -::::CompanMainPhone

............. R < |cantacks
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3.2 Adding a Text Box

1. The first step is to add a field for the Purchases Value. This is what is known as a normal
text box control. All controls are added via the Control Toolbox. Click the Control Toolbox
icon:

Help

-
-

] TR B
civities I &rtiﬁce@f I ‘

flToolbox SR

Eu:untru:ulsl

n@mﬁm
Vo2 [ o
o Sl o

3. Drag a label onto the form: and then right click on the label and select Properties:

EB Untitled - Contact (Design)

File Edit YWiew Insert  Forms
B 5ave and Close =
HouhhrE-as

4. Then right click on the label and select Properties. Change the caption to Purchases (In a
later topic we will cover recommendations on changing the Name but for the moment you
can leave this as Label1):
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Display | value | validation |

Mame: ILaI:ueIl

Capkion; IF‘urchases

Position {in pixels)
Top: Left: |15 Height: [24  wwidth: |96

Font and Colar

Font. .. | IB pt. Tahoma

Foreground color; IButtu:un Text j

Background color: IButtu:un Farce j
Settings

v wisible [ Resize with Form

V¥ Enabled ™ Surken

[~ Read only % ™| rulti-line

(04 I Zancel Apply

5.  Then click on OK and you should now have the label Purchases:

EE Untitled - Contact (Desig

File Edit iew Insert F
B 5ave and Close &b
H BRiine-

zeneral I _F‘.Z I (P.3] I_u

6. Now we want to add a text box for the actual value. So go back to the Control Toolbox and
click on the text box icon:
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R A afl BB EE
Mo 2
2 2 [rextocdg

7. Drag and drop a Text Box onto the form, to the right of your label:

B R E-a-2-i

General I p.2 I [P.3) ] P.4) I (P.5)

8. Then right click on the text box and select Properties. We now want to add a field called
PurchasesValue. To do this you click on New and add a Currency field with this name.

Display Yalue |'v'a|ic|ati0n|

Field and Format of Contral

Choose Field - | IPurchases Mew...

Type: ICurrency
T E— 20xf
: Mame: |Purchasesh‘alue ]
 Format: |$12,345.su -$12,345.60 =L
[

Ok [! Cancel | J

' Calculate this Formula when I compose a new Form

™ Calculate this Formula automatically

a4 Cancel Apply

9. Then click on OK, and OK again, and you should now have the 2 controls next to each
other.
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EE Untitled - Contact {Design)

File Edit Wiew Insert Format  Tools
Eiave and Close % [m v .'
M R E-a-5-

3.3 Adding a Combo Box

1.  Now we are ready to add another field for the type of Contact. But first we need a label
called Contact Type. See if you can add that following the same steps as for the Purchases
label.

2.

Now we need a dropdown list for types of Contact we deal with. For this we need what is
known as a combo box. So look for this icon on the Control Toolbox:

S8l Toolbox ]
I:::untrculsl
WA
- Foe —

r= p= B Cu:uml:u:uEu:ux|EE

3. Add a combo box to the form by dragging it onto the page, underneath the Purchases text
box:
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EE Untitled - Contact ({Design)

File Edit Wiew Insert Format Tools &
B 5ave and Close Sl | . i
Blawbne-2-[H

General | P.2 I ®3 | ra | rs |

4. Right click on the combo box and select Properties. Create a new field called Contact
Type:

Display  Value |'u'a|iu:|atin:nn|

Field and Farmat of Cankral

Choose Field w | | Mew. .,

TypE: |
BnewField 2] x|

Mame: IC-:nntacI: Tvpe|

L
: Type: IText j

: Faormat: IText l} j

a

In Ik I Cancel | i
I Edit. .. |

€ Calculate this Formula when I compose & new farm

T 1 —T1 —I

£ Calculate this Formula automatically

K Cancel ammly

5. Enter the values for your selection list into the Possible Values field, separated by
commas:
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Display  “alue |'u'alidatinn|

Field and Format of Cantral

Choose Field w |Contact Twpe Mew...

Type: IText

Format: ITEXL‘ j

List Twpe: IDerdown j

Property bo use: I'u'alue ﬂ

Passible values: ICustnmer, Prospect, Supplier, Other
Initial Yalue

[ Set the initial walue of this field to:

| Edit... |

&' Calculate this Formula when I gnm&e a nes form

" Calculate this Formula automatically

[al'4 I Cancel | applhy

6. Click OK.

3.4 Adding a Multi-Selection Picklist

1. We are now ready to add a control for the products that a customer has purchased or is
interested in purchasing. For this we need what is called a Multi-Selection Picklist, which
allows you to select more than one item in that list.

2. Butfirst we need a label. Add one with a caption Products.

3. Now we need the List Box control. Select this from the Control Toolbox:

5 Al
- Controls I -
K A abl BB EB
M & = :
=2 | E B

4. Drag a List Box onto the form, and then widen it a bit, as well as increasing the height by
stretching the bottom of the box downwards:
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lompose F'agelEQIit Read F'age| _-;ﬂl&l [

I Dretails I Bckivities I Certificates I &l Fields I (Properties) I it

:::::::::::::::::::::::::::::::

----------------------------- Contrals I

SRRSO RS SE RS SRR RS R ]TAahI

"""""""""""""""" [ R R e I

5. Right click on the List Box and select Properties. Instead of creating a new field we are
going to use an existing field called Categories. You select this field by clicking on Choose
Field, selecting Frequently-used Fields, and then choosing the Categories field. This is a
special type of field called a Keywords field. It allows one to store multiple values in the
field, separated by commas. These values can be grouped in a View so that one can see
the contact appearing for each keyword that is displayed in the list.

Display Yalue |'-.-'a|iu:|atiu::n|

Field and Format aof Cantral

: Choose Field w | |Categories Mew, .
Type: IKeywnrds
Farmat: IText j
Lisk Tepe: I j
Property ko use: I'-.-'alue D\'; j
Possible walues: I

Initial Yalue

™ Set the initial walue of this figld bo:

| Edit... |

¥ Calculate this Formula when I compose a new Form

™ Calculate this Formula automatically

(] 4 Zancel Apply

6. Under Possible values, enter the list of products that are applicable, separated by
commas:
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3.5

Display Yalue I'-.-'alidatiu:unl

Field and Format af Cantral

| Choose Field w | [Categories ..
Type: |keywards

Farmat: [Text N

List Type: |

Property to use:

Possible walues:

Initial Yalue

<l L L

I'-.-'alue

IEiassiruaI:J Car Seat, Stroller

[ Set the initial value of this figld bo:

¥ Calculate this Formula when I compose a new Form

" Calculate khis Formula automatically

Edit... |

(04 Zancel Apply

7. Click on OK to complete the exercise of adding the List Box.

Renaming the Page

1. The last step is to rename the page from P2 to Profile.

Tools  Ackions

OB 5H-

Farrn | Layout  Help

Display This Page

Rename Page... r. | 5

| 5 | )

Zal

&2
Separate Read Layout
akes I all Fie

Field Chooser

Conkrol Toolbaox

Page name: IF‘ru:uFiIel

Cancel |
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3.6 Publishing the Form
1. When you're ready to publish your form, choose Tools, Forms, Publish Form As:

amat | Tools | Actions Form  Layout  Help

|| w]¥ .
& v £ d Page ﬂ i
Ed:
o ities | Certificates | allFields |
: | Earms L4 Choose Form.., o o

i\ RS R R Publish Form As. ..
= - [

2. Select where you want to publish the form, give it a name, and click Publish:

Publish Form As
Lok In: |Out|u:uok Folders % | Browse. .. | I e

IContacts

Zuskarn Conkack

Display name: ICustnm Conkact Publish I
Farm name: ICustDm.CDntact Cancel |

Message class: IPM.Contact, Custam, Contack

3.7 Saving a backup of the form

It's always a good idea to keep a backup copy of your form on your hard disk somewhere. That
way you can always republish your form if anything happens inside Outlook.

To do this:

1. Select where you want to publish the form, give it a name, and click Publish:

© ExchangeWise (Pty) Ltd www.exchangewise.com www.outlookwise.com Page 13

K:\Downloads\Documents\OutlookWise\OutlookWise_Profiling_Contacts_with_the_Outlook_Forms_Designer_01.doc



OutlookW!se Article Profiling Contacts with the Outlook Forms Designer

L=l i
File | Edit Wiew Insert Formatb  Tools
Mew k b [
Save Chrl+5 _
(P
| | Save 4s... - |_
M
g et =
|
1=
: Close Alt+F4
[ ¥ |

2. Save this form as Custom Contact.oft under My Documents.

savess 21|
Save in: I@ My Documents j - - & X * Tools ~
| Adobe
;&Q |_1Histary
Hiskary D My eBooks
@Mv Pictures

L

My Documents

QEﬂ
i -
=
5
A

#*

Favarites

=
= File name: ICustom Contact.oft Save
My Metwork =

[ e |
Places Save as bypet IOutIDDk Template (*,oft) j Cancel I
4

3. Close the Contact from but click No when prompted to Save Changes.

3.8 Setting this new form as the default form for the Folder

Now that you’'ve published your form, you still need to set this form as the default form for the
Contacts folder, so that whenever you add a new contact this form will be used by the system.

1. Right click on the Contacts folder and select Properties.
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::g Eﬁ!ﬂ”daf m=Il [ lantorio
_____ & be = Open Ejandr
..... B Dr CIpen in ke Window in Dev
..... 1 Inb nabela
{.ﬁ Jou] Exand
..... T M Advanced Find... Ldré Fi
g::u i nrne He
H " " koo
%?;I ?:r ] Sopy "Conkacts®... ——

na Truj

T public A

"] Mew Folder...

Add to Qutlook Bar - [

Mark &l as Rgad [

Properties

2. Inthe When posting to this folder use field, select Custom Contact.

Contacts Properties e |

Administration I Farms I Permissions I Synchronization

General I Home Page | Cutlook Address Book | Activities
2

Contacks

Tvpe: Falder containing Contact Ikems

Location:  Mailbox - Susan Jones

Descripkion:

When posting ko this Folder, use: |Contact j
ontact

v Automatically generate Microsde -

Falder Size. .. |
oF I Cancel | apply. | Help |

3. Open a new item and check that your custom form is displayed:

3.9 Entering the Data

Now that you’ve got your Custom Form, do the following:
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1. Select the Contacts folder and click on the New (Contact) icon in the Standard Toolbar.

You should see the following form (Notice the Profile Tab):

EE uUntitled - Custom Contact K
File Edit ‘iew Insert Format Tools  Acktidhs  Help

Hsaveandciose [ & 0 | v & 5 o - Av'l'-| v|v

General I Profile ] Dt ails I Auckivities I Certificates ] All Fields ]

g Full Mame. .. || @Business ;“

Job title: | Horne :I |
Company: I Eusiness Fax l“
File as: I j Iobile ;“

=10l

Tvpe a question for help -

@ Address, .. | E-mail l“

Business :I Display as: |

IR Web page address:
[ This is the mailing address I

1M address: I
=l
=
Conkacks, .. | | Cakeqories... | | Private r

2. Enter Tom Watson under Full Name. Then click on Profile. You should be able to fill in the
value of his total purchases, select from the Contact Type dropdown, and checki/tick the

various products that he has purchased:

© ExchangeWise (Pty) Ltd www.exchangewise.com www.outlookwise.com

K:\Downloads\Documents\OutlookWise\OutlookWise_Profiling_Contacts_with_the_Outlook_Forms_Designer_01.doc

Page 16



OutlookW!se Article Profiling Contacts with the Outlook Forms Designer

EB Tom Watson - Custom Contack =]

File Edit Yiew Insert Format Tools  Actions  Help Type a question for help =
Hsaveardclose [ & 1] | * © Ly cu-| e -9 -

General ] Profile I Details I Activities I Cettificates ] Al Figlds I

Purchases: |$1,SDD.DD Products:
Contact Type: ICustomer i l

3. Click on Save and Close. Note that the new contact appears with a Post icon instead of the

normal contact icon, which indicates that a custom form has been used for this contact.

Sy x| T &3 - | BaFind S Type acontact tofind v @ .

ck = E)‘ K7 ﬁ Phone List - Ejﬂﬁﬁv
# Contacts
-cute | | Folder List = | | [1@%|Full Marme Cormparty Filz &5 ¢
EI--@' Cutlook Today - [Mailbo - £ Click hiere o add a new ...
..... Calend
© Calerdar Antonio del Yalle Saavedra |Cooperativa de ... |Antonio del Yalle Saas
| i (7 Deleted Items (3) Alejandra Camina Romero y tomilla [ Zamino, Alejandra
..... & prafts (1) &nn Devon Eastern Connection | Devon, Ann
..... e Inbox Anabela Domingues Tradicdo Hiperme, .. |Domingues, Anabela
ﬂﬁ Journal Alezcander Feuer Morgenstern Ges... |Feuer, Alexander
""" 7B Mx-Contact Personal André Fonseca Gourmet Lanchon, .. |Fonseca, André
""" Mlotes anne Heikkonen Karkki Cry Heikkanen, Anne
g ?"'Ht:';: Antonio Morena Antonio Morena ... |Maorena, Antaonic
@ T:st B Annette Roulet raison d'asie, La  [Roulet, Annette
-5 Public Folders &na Trujilo &na Trujilo Empa... | Trujillo, Ana
o] Tarn Watsor{% Watsan, Tam

4. Open the form again and check that all your data has saved correctly.

© ExchangeWise (Pty) Ltd www.exchangewise.com www.outlookwise.com Page 17

K:\Downloads\Documents\OutlookWise\OutlookWise_Profiling_Contacts_with_the_Outlook_Forms_Designer_01.doc



OutlookW!se Article Profiling Contacts with the Outlook Forms Designer

3.10 Understanding Message Classes

This is a tricky issue. One would expect the existing contacts you have in your Contacts folder to
open with the new form. The reason they do not is because the existing contacts have a Message
Class of IPM.Contact. The new form you created has a Message class of
IPM.Contact.Custom.Contact. Unfortunately there is no standard way of doing this in Outlook. In
a later article in this series we will look at a utility that will enable you to do this.

4 Next Month

Next month we’ll look at creating views to enable you to query your data, for the purposes of saying
sending a direct mailing or e-mail to selected contacts in your list. We'll also be covering importing data
from other sources like Excel.

5 About OutlookWise and ExchangeWise

OutlookWise is both a web site and newsletter aimed at keeping Microsoft® Outlook® users up-to-date
with news, information and articles of interest on Outlook and Exchange Server, as well as reviews of add-
on products and utilities, all geared to enhancing your knowledge of Outlook and increasing your
productivity.

If you've found this article useful, please subscribe to the monthly newsletter.

If you would like to contribute an idea or article, or tell us about an exciting product or utility that
complements Outlook and/or Exchange Server, please feel free to e-mail us.

OutlookWise is a service to the Outlook community from ExchangeWise, which is a specialist software
company focusing on the development and marketing of applications and utilities that enhance the
functionality of Microsoft Outlook and Exchange Server.

OutlookWise is edited by Brian Drury, founder of ExchangeWise, and the architect of MX-Contact, a CRM,
Contact Management and Sales Automation System for Microsoft Outlook. Brian has over 20 years
experience in the IT industry and has focused on CRM, Messaging and Collaboration systems for the last
14 years.
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