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1. Adding a new user to an existing organisation and 

assigning Hosted CRM 4.0 service to that user 
 
Note: This guide assumes you have signed up for the Outsourcery Hosted CRM 4 service and now 
wish to configure your CRM 4 Site.   
 
The first time you sign up to an Outsourcery Hosted CRM 4 Service, we set-up your organisation in 
our control panel and configure one user account: an administrator account (usually 
admin@yourdomain) which is for configuring and administering your users and your CRM 4 Site.  The 
admin account is for administration and configuration only and cannot have services added to 
it. 
 
Note: Additional users can be given Administration access, but Outsourcery recommends you 
only use the admin login for admin tasks. 
 
 
In this guide, we will log in as the admin user and set up additional users.  
 
 

- Start - 
 
1.1 Go to: https://www.outsourcery.co.uk/login/ and click on the Hosted tab. 

 
1.2 Login to the control panel using your administrator username and password (in the format: 

admin@yourdomain). 
 

 
 

Your password is what was agreed at the Pre Connect Courtesy Call and should be on the signed 
contract. If you have forgotten this, please e-mail in to hostingsupport@outsourcery.co.uk and 
the password will be resent to the account holders e-mail address. 
 

1.3 Once youôre on the control panel, click on the Add User icon. 
 

 
 

 

https://www.outsourcery.co.uk/login/
mailto:hostingsupport@outsourcery.co.uk
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1.4 You will now see the screen below. Proceed to enter all required details relating to the new user. 
You also have the option of giving the user administrator rights to the account by ticking the 
óorganisation administrator privilegesô box. Once completed, click next. 
 

 
 

1.5 Select the óHosted CRM 4.0 Serviceô by clicking on the box next to the service. Then click next. 
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1.6 Click the magenta arrow icon, to reveal the user types  
 

 

 

 

 

 

2.6 Select the user role applicable to the user you are creating, when you have selected your user 

type press next to proceed. 
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2.7 Check the user information is correct  

 

 

 

2.8 Once you are happy that the user information is correct, click FINISH to complete the user set up 

process. 

2.9 Should you require any further assistance in adding users to your CRM 4 site, please call the 

Outsourcery technical support team on 0844 847 9699 option 6. 
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Accessing your new Hosted Microsoft CRM 4.0 system 

 

Note: This guide assumes you have signed up for the Outsourcery Hosted CRM4 service. 

Go to https://uniquename.hostedcrm4.net (example outsourcery.hostedcrm4.net) 

The address will be the name given to the CRM site when the CRM service was created in the 

Outsourcery control panel, to find this out speak to the system administrator of the CRM system 

Enter your user name and password which will have been created in the Outsourcery control panel. 

 

 

 

      

 

 

 

 

 

Below is the home screen of your Hosted CRM 4 service. 

 

 

 

 

 

 

 

 

4. From here you can use your CRM system for tracking sales, managing customer or running 

marketing campaigns.  

5. For more details on how you can customise your CRM 4.0 system please email 

websales@outsourcery.co.uk or call the pre-sales technical team 0844 847 9699. 

mailto:websales@genesis.co.uk
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Installing the CRM Client with Outlook 2007 

Note: This guide assumes you have signed up for the Outsourcery Hosted CRM4 service. 

Download the CRM 4 application from our website 

http://www.outsourcery.co.uk/login/?redirect=/members/downloads.cfm#tab-6  log in with the account 

number and postcode. 

Download: CRM Client and Rollup11 

Double click on the file you have just downloaded CRMV4.0-i386-Client-ENU.exe and choose a 

location to save the file to, It will be advisable to create a new directory as this will extract all the files 

that are needed to install the client. Locate the directory you have extracted the files to and double 

click on the setupclient.exe, this will then start the installation of the configuration wizard for the 

Microsoft CRM 4 client. Before installing the CRM client you need to ensure the Outlook client is not 

running. 

Locate the directory you have extracted the files to and double click on the setupclient.exe, this will 

then start the installation of the configuration wizard for the Microsoft CRM 4 client. 

Before installing the CRM client you need to ensure the Outlook client is not running. 

Step 1: Below is the first screen you will see when you have chosen to run the installation of the 

Microsoft CRM 4 client. 

 

Step 2:  You will now be asked to install any required components for the Microsoft CRM 4 client to 

work. 

http://www.outsourcery.co.uk/login/?redirect=/members/downloads.cfm#tab-6
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Step 3: After this has installed you will be prompted to specify where you want to install the Microsoft 

CRM 4 Client, after you have chosen the directory you want to install the client into it will run though 

pre installation checks. 

Step 4: This will install the components required for the Microsoft CRM 4 Client. You will then need to 

run the configuration wizard to finish the integration with the Outlook client. 
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To find the configuration wizard application you will need to access the Microsoft Dynamics CRM 4.0 

folder in your programs folders that you access though the start menu if you are running Windows XP 

or the Windows logo if you are running Windows Vista. 

Step 5: When you run the CRM client Configuration wizard you will need to select the option: An 

online service provider 

 

Step 6: You will be then asked to enter your CRM address in to the web address bar, make sure your 
address is prefixed with https:// otherwise your configuration will not work. 
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Step 7: After the CRM address has been recognised you will get a logon box for your CRM site, enter 

your CRM username and password.  

 

Step 8: When the username and password have been verified the next screen will be the screen 

below: 

 


