Administrative Training

Most administrative tools are located in the “ACCOUNT?” tab.

#1-COMPANY QUICK START SETUP WIZARD

ess Automartion

e IIF.NE=~g=aes ri

Main Organization Contact Opportunities Forecast Tool Calendar Magter Task m
Company Setup
# Setun Wizard @ Organization Profile

@ Oroanization Profile

* Outbound Ermail Setting

® Apnlication heln Svstern URL
® Credit Card/Billing

& Company Quick Start Setup Wiizard
* Advanced Company Setup Wizard

&h Organization / Contact
(> Setun Drondown henu Ontions

ACCOUNT>>(Setu§CWizard) COMPANY QUICK START SETUP WIZARD

& ERP / Backend

# Product Unit Of Measurement

#* ProductiCateqory

* LserManagement

* Accounting Calendar Perinds Setup

= Setup Contact Relationship S General /Ul E1Security

> Betup Pace Layout ® Page/U| * Roles

# Freeze Oroanization # After Creation & Session Inactivity Timeout ® Aecess Control Profile
& Freeze Contact# After Creation * Lanquane #* Territory Access Endine

Password and Personal Profile: Edit personal information and change password. Note:
All “Merge” and “AutoFill” forms that refer to the “UserName / User Email / User

Phone” pull that information from here.

Mai g tio Cont Oppo i 0 00 ( Account

#[ Company Quick-Start Setup Wizard

2 Password & Personal Profile 8 add Additional Users @ Company Proflle

2 Personal Change P d

& General /Ul

G Edit your personal profile informetion and/or change: your application password. BTurn On/Of Explanations

Display Mame: ’W
First Name: [Ted
Last Name: |Wood
Middle Name: [Clark |
Email: [ted@salesdevelopmentcef
Phone: [801063-8505 |

0Old Password: (leave_plank_if you_dont_want_to_change_your_password)
Mew Password (leave_plank_if you_dont_want_to_change_your_password)
Retype New Password (leave_plank_if you_dont_want_to_change_your_password)

Submit

# Company Quick-Start Setup Wizard

2 Password & Persanal Profile & Add Additional Users % Company Profile

Add Additional Users
BTurn OniOif Explanations

Mesw User: 1

First Name:

Add Additional Users: The “UserName” is the name that the user will use to log in.
The Display name is the name that will be displayed when referencing the user.

S Generali Ul

Last Name:
Username:
Email:

dZAdvanced Parameters

CAdvanced Parameters

Sales) Sales Administratar v
Support| Support Administrator |+
MWarketing| Marketing Administrator
Froject| Project Administratar +

Mew User: 3

First Name:
Last Name:
Username:

Emil

Mewe User: 2

“First Mame:
“Last Mame:

Username:.
Email

Advanced Pararmeters:

Mews Uzer: 4

*First Name:

Last Name:
Username:
Ermail

PAdvanced Parameters



Company Profile (logo can be changed here)

To edit the logo, click the browse button to find the logo on your local machine. Be sure
to check the box to indicate that you want to “Use the Logo in Tabs” then click Submit.

# Company Quick-Start Setup Wizard

% Company Profile
BTurn OniOif Explanations

Organization Name |CHM Sales

Genetic Contact Email |suppun@cumpletecrmsuluuuns com
Genetic Contact Phone |EU1-231-5657

Fostal Address: Address Line 1: 3588 Racsst Club Cir
Address Line 2 |
City. [Salt Lake City State: [Lah

Postsl Cade: [B4121 Courtry: [

Campany Logo CRM

Current Logo:

HGeneral /Ul
Turn On/Ot Explanations

Time Zone: Setup yourtime zone
Language: Setup your application Language.
Page (UL Setup background color, tab styles, ete
Session Inactivity Timeout: You can setup your sessions to automatically time out after a period of inactivity.
Side Bar: Turn On/Off sidebar.
# of Lines Per Paye: You can configure the number of lines to display in a summary view,

Popup window user selection:
Povun window user selection: . ., hgpge to display users in a dropdawn list, or in @ searchable popup window

Continue

#2-Company Advanced Setup Wizard

Organization Contact Opportunities Forecast Tool Calendar Master Task m

2 Password & Persanal Profile & add Additional Users & Company Profile W Generalr LI

Database
Use Loga in Tabs
Upload Mew Loga: | [ Browse... |(Please uss small GIF o JPG files )
Submit |
General U/l
# Campany Quick-Start Setup Wizard
2 Password & Personal Profile & add Additional Users ™ Company Profile W General /UL

: You can configure the number of extra empty lines to display at the bottom of an add-multiple-items form.

# Company Advanced Setup Wizard

T Company Profile & Company Outbound Email & Access Control & User Management
& ProductiCategary Dropdown Menu Options @ Email Templates

= Custom Field

TF Company Profile
@ Specify/Update your company profile information and uploadichange your company logo. BTurn On/Oft Explanations

Organizalion Name: [CompleteCRM8olutions

Generic Contact Email ‘mlke@commetecrmsulutmns.com
Genatic Contact Phone: ‘801—6?4—6229

Pastal Address: Address Line 1: [
Adcress Line 2 |

city: [ State: |

Postal Cotle: | Courtry: |

Company Logo:
e Current Logo: m
) C A

Use Logao in Tabs
Upload New Logo: | [ Browse... |tPlesse use small GIF or JPG files )

Submit
Company Outbound Email

Before you can send ougoing emails, you will need to configure your outbound email

settings.



# Company Advanced Setup Wizard

@ Company Profile & Company Outbound Email S Access Control & User Management = Custom Field

& FroductiCategory Dropdown Menu Options & Email Templates

& Qutbound Email Setting
Turn On/Ot Explanations

SMTF Server Host: \mai\ completecrmsolutions.com
SMTP Authentication Usemame: (Only if SMTP Authertication is nesded)
SMTF Authentication Password: (Only if SMTP Authertication is needed)

SMTP Port#: (only if using non-standard port)
Generic Support Email [From] Address: ‘SUppon@completecrmsolut\ons.com

Marketing Ernail [Frorn] Address: \Mike@nnmplatecrmsulutiuns com

Physical Postal Address: \3589 E. Racguet Club Cir, SLC UT 84121

& Your "Physical Postal Address” is needed if you are using our Marketing tool to send out newsletters, coupons, and other email campaigns. This is to comply with the
CAN-SPAM act (Controlling the Assautt of Mon-Solicited Pornography and Marketing Act) approved by the Hause of Represertatives on November 22, 2003, and takes
effect on January 1, 2004

Snhimit

Access Control
To give different levels of access to different groups of users. All “ROLES” are based on
1 of 3 foundational Role Types: Sales Rep, Manager, Admin. The Access to specific

records as well as the page layout can be different for different roles. Users with multiple
“ROLES” can switch roles.

# Company Advanced Setup Wizard

@ Company Profile 1 Company Outhound Emall 2 Access Control & User Managernent Custorn Field
& ProductiCategory Dropdown Menu Options & Email Templates
S Access Control
>Turn On/Ott Explanations
Roles: Setup your user rales.

Page Level Access Con I To configure page level access contral first select a Role, and then click "Define Page Access" button inthe role detail screen
Access Control Pr : Setup your Access Contral Profile

T Ifyou branch away from this setup wizard, you can always goto
Account > Setup -> Setup Wizard to continue with this wizard.
Cantinue

User Management

w 10U Lave 00 aiei o T uErS,
# Company Advanced Setup Wizard

@ Company Profile & Company Gutbound Email S Access Contral fauser Management I Custom Field
) FroductiCategory Dropdown Menu Options & Email Templates

&k User Management
BTurn Ondof Explanations

Users: Atable summary view of your application users.
User Hierarchy: A hierarchy tree view of your user reporting structure.
User Group: Setup user groups
Calendar User Color Code: Setup user color code in Calendar.

- Ifyou branch offthis setup wizard, you can always goto Account -> Setup -> Setup Wizard to continue with this wizard.
Continue

Custom Field

# Company Advanced Setup Wizard

@ Company Prafile @ Cormpany Outhound Emall & Aecess Control & User Managernent = Custom Fleld
& Product/Category Dropdown Menu Options @ Email Templates

2 Custom Field
BTurn Qndoff Explanations

Organization

Contact
Opportunity

T [fyou branch off this setup wizard, you can always goto Account -> Setup -> Setup Wizard 1o continue with this wizard

Continue

Product/ Category



# Company Advanced Setup Wizard

@ Company Profile & Company Outbound Emall S Access Control & User Management
&Pro(luct.-taleuory P Dropdown Menu Options @ Email Templates

@ ProductiCategory
BTurn OnfOt Explanations

ProductiCategory: Setup Producti Category.
Advanced Price List: Setup Price List (Book) I Advanced Pricing
Product Unit Of Measurement: Setup Product UOM

1 Ifyou branch off this setup wizard, you can abiays goto Account -> Setup -> Setup Wizard to continue with this wizard.

Continue
Dropdown Menu Options

# Company Advanced Setup Wizard

@ Company Profile & Company Outhound Email E1Access Contral da User Management ‘= Custom Field
& ProductiCategary Dropdown Menu Options @ Email Templates

Dropdown Menu Options
©>Turn On/Oft Explanations

Organization ! Contact
Opportunity

Case

Solution

Template / Material
Campaiun

Calendar

Task

To: Ifyou branch away from this setup wizard, you can always goto
> Setup -> Setup Wizard to continue with this wizard

Email Templates
# Company Advanced Setup Wizard

@ Company Profile & Company Outbound Emall S Access Control & User Management i Custom Field
@ ProductiCategory Cropdown Menu Options & Email Templates P

& Email Templates
LTurn ©n/Ott Explanations

Organization
Contact
Opportunity
Case
Sunport Portal
Appointrment
Task

T Ifyou branch offthis setup wizard, you can always goto Account -> Setup -> Setup Wizard to continue with this wizard.

Continue

To Change Roles:
Example: To see the application as a sales rep would see it.

{i5 Preterences guai center  /Heln kY Logout

Sales Process Automation

Main Opportunities m
Personal Preferences

General /Ul Organiz. Contact Security

& Personal InfoiChande Passward & DefaultLink Mode # Switch Roles

® Session Inactivity Timeout ® Render Snapshot ih Readonly Page

® Lanquace & Show Organization's Address in Contact Reminder & Alert

@ Side Bar ® Show Contact's CalendarT: in Grganization * Del Method
Lelvery hethod

® Tahle:#ofLines PerPane ® Skip Country Code elvery beno

® # of Extra Lines * Oroanization Snapshot Layout .

® Turn OnfOff Explanations ® Contact Snapshot Lavgut Email

& Turn On/Off Help Tip * Setup Accounts

& Popup window user selection Qpportunity

Llote Laroe Texdbox : N
e ® Popup window Sales stage selection ® Setup Access Shating
® Receive Process Email Boomerang: Assigned Due

Calendar

® Time Zong i Import / Export

* Default DayWeekihonth Yiew o DateTime Format

& 12724 Hour Display Mode -

@& Default Link Mode

® Display Reference Snanshotin Edit Mode Sync

@ Display Options: Weekends i Hours ® Sync Pararneters

Task

* Default Link Mode




Adding a Custom Field to a page is a 2 part process:

Part 1- Add the custom field to the database
Part 2- Place the custom field on the viewable screen

Part 1- Add the custom field to the database

Custom Fields:

ame Te

.

e ]

Contact ities.

Main

Organization Opporti

Company Setup

f Setup Wizard

& Company Quick Start Setun Wizard
* Advanced Company Setup Wizard

& Organization / Contact

> Setup Dropdown Menu Oplions

> Setup Contact Relationship

> Setup Page Layout

Ereeze Oroanization # After Creation
Ereeze Contact# After Creation
Setup Layout for Detail Print Repart
Diefault Link Mode

Eender Snapshot in Readonly Page
Show Orojanization's Address in Contact
Show Contact's Calenda/T:

in Organization

Forecast

Search Result

& Enable/Disable Contact Porrait
* Organization Snapshot Layoul
& Contact Snapshot Layout

® Sync Parameters

& Opportunity
> Setup Dropdown Meny Options
Setup Pace Layout

Skip Organization/Contact records without access in

ACCOUNT>>(custom fields) OPPORTUNITY

Sales Process Automation

ng.

§5 Preferences (50 Email Center

Tool Calendar Master|Task m

¥ Organization Profile ' ERP { Backend

# Organization Profile # Product Unit Of Measurement

¢ Outbound Email Setting * ProductiCateqary

* Application help Systern URL * Lser Management

® Credit Catd f Billing # Accounting Calendar Petiods Setup

= General ful ESecurity

® Page i/l * Roles

® Session Inactivity Timeout ® Access Control Profile

# Language #* Territory Access Endine

# Side Bar * Apply Territory Engine On Create

#® Table #aflines Per Pane

& #*of Exira Lines 123 Setup ldentifying # Pool

® Turn Onioff Explanations * OrganizationiContact #

® Turn OniOff Help Tin * Opportunity #

® Popup window user selection * Quote#

@ Orderviews by view name ® Task#

# Update Timestamp on AppaintmentTaskiNote

® HNote Large Testhor & Background Workflow Engine

* Atachment Tvpe * Calendar Reminder

® CS5Y Output Separator ® Territory Access Enaine

# G5V Presene Linebreak + Opportunity To Product Interest
.

B

# Opportunities

Calendar
Setup Dropdown Menu Options

m=mWeb Service APIs

Select the field types:

B

Custom Field
Drganization
Contact
Opportunity
Case
Calendar
Task
Praduct
Project

Bug

> Sales Process # Time Zone
* Default Link Maode #® Default Close Status
* Rules for Opportunity Sales Stage ® Default DayieekiMonth View
* Popup window sales stane selsclion & 12i24 Hour Display Mode
& Freere Opporunity # After Creation #® DefaultLink Mode
& Add Opporunity Sales Team Merberto Custamer Sales ® Display Refarence Snapshotin Edit Mode
Team ® Calendar Resource Type
& Automnatic Email Transferto O Car on ® Add Login User as Altendee By Default
Log # Calendar User Color Code
> Quole
« Task

Setup Dropdown Menu Optiohs
Ermail When Assign Task

[Features

114

[¥es rNa Checkhox

115

& Email Templates

* Organization
* Contact

m
=9

Field Type: Multiple String Values

Features

Ol

Oeo

eruise

CpPwirL
[ Show Updates [ 1y

Ted Wood Close

Hecord Created

‘Yes /Mo Checkbox: F

Other field types:

\

\
[Date I [178 |Date v/
[Nurmber I [117 HMurmber v
[Lang Text I [118 ‘LnngTem v‘
[Character String I [118 Character Siring v

Date: [10/01/2005 B} v v manooy
:l Mumber: |12345

long text
Long Text:

Character String: [nurnbers arleters] |

7 teln

Edit Dropdown values of Custom Fields fo: Multiple String and Character string:

] Losout

Oooooio



. | . s sy L -
[PiPL I 108 Character String Eclt ]
[co I 109 Character Siring Eit ]
[Ceather I 110 Character String Edlit ]
[Moon Roof [ 1M Character String Edit O
[Extended Cah I 12 Character Siting Ecit

[Epec Wheels \ [GEN Character Siring Ecit i}
[ \ [174 [ Character Strinf v/

I ‘ [115 Character String v O

Edit Page Layout
Part 2- Place the custom field on the viewable screen
Select the Area to edit the page layout: 1, 2, or 3

Main Organization Contact Opportunities Forecast Tool Calendar Master Task Account
& Opportunity Detail £ View| [@Emaill5| B Action ¢| &Repeating| [ Delete| |#Layout| ] Last Query - Al Opportunities: 44 4 201 2
= Process: General Sales Process- => Step 2: Sales Call - Due Date: 11042005 to advance the process

Lead Priority; v
Meeds

Decision Maker.

Resources

Opportunity Name: ‘Kenh Morris- Phane in car buyer, joe's big hair Sales Stage: v

Contact Snapshot Forecast Status:
Win Probability; |10

Forecast Diate: [2008.0EC.03 B v v nion oo

0.0a

Keith Morris
CompleteCRMSolutions

|

Customer.

Salution Amount

e

EEs '
Update ?

TUStamer (Update); [Kemh Mors

Detail | Felds 1 | Product | Linkedto |  Quote | Sales Team |  Credit  |Appointments]  Tasks | Notesl |E‘3 '
1

Custom Fields: Cortert & Lavout Custom Field Setup

3

|

TFRESTI
Lead Priarity: N
Resaurces:

e, LU RS

Meeds: Decision Maker:
Solution Result:

Wiants: Alr. - Tilt:

PyyiPL. cD
Moon Roof. Extended Cahb:

Cruige:

Leather:

o heets Feattr

T T
Update
m Orga Contact Opportunities Forecast Tool Calendar Master Task Account

& Page Layout Editor: Oppertunity Fields

Q Here you can setup your entity psge's Field Layout. ou can choose to display 2 Columns or 3 Columins of figlds of your chaice. For sach field, including custom fislds, you can specity your oven lakel and postion. STurm

OriOtt Explanations
Company-Wide Setup v

Setup For:

© 2 Column Made
@ 3 Column Mode

up
Role: Sales Representative
Rale: Sales Manager

Ruole: Sales Administrator

Clear All

Label: [Gustamer

Fieiit | Custornar (Updatable) v
Labet: [Custamer (update)

Label |Needs

Fisldt: ‘ (Custam Field)Decision Maker

v

Labet: [Decision Maker

Column 1 Column 2 Column 3

Field: | *Opportunity Mame V| Field: ‘ (Custom Field)Lead Priority v| Field: ‘ Sales Stage vl
Label: [Opportunity Name Label. [Lead Priority Label [Sales Slage

Field: | Custarmer 2napshot V| Field: ‘ (Custom Field)Meeds v| Field: ‘ Forecast Status vl

Labet [Forecast Status

Fieic: | Win Prabability |
Labet [Win Probability

Fie\u;l V| Field: ‘ (Custom Field)Resources V| Fielct: ‘ Forecast Date vl
Labet | Label [Resources Label: [Forecast Date
l 1 i | (Pnatar Fieldi&nlitinn <l cicver | Armnnint wl



Editing Page Layouts: Organization/ Contact / Opportunity Screen

Main

Organization Contact Opportunities Forecast Tool Calendar Master|Task m

Company Setup

fSelup Wizard % Organization Profile & ERP / Backend
® Company Quick-Start Setup Wizard ® Oroanization Profile & Product Unit Of Measurement
& Advanced Company Setup Wizard ® Outhound Email Settin * ProductiCatenol
® Application help System URL * UserManagerment
&Orunnizminn { Contact & CreditCard £ Billing ® Accounting Calendar Periods Setup
> Setun Drondown Menu Ontions
> Setup Contact Relationship HGeneral /Ul = Security
o Sefun Fage T avoits ® PageiUl * Ruoles
o Craarizaton ® Session Inactivity Timeout & Accass Contol Profile
Organization Detail Page: Main Section ® Language + Teritory Access Endging
Organization Detail Page Subtabs
Oraanization Detail Pace: Fields 1 Subtab ¢ Side Bar ) * Aoty Terllor: Enaine On Cregle
Organization Detail Page: Fields 2 Subtal # Table # ofLines Per Page
Crganization Detal Page: Fields 3 Subtab & #ofEdralines 123 Setup Identifying # Pool
Oraganization Detail Pace: Fislds 4 Subtab
Oraanization Detsil Pace: Fislds 5 Subtah & Turn OniOff Explanations + OroanizationfContact#
Orgenization Detail Pace: Fields 6 Subtah * Turn OniOf Heln Ti * Opportunity #
Organization Detsil Page: Readonky iew ® Popup window user selection & Quote#
Organization Creste Pace
& Orderviews by view name * Task#
gl Contact ® Update Timestamp on AppointmentTaskitote
Cortact Detail Page: Main Section & Mote Largs Testhox 4 Background Workflow Engine
Cortact Detail Pace Subtaks
Coract Detail Page. Fields 1 Subtab ® Aftachment Type ¢ Calendar Reminder
Contact Detail Page: Fields 2 Subtab ® CSY Output Senarator * Teritory Access Endine
Contact Detail Page: Fields 3 Subtah . i .
Contact Detail Pace. Fiskds 4 Subteh CSV: Prasena Linebreak Oppartunity To Product Interest
+ # Opportunities

Caontact Detail Page: Fields S Subtal
Contact Detal Page: Fislds § Subtab

alendar

Contact Detall Page: Readonls Yievs > Setup Dropdawn Menu Options iz Custom Field
Cortact Create Pags
#* Time Zone + Oroanization
#® Freeze Oroanization # After Creation #® Default Close Status * Contact
i@ opportunity ® Freeze Task # After Creation * Support Poral
E b * Appointrment
> Befun Page Lavoul * Task

Oppartunity Detal Pacs: bMain Section
Opportunity Detail Page Subtabs
Cpportuntty Detail Pace: Fields 1 Subtab
Cpportunity Detail Page: Fields 2 Subtab
Opportunity Detail Page: Fields 3 Subtab
Opportunity Detail Pace: Fields 4 Subtab
Opportunty Detail Pace: Fields S Subtab
Opportunty Detail Pace: Fields 6 Subtab
Oppartunity Detal Pace: Readonky View
Opportunity Create Page

> Bales Process
# Default Link Made
Rules for Opporunity Sales Stage

& Page Layout Editor: Oppertunity Fields
G Here you can setup your sntity page's Field Layout. ou can choose to display 2 Columns o 3 Columins of fislds of your choice. For sach field, including custom fiskds, you can specify your ovn labsl and posttion. GTurn
On/ott Explanations

Setup For:. | Company-Wide Setup v

@ 2 Column Made

O 3 Column Mode Clear &1

Column 1 Column 2

Fielet: | (Custom Field)Features v Field: v Field: v
Lakel: [Features Label Label

Field: | {Custom Field)Source v Field: - Field: 3
Labef |Source Label Labet

Fielet hd Fielc: A Fielck A

Lakel: Lakel Lakel:

Disallow user level custamization
[ Delete




es Forecast Tool Calendar Master Task Account

Contact  Opportuniti

Record Updated Succesfully.

Page Layout Editor: Opportunity Fields

Q Here you can setup your entity page's Fiedd Layowt. Y ou can choose to display 2 Columns or 3 Columns of fields of your chaice. For each field, including custom fields, you can specify your own label and postion. GTurn
On/Oif Explanations
Please select the fields that you want to make mandatory

[ Features
O source

Customize opportunity create page
#of Purchase Lines
[[] Opportunity Process is mandatory
Display Currency
isplay Channel
isplay Traditional Opportunity Fields
isplay Description

Subm
LU VT yamzauen Lol
Record Updated Succesfully.

el 1asK | AGGUII

UPROIUImUES FOrEGast o Ll

Page Layout Editor: Opportunity Fields

Q Here you can setup your entity page's Fiedd Layowt. Y ou can choose to display 2 Columns or 3 Columns of fields of your chaice. For each field, including custom fields, you can specify your own label and postion. GTurn
©On/Oif Explanations

Please select the fields that you want to make mandatory

Customize opportunity create page
#of Purchase Lines
[[] @pportunity Process is mandatary
[] Display Currency
Display Channel
OE
[[] Display Description

3-Sales Processes

® Opportunity Detail [DView| [BiEmail5] & Action 7| Repeating| [T Delete] |# Layout| Last Query - Last Updated: 44 4 10 of 464 b pp

- @ f 3 4 it i AT e
ST Pest-ERI B Folon-Bp—DueBatert

L E ERNY
Step 7. Post CRM Demo Follow Up Due Date: 110372005

This customer has recieved & garsonal aroduct demonstration via

Process Log: 11/02/2005: Step 7, Post CRM Demo Follow Up Crue Date: 11/03/2005
Upaate Value of SALES_STAGE to 04a - CRM Post Demo Follow Up
Comment: Dema went well - provide qucte

ehinar Wi should be cinsing the sale and getting the customer information

Ifyou hawe completed this step, please click on one ofthe following possible results: Postpone | Wait to fi \ Step 7, Post CRM Demo Follow Up
&> Customer Mot Interested Mext Due Date: [2005.NOV.0R =)

> Dead Lead
Time J Sequence.

1> Mo Sale, but still want to fallow up
B et [ eitn Horris v
iFostnone [Yaitto finish Step eSS =

Reason

Send rne a reminder on the L
(Optional) Reminder: ligl team v | 00 v

Subrit |




There are a number of setup options regarding the Sales Processe

Main Organization Contact Opportunities Forecast

Company Setup

i; Setup Wizard

& Company Quick Start Setup Wizard
* Advanced Company Setup Wizard

&h Organization / Contact

> Setup Dropdown Menu Options
> Betup Contact Relationship

> Sefun Page Lavoul

Tool Calendar Master Task

Setup
Freferances
¥ Organization Profile
@ Oroanization Profile
® Outhound Email Setting

Process Builder
User Administration

Product/Category
® Apnlication heln Svsterm URL e
® Credit Card { Billing -
Recyele Bin

=l General /Ul

® Page /Ul
- Duv CuuldEga
.

RP / Backend

|+ Praduct Unit Of Measurement

|" ProductiCatecory

|' User Management

' Accounting Calendar Petiods Setup

=1 Security
® Roles

- Dy Cdldnieie s - * tenuwnyPuebesGine
C8Y: Preserve Linehreak # Oppartunity To Product Interest
 Opportunity * # Opporfunities
(> Eetun Drondown Menu Ontions  calendar
L L1 00 = 1 1= 1L | & Setup Dropdown Menu Options ustom Field
o BalasFrocess ® Time Zone * Oroanization
8 Process Buider ® Default Close Status * Contact
Templates: Appointment Templates & Default Dayteekiaonth View * Oppartunity
Templates: Task Templates
12024 Hour Display Mode Lase
Templates: pote Temulstes & 12024 Hour Display Mode * Case
Templates: Emal Templates ® DefaultLink Mode * Calendar
Brocess Step Display Options @ Display Reference Snapshat in Edit Made ® Task
Email Boomerang:  Assigned Due
Recelve Process Emall Boomerany:  Assigned Due ® Calendar Resource Tvpe * Product
Display Process Log Inling ® Add Login Liser as Attendee By Default ® Project
High Visual For Process Bar @ Calendar User Color Code * Bug
process bar open by defaul -
& Dofaitlinkhios I Task (2 Email Templates
* Rules for Opporunits Sales Stage ¢ Setup Dropdewn Menu Ontions * Oroanization
* Popup window sales stage selection ® Ermail When Assign Task * Contact
® Freeze Opportunity # After Creation ® Default Close Status * Opporunity
3 (13 2
Click “Create New
Main Organization Contact Opportunities Forecast Tool Calendar Master Task m
Processes
7 Processes are flows or routines that you can defing to automate your sales activiies. BTurn OniOtf Explanations
Name \Des cription Type Status \Action
Genersl Sales Process- Opportunity Publishe Clong  ACCess

D Click an ftafic headers to sort.

Create hew

Give the Process a Name

paw B WANE W

Main Organization Contact Opportunities Forecast
Create Process

Q@ expl_process_new Turn On/O11 Explanations

Process Type: | Opportunity

Master Task m

Tool Caler

Process Mame: |Car Sales Process

Description:

Create Process

T-10f1 v

wmarn



# Car Sales Process { =S Flow View ) Backto surntmary

Process Mame: \CarSaIes Process Process Type: Opportunity

Description: Status: | Draft R

Update

steps | terplate | report |
Step 1a: New Lead Created Edit Adu Step
Updste Yalue of SALES_STAGEto 00 - Preliminary.
Due in 0 Days. # {11
Appointment Set: Branch to Step 2a, Appointment “Name: |
Follow up Call Schedulect Branch to Step 1h, Follow up Call
Dead Lead: Branch to Step 10a, Dead Lead
Description:
Step 1b Follow up Call Edit
Upciste Yalue of SALES_STAGEto 07 - Prospecting Start: | Branched from another step v,
Due in 1 Days.
Due In: hd

Appiintment Set: Branch to Step 2a, ppointmert
Follow up Call Schedulect Branch to Step 1k, Fallow up Call Submit
Dt Leadt: Branch to Step 10s, Dead Lead

Step 1o No Contact Edit
Step 2a: Appointment Edit
Step 2h: Did not show-Rescheduled Edit
Step Zc: Did not show- Not Rescheduled Edit

Be sure to change its status to “Published”. Processes that are in the “Draft” status, will
not be used when creating a new Opportunity.

Main | Organization | Comtact | Opportunities | Forecast | Tool | Calendar | Master Task
# Car Sales Process { =3 Fow View ) Back to summary
Process Name: \CarSales Process Frocess Type: Opportunity
Description: Status: | Published »

What the Sales Rep sees when creating a “New Opportunity”
OPPORTUNITY>>NEW

o ——

Opportun Account

SHGATEL ?#| Create Opportunity
e
Vigws “Opportunity Name: [Jae Smith 117052005 Oppaortunity #
i Repors “Customer Mame: ‘kEIlh no
Search b By Product Forecast Date: [2005.DEC.05 B v von.ony

Opport. Search

’_
Search

Bookmarks

Sales Rep:  Ted'wood v

Purchase Line: Product Category / Product aty Amount

L

More Training
Edit Add

Features: |[Ain,[CO)[Cruise] w
Today's Appointment
Source:

¥ New Appoirtment
PR Lead Type: | Be Back v
Latest Opportunities
test 1103 ‘Gales Process: | Car Sales Process 4

Weith Norris- Prone inear oo
Create Opportunity

buyer, joe's big hair

If the contact record is not recognized when typing in the “Customer” box, you will need
to create a new customer by clicking on one of the “GO” buttons. The “Go” buttons will
link this newly created opportunity to either a Contact or an Organization.
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