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How To Submit Your CRM Follow Up From Outlook & Phone 
PLEASE NOTE: You only need to make your initial CRM submission through TEAM KMH, this tutorial will 

walk you through how to make ALL follow ups from there on out right from your Outlook / Phone.  

1. After submitting your initial entry through TEAM KMH Christina will then send out an Outlook Calendar 

invite to the Sales Rep(s) that have submitted an entry and or are related to the project. 

a. This invite date & time will be based on the “Follow Up Activity” information that was filled out on 

TEAM KMH 

b. This calendar invite will also include all the information that was submitted to 

team.kmhsystems.com 

 

 



2. After accepting the invite you receive from your TEAM KMH entry, it will then appear as scheduled in 

your Outlook calendar. You can view all your scheduled appointments, calls, etc. in the “Calendar” 

section inside of Outlook or on your iPhone calendar. 

 

 
 

 

 

 

 

 



3. After completing a scheduled appointment from your calendar for the day you’ll want to “right-click” on 

that specific appointment and select “reply”. 

 

 
 

a. Replying from an iPhone requires you to navigate to your email inbox and searching for the 

company name by tapping on the “All” option. The most recent email invite will be at the top of 

the results. This is what you will “Reply” to. (see screenshots below) 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

4. Once you hit the reply button an email 

reply window will pop-up based on that 

appointment. As you will notice the 

email will be going “To” Christina. In 

the email body you will see the initial 

info submitted through TEAM KMH 

along with any other follow up history 

you may have submitted through 

Outlook. 

 

a. In this email is where you will 

input what you have just 

completed with the customer. 

(this is the step that takes the 

place of resubmitting an entire 

entry through TEAM KMH) 

 

b. You’ll want to supply Christina 

in this email with: 

i. The date 

ii. Description of activity 

iii. Type of follow 

iv. Follow up date & time 

 
example 

 

 

5. After filling out your follow up 

information and sending it, Christina 

will receive the email, enter your info 

into Goldmine and also reschedule into 

your Outlook once again. This process 

will continue to repeat as you follow 

these steps, carrying a complete 

history log of customer along with it. 

 

 

 

 


