Cases

CRM BASICS

CASES

A Case is like an opportunity: a reason to engage with a client in order to ful-
fill a sale requirement or propose a deal. A case gives rise to a quote and sub-

sequent new deal.

A Case can be viewed as an umbrella over all the underlying activities that

work towards achieving a contract with that customer.
There is certain criteria required when dealing with Cases:

* A customer is required in order to create a Case.
e A Case is required to raise an Activity.

* Only one Activity per Case can be open at any one time.

A full list of Cases can be accessed from the CRM Homepage as set out

below.

Customer specific Cases can be accessed from the Customer Homepage.

CRM will prompt you to create a new Case, when raising a new Activity for a

customer.

Quotes can be added to a Case from the My Cases listing page when using
the following Action buttons:

* Viewing Case Info and History
* View / Edit this Case
* New Activity

Access: Webpage - http.//[servername]:[portno]/BPOCRM/User.aspx
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Cases

VIEW ENTIRE CASE LIST FROM HOMEPAGE

1. In the Home page,
2. Click on the Cases tile.

CRM Example Company Abigail Milne o

EI Dashboard

Activities for Last 30 Days 1 Month Performance 4 Month Pipeline

Description Target Existing New
Custmrs Custmrs
Phone call 40 1] 5
Email 3 0 2
Meeting 0 1
On Site 0 1
inspection 300000
Site inspection 2 0

Invoices Orders Quotes Jul 2018  Aug 2019 Sep 2019

Ol ‘ Toda';r Recent Calendar

‘ A Schedule Date Status

= Phene call - King Enterprises: Confirm meeting times with new
- . Purchasing Manager

e 2 afions . When: 23 Jul 2019, 17:00-18:00

Who: Jason King, King Enterprises

5 Cell:
Email: Bus: 0123456789

Page 1 of 1 (1 items) 1l Page size: [10 [+

MY CASES PAGE

* The My Cases page will be displayed.

* Here you can view the entire case list for all customers.

Help v2.5.1.4 - Pg 2 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



Cases

CRM Example Company

My Cases

Subject Contact Name Customer Name Case State Description

Abigail Milne ¥

€0

Is Pipeline Case

ﬁ Potential new centract

Customer Mark , Milne Assaciates Is Pipeline Case
ﬁ New Potential contract
Customer Lucy , ABI Goods I= Pipeline Case

ﬁ Potential New Deal

Customer Jemma Jones , Liberty Jones Is Pipeline Case
ﬁ Quote on a third rental machine

Customer John Watson , Maxi Mabile Is Pipeline Case

Customer Paul Young , Young Designs Is Pipeline Case

ﬁ Possible New Deal Rental - 3 machines

Customer Jason King , King Copiers Is Pipeline Case
ﬁ New product range cold
Customer Jason King , King Enterprises Is Pipeline Case

ﬁ Call client to discuss new product range

Customer John Jackson , Networking and Laptops Is Pipeline Case
ﬁ Discuss new products
Customer Sophie King , Scrapbooking Supplies Unlimited Is Pipeline Case

Page 1 of 1 (9 items) 11

Yes

Yes

Yes

Yes

Page size: \_m IZ‘_I

CASE ACTION BUTTONS

1. Hover over any Case to reveal the Action buttons:
* View / Edit this Case
View Case info and history

New Activity

Close this case
Won this Case
Lost this Case

VIEW CASE SUMMARY

2. Single click on any Case to access a quick view summary of the Case

information.
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Cases

CRM Example Company

My Cases

Subject Contact Name Customer Name

Abigail Milne %

€0

Case State Description ‘ Is Pipeline Case
|

ﬁ Potential new contract

Customer Mark , Milne Associates
ﬂ New Potential contract

Customer Lucy , ABI Goods

Is Pipeline Case Mo
Is Pipeline Case Mo

ﬁ Potential New Deal

Customer Jemma Jones , Liberty Jones

Is Pipeline Case Yes .
=4

ﬁ Quote on a third rental machine
Customer John Watson , Maxi Mobile

ﬁ Possible New Deal Rental - 3 machines

Customer Paul Young , Young Designs

Customer Jason King , King Copiers

Is Pipeline Case Mo

Is Pipeline Case Mo

Is Pipeline Case Mo

ﬁ New product range cold \

Customer Jason King . King Enterprises
Case Review client requirements
Walue 7500.00
Relative Value 1500.00
Case Date 19 Jul 2019

Is Pipeline Case Yas
=2
Case State Interested
Percentage 20.00 % E

Expected Completion 26 Jul 20192

ﬁ Call client to discuss new product range
Customer John Jackson , Networking and Laptops
ﬁ Discuss new products
Customer Sophie King , Scrapbooking Supplies Unlimited

Page 1 of 1 (9 items) [

Is Pipeline Case Yes

Is Pipeline Case Yes

Page size: | 10

SEARCH FOR A CASE

You can search for a specific Case using the Filter Row and Filter List Func-

tionality

1. You can click on a filter arrow to display the applicable drop-down

menu.

* |n this example, the selected filter arrow is in the Contact

Name column, therefore the menu displayed will list all the

contact names linked to your cases.

2. Eitherscroll through the list to find the relevant contact name from the

menu.

3. Or use the filter box to type in the relevant contact name, the system

will search for the name as you type. Click on the name.
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Cases

CRM Example Company Abigail Milne ol

My Cases € 0

Subject Contact Name Customer Name Case State Description Is Pipeline Case
= [~ [=] =]
s
ﬁ Potential new centract VHOH-THEES]. A
Cust Mark , Milne Associat e Is Pipeline Case N
ustemer Mark , Milne Associates T s Pipeline Case No
ﬁ New Potential contract John Jackson
Customer Lucy , ABI Goods h" e, Is Pipeline Case Ne
oy
ﬁ Potential New Deal Wark o
Customer Jemma Jones , Liberty Jones i % Is Pipeline Case Yes

ﬁ Quote on a third rental machine
Customer John Watson , Maxi Mobile Is Pipeline Case Mo

ﬁ Possible New Deal Rental - 3 machines

Customer Paul Young , Young Designs Is Pipeline Case MNo

Customer Jlason King , King Copiers Is Pipeline Case Mo
ﬂ New product range cold
Customer Jlason King , King Enterprises Is Pipeline Case Yes

ﬁ Call client to discuss new product range

Customer John Jackson , Netwarking and Laptops Is Pipeline Case Yes
ﬁ Discuss new products
Customer Sophie King , Scrapbooking Supplies Unlimited Is Pipeline Case Yes
Page1of1(9items) | | [1] Page size: |10

1. The My Cases page will now list only the cases linked to this contact
name.

2. The filter row will display the filter sequence. You can click on Clear to
remove any filter(s). The page will then display the full My Cases list
again.

3. You can search for specific cases in this way using any of the columns:

e Subject

¢ Contact Name
* Customer Name

Case State Description

* |s Pipeline Case
and a combination of columns if required e.g. Customer Name
andCase Description.
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Cases

CRM Example Company Abigail Milne &
& My Cases
Contact Mame Customer Name Case State Description
= = =
Jemma Jones '
ﬁ Potential New Deal
Customer Jemma Jones , Liberty Jones Is Pipeline Case Yes
[Page 1 of 1 (1 items) 11 Page size: i?
@ 7 [Contact Name] Equals ‘Jemma Jones' ‘\ __‘________._.-' Clear

I

CASES - ACTION BUTTONS

CASE INFORMATION AND HISTORY

1. Single click anywhere on this Case to display the summary of the Case
information and to reveal the

2. Action Item buttons.

3. Click on the View Case Info and History icon.
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Cases

CM Example Company Abigail Milne %
g My Cases €& 0
Subject Contact Name | Customer Name Case State Description Is Pipeline Case
E =] =] & &
Jemma Jones
ﬁ Potential New Deal \ o .n
Customer Jemma Jones , Liberty Jones Is Pipeline Case No
Case 2 Machines E
Value 8500.00 Case State Interested
Relative Value 1700.00 Percentage 20.00 % E@
Case Date 16 Jul 2019 Expected Completion 16 Aug 2019
Page 1 of 1 (1 items) 11 / Page size: [10 ‘

v [Contact Name] Equals 'Jemma Jones’ ( Clear

1. The Save Case page will open.
2. The following frames will be auto-expanded:
3. Case
* You will note that the case details are auto populated. You
can edit all these details, except for the Customer, Salesman,
Subject and Information fields.
4. Related Customers
* You will note that the Customer Name will be auto pop-
ulated, you can add more Related Customers, if required.
5. Case State
* The Case State and Percentage will be auto populated. You
can edit the Case State, if required (which will update the
Percentage).
6. Case History
* Here you can expand the three Case History sub-sections
to:
* view an historical list of (i) Activities and if an
Activity is open it can be actioned using the

Action buttons,
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#2
#5
#7
#2

Cases

e view and edit linked (ii) Quotes and
* view any (iii) Case Changes.

CRM Example Company Abigail Milne &

: \. Save Case (-

* Customer Liberty Jones
* Contact Jemma Jones

* Salesman Abigail Milne

* Subject Potential New Deal

Information 2 Machines

* Value 8500.0000

Case Type Source Type Google Ads
Case Date 16 Jul 2019 Expected Completion 16 Aug 2019
Attachments Browse...

Please note, new files will only be added to the case when it is saved. If an attachment
with the same name already exists, the current date and time will be appended to the

file name.

No data to display

Related Customers Related Customers 0
H Liberty Jones - LIB0001 4—0

- Case State * Case State Meeting (25%) ¢ e
Percentage 25%

+ Quote

= Case History

+ Activities

+ Quotes

=+ Case Changcz

Save

1. In this page, you can create a new Quote linked to to this Case. Refer
to Add a new Quote linked to this Case for more information.

2. Click on the Back button to return to the My Cases page.
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Cases

CRM Bxmple Company Abigail Milne £

Save Case ¢ H

Liberty Jones
*Contact Jemma Jones

*Customer

*Salesman Abigail Milne
“Subject Potential New Deal

Information 2 Machines

*Value 8500.00

Case Type Source Type Google Ads
Case Date 16 Jul 2019 Expected Completion 16 Aug 2019
Attachments

Browse...

1 it is saved. If an attachment with the
be appended to the file name.

Please note, new files will only be added to the case
=same name already exists, the current date and tim

No data to display

Related Customers Related Customers @
A ABI Goods - ABIODOL [
H Liberty Jones - LIBOOOL

*Case State Meeting {25%)
Percentage 25%

VIEW [ EDIT THIS CASE

1. In the My Cases page, hover anywhere over a Case to display the
Action Items buttons.
2. Click on the View/Edit this Case icon.
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Cases

CRIM Example Company Abigail Milne o

My Cases & 0

Subject ‘ Contact Name Customer Name Case State Description Is Pipeline Case
B 5| E

ﬁ Potential new contract

Customer Mark , Milne Associates 1s Pipeline Case Mo
ﬁ Potential New Deal 2
Customer Jemma Jones , Liberty Jones Is Pipeline Case Mo

Customer Paul Young , Young Designs Is Pipeline Case MNo
ﬁ Possible New Deal Rental - 3 machines

Customer Jason King , King Copiers Is Pipeline Case Mo

ﬁ Email new brochures

Customer Duncan McCreddie , Hope Works Is Pipeline Case Mo
ﬁ Discuss new product range

Customer Jim Saunders , ABC SHoe Co Ic Pipeline Case Yes
ﬁ New product range

Customer John West , Hope Works Is Pipeline Case Yes

ﬁ Present 2019 product range

Customer Lucy , ABI Goods Is Pipeline Case Yes
ﬁ Email updated copier price list
Customer Duncan McCreddie , Hope Works Is Pipeline Case Mo

ﬁ Mr Lovely from Lovely Test Customer, which is a Platinum customer, has a rank call due today, 15 Oct 2019.

Customer Mr Lovely , Lovely Test Customer Is Pipeline Case No

Page 1 of 2 (12 items) |- | [4] 2 [3][al] Fage size: E

1. The Save Case page will be displayed.
The following frames will be auto-expanded:
3. Case
* You will note that the case details are auto populated. You
can edit all these details, except for the Customer, Salesman,
Subject and Information fields.
4. Related Customers
* You will note that the Customer Name will be auto pop-
ulated, you can add more Related Customers, if required.
5. Case State
* The Case State and Percentage will be auto populated. You
can edit the Case State, if required (which will update the

Percentage).
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#2
#5
#7

TECHMNOLOGSTES

Cases

6. Case Histo

ry

* Here you can expand the three Case History sub-sections

CRM Example Company

| \. Save Case

to:

e view an historical list of (i) Activities and if an
Activity is open it can be actioned using the
Action buttons,

* view and edit linked (ii) Quotes and

* view any (iii) Case Changes.

Abigail Milne &

=

* Customer Liberty Jones
* Contact Jemma Jones

* Salesman Abigail Milne

* Subject Potential New Deal

Information 2 Machines

* Value 8500.0000

Case Type Source Type Google Ads
Case Date 16 Jul 2019 Expected Completion 16 Aug 2019
Attachments Browse...
Please note, new files will only be added to the case when it is saved. If an attachment

with the same name already exists, the current date and time will be appended to the
file name.

No data to display

Related Customers

Related Customers &3

H Liberty Jones - LIB0O001 4—0

= Case State

* Case State Meeting {25%) e
Percentage 25%

+ Quote

= Case History

+ Activities

+ Quotes

+ Case Changes

Save

1. In this page, you can link a Quote to this Case. Refer to Add a new

Quote linked to this Case for more information.
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#6
#6

Cases

2. Click on Save to apply any changes or
3. Click on the Back button to return to the My Cases page.

CRM Bxample Company Abigail Milne ¥

Save Case ¢ B

*Customer Liberty Jones

*Contact Jemma Jones
*Salesman Abigail Milne
*Subject Potential New Deal

Information 2 Machines

*Walue 8500.00
Case Type Source Type Google Ads

Case Date 15 lul 2019 Expected Completion 16 Aug 2018
Attachments

/ Browse...
Please note, new files will only be added to the case when it is saved. If an afffachment with the
same name already exists, the current date and time will be appended to th{ file name.

No data to display

Related Customers Related Customers @
A ABI Goods - ABIODOL
B Liberty Jones - LIBO0OO1

*Case State Meeting {25%)
Percentage 25%

NEW ACTIVITY

1. Inthe My Cases page, hover anywhere over a Case to display the
Action Items buttons.
2. Click on the New Activity icon.
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Cases

CRM Example Company Abigail Milne &

My Cases

Subject Contact Name Customer Name Case State Description ‘ Is Pipeline Case
1=

ﬁ Potential new contract

Customer Mark ‘ Milne Associates Is Pipeline Case MNo

ﬁ Potential New Deal 0 0
Customer Jemma Jones , Liberty Jones Is Pipeline Case Mo e\

Customer Paul Young , Young Designs Is Pipeline Case No
ﬁ Possible New Deal Rental - 3 machines

Customer Jason King , King Copiers Is Pipeline Case Mo

ﬁ Email new brochures

Customer Duncan McCreddie , Hope Works Is Pipeline Case MNo
ﬁ Discuss new product range

Customer Jim Saunders , ABC SHoe Co Is Pipeline Case Yes
ﬁ New product range

Customer John West , Hope Works Is Pipeline Case Yes
ﬁ Present 2019 product range

Customer Lucy , ABI Goods Is Pipeline Case Yes
ﬁ Email updated copier price list

Customer Duncan McCreddie , Hope Works Is Pipeline Case Mo
ﬁ Mr Lovely from Lovely Test Customer, which is a Platinum customer, has a rank call due today, 15 Oct 2019.

Customer Mr Lovely , Lovely Test Customer Is Pipeline Case Mo

Page 1 of 2 (12 items) 11 z 3] Page size: |10

1. The Save Activity page will be displayed.
2. The following frames will be auto-expanded:
* Case State The Case State can be edited, if required.
* Activity
* Activity Attendees and
* Schedule
3. Update the Activity Information, if required:
* Type:
* Click in the Type field to display an Activity
Type drop-down list.
e Select from this list the applicable type (e.g.

Phone call).
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#7

Cases

* Address:
* Click in the Address field, a list of all addresses
linked to the customer will be displayed.
* Select the applicable address from this list.
* Subject:
* Type in the Subject of this activity (e.g. Email
updated price list).
e Comments
* Type in a Comment relating to this activity (e.g.

Customer looking to upgrade current machines).

CRM Example Company Abigail Milne Cl'

\. Save Activity (-
m Subject Potential New Deal

= Case State * Case State Meeting (25%)
Percentage 25%

= Activity = Type
Address

= Subject < e

Comments

Activity Attendees Attendees €
Case contact and salesman are always made attendees

Sond Email Invites [ iCal invitations are disabled because you are using Exchange syncing,

= Schedule Date 29 Oct 2019  from 14:00 to 15:00
Reminder Email ] sMSC] 30 minutes before scheduled start

+ Case History View previous activities, quotes and changes on this case.

1. You can select Attendees to link to the activity.
¢ In this field you can select from employees and the current
customer contacts.
2. You can select to Send Email Invites in order to have the system send

an email invite for this activity, to all attendees.
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#9
#11

Cases

3. Schedule the Date and Time for the activity.
4. Set a Reminder Email or SMS as and if required.
5. In this page, you can link a Quote to this Case. Refer to Add a new

Quote linked to this Case for more information.

CRM Example Company Abigail Milne £

. Save Activity L

m Subject Potential New Deal
- Case State * Case State Meeting (25%)
Percentage 23%

= Activity = Type Email
Address 22 River House River Way River Town River City
= Subject Email updated price list

Comments Customer looking to upgrade current machines

Activity Attendees o_blmtgndees (+]

| Send Email Invites iCal invitations are disabled because you are using Exchange syncing.

Case contact and salesman are always made attendees

= Schedule Date 29 Oct 2019 from 14:00  to 15:00

Reminder Email SMS 30 minutes before scheduled start ‘_o
+ Case History View previous activities, quotes and changes on this case.

Save

1. Once you have added Attendees, you may also wish to link Related Cus-
tomers in order to invite contacts from various clients to an Activity -
such as a meeting or training session. (these are not found in the
Attendees list).

2. Click on the expand button in the Case frame.
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#6
#5
#5

Cases

CRM Example Company Abigail Milne Lo

\. Save Activity (-

Subject

Potential New Deal

= Case Statel. 2 = Case State Meeting (25%)
Percentage 25%

= Activity = Type Email
Address 22 River House River Way River Town River City

= Subject Email updated price list

Comments Customer looking to upgrade current machines

Activity Attendees Attendees €@  Carclina Lourens
A Davina Rowe m
o > 2 Joel James m
A Carolina Lourens |
Page 1 of 1 (3 items) 11 Page size: |10 E

Send Email Invites iCal invitations are disabled because you are using Exchange syncing.

= Schedule Date 29 Oct 2019  from 14:00 to 15:00
Reminder Email[] SMS[] 30 minutes before scheduled start

+ Quote

+ Case History View previous activities, guotes and changes on this case.

1. The Case frame will be expanded to reveal the Related Customers
frame.

2. Follow the process to add the Related Customer(s), if required.

3. When you have finished adding the new activity details for this case,
click on Save to return to the My Cases listing page .

4. If you do not wish to save any changes, click on the Back button to
return to the previous page.
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Cases

C?M Example Company Abigail Milne &

\. Save Activity (-

* Customer Liberty Jones
* Contact Jemma Jones
* Salesman Abigail Milne
* Subject Potential New Deal

Information 2 Machines

* Value 8500.0000
Case Type Source Type Google Ads
Case Date 16 Jul 2019 Expected Completion 16 Aug 2019

Attachments

Browse...
Please note, new files will only be added to the case when it is saved. If an
attachme h the same name already exists, the current date and time vfill be
appended to the file name.

No data to display

Related Customers I Related Customers 0
W Liberty Jones - LIBO0DL l

- Case State * Case State Meeting (25%)
Percentage 25%
= Activity = Type Email
Address 22 River House River Way River Town River City )

CLOSE THIS CASE

1. In the My Cases page, hover anywhere over a Case to display the
Action Items buttons.
2. Click on the Close this Case icon.
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TECHMNOL OGTES Cases

CRM Example Company Abigail Milne o ]

My Cases ¢ 0

Subject Contact Name Customer Name Case State Description ‘ Is Pipeline Case
] = =

ﬁ Potential new contract

Customer Mark , Milne Associates Is Pipeline Case No
ﬁ Potential New Deal

Customer Jemma Jones , Liberty Jones Is Pipeline Case Mo

Customer Paul Young , Young Designs Iz Pipeline Case No

ﬁ Possible New Deal Rental - 3 machines

Customer Jason King , King Copiers Is Pipeline Case Mo

ﬁ Email new brochures

Customer Duncan McCreddie , Hope Works 1s Pipeline Case Mo
ﬁ Discuss new product range 0 ")
Customer Jim Saunders , ABC SHoe Co Is Pipeline Case Yes ﬂ

ﬁ New product range

Customer John West , Hope Works Is Pipeline Case Yes
ﬁ Present 2019 product range

Customer Lucy , ABI Goods Is Pipeline Case Yss
ﬁ Email updated copier price list

Customer Duncan McCreddie , Hope Works Is Pipeline Case No

ﬁ Mr Lovely from Lovely Test Customer, which is a Platinum customer, has a rank call due today, 15 Oct 2019.

Customer Mr Lovely , Lovely Test Customer Is Pipeline Case Mo

Page 1 of 2 (12 items) |« | [11 2 [3][A1 Page size: [10 [ ]

1. The Save Case page will be displayed.
2. Type a completion note/explanation in the Notes field (e.g. Customer

budget not yet approved for machine upgrade).
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Cases

CRM Example Company Abigail Milne £

\. Save Case (-

Subject Discuss new product range

= Case State * Case State Distant prospect - on hold (5%)
Percentage 0%

= Case Closure = Notes
Closure Date 30 Oct 2019

1. The Closure Date will auto populate with the current date.
If you wish to change this date,

2. Either, type the correct date directly in this field,

3. Or, click in this field to display a drop-down arrow, click on this arrow
to bring up the calendar function.

4. Select the applicable alternative date.

5. Click on Close Case.
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Cases

CRM Example Company Abigail Milne &

\. Save Case ‘-

Subject Discuss new product range

— Case State * Case State Distant prospect - on hold {5%)
Percentage 0%

= Case Closure * Notes Customer experiencing budget cuts, upgrade postponed.
o\clwure pate [ | [00E 4 1
o
v | R October 2019 > »
Sun Mon Tue Wed Thu Fri Sat
29 3¢ 1 2 3 4 5

6 7 8 9 10 111
13 14 15 16 17 18 19
0 02 2 23 24 2

7 28 29“3112""
3 4 5 6 7 8 9

[ Glose Case | R

1. You will return to the My Cases listing screen.
2. The recently closed case (in this example for ABC Shoes Co) will have

been removed from this list.
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Cases

CRM Example Company Abigail Milne ﬁ

My Cases &0

Subject Contact Name Customer Name Case State Description ‘ Is Pipeline Case
) =

ﬁ Potential new contract

Customer Mark , Milne Associates Is Pipeline Case Mo

ﬁ Potential New Deal

Customer Jemma Jones , Liberty Jones Is Pipeline Case MNo

Customer Paul Young , Young Designs Is Pipeline Case Mo
ﬁ Possible New Deal Rental - 3 machines

Customer Jason King , King Copiers Is Pipeline Case Mo

ﬁ Email new brochures

Customer Duncan McCreddie , Hope Works Is Pipeline Case Mo
ﬁ New product range
Customer John West , Hope Works Is Pipeline Case Yes

ﬁ Present 2019 product range

Customer Lucy , ABI Goods Is Pipeline Case Yes
ﬁ Email updated copier price list
Customer Duncan McCreddie , Hope Works Is Pipeline Case Mo

ﬁ Mr Lovely from Lovely Test Customer, which is a Platinum customer, has a rank call due today, 15 Oct 20189.
Customer Mr Lovely , Lovely Test Customer Is Pipeline Case Mo
ﬁ Client upgrading machines

Customer Josh Meyers , Bits and Bytes Is Pipeline Case Yes

Page 1 of 2 (11 items) [ 2 EE Page size: |10 |

WIN THIS CASE

Note on Stage Gates: A Case cannot be Won using the Action Buttons, if this
Case Type has Stage Gates Configured / Enabled. All Stage Gate Questions

will need to be answered first, in order to 'Win the Case'.

1. Hover anywhere over a Case to display the Action Items buttons.
2. Click on the Won this Case icon.

Note: A Case cannot be Won via Case Action Buttons - if this
Case Type has Stage Gates Enabled. All Stage Gate Questions will

need to be responded to, in order to 'Win the Case'.
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TECHMNOLOGSTES

Cases

CRM Example Company

My Cases

Subject . Contact Name Customer Name

Abigail Milne $F

€0

Case State Description ‘ Is Pipeline Case
[z

ﬁ Potential new contract
Customer Mark , Milne Associates

ﬁ Potential New Deal
Customer Jemma Jones , Liberty Jones
Customer Paul Young , Young Designs
ﬁ Possible New Deal Rental - 3 machines

Customer Jason King , King Copiers

ﬁ Email new brochures

Customer Duncan McCreddie , Hope Works

Customer John West , Hope Works

Is Pipeline Case Mo

Is Pipeline Case Mo

Is Pipeline Case Mo

Is Pipeline Case Mo

Is Pipeline Case

Is Pipeline Case

ﬁ Present 2019 product range
Customer Lucy , ABI Goods

ﬁ New product range

\m
=124
00— |l

Is Pipeline Case Yes

ﬁ Email updated copier price list

Customer Duncan McCreddie , Hope Works

Customer Mr Lovely , Lovely Test Customer
ﬁ Client upgrading machines
Customer Josh Meyers , Bits and Bytes

Page 1 of 2 {11 items) 11 2 (z[&0]

Is Pipeline Case Mo

ﬁ Mr Lovely from Lovely Test Customer, which is a Platinum customer, has a rank call due today, 15 Oct 2019.

Is Pipeline Case Mo

Is Pipeline Case Yas

Page size: |10

1. A message box will pop up asking:

* Are you sure you want to mark this case as won?

2. Click on OK.
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Cases

CRM Example Compan localhost:50000 says Abigail Milne 'u-
\. Save Case

Are you sure you want to mark this case as won? l

Wiaiting for cache...

1. The system will update the case state.
2. A Case Won message with a Trophy image will briefly flash on the

screen.
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Cases

Save Cae

- X | locahost

1. You will return to the My Cases screen.

2. The recently won case will no longer be displayed in this list.
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TECHMNOL OGTES Cases

CRIM Example Company

My Cases

Subject Contact Name Customer Name

Abigail M

ilne 'n'
€0

Case State Description ‘ Is Pipeline Case
k&

ﬁ Potential new contract

Customer Mark , Milne Associates
ﬁ Potential New Deal

Customer Jemma Jones , Liberty Jones

ﬁ Possible New Deal Rental - 3 machines

Customer Jason King , King Copiers

Customer Paul Young , Young Designs

ﬁ Email new brochures

Customer Duncan McCreddie , Hope Works
ﬁ New product range

Customer John West , Hope Works
ﬁ Email updated copier price list

Customer Duncan McCreddie , Hope Works

Customer Mr Lovely , Lovely Test Customer
ﬁ Client upgrading machines

Customer Josh Meyers , Bits and Bytes
ﬁ Client upgrading machines

Customer Josh Meyers , Bits and Bytes

Page 1 of 1 (10 items) 1]

Is Pipeline Case

Is Pipeline Case

Is Pipeline Case

Is Pipeline Case

Is Pipeline Case

Is Pipeline Case

Is Pipeline Case

Is Pipeline Case

Is Pipeline Case

Is Pipeline Case

No

No

No

No

No

Yes

No

No

Yes

Yes

ﬁ Mr Lovely from Lovely Test Customer, which is a Platinum customer, has a rank call due today, 15 Oct 2019.

Page si

pe:

LOST THIS CASE

1. Hover anywhere over a Case to display the Action Items buttons.

2. Click on the Lost this Case icon.
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TECHMNOL OGTES Cases

CRM Example Company Abigail Milne &

My Cases &0

Subject Contact Name Customer Name Case State Description ‘ Is Pipeline Case
[ [ =

ﬁ Potential new contract

Customer Mark , Milne Associates Is Pipeline Case Mo
ﬁ Potential New Deal

Customer Jemma Jones , Liberty Jones Is Pipeline Case No

ﬁ Possible New Deal Rental - 3 machines
Customer Jason King , King Copiers Is Pipeline Case Mo

Customer Paul Young , Young Designs Is Pipeline Case Mo

ﬁ Email new brochures

Customer Duncan McCreddie , Hope Works Is Pipeline Case Mo

ﬁ New product range
Custemer John West , Hope Works

Iz Pipeline Case Yas

ﬁ Email updated copier price list

Customer Duncan McCreddie , Hope Works Is Pipeline No

ﬁ Mr Lovely from Lovely Test Customer, which is a Platfium customer, has a rank call due T»dgy, 15 Oct 2019.

Customer Mr Lovely , Lovely Test Customer 1c Pipeline Case Mo

ﬁ Client upgrading machines
Customer Josh Meyers , Bits and Bytes Is Pipeline Case Yes

ﬁ Client upgrading machines
Customer Josh Meyers , Bits and Bytes Is Pipeline Case Yes

Page 1 of 1 (10 items) 11 Page size: |10

1. A message box will pop up asking:
* Are you sure you want to mark this case as lost?
2. Click on OK.
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Cases

CRM Example Compan localhost:50000 says Abigail Milne ﬂ

\. Save Case

Are you sure you want to mark this case as lost?

s

1. The system will update the case state.
2. A Case Lost message with a Trash Bin image will briefly flash on the

screen.
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Cases

Save Case K = B X

{ X | locaihog vl = _t{

1. You will return to the My Cases screen.

2. The recently lost case will no longer be displayed in this list.
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Cases

CRM Example Company Abigail Milne o

My Cases €0

Subject Contact Name Customer Name Case State Description ‘ Ic Pipeline Case

ﬁ Potential new contract

Customer Mark , Milne Associates Is Pipeline Case Mo
ﬁ Potential New Deal

Customer Jemma Jones , Liberty Jones Is Pipeline Case Mo

ﬁ Possible New Deal Rental - 3 machines
Customer Jason King , King Copiers Is Pipeline Case Mo

Customer Paul Young , Young Designs Is Pipeline Case Mo

ﬁ Email new brochures
Customer Duncan McCreddie , Hope Works Is Pipeline Case Mo

ﬁ New product range
Customer John West , Hope Works Is Pipeline Case Yes

ﬁ Email updated copier price list
Customer Duncan McCreddie , Hope Works Is Pipeline Case Mo

ﬁ Mr Lovely from Lovely Test Customer, which is a Platinum customer, has a rank call due today, 15 Oct 2019
Customer Mr Lovely , Lovely Test Customer Is Pipeline Case Mo

ﬁ Client upgrading machines

Customer Josh Meyers , Bits and Bytes Is Pipeline Case Yes

Page 1 of 1 (9 items) 1] Page fize: |_Lg_

LINK A QUOTE TO CASE

1. From the (existing) My Cases page, you can link a Quote by navigating

via the following Action buttons:

* View Case Info and History
* The Save Case page will open, expand the Quote
frame.
* View/Edit this Case
* The Save Case page will open, expand the Quote
frame.
* New Activity
* The Save Activity page will open, expand the Quote

frame.
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Cases

For the purpose of this manual we will navigate from the Save
Activity page but the link quote process is the same from either
page.

2. Hover anywhere over a Case to display the Action Items buttons.
3. Click on the New Activity button.

CRM Example Company Abigail Milne &

My Cases €0

Subject Contact Name Customer Name Case State Description ‘ Is Pipeline Case

ﬁ Potential new contract

Customer Mark , Milne Associates Is Pipeline Case Mo

ﬁ Potential New Deal
Customer Jemma Jones , Liberty Jones
Customer Paul Young , Young Designs
ﬁ Possible New Deal Rental - 3 machines /

Customer Jason King , King Copiers Is Pipeline Case No

1s Pipeline Case Mo

Iz Pipeline Case

ﬁ Email new brochures

Customer Duncan McCreddie , Hope Works Is Pipeline Case Mo

ﬁ New product range

Customer John West , Hope Works Is Pipeline Case Yes
ﬁ Email updated copier price list
Customer Duncan McCreddie , Hope Works Is Pipeline Case Mo

ﬁ Mr Lovely from Lovely Test Customer, which is a Platinum customer, has a rank call due today, 15 Oct 2019.

Customer Mr Lovely , Lovely Test Customer Is Pipeline Case Mo
ﬁ Client upgrading machines
Custemer Josh Meyers , Bits and Bytes Iz Pipeline Case Yes
Page 1 of 1 (9 items) [1] Page size: |10 |

1. The Save Activity page will be displayed.

In this particular page, before moving down to the Quotes frame,

the following mandatory fields must be filled in:

2. Type: Click in this field to display an Activity Type drop-down list.
Select from this list the applicable type (e.g. Email).
3. Subject: Type in the Subject of this activity (e.g. Email to discuss

present client requirements and give overview of new product range).
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Cases

CRIM Example Company Abigail Milne &
'\. Save Activity (-
m Subject Possible New Deal Rental - 3 machines

- Case State * Case State Meeting (25%)
Percentage 23%
- Actvity e[ ]—@

Address

= Subject| |4—°

Comments

Activity Attendees Attendees €

Case contact and salesman are always made attendees

Send Email Invites iCal invitations are

= Schedule Date 30 Oct 2019 from 13:00 to 14:00
Reminder Email ] SMS[] 30 minutes before scheduled start
+ Case History View previous activities, quotes and changes on this case.

1. When you have filled in the mandatory fields,

LINK QUOTE PROCESS

2. Click on the expand icon in the Quote frame.
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Cases

CRM Example Company Abigail Milne ol

\. Save Activity ‘-

Subject Possible New Deal Rental - 3 machines

- Case State * Case State Meeting (25%)
Percentage 25%

- Activity 2 TypeA/ \
Address
* Subjectl Email updated price list and provisional quote. I
Comments

Activity Attendees Attendees &

Case contact and salesman are always made attendees

Send Email Invites [ iCal invitations are disable: se you are using Exchange syncing

= Schedule Date 30 Oct 2019 from 13:00 to 14:00
Reminder Email (1 SMS[] 30 minutes before scheduled start

+ Quote

+ Case History View previous activities, guotes and changes on this case.
Save

1. The Quote section will be expanded to expose the:

* Quote Financials

* Add Quotes Items

* and Quote Items frames.

2. Quote Settings: As the Quote section is expanded, the system will pull
through the customer default information and populate the following
fields:

3. Quote Contact: This will populate with the contact selected in the Case
section.

* You can click on the drop-down arrow and select an altern-
ative contact from the drop-down list, if required.

4. Date: This will populate with the current date.

* You can either type directly in this field to change the date,
or click on the drop-down arrow and use the calendar func-
tion to select an alternative date if required.

5. Site: This will auto populate with the site set up on the customer. If the

Customer is linked to more than one site, there will be an active drop-
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Cases

down arrow - you can click on this and select the correct site from the

list displayed.

6. Print Layout: This will auto populate with Sales Quote.

CRM Example Company Abigail Milne &

\. Save Activity (-

= Schedule

Date 30 Oct 2019 from 13:00 to 14:00
Reminder Email ] SMS[C] 30 minutes before scheduled start

uote will only be you ad 1!
defaults 0 d

* Quote Contact Jason King 4/6\ Date 30 Oct 2019
Quote Reference * Site Durban

Reference = print Layout SALESQUOTE
Comments

= Quote Financials * Currency ZAR Quote Terms Full Payment COD
Tax Rate 15.00 Commercial Default
* Exchange Rate 1.0000
= Add Quote Items Add item 0
Add template O

Quote Items Drag a column here...
Mo data to display

=+ Case History Wiew previous activities, guotes and changes on this case.

1. Quote Reference: The system will allocate a reference number as the
guote is saved.

2. Reference: Type in a reference for this quote.

3. Comments: Type in a comment/additional information relating to this

quote.

QUOTE FINANCIALS

2. Currency: This will auto populate with the currency set up on the cus-
tomer. You can click on the drop-down arrow and select an alternative

currency, if required.
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Cases

3. Tax Rate: This will auto populate with the tax rate set up on the cus-
tomer.

4. Exchange Rate: This will auto populate with the exchange rate set up
on the customer.

5. Quote Terms: This is the quote repayment factor and should be con-
figured in Static Data: Sales Quote Terms or Repayment Method This
will auto populate with Full Payment COD.

* You can click on the drop-down arrow and select an altern-
ative payment period, if required.

6. Commercial: This will auto populate with the commercial set up on the
customer.

* You can click on the drop-down arrow and select an altern-

ative commercial, if required.

CRM Example Company Abigail Milne £

R, Save Activity =
_ Send Email Invites al invitations are disabled because you are using Exchange syncing -

= Schedule Date 30 Oct 2019 from 13:00 to 14:00
Reminder Email [1 SMS[] 30 minutes before scheduled start

* A quote will only be created if you add quote line items.

Quote settings [ AR E N o

* Quote Contact Jason King Date 30 Oct 2019
Quote Reference * Site Durban
o—b Reference = Print Layout SALESQUOTE
Comments

= Quote Financials * Currency ZAR Quote Terms Full Payment COD
°—> Tax Rate 15.00 Commercial Default
* Exchange Rate 1.0000
= Add Quote Items Add item ©
Add template O

Quote Items Drag a column here...

Mo data to display

+ Case History View previous activities, guotes and changes on this cass,
Save
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Cases

ADD QUOTE ITEMS

You now have the ability to add single items to a quote.

Note: For Part Numbers to pull through to this list - you need to

ensure that the Quote Products are specified .

* In the Add item field, start typing the code or description of the

item you wish to link to this quote.

CRM Example Company Abigail Milne £

R, Save Activity 4=

Send Email Invites

= Schedule Date 30 Oct 2019 from 13:00 to 14:00
Reminder Email (] SMS[] 30 minutes before scheduled start

* A guote will only be created if you add quote line items.
Quote settings [ KEREnu i C TS oF
* Quote Contact Jason King Date 30 Oct 2019
Quote Referance * Site Durban
Reference = Print Layout SALESQUOTE
Comments
= Quote Financials * Currency ZAR Quote Terms Full Payment COD
Tax Rate 15.00 Commercial Default
* Exchange Rate 1.0000 /
= Add Quote Items Add item © el I

Add template 0

Quote Items Drag a column here...

No data to display

+ Case History View previous activities, quotes and changes on this case.

1. Asyou start typing in the field, a Type, Code and Description list of all
items on the system, will be displayed.

2. The system will filter for the item that you are searching for.

3. Select the applicable item from this list.
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TECHMNOL OGTES Cases

CRM Example Comp

\. Save Activity

_ Send Email InVitES

= Schedule Date 30 Oct 2019 from 13:00 to 14:00
Reminder Email ] SMS[C] 30 minutes before scheduled start

will only be d if you add quote lir

(o]l = ee 1ol Fl Get customer defoults R

= Quote Contact Jason King Date 30 Oct 2019
Quote Reference * Site  Durban
Reference * Print Layout SALESQUOTE
Comments
= Quote Financials * Currency ZAR Quote Terms Full Payment COD
Tax Rate 15.00 Commercial Default

* Exchange Rate 1.0000

- Add Quote Items add item €3 [copier |[ A\
Code Description S
e sP2020 SP2020 Sprint Colour Multi FuncﬁunaICupiel'I
SP1B18 Sprin'm;ierl

INVN 14553-96523 K147 Kyocera Coloug Ci

Quote Items Drag a d

INVN KM250MFP Konica Minolta Colour Mulb-Fundinna- 20

INVN | SP19-123456 L 2

NN SF204 2%
View pref N | 5P1020 | Capier| 57|+

1. The selected item code and description will populate the Add item field.

2. Click on the plus[+] button.
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TECHMNOL OGTES Cases

CRIM Example Company Abigail Milne o

\. Save Activity (-

Case contact and salesman are always made attendees

Send Email Invites Cal invitations are disabled because you are using Exchange syncing

= Schedule Date 30 Oct 2019 from 13:00 to 14:00
Reminder Email ] SM5[] 30 minutes before scheduled start

* A quote will only be created if you add quote line items.
Quote settings [ REEEELIEEECE o
* Quote Contact Jason King Date 30 Oct 2012
Quote Reference * Site Durban
Reference * Print Layout SALESQUOTE
Comments
- Quote Financials * Currency ZAR Quote Terms Full Payment COD
Tax Rate 15.00 Commercial Default
M:—mge Rate |1.0000
- Add Quote Items m |zmevn | sp2020 | SP2020 Sprint Colour Multi Functional Copier|
Add template &

Quote Items Drag a column here...

No data to display

+ case History Wiew previous activities, quotes and changes on this case.

1. The item will be added to the Quote Items frame.
2. You will note that there are 2 action buttons linked to this item.
* An Edit button. This will enable you to edit the item details
e.g. quantity, price, if required.
* A Delete button. This will enable you to delete the item

from the quote, if required.

EDIT QUOTE ITEM

3. Click on the Edit button.
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Cases

CRM Example Company Abigail Milne £

{, Save Activity L=

_ o

Activity Attendees Attendess )

Case contact and salesman are always made attendees

Send Email Invites

= Schedule Date 30 Oct 2015 from 13:00 to 14:00
Reminder Email[] sMs[) 30 minutes before scheduled start

- Quote * A quote will only be created tems.
Quote settings [}
* Quote Contact Jason King Date 30 Oct 2019
Quote Reference = Site Durba
Reference = print Layout SALESQUOTE
Comments

- Quote Finandials * Currency ZAR Quote Terms Full Payment COD
Tax Rate 15.00 Commercial Default
* Exchange Rate 1.0000
= Add Quote Items Add item €
add template ©

—
Quote Items Item Type | Item Code | Quoteltem | Quantity Unit Cost | Item Price | Payment Total ‘Actions Total Suppress on
Description per Period Inclusive Print
1 INVN sP2020 SP2020 1 5610.67 5400.00 s5400.00) AP|E 6210.00
Sprint
Colour Multi 'y
Functional
Copier
5610.67 5400.00 0.00 5400.00 £210.00

+ Case History View previous activities, quotes and changes on this case. e
B save

1. An edit item frame will be displayed.
Here you can make changes to the following details:

Item Description
Item Quantity
Item Unit Cost
Item Price

LA SR

6. Click on the Apply Changes icon [ ] to save your changes or the the
Cancel changes icon [x] to cancel the changes, as required.
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Cases

CRM Bwmple Company

Abigail Milne 'n'

€08

Case contact and salesman are always made attendees
Send Email Invites

R, Save Activity
Date 30 Oct 2019 from 13:00 to 14:00

= Schedule
Reminder Email [ SMS[T 30 minutes before scheduled start

= Quote * A quote will only be created if you add guote line items.
[T G GON ER ] Get customer default= B0
* Quote Contact Jason King Date 30 Oct 2019
Quote Reference * Site Durba
Reference * Print Layout SALESQUOTE
Comments

= Quote Finandals * Currency ZAR Quote Terms Full Payment COD
Tax Rate 15.00 Commercial Default
* Exchange Rate 1.0000
- Add Quote Ttems Add item @
£dd template ©

Item Type | Item Code | Quoteltem | Quantity | UnitCost | ItemPrice | Payment Total Actions Total Suppress on
Description per Period Indlusive Print
v 5P2020 5P2020 1 561067 5400.00 5400.00 6210.00
Sprint
Colour Muli
Functional
Copier
Quote Item Descrigtion: | SP2020 Sprint Colour Mu | Quantiye| 1 | unit cost: [5610.674500 | tem price: [5400.0000 ] J \
‘Suppress on Print: O
5610.67  5400.00 0.00 g 5400.00 6210.00

+ Case History View previous activities, quates and changes on this case.

1. In this example, the Quantity has been updated to 2.
2. The Total and Total Inclusive columns will update accordingly.

LINK ADDITIONAL QUOTE ITEMS

3. Inthe Add item field, start typing the code or description of the next
item that you wish to add to the quote.
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TECHMNOL OGTES Cases

CRM Example Company Abigail Milne e

R, Save Activity 4%

_ o

Activity Attendees Attendees

Case contact and salesman are always made attendees

Send Email Invites iCal invitati

= Schedule Date 30 Oct 2019 from 13:00 to 14:00
Reminder Email ] SMS[] 30 minutes before scheduled start

= Quote * A quote will only be created if you add quote line items.
Quote settings [;FEIIERIIEEENTS o
* Quote Contact Jason King Date 30 Oct 2018
Quote Reference = Site Durban
Reference = Print Layout SALESQUOTE
Comments

te Finandials = Currency ZAR Quote Terms Full Payment COD
Tax Rate 15.00 Commercial Default
= Exchange Rate 1.0000 /-o

Add item & rEl P |
2dd template &

Quote Items Item Type Item Code Quote Item Quantity Unit Cost Item Price Payment Total Actions Total
Description per Period Inclusive

Suppress on
Print

5610.67 5400.00 0.00 10800.00 12420.00

+ Case History View previous activities, quotes and changes on this case. \ /
o’

1. Asyou start typing in the field, the Type, Code and Description list will
again be displayed.

2. The system will filter for the item that you are searching for.

3. Select the applicable item from this list.

Help v2.5.1.4 - Pg 40 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



Cases

CRIM Example Compan Abigail Milne %

\. Save Activity

_ o

Activity Attendees sttendees ©

Case contact and salesman are always made attendees

Send Email Invites iCal

= Schedule Date 300ct2019 from 13:00 to  14:00
Reminder Email [ SMS[] 30 minutes before scheduled start

- Quote = e will only be created if you add quote line items.
* Quote Contact Jason King Date 30 Oct 2019
Quote Reference * Site Durban
Reference * Print Layout SALESQUOTE
Comments

- Quote Finandals * Currency ZAR Quote Terms Full Payment COD
Tax Rate 15.00 Commercial Default
* Exchange Rate 1.0000

Add Quote Tt Add item @ [[]black toner — Y
add template @ [Tvee Ecwe i

mvn | 2020147
Quote Ttems Item Type Item Code g: o TPIS 147K

147-888544
12-098765
204-147K

147258
E40-147K

+ Case History View previous activities, quotes and changes on this case.

1. The additional item code and description will populate the Add item
field.
2. Click on the plus [+] button.

C®M Example Compa Abigail Milne ﬁ'

\. Save Activity

Case contact and salesman are always made sttendees

Send Email Invites

= Schedule Date 310ct2019 from 11:00 to  12:00
Reminder Email[] SMS[] 30 minutes before scheduled start

only be created if you add quote line items.

Lol R T Bl ] Get customer defaulis | d

= Quote

* Quote Contact Jason King Date 31 Oct 2019
Quote Reference * Site Durban
Reference KCQU101 * Print Layout SALESQUOTE
Comments
uote Financials * Currency South African Rand Quote Terms  Full Payment COD
Tax Rate 15.00 Commercial Default

* Exchange Rate 1.0000

= Add Quote Items

Quote Items Item Type Total

Inclusive

Quote Item
Description

Payment
per Period

Suppress on
Print

5610.67 5400.00 0.00 10800.00 12420.00

+ Case History View previous activities, qustes snd changes on this case,
B save
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Cases

1. The additional item will be added to the Quote Items frame.
2. Edit the details, if required.
3. The quote Total Inclusive amount will update to include this item.

SAVE QUOTE (SAVE ACTIVITY)

4. When you have finished adding items to the Quote sections, click on

Save.

CRIM Bample Company Abigail Milne ¥

R, Save Activity =
_ Send Email Tnvites Cal invitation CAUSE YOU are us cing. =

= Schedule Date 31 Oct 2019 from 11:00 to 12:00
Reminder Email [l sMs[] 30 minutes before scheduled start

- Quote = 4 quote will only be created if you add quate line items.
quoe satenge v
* Quote Contact Jason King Date 31 Oct 2019
Quote Reference *Site Durban
Reference KCQU101 * Print Layout SALESQUOTE
Comments

= Quote Financials * Currency South African Rand Quote Terms Full Payment COD
Tax Rate 15.00 Commercial Default
* Exchange Rate 1.0000
= Add Quote Items Additem @
Add template [+

Quote Ttems Item Type Item Code

Unit Cost

Item Price Actions

Quote Item
Description

Quantity Payment

per Period

Suppress on
Print

2 5610.67 5400.00

605.62

2020-147K Black toner 1 481.70 526.63 5256.63 526.63

SP2020
6092.37 5926.63 526.63 11326.63 13025.62

o

View previous activities, quotes and changes on this case. /

-0 o

1. The quote details will be saved and you will return to the My Cases
screen.

2. The case that you linked the quote to, can still be viewed in this list.

3. Click on the Case icon or CRM logo to return to the Dashboard (Home

page).
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TECHMNOL OGTES Cases

Abigail Milne i'.l-

€0

Subject Contact Hame Customer Mame Case State Description Is Pipeline Case

ﬁ Potential new contract

Customer Mark , Milne Associates Is Pipeline Case Mo
ﬁ Potential New Deal

Customer Jemma Jones , Liberty Jones Is Pipeline Case Mo

Customer Paul Young , Young Designs Is Pipeline Case Mo
ﬁ Possible New Deal Rental - 3 machines /

Customer Jason King , King Copiers Is Pipeline Case Mo
ﬁ Email new brochures

Customer Duncan McCreddie , Hope Works Is Pipeline Case Mo

ﬁ New product range
Customer John West , Hope Works Is Pipeline Case Yes

ﬁ Email updated copier price list

Custormer Duncan McCreddie , Hope Works Is Pipeline Case Mo
ﬁ Mr Lovely from Lovely Test Customer, which is a Platinum customer, has a rank call due today, 15 Oct 2019,

Customer Mr Lovely , Lovely Test Customer Is Pipeline Case Mo
ﬁ Client upgrading machines

Customer Josh Meyers | Bits and Bytes Is Pipeline Case Mo

Page 1 of 1 (3 items) [£8] Page size: | 10 i

VIEW QUOTE

1. In the Dashboard (Home page), you can navigate to the Quotes listing
page to view the recently added quote.
2. Click on the Quotes tile.
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Cases

C®IM Bxample Company Abigail Milne ¥

El [ Dashboard _

Activities for Last 30 Days 1 Month Performance 4 Month Pipeline

Description Target  Existing New

Custmrs  Custmrs

Phone call 4 3 40 000.00
Email

Meeting
On Site inspection
Site inspection

[ Today | Recent | Calendsr

Schedule Date Status

email - King Copiers: Email updated price list and provisional quote.

When: 31 Oct 2019, 11:00-12:00

Who: Jason King, King Copiers

Tel: 0210134508 Cell:
Email: Bus: 0210134508

Page 10f 1 {1 items) 111 Page size: [10 [v]

©2019 003 Technologies (Pty) Ltd { 3.5.6.0 / 3.5.6.0)

The Quotes listing page will be displayed.
2. Here you can view the newly created quote.
3. You will note that the system has now allocated a Quote Reference

number.

Note 1: Refer to CRM Quotes for more information an adding and

editing quotes.

Note 2: Refer to View / Print / Email the Quote for Quote pro-

cessing information.

4. Click on the Quotes icon or the CRM logo to return to the Dashboard
(Home page).
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Cases

Example Company Abigail Milne ‘n'
®, Quotes €0

uote Ref Customer Customer Name Quote Description Quote Value Currency Quote Date Quote Status | Overdue
Code
| | | |
4
qTooonzos ¢f @ & €@ |Hoepooi Hope Works HW Q-0123 1380.00 | ZAR 21 May 2018 | New guote Yes
qroooozo7 & M @ © | Hopoot Hope Works QAB11/10/2018 1398.40 | ZAR 12 Oct 2018 | New guote Yes
qroooozos &7 M @ € |HoPoo1 Hope Works Q5001 506.00 | ZAR 25 Feb 2019 | New quote Yes
qToooozic &2 I & € | Hopooi Hope Works HWQO00444 9616.16 | ZAR 17 Jun 2019 | New guote Yes
QT0000211 = KINDOO2 King Enterprises Q/KE/0D1 6815.62 | ZAR 19 Jul 2019 Accepted Yes
quote
qrooonziz &2 I @ €@ | Kinooo1 King Copiers Q/KC/9002 13025.62 ZAR 30 Jul 2019 New quote Yes
QT0000213 s € | TrRa0001 Training Wheels TWoo1 31050.00  ZAR 14 Oct 2019 | Accepted Yes
quote
qrooonz14 &2 M & € | Hopooi Hope Works 18630.00 ZAR 24 Oct 2019 | New quote No
|Q-|—;,:Dgz]5‘y @ © Kinoooi King Copiers KCQU101 13025.62 ZAR 310ct 2019 | New guote No
Page 10f1(3ig) || [1] Page siz=:[10_[v]

VIEW CUSTOMER-SPECIFIC CASE LIST

(from the Customer Homepage)

You can also access your customer-specific list of Cases from the

Customer Homepage. You will first need to navigate to a par-

ticular Customer Home page.

1. In the Homepage,
2. Click on the Customers tile.
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Cases

Description Existing New
Custmrs Custmrs

Phone call

Email ik
Meeting 20 2
On Site 4]
inspection

Site inspection

Schedule Date

C®M Bx@mple Company Abigail Milne T

El Dashboard |

Activities for Last 30 Days 1 Month Performance 4 Month Pipeline

Status

Email - King Copiers: Email updated price list and provisional quote.
When: 31 Oct 2019, 11:00-12:00
Who: Jason King, King Copiers
Tel: 0210134508 Cell:
Email: Bus: 0210134508

Page 1 of 1 {1 items) [1]

£2019 003 Technologies (Pry) Lid { 3.5.6.0 [ 3.5.6.0)

1. The Customers listing page will open.

2. You can use the Page Reference field ,

3. the Filter Row or the

4. Filter Text Box to search for your customer.
5

. Click on the selected customer icon in the View column.
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#2
#1
#8

TECHMNOL OGTES Cases

C®M Bx@mple Company Abigail Milne 'n'
B customers 5 €0
» a
View | Customer | Code | Contact ‘ Contact | Contact email ComplE‘i Status | Rank | Active Call
| phone | Contact
‘ I-Hm ROPOOT Buncan McCreddie . U58 765 852 0. mcoreddie@noem i 074 AEtIVE Platinum =3 ES
n IT Supplies ITS0001 894 Active No No
n Joes Carpentry Shop JOEOOOL  Mary Watson 031 123 45¢ 5 New- CRM Gold No Yes
n Judes Jewels JuD0ODL 89, MNew-CRM Silver No No
n Just In Time Jusoo1 169 Active Yes No
King Copiers KIMDOOL  Jasen King 0210134508 Released Bronze No Yes
—
E King Enterprises KINDOOZ  Lucy Rowe . Active Silver No Yes
Liberty Jones LIBO001  Jemma Jones 012023034C Active Silver No Yes
n Little Bee Honey LITO001  John Ginseng 031 123 45¢ Active Silver Mo Yes
n Lovely Test Customer LOVOOO1  Mr Lovely 324234 110, Released  Platinum No Yes
|»age4ofet?4ms) H1z2M567 5uw|-¢\e Page size: [10 [
-

1. The selected Customer Homepage will open.
2. Click on the Cases tile.
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Cases

CRIM Example Company Abigail Milne e

ﬁ . King Copiers

Activities for Last 30 Days 1 Month Performance 4 Month Pipeline

Description arget  Existing New
Custmrs Custmrs

Phone call 20 4
Email 3 1
Meeting 20 0
On Site 0
inspection

Site inspection z 0

Trading Mame King Copiers
Registered Name King Copiers
Description

VAT No

Rank Bronze
Website http://
Phone 0210134508

guaa o

12 Months Sales History

equipment

)03 Technologles (Pty) Lid ( 3.5.6.0 / 3.5.6.0)

1. The Cases for [selected customer] page will open.
2. A list of Cases pertaining to that customer will display (where you have

Cases pending).

In this example, there is only 1 Case linked to this customer.
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Cases

CRM Bxample Company Abigail Milne o

IR Cases for King Copiers 1 (— ﬁ 0

Subject ‘ Contact Hame ‘ Customer Name ‘ Case State Description ‘ 1= Pipaline Case

ﬁ Possible New Deal Rental - 3 machines

Customer Jasen King , King Copiers Is Pipeline Case No

Page 1of 1 {1 i=ms) [1] Page sze: [10 .

1. Hover anywhere over an open Case, where you are the Salesman, to
reveal the Case Action buttons.
2. You can link a Quote in this page via the following Action buttons:
* View Case Info and History
* View/Edit this Case
* New Activity
3. Single click on any Case (open or closed) to access a summary of the
Case information and if it is an open Case, the Action buttons will also
display. (The Action buttons will not display for Closed Cases.)
4. You will note that there is a New Quote Action button in this page (not
available in the My Cases listing page).
* This will navigate you to the Save Quote screen - where you

can also add a new Quote for this customer, if required.
For more information refer to CRM Customers: Cases.

5. Click on the Case icon to return to the Homepage.
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#CRM%20Customers_..19

Cases

Abigail Milne Lo

CRIM Example Company
e

iR Cases for King Copiers

—d
Subject 8] ‘ Contact Name Customer Name Case State Description

ﬁ Possible New Deal Rental - 3 machines \
Is Pipeling Case Mo E
ol

Customer Jason Kin King Copiars
Case
Value 0.00 Case State Meeting -
Relative Walue 0.00 Percentage 25.00 % TI [}
Case Date 21 Jun 2013 Expected Completion 21 Jul 2013 @

Page 1.0F 1 (1 hems) [ <] [1]

CRM.000.012
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