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1. Introduction to CRM

CRM allows businesses to save time and grow productivity by implementing automatic workflows
to generate, nurture and close customer leads and opportunities.

CRM benefits
»  Automation of sales processes

»  Customer Support & Services

»  Marketing Automation

* Inventory Management

+  Calendar & Activity Management

CRM Meeoss - BN - +

Home Add Widget

All ~ Sales Funnel Mine |~ Overdue Adtivities | Iine ~

o
[38] Meeting with Former Financial Manager

%) frontfork added Sell Water Purifier for Mosaic
Company

frontfork added Sell Water Purifier

J  frontfork added CRM service

n
&
& frontfork added CRM service
(%]
9

frontfork added Toy Service
&) frontfork restored Purchase tools at Watco

frontfork restored Peter johnson aur age .

This guide will take administrators through the set up and ongoing usage of CRM and is broken down into the
following main sections:

* Introduction to CRM

* Loginto CRM
« The CRM Administrative Console

+ View and Manage the Home Console

»  Configure your Preferences

»  Use Search Option and Filter Option in CRM
» Marketing and Sales

« Campaigns

* Leads

+ Organizations
+ Contacts

»  Opportunities
*  Quotes

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 5
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* Invoices
« Sales Orders
« Import and Export Records

+ Emails
* Inventory
» Assets
»  Products
« Services
*  Price Books
» Vendors

*  Purchase Orders
« Tools

« Email Templates
+ Add Websites Bookmarks
« View and Manage Calendar Module
* Recycle Bin
« Analytics
«  Configure CRM Settings
»  Custom Views

1.1.Log in to CRM

Login to CRM Module with your user name and password at https://platform.comodo.com/app/login

EXISTING USER

Ermail
Passwaord Forgot password?

Rememiber Me

‘ CREATE AN ACCOUNT

»  Enter your login credentials and click 'Sign in'.
«  Click 'Forgot Password' to reset your password

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 6
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Click 'Create an account' if you do not have an Comodo account
Comodo Dragon will open at the dashboard.

Click 'Licensed Applications' to open the application.

Click 'Store' if you haven't yet activated Quote Manager. You can install it from the CRM tile.
DRAGOMN PLATFORM

COMODD —

J—
o Dome Shield COMODO DOM
PLATINLM S —

Customer Relationship Manager Tool [CRM)is a Comads Dome is a revolutionary Cloud Delivered
powerful tool designed to manage all lead and Comodo Dome Shigld PLATINUM is a package secure Web Platform that is delivered as a Security
contacts by campaigns and opportunities prepare

designed to improve your Dome Shiekd experience a8 a-Service (Saat) solution that provides fully
quotes, involces s thalyoy can grow your sales,

with advanced and exclusive features! Meet Dome comprehensive web C...
... Shield PLATINUIM, the.

ooy I o o

Customer Relationship Management Acceptance

JME

+| | have read and agree the End User License/Service Agreement .

is a free of charge
or Dome Firewall
nstalled into any
lom within your

Click 'OK" after agreeing to the end user license agreement

The application will be activated and you will see the following notification:

Application activation is completed
successfully. Your portal will be ready
in a few minutes. Please check it
under "Applications’ menu later.

»  Click 'OK' to close the alert

«  After activation, you can find '"CRM' under 'Applications' on the menu bar.

2. The CRM Administrative Console

The administrative console is a single pane of glass that allows administrators view, manage and track all customer
leads and opportunities.

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved
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A Calendar leads Organizations Contacs Opportuniies  Producs  All

CRM Nieorss - BN +
Home Add Widget
History All v Sales Funnel Wine |+ Overdue Adtivities | Mine v
) trontfork added Sai Wiater Purifier for Mossic 32 minutes ago [38] Meeting with Former Financial Manager

é frontfork added Sell Water Purifier P

&) frontfork added CRM servce el UL T —

@ trontfork aaded Crv service

& frontfork added Toy Service

@ frontfork restored Purchase tools at Watco
Leads by Status Sales Pipeline

frontfork restored Peter johnson our =ge .

[ 3

Contacy
ro

Con, o

Dl
Contay e

The Main Functional Areas

1. Title Bar - Displays the controls for using the CRM features

Home - Displays the CRM home screen. See The Home Screen for more details
General Icons - Shortcuts to CRM modules

All - Allows you to select the module to open in the management area

Theme - Allows you to select the color theme of the interface

Help - Displays CRM help documentation

Settings - Allows you to configure various settings in the CRM console.

© N o a ke N

'Quick Create' menu - Quickly access key areas of the CRM
9. Search Options - Search for records. Use the drop-down to select the type of records you wish to search.

Management Area - Displays the management interface for the chosen module and allows you to create and
manage records, view reminders and more.

Note: Only administrators can configure the main menu and apply the settings to all users.

See the following sections for more details on:
+ The Home Console
»  Configure your Preferences
» Use Search Option and Filter Option in CRM

2.1. View and Manage the Home Console

After logging in to CRM, the home page will be displayed by default. The statistics and charts shown on the home
page can be customized by adding different widgets.

Widgets are tiles containing key performance indicators which you can add to the home screen.
» To add a widget, go to the home page and click the 'Add Widget' button.

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 8
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»  Choose a widget from the list. The chosen tile will appear on the home screen.

+

Add Widget ~

L]
History

Upcoming Activities
Funnel

Opportunities by Stage
Sales Pipeline

Total Revenue

Top Opportunities
Leads by Status

Leads by Source

Leads by Industry

- Torefresh a widget, click the 'Refresh' icon at the top-right of the widget tile

« Toremove the widget, click 'X" at the top-right of the tile

«  Click the cog icon at the top-right of a widget tile to filter the data which is shown.
The following sections provide more details about each of the various tiles you can add:

» History - Areal-time feed of user actions performed on records in modules. The 'History' widget cannot be
deleted.

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 9
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History All

Coyote updated Pickup Arvind 1 hour ago
Assigned To from Coyote To Steam Ship

Coyote added Pickup Anvind < o

O e

o

Coyote zdded A speech by Arvind DLELS S0

ﬂ.

Coyote added balance bike

Coyote added balance bike 3 howrs ago

= -

Coyote added balance bike 4 howrs ago

Administrators can see a complete history of changes across all records. Non-admin users can only see their own
changes in the history.

»  Use the 'History' search filter to view records per ‘Comment' or 'Updates’
You can search upcoming activities as per 'Mine' or 'All' records.
«  Funnel - Shows the number of opportunities you have in each stage of your sales cycle.

Q
x

Sales Funnel Mine B a

Hegotiation
— -
or Review
— -
Il or Price

Cusote
|dentify

M Decision

Makers

Use the drop-down above the chart to view the sales funnels of individual users, groups or of the entire company.
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Sales Funnel Mine EI @: x

Expected Close Date between

«  Opportunities by Stage - Shows a bar chart representation of the Opportunity records of different users
according to sales stages

Opportunities by Stage ox

| Clos=d Won
Hegotiation
or Review
Proposal

- or Price
Quote

Id.

Il Decision

«  Sales Pipeline - Shows the amount of potential revenue tied up in each stage of your sales cycle.

Sales Pipeline ox
1000000
EODDOD
&O00DD Hegotiation
[
S or Review
400000 - Proposal
(o Price
200000 -
Id.
. M| Decision

« Revenue by Salesperson - Shows revenues generated by different sales representatives on your team.

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 1
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Revenue by Salesperson

B John Coyote

You can search for revenue by specific salespersons by clicking the cog icon at the top of the widget.
«  Top Opportunities - Shows open leads with the highest projected revenues

Top Opportunities
Opportunity Name Amount Organization Name
Watco Opportunity 600,000.00 Watco Companies
My open Opportunity 235,000.00 Mosaic Company
Purchase tools in Watco  1,063.10 Alton Steel Inc.

» Leads by Status - Shows the status of open leads and how many are in each status.

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 12
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3 4
z
7
1 1
1+
o4
& & e
& ¢ &
¢ <
o &
-@b Q\-@
N ¢
&
Click the cog icon to filter leads by creation date and/or by salesperson.
Leads by Status ooxX
Created Time between
Assigned To | Al |E|

« Leads by Source - Shows the channels through which your leads were generated. The number of leads
created by a particular channel is shown above its bar.

Leads by Source

&:3“" & &®
S & oF

>
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Click the cog icon to filter leads by creation date and/or by salesperson.

Leads by Source oox
Created Time between

Assigned To | All |z|

» Leads by Industry - Shows leads by the industry vertical to which they belong.

Leads by Industry

Click the cog icon to filter leads by creation date and/or by salesperson.
Leads by Industry oox
Created Time between

Assigned To Max |E|

«  Overdue Activities - A list of events which were not completed by the deadline set for the task.

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 14
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Overdue Activities Mine |E|
] .

30, To call Alfa Romeo supervisor 11 days ag
|:| Contact to Oliver to fix the meeting day G days ag
|:| Send email to Marwell Collins 3 days ag
] . -

30, MWew Presentation of Product 2 days ag
] _ )

30, Technical review 1 day ag
l:l Annual Budget review 1 day ag

»  Key Metrics - A top-level list of important statistics about your sales operations.

Key Metrics

Prospect Accounts ]
Open Tickets 0
Hot Leads 1
Potentials Won 2
Price Book to Toys R Us new 4
Price Book to Toys R Us old 0
Price book to follow up 0
Open Quotes 1

» Tag Cloud - The list of all tagged records. You can tag a record from any of the CRM interfaces and it will
be displayed in the 'Tag cloud' tile in the home page.

Results for the tag - vendor All

Vendors (1)
Peter Johnson

» Total Amount by Sales stage - Shows a bar chart of opportunities according to their sales stages.
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0
x

6ITIES o

313592

*  Mini List - Allows you to display summary data from CRM modules.

Th2618

« Toadd a mini list, click 'Add Widget' button and then click 'Mini List' from the drop down menu.

Add Widget -

O pportunities by Stage

MNotepad

COMODO

CYBERSECURITY

+ Inthe pop-up, select a desired Module, Filter, and select fields (Max 2) that you want to see records from

«  Click 'Save'to apply the filter

Organizations
Leads
Calendar
Products
Vendors

Price Books

Mini List
elecy Please Select Module
Madule
[ 3]
.
Contacts

H

Mini List

Select Opportunities

Module

Filter Please select at least one option C

a|—
Mine
All

Public

Potentials Won

Prospecting

The information of records in the filter will now be displayed in home page.

Mini List
Select Opportunities
Module Lt
Filter Prospecting
Edit Fields
Opportunity Name

Organization Name
Amount

Lead Source

Expected Close Date

Contact Name

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved
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Opportunities - All

Opportunity Name Lead Source

Sell Water Purifier to Srinivasan i=
Sale cars =
Dispatch fom Alton Stee Public Relations i=
Purchase tools in Watco Partner i=
Watco Opportunity Employee i=

« Notepad - Allows you to write and save quick notes on the home page.

Add Notepad

Motepad Mame*

Motepad Content

Cate Cancel

- Enter notepad name and notepad content details and then click 'Save'.
The note will be displayed on the home interface.

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 17
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Company List for Marketing ... ox

 ast saved o Mon, Au

01,2016 at 12:18 PM Edit

[8]=]

Prepare representation

+ To edit the note, click the 'Edit' button at the top right corner.
Each module has a dashboard area accessible from the left side of the module interface.

The 'Quick Create' menu on the right ('+' icon) allows you to quickly add new '‘Campaigns', 'Organizations',
'Products', 'Vendors', 'Leads', 'Opportunities’, 'Services', 'Events', '‘Contacts', '‘Assets' and 'Price Book'. See Quick
Create to create these records in short period.

2.2.Configure your Preferences

'My Preferences' helps you to configure and update your personal information.
«  Click the arrow under the user login name to access 'My Preferences'
«  Select 'My Preferences'.

The user's details menu appears:

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 18
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Edit

Cabpnadar Leats CISTOmers it Dppartunties Proshicts Al

a‘_ .
‘ RM All Records ¥ Advanced

My Preferences
viewirg user details ° frontfork

* Utser Login & Rale

herculespapulsr 22@amail.com

¥ Calendar Settangs
Suin ey
yyyy-mm-dd
PUTC) Coandinated Universal Time, Greenwich kean Time

5

» Cunrency ard Mumber Feld Conliguration

«  Click 'Edit' button at top-right to configure your preferences.
The 'My preferences' interface contains eight areas:

» UserLogin & Role

» Calendar Settings

«  Currency and Number Field Configuration

*  More Information

» User Address

» User Photograph

+ Tag Cloud Display

User Login & Role

COMODO

CYBERSECURITY

& 0 I3 hontork

Edin

hereulespopular2 2@gmail. com
Iraeitfark
ACOount Admin

Active

0900

Today

=]

From this you can modify Primary Email, Name, and Default Lead View. Also, this section will help administrators to

assign roles to individual users and view status.

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved
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v User Login & Role

User MName  coyoteewile@yahoo.com Frimary Email  coyoteewile@yahoo.com
First Name Last Name  Coyote
Admin | No Role  Account Admin
Default Lead View | Today Status  Active

»  User Name - Specify the user name

First Name - Specify the first name of the user

» Last Name - Specify last name of the user

Primary Email - Specify primary email of the user

*  Role - Assign roles to individual users. Only displayed for admin users

«  Default Lead View - Specify the lead view: today, last 2 days or last week

Calendar Settings

You can configure your calendar according to your preferences. You can set up Reminder Interval, Default calendar
View, Time Zone and many more.

¥ Calendar Settings

Starting Day of the week  Sunday Day starts at | 09:00
Date Format  yyyy-mm-dd Calendar Hour Format | 12
Time Zone  (UTC) Coordinated Universal Time, Greenwich Mean Time Default Calendar View | Today

Default Call Duration (Mins) | 5 Other Event Duration (Mins) | 5

us  Select an Option pe  Select an Option

nts | No

- Starting Day of the week - Set-up your start day of week. For Instance, If your working day starts on
Monday, you can select Monday

« Date Format - Select desired date format

+ Day Starts at - Customize your working hour on calendar view

« Time Zone - Select desired time zone

«  Calendar Hour Format - Select either 12 hour or 24 hour time format

«  Default Call Duration - Automatically update End Date and Time for calls.

«  Other Event Duration - Automatically update End Date and Time for all events other than calls.

«  Default Calendar View - Comodo supports different views in Calendar module. Select preferred view
from the drop-down to make it default view

«  Default Event Status - Setup your default event status: Planned, Held, Not Held
«  Default Activity Type - Setup your default activity types: Call, Meetings, Mobile Call

«  Popup Reminder Interval - Setup time interval for event reminder pop-up to appear again after it is
closed

» Hide Completed Calendar Events - If checkboxed, the completed calendar event will not be shown in
the calendar

Currency and Number Field Configuration

Allows to configure currency format, digit and decimal separator, symbol placement etc. You can configure currency
as per the requirement. It is useful for managing modules like Invoices, Quotes, Sales and Purchase Orders.
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» Currency and Number Field Configuration

Currency  USA, Dallars

Currency - Select desired currency for the drop-down. However, the values will be saved according to
base current rates. Default = USA, Dollars. See CRM settings to add more currency.

Digit Grouping Pattern - Select digit group separator that is often used when displaying large numbers,
to make them easier to read.

Decimal Separator - Select a decimal point from drop-down to use between the integer and the
fractional parts of a decimal

Symbol Placement - Select a value from drop-down to have currency symbol before or behind the
currency value

Digit Grouping Separator - Select a decimal point from drop-down it to display large numbers, to make
them easier to read.

Number of Currency Decimals -Select the number of decimals you would like to have after a currency
value

Truncate Trailing Zeros - If checkboxed, values will be truncated in all decimal fields, currency fields
and percentage fields. Note: The currency field will have two decimal places by default and Truncate
trailing zeros will not affect that default value.

More Information
Allows you to manage your personal information like number, email, signature etc.

More Information

Title

Department

Office Phone

Mobile Phone

Secondary Phone

Documents

Theme

CRM Phone Extension

Left Panel Hide

Fax 402.472.6814

Other Email

402.472.2087 Secondary Email
Home Phone
Signature
Internal Mail Composer ]
Bluelagoon hd Language US English
Default Record View Summary
B Row Height medium

Title - Specify designation of the user

Fax - Specify fax number of the user

Department - Specify the department of the user

Other Email - Specify the other email of the user

Office Phone - Specify office phone number of the user

Secondary Email - Specify secondary email id of the user

Mobile Phone - Specify mobile phone number of the user

Home Phone - Specify the home phone number of the user

Reports to - Select the user(Subordinate) to whom the user reports to
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»  Secondary Phone - Specify the secondary phone number of the user

Signature - Specify the signature in the text area. Your signature will be automatically embedded along
with email body.

«  Documents - Attach related documents of users

» Internal Mail Composer - If checkboxed, enables you to view CRM's built-in email composing window
when you click on email id of records in CRM

»  Theme - Select desired theme from drop-down

« Language - Select desired language from the drop-down

»  CRM Phone Extension - Specify a CRM phone extension of the user
« Left Panel Hide - If checkboxed, it hides the Left Panel Menu

»  Default Record View - Choose between viewing Summary view or Detail view when you click to view a
record.

»  Row Height - Specify the row height between wide, medium, narrow

User Address

Allows you to update your address details like city, state, country, etc.

User Address

1720 P Street, PO Box 82847, Lincoln, NE 68501-2847

Street Address Country USA
City Lincoln Postal Code 01522
State Nebraska

- Street Address - Specify a street address of the user

«  Country - Specify the user's country name

»  City - Specify a name of the city where a user lives

» Postal Code - Specify a postal code of the user's address
- State - Specify a name of the state where the user lives

User Photograph

Allows you to upload a user's photograph.

«  Click 'Browse' to navigate a user's photograph

User Photograph

Browse... | Mo file selected.
[user_picl.png]
Delete

Upload Photograph

»  Click the 'Delete’ button to remove form preferences.
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User Advanced Options
Displays the access key for a user to starts a client session with server.

Tag Cloud Display

Helps you find records that are otherwise not easily searchable. In the new user interface, you can tag records and
quickly access them from the Tag Cloud widget on the Home page.

e Click 'Save'

2.3.Use Search Option and Filter Option in CRM

CRM provides the following advanced searching and filtering options:
» Global search
» Search in a selected module
» Acustom search

«  Custom search in the Module

Global search

The Global Search in CRM helps you find what you need on your CRM account. For the given search query, global
search fetches relevant information from across all modules in your CRM account. In contrast to other search
options, your search query is matched against all records in your CRM and results are displayed on a single screen.
Additionally, to refine your search, you can also search for records in a selected module.

You can access a global search in the search bar located on top center of each CRM screen. Now you can search
for records by phone numbers or email addresses, and more.

To do that,
- Type your search query in Global Search bar and click 'Enter'
Your search results are categorized according to modules they belong to.
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All Records ¥ | toys"R"Us, Inc

Search Results (1)

£ Actions - + Ad !

Organizations (1) Created On
A B

Toys"R"Us, Inc

Organiza
[

Toys"R"Us
Watco Co
Tesla Mot
Sky walk
Chennaill
ABC TV S¢
Deer Comn
Dithers C
Coyote

Note:
*  You can also search for information in your custom fields

«  Global Search is NOT case sensitive

Search a record in a selected module

It allows you to search for records in a selected module. If you are sure that your record is saved in a particular
module, you can refine your search by selecting that module from the global search bar.

» Inthe Global Search bar, select a module from the 'All Records' drop-down
«  Type a search keyword in the Global search bar then click the search button
» Alternatively, click 'Advanced' to use a advanced search.
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Contacts v|t:-|iver | Advanced

Search Results (1)
Contacts (1) Created On

Oliver Handsome

eai

Configure a custom search

This feature allows you set more specific criteria according to your requirements and to view desired fields in your
search results opposed to fields that are displayed by default. You can create a filter and make it your default filter.

+  Click the 'Advanced' beside the Global search bar
The 'Advanced' search filter form will be displayed.

Searchin | Organizations v

All Conditions (All conditions must be met)

Select Field - None -

(7]
Add Condition
Any Conditions (At least one of the conditions must be met)
Organization Name v contains v i

Add Condition

Save As Filter Search  cancel
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« Inthe 'Search In" drop box, select the module the custom filter is created
»  Select a field under 'All Conditions' on which the search will be performed
«  Select roles or conditions with the search

- Ifyou would like to save this advanced search for future use, you can turn it to a list view filter, click the
'Save as Filter' button on the bottom

»  Click the 'Search' to perform your advanced search
You can also search add create filters once already in a module. In our example, we use a Book Price module which
has a few search options:

10. Click on a letter in alphabet above the list view to open the list of price books with the selected letter

11. To list records meeting certain conditions as mentioned above in the Advanced search

You can create a filter for a module view using a drop-down menu above the listed alphabet which lists any created
filters and an option to create a new filter.

»  Click the 'Create New Filter'

The 'Creating new view' form will open.

¥ All Price Books a
| Q

All Price Books
© Create Mew Filter

Creating new view

Basic details :
* View Mame Set as Default List in Metrics Set as Public

Choose columnns and order (Max 12) :

Choose filter conditions :

All Conditions (All conditions must be met)

Add Condition

Any Conditions (At least one of the conditions must be met)

Add Condition

» Basic details:
»  View Name - Type the filter name and set a filter to your business requirements:
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»  Setas Default - Creates filters and set the filter default so that you can view only most important
records. By clicking on the check-box, the filter will be made default for you and other users in your
CRM account. It is useful if you have thousands of records in your CRM. You don't deal with all of
them.

 Listin Metrics - Enable the check-box to view details of your filter in Key Metrics widget on the
home page.

»  Setas Public - Enable the check-box to make the filter visible for all users across your CRM
account. If a non-admin user enables this option, the filter will be in a pending state until admin
approves it. Admin users can approve the filter by clicking on icon next to the filter.

« Choose columns and order (Max 12): Select desired columns you would like to see in a custom view.
Maximum up to 12 columns

« Choose filter conditions: specify conditions to filter only specific entities that you would like to have in
your custom view

Al Conditions (All conditions must be met)

Choose filter conditions :

All Conditions (All conditions must be met)

Bp

Select Field v None v

Add Condition

« Any Conditions (At least one of the conditions must be met)

Any Conditions (At least one of the conditions must be met)

]

Active x is enabled »

Add Condition

»  (Click 'Add Condition' to add more conditions
»  Click the trash can icon beside a condition to remove it from the filter

»  Click 'Save" and you will be taken to the list view with your filter applied. It also will be added to the
advanced drop-down

Y Price book to follow up A

All Price Books he

Price book to follow up

© Create New Filter

When navigating through large lists, if you need to jump to a specific page, you can use the new Page Jump feature
at top right corner.
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3. Marketing and Sales

The 'Marketing and Sales' area allows you to manage campaigns, leads, sales opportunities, quotes and more.

ol

tacts Opportunities Producds Campaigns All -

acor [MARKETING & SALES | INVENTORY Tools ANALYTICS
Campaigns Assets Email Templates Reports

kmio_ Leads Products Our Sites

A Contacts Services Calendar
Organizations Price Books Recycle Bin
Opportunities Vendors '
Quotes Purchase Order
Invaice
LSaIes Order

The 'Marketing and Sales' category contains the following modules:
+ Campaigns
* Leads
+ Organizations
+ Contacts
»  Opportunities
*  Quotes
* Invoices

« Sales Orders

3.1.Manage Marketing Campaigns

The 'Campaigns' module offers your marketing team the ability to schedule and execute mass marketing campaigns.
CRM helps you create, track, and optimize these initiatives. Your campaign goals will depend on the priorities of your
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organization, and can include raising brand awareness, obtaining new leads, converting leads to sales, or
encouraging existing clients to purchase more products or services.

Many campaigns also have lists of leads or contacts associated with them. These leads or contacts will then have a
marketing function performed on them (a phone call, an email, a piece of mail, etc.) and responses will be recorded
on each client record. These lists can be associated with campaigns in CRM.

The 'Campaigns' area allows you to add and manage records of new campaigns, associate them with contacts,
leads, opportunities, and customer organizations. You can add events and reminders to each campaign and update
campaign activities in order to track your progress.

«  Click 'All' on the title bar
»  Choose 'Campaigns' under '‘Marketing and Sales'

a

A Gilendar leads Organizations Contacs Opportunities Producs — Campaigns Al
‘ RM All Records - “ Advanced +
Campaigns List ¢  Actions =+ Add Campaign ¥ All Campaigns - 103 S € | B ¥

R Modified A ] c D E F G H ] ] K L M N a [ Q R s T u v w X ¥ z
< >
O Campaign Name Campaign Type Campaign Status Expected Revenue Expected Close Dz
| Increase Traffic to Watco Companies Webs.. Active 450,000.00 201810-25
| Promote RO Water Purifier Conference Active 0.00 20181121
O Alton Steel Conference Planning 0.00 201811-30
< k >

By default, the list of all campaigns will be displayed with the following details.

Campaigns List - Column Descriptions

Column Header Description

Campaign Name The name assigned to the campaign

Campaign Type The campaign channel or medium. For example, "Webinar', 'Direct Mail',
‘Telemarketing' etc.

Campaign Status Campaign status as last updated by the staff member to whom the campaign is
assigned.

Expected Revenue Projected revenue as entered when the campaign was created or modified.

Expected Close Date Scheduled completion date of the campaign.

Assigned to Staff member to whom the campaign is assigned.

«  Click any column header to sort the table according to the items in the column.

«  To search for a specific item, enter the search criteria in the respective column header(s) and click 'Search'
at the right end of the column header.

»  For more details on Advanced filter options, see the section Custom Views.

Custom Filter View

The 'Campaign List' interface allows you to create custom views. For example, you may want to view only those
campaigns assigned to you, and only view selected columns like campaign name, campaign type and target
audience.

You can create any number of views, and can make any view your default. See Custom Views for more details.
The following sections explain more about:
+ Add Campaign Records
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» Track Campaigns
» Associate Records from other Modules

» Mass Management of Campaigns

3.1.1. Add Campaign Records

CRM allows you to effectively track the progress and outcome of any marketing campaign conducted by your
company. Campaigns details can include the product/service promoted, the medium or channel of the campaign,
target audience, budgets, expected sales results, return on investment (ROI) and more. These details can be
dynamically updated as the campaign progresses.

You can create campaign records in three ways:

- Creating a new campaign record by manually entering the details - Setup a new campaign record and
specify all its details. See Create a New Campaign Record for details.

«  Quick create a record - Create a new campaign record with only the details you require. Other details can
be added later as the campaign gains momentum. See Quick Create a Campaign Record for details.

« Clone a record - Duplicate an existing record and use it as a starting point to create a new record. See
Clone a Campaign Record for details.

Once a Campaign record is added to the 'Campaign List', you can:

«  Track the progress and the responses to the campaign and update the details till the completion. See Track
Campaigns for more details.

« Add activities like scheduling events, meetings and more for the campaign. The scheduled activities will be
reflected in the calendar of the staff member to whom the campaign is assigned for effective tracking. See
the explanation under Adding Activities for a Campaign in the section Track Campaigns for more details.

»  Associate contacts, leads, organizations and opportunities based on campaign responses and initiate
automated emails to them as a part of the campaign activities. See Associate Records from other
Modules to a Campaign for more details.

Create a New Campaign Record

«  Click 'All' on the title bar and choose 'Campaigns' under 'Marketing and Sales' to open the 'Campaign List'
interface

+  Click the 'Add Campaign' button

The 'Create New Campaign' dialog will open to fill in the campaign details and create the campaign record.
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¥ Quick view

H I | K L M M

Creating New Campaign m Cance

Campaign Details

* i

Coyote
Select an Option b 4 Select an Option

=] Q +

Expectations & Acuals

Select an Option

Create New Campaign - Form Parameters

Form Parameter Description

Campaign Details

Campaign Name Specify a name for the campaign record, shortly describing the campaign

Assigned to Choose the staff member assigned to coordinate the campaign. The selected
staff member will be able to access the campaign and update the details along
the progress and associate records like leads, contacts and opportunities for
further campaign activities like sending automated emails and more.

Campaign Status Select the current state of the campaign. The available options are:
+  Planning
* Active
* Inactive
»  Completed
« Cancelled
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Administrators or the assigned staff member can change the status along the
progress of the campaign. See Track Campaigns.

Campaign Type Choose the channel or medium through which the campaign is conducted.

Product Specify the product or service being promoted by this campaign.
For products already added to CRM:

«  Type few letters of the name of product/service as search criteria and
choose the item from the options

Product | | @ | puri Q =+
Theertha Water Purifier

Waayu Air Purifier

For new products/services:

»  Click the '+' button and enter the details of the product/service in the
'Quick Create Product' dialog.

Quick Create Product

Coyote

Go to full form m Cancel

See Create a Product for more details. The newly added product will also be
added to the 'Products' module for management.

Target Audience Specify the type of target audience in the target market, to which the campaign
is aimed.

Expected Closing Date Specify the tentative date at which the campaign is planned to be concluded.

Sponsor Specify the sponsor who has made financial commitment for the campaign.

Target Size Specify the number of audience count, to whom the campaign is expected to
reach.

Num Sent Number of emails sent for the campaign.

Budget Cost Enter the amount of money allotted to be spent fro the campaign.

Actual Cost Enter the cost incurred so far for the campaign. The cost can be updated along

with the progress of the campaign. See Track Campaigns.
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Expected Response Choose the degree of response you expect to receive for the campaign from
the audience

Expected Revenue Enter the amount of money you expect to generate as revenue at the end of
campaign.

Expected Sales Count Enter the number of products that you plan to sell during this campaign.

Actual Sales Count Enter the number of products that were actually sold because of this

campaign. The count can be updated along with the progress of the campaign.
See Track Campaigns.

Expected Response Count Enter the number of responses you expect to receive from the audience for
this campaign.

Actual Response Count Enter the number of responses you actually received from the audience for this
campaign. The count can be updated along with the progress of the campaign.
See Track Campaigns.

Expected ROI Specify the ROI that you expect from the campaign.
Actual ROI Specify the actual ROl you received from this campaign. The ROl can be
updated at anytime along with the progress of the campaign. See Track
Campaigns.
Description Details
Description Enter a description for the campaign.

«  Fill up the form with the details of the campaign and click 'Save'
The campaign record will be saved and added to the list of campaign records in the '‘Campaigns List' interface.

Quick Create a Record

The 'Quick Create' option allows you to create a campaign record from any interface, within a short time. It requires
you to enter only the basic details.

«  Click the '+ button at the top right from any interface of CRM and choose '‘Campaign’ from the options.
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{ Campaign Lead Contact

Organization Opportunity Asset

Product Service Price Book

Vendor Event / To Do

Quick Create Campaign
* Campa ame *h = Coyote ¥

Select an Option b H Select an Option b
(=] Q ]
Select an Option hd

Go to full form m Cancel

Fill<in the campaign details in the Quick Create Campaign dialog. Descriptions of the form parameters are
available in the table above.

« If you want to view and enter all details, click 'Go to the full form'

»  Click 'Save'
The record will be saved and added to the list of campaign records in the 'Campaigns' interface. You can open the
details interface for the record by clicking the campaign name and add/edit the details as required at anytime.

Clone a Campaign Record

CRM allows you to create a new campaign record using an existing record as a template. You can then edit the
cloned record according to the requirements of your new campaign. This is useful when you are creating a campaign
record for a product/service for which a campaign exists already, for a new type of audience, using a new campaign
type and more.

To clone a campaign record

«  Click 'All' on the title bar and choose 'Campaigns' under 'Marketing and Sales' to open the 'Campaign List'
interface

«  Click on the name of the campaign record you want to clone to open the the 'Campaign Details' interface

»  Click 'More' on the top right and choose 'Duplicate’

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 34



COMODO

CYBERSECURITY

¢ Promote RO Water Purifier Edit

Delete Campaign

» Campaign Details

¢ Creating New Campaign

Campaign Details
ater Purfier . Dagwood
Completad v Trade Show
0 Theertha Water Puifie ' C =
- i |
]

Expectations & Actuals

Good -

The 'Creating New Campaign' form will open with the details populated from the original record.
+  Enter a new name for the new campaign
«  Edit the details as required. Descriptions of the form parameters are available in the table above.
«  Click 'Save'.

The campaign record will be saved and added to the list of campaign records in the 'Campaigns' interface.

3.1.2. Track Campaigns

The 'Campaign Details' interface of a record allows you to view and update details such as cost, sales, ROl and
more. It also allows you to schedule activities like events, meetings, phone calls etc., to the campaign record. The
activities will be reflected in the calendar of the administrators and the staff member assigned to coordinate the
campaign.

You can associate records like contacts, leads, opportunities and organizations from other modules and initiate
sending automated emails to them, as a part of campaign activities.

View campaign details
«  Click 'All'> 'Campaigns' (under '‘Marketing and Sales')
+  Click on a campaign name to view it's current details.
Edit a campaign
+  Click 'All' > 'Campaigns' (under ‘Marketing and Sales')
+  Click the 'Edit' button
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OR
«  Click 'All'> 'Campaigns' (under '‘Marketing and Sales')
»  Place your mouse cursor over the name of a campaign to reveal the action buttons on the right of the row.
«  Click the 'pencil' icon to open the campaign edit interface:

Editing Campaign - Promote RO Water Purifier m Cancel
G ! :
‘ F & RO Furifie * Dagwood
Completed v I T Trade Show
© | Theenha Water Pusific| Q| 4 Target A Consumers
2017-00-13 = 5 Sankara hadem, Kamnchipurar
o =
Expectations & Actuals
2 0d a
Good
%00, 00 o]
Description Details
Vega wanis 1o mess edit

«  See this table for descriptions of the fields in the 'Campaign Details' interface

« Administrators can edit a campaign to update it with the latest campaign progress

Activities
Activities consist of 'Events' (meetings, calls, webinars etc) and "To Dos' (product delivery, purchase etc).
Administrators can add 'Activities' to a campaign and these will be added to the CRM calendar. Activities can be

viewed by administrators and the staff members to whom the campaign is assigned. Assigned staff and
administrators can add an 'Event' or To Do’ as an activity of a campaign record.

Create an Event/To Do

«  Click 'All'> 'Campaigns' (under '‘Marketing and Sales')
»  Choose a campaign

+  Click 'Activities' from the menu on the right

«  Click 'Add Event' or 'To Do' in the activities interface.

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 36



COMODO

CYBERSECURITY

CRM T

Campaigns List < Alton Steel

v Recently Modified

Alton Steel + Add Event ) < Add To Do

Quick Create Event / To Do

* Subject * Assigned To frontfork v

* 2018-10-10 = 2018-10-10 =
.Sl:ar‘t Date & * End Date & Time

Time 03:08 PM ] 03:13 PM o

¥ Status Select an Option * | T Activity Type Select an Option v

Go to full form Cancel

The event/ to-do dialog will open:
«  Complete your event details and click 'Save'.
Please note that the 'Activity Type' option is only available for quick events.

The information in the quick event dialog is basic in nature and will be used to populate the calendar entry. Use the
'full form'" if you want to create a detailed event with more information (priority, visibility etc).

+ To create a detailed event, click the 'Go to full form' button in the quick event dialog:
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Creating Mew Event m Carvel
Event Detals
[ ] [ ]
@ @
Elect an Cgbon . . select an Opnon
Select an Opran
]
: 0
@
Redated 1o
o a + Campaigns = | i | Peemets S0 Water Pusifier o 4

Desmpison Detals

L

»  Enter the required details and click 'Save'.
See the section Manage Calendar List for more details on the 'Event/To Do" full form.

3.1.3. Associate Records from other Modules to a Campaign

The 'Campaigns Details' interface lets you associate records from various CRM modules (contacts, leads,
opportunities, customer organizations) with a campaign record. Administrators can view and manage these records
and can initiate campaign emails to the prospects.

View and manage the contact records associated with a campaign record
+  Click 'All' > 'Campaigns' (under 'Marketing and Sales') to open the ‘Campaign List' interface
«  Click any campaign to open the campaign's detail page.
The right of the interface contains shortcuts to the records of other modules which are associated with the campaign:
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Campaigns List ¢ Promote RO Water Purifier Edit | More 15
= Recently Modilied
¥ Campasgn Detaits
. l¥ Promote RO Water Purther CANS
Cagwood Comglen
oo mpleted —
Trade Show Thestha Water Purifier
Opportunitics
Consurmers 170613
Athities
Sankara Madam, Kanchipuram -
Ovganizations
20 70526 1030 AM
20 7-005-20 0924 Al
v Expeclabions & Achual
200,00 E0.00
Good 20000
) 3
45
300.0 il
v Diesmiption Detais
Wega wants fo mass echt

You can use these links to create records in the other modules which will be linked to the campaign.
«  Contacts - Select, view, add and edit existing contacts and associate with the campaign record
» Leads - View leads which are associated with the campaign. Associate new leads with a campaign.

»  Opportunities - Add and edit new opportunities associated with the campaign. Associate a new opportunity
with the record.

« Activities - Schedule a meetings, calls and To-dos on the organization record

«  Organizations - Create a new organization or select from existing organization records and associate with
the campaign record

The example below describes how to manage the '‘Contact' records associated with a campaign.
«  Open a campaign as described earlier then click 'Contacts' in the menu on the right
Alist of contacts already associated with the campaign record will be shown with the details of each contact.

*»  Promote RO Water Purifier Edit  More 1>
Campaign Details
Select Contacts =+ Add Contact Send Email Select to Load List L) 1wea T € | A | > Updates
€ >
Leads
[1 FrstName LastName OfficePhone  Organization Name  Title Primary Email Assigned To
Opportunities
[0 Oliver Handsome  092132-6541  Tesla Motors NASales@tesla.com Dagwood
O Alex Lagas 184-256-4587  Toys"R"Us, Inc Metting with Legas web conference  alegas.toysrus@gmail.com Marketing Group e
[0 Peter Johnson Watco Companies Sign on Watco sales@watco.co.uk Coyote Al eTs
[1 Joahn Smith (618) 374-3271 altonequipment@altonsteel.com Coyote
< >
The interface allows you to:
» Associate new contact records to the campaign
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+ Manage selected contact record

CRM also allows you to send emails to selected persons from any lead record. See Emails to know more details
about sending emails.

Associate Contact Records to the Campaign
You can associate contacts to the campaign in three ways:

» Manually select contacts from records existing in CRM
+ Add a new contact and associate with the campaign
+ Bulk add contacts

Manually associate contact records
+  Click 'Select Contacts'

<  Promote RO Water Purifier

Select Contacts Add Contact Send Email Sele
<
[l FArstfame LastName Office Phone  Organization Name Title
] Alex Lagas 184-256-4587  Toys"R"Us, Inc Metting with Lega:
W1 Fd
@ Contacts - Mozilla Firefox — m} >
o & https://staging.crm.comodo.comyindex.phpimodule=Contacts8isrc_module=Campaigns8isrc_re s g =
N |ast Name + Q < B >
First Last Office Organization Primary Assigned Mailing Mailing
[0 mame Name Phone Name Title Email To City Country
| Cyclist raleighallsteel®gmail.com Coyote
i Harbor Freight United
i Jad 463 har reighttools.c
[0 Regimald Matern 975-463-3789 — rm@harborfreighttools.com Coyote Alton e
Peter Jehnson s Sign on sales@waico.co.uk Coyote Pittsbur) US4
O : ) Companies Watco it ¥ - & .
O Olever Handsome 092 132-6541 Tesla Motors NASalesEtesla,com Dagwood
O joahn smith e altoneguipment®altonsieelcom  Coyote Alton usa
374327 b

The list of contact records available will be displayed.
«  Select the contact(s) you want to associate with the campaign and click the 'Select' button (top left)
The contacts will be added to the list of associated records.
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Add a new contact
o Click 'Add New Contact'.

<  Promote RO Water Purifier

Select Conta =+ Add Contact

[] Frst Name ast N\ame  Office Phone  Organization Mame Title

Send Email

Quick Create Contact

alme Mone | * d almie

Coyote v

Go to full form m Cancel

The 'Quick Create Contact' dialog will appear.
»  Complete the details of the new contact and click 'Save'.

The information in the 'Quick Create Contact' dialog is basic in nature and will be used to add the new contact to the
contacts module of CRM. Use the 'full form' if you want to enter more details for the contact.

Bulk associate contacts
+  Click the 'Select Load List' drop-down at the top center

The filters configured for the custom view of the Contacts Module interface will be shown as options. For more
details on the custom views, see the section Custom Views.

»  Choose afilter from the drop-down
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Select to Load List -

1Name Title | Mailing City
All

Public

VA ptting with | ooac

Dithers Construction Company [ Steam
Ship]

¥

Are you sure you want to add this filter records?,

-

All contact entries available in the custom view of the 'Contacts' module will be imported and associated to the
campaign module.

Manage Associated Contacts
You can view full details of a contact, edit a contact or dissociate a contact from the associated contacts list.

»  Mouse over a contact record to view the options at the far right end of the row

ary Email Assigned To Mailing City  Mailing Country  Status
jles@tesla.com Dagwood
toysrus@gmail.com Marketing Group Wayne USA {b +

Click the respective icon for the action you want to execute on the contact

«= - Opens the contact details interface of the respective contact record. See the section Contacts for more
= details.

# - Allows you to edit the contact details. See the section Contacts for more details.

I - Removes the contact record from the list of contacts associated with the campaign record.

In the similar manner you can associate, send emails and manage records from other modules like Leads,
Opportunities and Customer Organizations to a campaign record.

3.1.4. Mass Management of Campaigns

CRM allows you to edit the details of several campaign records at once. This is useful when you are updating or
altering details that are common for a selected set of campaign records. For example, you may have created several
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campaigns to run concurrently for the same product but with different audiences, different close dates and different
expected/actual costs.

Tip: If you want to update the details of a single campaign record:
«  Open the 'Campaign List', click the campaign name then click the 'Edit' button.
«  See Tracking Campaigns for more details.

The interface allows you to:
« Edit campaign records
»  Delete campaign records
You can also remove several campaign records at once from the '‘Campaigns List' interface.
Edit common details of several campaigns
«  Click 'All' > 'Campaigns' (under '‘Marketing and Sales') to open the ‘Campaign List' interface
+  Select the campaigns to be edited
+  Click 'Actions' and choose 'Edit'
The 'Mass Editing Campaigns' pop-up will appear

€ Actions * 4 Add Campaign ¥ Quick view

Delete

Promgte RO Water Purifier

K [

Promgte Vaayu Air Purifier

Incregse Traffic to Watco Companies Webs...

O

¥

Mass Editing Campaigns

Campaign Details Expectations & Actuals Description Details

* Campaign Name * Assigned To Coyote -
Campaign Status Select an Option r Campaign Type Select an Option

Product 0 a Target Audience

* Expected Close Date & Sponsor

TargetSize Num Sent =

[t contains three tabs:
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» Campaign Details
»  Expectation & Actuals

» Description Details

Campaign Details
The 'Campaign Details' tab allows you to enter new values for campaign name, campaign status, assignee and

more.

Mass Editing Campaigns

ook beomnveat
* Campaign Name * Assigned To Coyote 5
Campaign Status select an Option v Campaign Type Select an Option v
Product 0 Q Target Audience
* Expected Close Date & Sponsor
TargetSize Num Sent =

Save Cancel

«  Enter the new values for the parameters. See this table for descriptions of the fields in the 'Campaign
Details' tab

o Click 'Save'.

Expectations & Actuals

The 'Expectations & Actuals' tab allows you to dynamically update expected and actual budget and actual costs
incurred, revenue, sales and more.

Mass Editing Campaigns

Campaign Details Expectations & Actuals Description Details

Budget Cost i Actual Cost

Expected Response Expected Revenue

Select an Option v §
Expected Sales Count Actual Sales Count
Expected Response Count Actual Response Count
Expected ROI Actual ROI

Save Cancel

- Enter the new values for the parameters. See this table for descriptions of the fields in the 'Expectations
and Actuals' tab
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»  Click 'Save'.
Description Details

The 'Description Details' tab allows you to enter a common description for the selected campaign records.

Mass Editing Campaigns
Campaign Details Expectations & Actuals
Description

»  Enter the new description and click 'Save'
Delete Campaign Records

The records for the campaigns that are completed/discontinued or the records that are not required anymore, can be
removed from CRM.

Click 'All' > '‘Campaigns' (under 'Marketing and Sales') to open the 'Campaign List' interface
»  Select the campaign(s) to be edited

«  Click 'Actions' and choose 'Delete’
€ Actions ~ 4 Add Campaign ¥ Quick view

Edit E F G

Are you sure you want to delete the selected Records?

o |3

«  Click 'Yes'in the confirmation dialog to remove the record(s)
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3.2.Leads

Quick Create

Manual Filling

Webforms Emails

A'Lead' is a potential customer or prospect. Generating a lead is the first step of the sales process in CRM. Lead
records are designed to store all known information on lead, including company name, address, contact details and
the lead's current position in the sales funnel.

«  Every unqualified contact/account should become a lead.

» The'Leads' area lets you create new leads and associate them with contacts, emails, campaigns and
services.

«  You can add events and reminders to each lead and update lead information at any time.

«  Once a lead is generated, the CRM can automatically assign it to a sales person based on lead assignment
rules.

To open the leads interface:
«  Click 'All' on the title bar and choose 'Lead" under 'Marketing and Sales'
OR
»  Click 'Leads' on the title bar

A CGalendar leads Organizations Contads Opportuniies Products Al

' RM All Records n Advanced +
Leads List ¢ Actions + Add Lead ¥ All Leads . 15 S | € @] »
Dashboard A B c D E F G H 1 J K LM N o P Q R s T u v oow X v z

< >
» Recently Modified
O First Name Last Name Company Primary Phone Website

Brandan
Denim
Leslin
Haden

Juana

~00oO|0o|0g

Tompson
Jean
Rass
Mathew

Alvarez

Mosaic Company
Denim Jean Inc.

Mokia

Rosa Stores

763-577-2700

79123456

(785)827-3959

hitp:/Awvan:masaicee.com
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By default, all leads will be displayed with the following details.

Lead List - Column Descriptions

Column Header Description
First Name First name of the lead contact.
Last Name Last name of the lead contact.
Company The name of the business.
Primary Phone The main contact number for the lead
Website The URL of the company's website.
Primary Email The contact email address of the lead.
Assigned to Staff member to whom the campaign is assigned.

+  Click any column header to sort the table according to the items in the column.

- To search for a specific item, enter the search criteria in the respective column header(s) and click 'Search’
at the right end of the column header.

»  For more details on Advanced filter options, see the section Custom Views.

Custom Filter View

» The 'Lead List' interface allows you to create custom views. For example, you may want to view only those
leads assigned to you, and only view selected columns like first name, last name type or assigned to.

»  You can create any number of views, and can make any view your default. See Custom Views for more
details.

The following sections explain more about:
» Create new Leads
+ Manage Leads
+ Track Leads
» Associate Other Records with a Leads

+ Mass Management of Leads

3.2.1. Create New Leads

The 'Leads' module allows you to create records which store all relevant information about a potential customer. You
can associate lead records with CRM products, campaigns and services. You can add events and reminders to each
lead and update lead activities and comments to track your progress.

»  Click 'All' on the title bar and choose 'Leads' under 'Marketing and Sales' to open the 'Leads’ interface.
You can create lead records in four ways:

¢ Manual create a new lead record - Setup a new campaign record and specify all details. See Add lead for
details.

«  Quick create a lead record - Create a new lead record with only the details you require. Other details can
be added later as the lead progresses. See Quick Create a Lead Record for details.

« Clone a lead record - Duplicate an existing record and use it as a starting point to create a new record.
See Clone a lead record for details.

« Import Leads - Prepare a list of leads in a .csv or .vcf file and import data into leads. See Import and
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Export Records for details.

Create a New Lead Record
«  Click 'All' on the title bar and choose 'Lead' under 'Marketing and Sales' to open the 'Lead List' interface

»  Click the 'Add Lead' button

The 'Create New Lead' interface will open. Complete all mandatory fields to register the lead. Complete other fields
with as much information as is available to you:

‘ RM All Records v n Advanced

T All
E F G H | ]
Dashboard
» Recently Modified D Name Comparty
Lesds List ¢ Creating Mew Lead ﬂ o
hashiecaard i Dot
. M
Cold Cal
e
Coramed
F [m]
Addro Dot
Dt Detads
. J

Create New Lead - Form Parameters

Form Parameter Description
Lead Details
First Name Enter the first name of the contact person
Last Name Enter the last name of the contact person
Primary phone Enter the main contact number for the lead
Company Enter the name of the company
Mobile Phone Enter a mobile phone number of the lead
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Designation

Enter the contact persons title.

Fax

Enter the Fax number of the organization

Lead Source

Enter the source from which the lead was generated

Primary Email Enter the mail email address of the lead
Industry Enter the type of vertical that the lead belongs to
Website Enter the URL of the leads website

Annual Revenue

Enter the annual revenue of the company

Lead Status Enter the current status of the lead in the sales funnel
Number of Employees Enter the number of employees working at the company
Rating Enter the a rating for the company

Secondary Email

Enter any secondary email address for the lead

Assigned To

Enter the name of the staff member to whom the lead is assigned

Email Opt Out

Specify whether the lead has opted out of email communications.

Address Details

Description

Street Enter the name of the street
PO Box Enter the PO Box number
Postal Code Enter the area's postal code
City Enter the name of the city
Country Enter the name of the country
State Enter the name of the state.

Description Details

Enter a description for the lead.

»  Fill up the form with the details of the lead and click 'Save'

The lead record will be saved and added to the list of campaign records in the 'Lead List' interface.

Quick Create a Record

The 'Quick Create' option allows you to create a lead record from any interface, within a short time. It requires you to

enter only the basic details.

+  Click the '+' button at the top right from any interface of CRM and choose 'Lead' from the options.
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Campaign Contact
Organization Aszet
Product Price Book
Vendor

Quick Create Lead

Mone | =

AssignedTo | Coyote .

Go to full form m Cancel

«  Fillin the leads details in the Quick Create Lead dialog. Descriptions of the form parameters are available in
the table above.

« If you want to view and enter all details, click 'Go to the full form'
«  Click 'Save'

The record will be saved and added to the list of lead records in the 'Leads List' interface. You can open the details
interface for the record by clicking the person's name and add/edit the details as required at anytime.

Clone a Lead Record

CRM allows you to create a new lead record using an existing record as a template. You can then edit the cloned
record according to the requirements of your new campaign. This is useful when you are creating a lead record for a
product/service for which a lead exists already or for a new type of person/customer organization.

Click 'All' on the title bar and choose 'Leads' under 'Marketing and Sales' to open the 'Leads List' interface
«  Click on the name of the lead record you want to clone to open the the 'Lead Details' interface
«  Click 'More' on the top right and choose 'Duplicate’

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 50



Edit Send Email Convert Lead More =

. m Mrs. Juana Alvarez

Rioss Stores

Delete Lead

Duplicate
kdrs. juana
Alarer

(7BS) B27-3959
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< Creati ng Mew Lead ‘."_’—
Lead Details
M - 5 —
785) B27-395 B i
Public Relations
Apparel
CISSSIOES, OO B.720.000,000.00
Attempted to Contact
Market Failed
Coyote . M
Acidires Details

2253 5. 5th Shes

m Lol

The 'Creating New Lead' form will open with the details populated from the original record.

»  Enter a details for the new lead

- Edit the details as required. Descriptions of the form parameters are available in the table above.

e Click 'Save'.
The lead record will be saved and added to the list of lead records in the 'Leads’ interface.
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3.2.2. Manage Leads

« The 'Lead List' interface lets you view and update lead details, including contact information, industry,
assigned staff member and more.

» You can also schedule activities and events for the lead from this interface. The activities will be reflected in
the calendars of team members assigned to the lead.

* You can associate email, product, campaign and services records to a lead from here.
*  You can also send automated emails to the lead, and transfer lead ownership.
View lead details:
»  Click 'All'> 'Leads' to open the 'Lead List' interface
«  Click on a lead to open the lead summary interface
» To see even more information, click 'Lead Details' on the right-hand menu
Edit a lead:
«  Click 'All'> "lead" to open the 'Lead List' interface

«  Click on a lead's first name and then the 'Edit' button at the top right of the 'Lead Summary' interface.
OR

»  Click 'All'> 'Lead' to open the 'Lead List' interface
«  Place your mouse cursor over the name of a lead to reveal the action buttons on the right of the row.
»  Click the 'pencil' icon to open the lead edit interface:

Editing Lead - Brandan Tompson m Cancel
Lead Detaiks
Mone |« | Brandan Tompsan
B W i
masancoiigmai. com Erwironmantal
Contact in Futume
Selact an Oiption
Max . O
Addreo: Detailc
Suite E450, 3023 Campus Drive
Description Deaids
To bocome a partoar

»  See this table for descriptions of the fields in the 'Lead Details' interface
« Administrators can edit a lead to update it with the latest campaign progress
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Comments
The comments part of the lead record allows staff to post internal memos about the lead.

To view a comment in a record:
«  Click 'All'> 'Leads' (under 'Marketing and Sales') to open the 'Leads List' interface
»  Choose a lead record and enter your comments and click 'Save'.
OR
«  Click 'Comments' in the 'Leads Summary' interface.
+  Enter your comments and click 'Save'.

Mrs. Juana Alvarez Edit  Send Email

Convert Lead = More < »
Ross Smores

Lead Summary

Lead Detalls
Updates

Emails

Copute Products
g'.fega WANs T meet Campaigns

Sennces

GCWE
scheduled dinner mest at Hotel Breeze

Q(Dru[r
Zoing to meat

Activities

Activities consist of 'Events' (meetings, calls, webinars etc) and "To Dos' (product delivery, purchase etc).
Administrators can add 'Activities' to a lead and these will be added to the CRM calendar. Activities can be viewed by
administrators and staff members to whom the lead is assigned. Assigned staff and administrators can add an
'Event' or To Do' as an activity of a lead record.

Create an Event/To Do:
«  Click 'All'>'Leads' (under 'Marketing and Sales') to open the 'Leads List' interface

»  Choose a lead then click 'Activities' from the menu on the right
«  Click 'Add Event' or 'To Do' in the activities interface.
OR
»  Click 'More' on the top right of any of the lead interfaces from the right pane.
«  Choose 'Add Event' or 'To Do' in the drop down menu.
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CRM o

Leads List P Mrs. Juana Alvarez
Rosa Stores
Dashboard
» Recently Modified + Add To Do
Activity Type Subject Related To
Meeting Semina Juana A
Quick Create Event / To Do
* Subject * Assigned To frontfork v
+ 2018-10-10 = 2018-10-10 =]
start Date & * End Date & Time
Time 03:08 PM ] 03:13 PM O]
* Status Select an Option v [ * Activity Type Select an Option r
Go to full form m Cancel

The event/ to-do dialog will open:
«  Complete your event details and click 'Save'.
Please note that the 'Activity Type' option is only available for quick events.

The information in the quick event dialog is basic in nature and will be used to populate the calendar entry. Use the
'full form" if you want to create a detailed event with more information (priority, visibility etc).

- To create a detailed event, click the 'Go to full form' button in the quick event dialog:

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 54



COMODO

CYBERSECURITY

¢ Creating New Event m Cancel

Event Detaals

o 12:12 PA o]
Select an <pLion T "A Select an ~JpTion

Select an Option

Pt v O

Related To

Description Details

»  Enter the required details and click 'Save'.
See the section Manage Shared Calendar for more details on the 'Event/To Do’ full form.

3.2.3. Associate Other Records with a Lead

The 'Lead Summary' interface lets you associate records from various CRM modules (contacts, leads, opportunities,
customer organizations) with a lead record. Administrators can view and manage these records and can initiate lead

emails to the prospects. A lead can be converted into a opportunity, contact or organization based on the information
received.

View and manage the records of modules associated with a lead record
»  Click 'All'> 'Lead' to open the 'Leads List' interface
«  Click on any lead to open the 'Lead's Summary' page
»  Click the 'Lead Details' link on the right to see even more information

The right-hand menu contains links to the records of other modules which are associated with the lead:
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< E Mrs. Juana Alvarez

Rioss Storas

MIFs, Juana
Abearaz

{785) B27-3553
Ross Storas

Publc Relations

httpsutwww.rossstaras.com/
Coyote
saling

(B

Show Full

Edit Send Emall Convert Lead  More

Aclivilies Add

Thas 22 jun Plaraiesd

Frimary Email - Seminar

Updates

Products added Velu Monoblock Centrifugal
Water Pump

Calendar added Semimar

Coyole updated

indusiny: changed To Apparel
Coyole updated

MNumber of Employaes - from
O T 999

aaan

Clothing, footwear, bedding, furniture, jewelry, bea

Click these links to create records in other modules which will be linked to the lead.
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Leswd Dtails
Comments
Updates

A Livities
Emails
Products
Campaigns

Services

» Activities - View and edit existing activities associated with the lead. Add new events and "To-Do's.

»  Emails - View, create and send emails to the lead

»  Products - Select existing products associated with the lead. Associate the product to the lead

- Campaigns - Select existing campaigns associated with the lead. Associate the campaigns to the lead

»  Services - Select existing services associated with the lead. Associate the services to the lead

The example below describes how to manage the 'Product' records associated with a lead.

«  Open alead as described earlier then click 'Products' in the menu on the right

«  This will open a list of products (product records) that are already associated with the lead

< Mrs. Juana Alvarez Edit = Send Email = ConvertLead More £ >
Foss Stores
Lespid Sisrmmany
Select Products 1tol S i # » Lead Details
Commenis
Product Name Part Number Commission Rate QtyfUinit Updates
Velu Monobdodk Centrifugal Water Purnp 123 0.000 o Activities
Emails
Campaigns
Services,
From here you can:
» Associate new product records to the lead
» Manage selected product
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« Lead Conversion

CRM also allows you to send emails to selected persons from any lead record. See Emails to know more details
about sending emails.

Associate Product Records to the Lead
You can associate contacts to the lead in two ways:

» Manually select products from records existing in CRM
« Add a new product and associate with the lead

Manually associate products records
+  Click 'Select Products'

Leatllic <« B8 3;:‘;_;‘2: Tompson Edit = SendEmail = Convertlead More |
pany
Dashboard
Lead Summ
» Recently Modified s e Lead Details
[«
> TegCloud @ Products - *ozilla Firefox = O X
@ & https://staging.crm.comodo.com/index.php?module=Products@src_module=Leads8src_record=435  +e & T:? =
Products
CrRM |
Select in| product Name | Q 105 S < B>
[0 Product Name Part Number Unit Price Commission Rate Qty/Unit
O Glass Panoramic Roof $0.00 0.000 0.00
[0  Tesla S-Model Performance 85 $0.00 0.000 20.00
[0  wind Air Circulator 04 $37.99 0.000 0.00
[0  Abrasive Blast Cabinet 02 $120.00 0.000 3.00
O Heater [l $100.00 0.000 250,00

Alist of available product records will be displayed.

«  Select the product(s) you want to associate with the lead and click the 'Select' button (top left)
The product will be added to the list of associated records.

Add a New Product
»  Click the '+' symbol on the top right corner of the 'Product’ interface.'

Click 'Product' from the drop down.
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&l Records ==
Chmck Create
< m h_lrs:__l_uana Alvarez Edit  Send Emaj
bEmE TS Campalgn Lead Conact
Cpporunity Asnot
Salact Products = Frice Back
Evenit f To Do
Proguct Hame Updates
clution ¥ wela Tessts Balance 2i Activities
Wind Adr Cinculato
Emails
Campaigns

Quick Create Product

Handle Coyote v

Go to full form m Cancel

The 'Quick Create Product' dialog will appear.
»  Complete the details of the new product and click 'Save'.

The information in the 'Quick Create Product' dialog is basic in nature. Use the 'full form" if you want to enter more
details for the contact.

Send lead emails
»  Select the product from the list of associated products and click 'Send Email'

»  Enter the "To' email address, 'Subject' and compose the mail or select the email template required by
clicking the 'Select Email Template' button

«  C(lick 'Send'".
The leads selected will receive the email.

Manage Associated Product
You can view full details of a product, edit a contact or remove a product from the associated product list.

»  Mouse over a product record to view the options at the far right end of the row

Product Name Part Number Unit Price Cormmission Rate Quy/Unit

Yvolution ¥ Welo Twista Balance Bike 68.93 1.500 20
Z': Wind A Circulator 100.00 0.000 ]

; Vielu Monoblock Centrifugal Water Pump 123 400,00 0.000

[
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i2 - View product details. See Products for more details.
# - Edit product details. See Products for more details.

i Removes the product's association with the lead.

The information above also applies to the other record types listed in the right-hand menu.

Lead Conversion

A qualified lead can be converted to an opportunity. By converting a lead, you will simultaneously create a new
contact record and organization record to store personal and company information.

»  Click 'All'> 'Lead' to open the 'Leads List' interface
«  Click on any lead to open the 'Lead's Summary' page
»  Click the 'Convert Lead' button at the top-right corner of the 'Leads Summary' interface.

Convert Lead : Brandan Tompson

Create Organization »
+* .
Mosaic Company

Organization

ame

Ll Environmental ¥

Create Contact bt
[] Create Opportunity ot
* Accionad

e, - i Max b
To
Transfer ™y Orsanization & Contact

Tz Cancel

A'Convert Lead' dialog will be displayed.

»  Select your conversion options. You can create a new organization and/or contact from the lead and can
also promote it to an opportunity.

» See'Add a New Contact', 'Add a New Organization' and 'Create an Opportunity' if you wish to know
more about these sections.

«  C(Click 'Save'.
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After the lead is converted, the lead record will be removed from the 'Leads List' interface.

3.2.4. Mass Management of Leads

CRM allows you to edit, delete, add comments and send emails for several lead records at once. This is useful when
you are updating or altering details that are common to a set of lead records. For example, you may have several
leads with different audiences, different close dates and different projected revenues, but would like to pass a
common comment to staff assigned to those leads.

Tip: If you want to update the details of a single lead record:
»  Open the 'Leads List', click the lead name then click the 'Edit'/ button.

»  See Track Leads for more details.

The interface allows you to:
+ Edit lead records
» Delete lead records
+ Add comments to lead records
+  Send Email from a lead record
* Import and Export Lead records
*  Find Duplicate lead Records

Edit common details of several leads
»  Click 'All'> 'Leads' (under 'Marketing and Sales') to open the 'Leads List' interface

«  Select the leads to be edited
«  Click 'Actions' and choose 'Edit'
The 'Mass Editing Leads' pop-up will appear
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€ Actions - 4+ Add Lead v All Leads
@ F G H I J K ‘_ L.‘I
Delete
Add Comment .
Last Name Company Primary Phone
Send Email
| T
mport Ross Mokia
S Alwin Minacs IT
i Dunlic =z
Ty i Simson Mosaic Company ~ 763-577-2700
Haden Mathew
Brandan Tompson Muosaic Company 763-577-2700
—,l Rirh l Cvclist
Mass Editing Leads

=LV RTLA  Address Details Description Details

First Name * Last Name
Primary Phone Company
Mobile Phone Designation
Fax Lead Source Select an Option >
Primary Email industry Select an Option >
Website Annual Revenue
Lead Status Select an Option = Mumber of
Employees
Rating P o~ Sarnndane Frnail

[t contains three tabs:
» Lead Details
» Address Details

» Description Details
Lead Details

The 'Lead Details' tab allows you to enter new values for first name, last name, website and more.
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Mass Editing Leads

Address Details Description Details
First Name sqt * | ast Name Mathew
Primary Phone Company
Maobile Phone Designation
Fax Lead Source Select an Option [=|
Primary Email Industry Select an Option v
Website Annual Revenue

Lead Status Select an Option | w | Mumber of
Employees
Rating Select an Option » | Secondary Email

Save Cancel

- Enter the new values for the parameters. See this table for descriptions of the fields in the 'Lead Details'
tab

e C(Click 'Save'.
Address Details

The 'Address Details' tab allows you to update city, state country details and more if the leads have these information
in common.

Mass Editing Leads

Lead Details Address Details Description Details

Streat PO Box
Postal Code Ciry
Country State

+  Enter the new values for the parameters. See this table for descriptions of the fields in the 'Address Details'
tab
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«  C(Click 'Save'.

Description Details

The 'Description Details' tab allows you to enter a common description for the selected lead records.

Mass Editing Leads
Lead Details Address Details
Description

- Enter the new description and click 'Save'

Delete Lead Records
Records for the lead that are no longer required can be removed.

Remove lead records
+  Click 'All' > 'Leads' (under 'Marketing and Sales') to open the 'Lead List' interface
«  Select the Lead(s) to be deleted
+  Click 'Actions' and choose 'Delete’ button.
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€ Actions ~ =% Add Lead ¥ All Leads
Edit E F G H | J K L M N O
Add Comment Last Name Company Primary Phone Websit
Send Email
import Ross MNokia
Export Alwin Minacs IT
AL (LT s Simson Mosaic Company  763-577-2700
Haden Mathew
Brandan Tompson Mosaic Company 763-577-2700 http
Are you sure you want to delete the selected Records?
No Yes
«  Click 'Yes'in the confirmation dialog to remove the record(s)
Add Comments to Lead Records
You can leave a comment applies to all selected leads.
To do this:
»  Click 'All'> 'Leads' (under 'Marketing and Sales') to open the 'Lead List' interface
«  Select the Lead(s) to which you need to add comment.
«  Click '"Add Comment' and enter the comments
64
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€ Actions v <4 Add Lead ¥ All Leads
Edit E F G H I ] K L M M
Delete
Company Primary Phone W
Send Email
Import Ross Mokia
Export Alwin Minacs IT
T Simson Mosaic Company  763-577-2700
Haden Mathew
Brandan Tompson Mosaic Company 763-577-2700
v
Adding Comment
Cancel
+  Click 'Save'
Send Email

You can send mails to multiple leads at once. See Emails to know how to send mails to several leads.

Import / Export Lead Records

You can import saved records and export opportunities records from this interface. See 'Import and Export
Records' for more information.

Find Duplicates

You can find duplicate records from multiple lead records at once.
«  Click 'All'> 'Leads' (under 'Marketing and Sales') to open the 'Leads List' interface
»  Select the duplicate lead records to be identified
»  Click 'Actions' and choose 'Find Duplicates'
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€ Actions ~ < Add Lead v All Leads
Edit E F G H | ] K L M
Delzte
Add Comment Last Name Company Primary Phone
Send Email
Import Alwin Minacs IT
Export Ross MNokia
Imsoﬂ Mosaic Company 763-577-2700
Haden Mathew
Brandan Tompson Mosaic Company 763-577-2700
[] Rich Cyclist

Merging Criteria Selection
Available Fields x Country

lgnore empty values

Find Duplicates [l

»  Choose the lead related fields from the drop down and if you dot want the empty values, select the 'lgnore
empty values' option.

»  Click 'Find Duplicates'

Duplicate Leads 028 € @
O Record id Country Merge Select Action
1 78 UsA O
Merge
O 173 LISA O

The 'Duplicate Leads' page is displayed.
*  You can select the duplicate lead record and click the delete button on the top left of the 'Duplicate Leads'
page
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< m Duplicate Leads 102 S ¢ | B
0 Record id Country Merge Select Ackon
78 UsA L]
©® - - .
OR

«  Select required the records and click ‘Merge'

Duplicate Leads w3 S ¢ A P
| Record Id Lead Source Indhustry
D Cold Call .E.ppare;
1 183 Cold Cal Apparel
O 14 Cold Cal Apparel

The 'Merge Records > Leads' screen will be displayed.
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Merge Records In > Leads

The primary record will be retained after the merge. You can select the column to retain the values.
The other recard will be deleted but the related information will be merged.

Felds Record #1 (@ Record #2 ()
First Name (@ Bradley () Leslin
Last Name m Simson () Ross
Primary Phone (@ 763-577-2700 O
Company @ Moszaic Company ) Mokia
Mobile Phone @ ($]
Designation (O] O

Fax (® 763-559-2860 O

Lead Source (@ Cold Call () Cold Call
Primary Email (@ mosaicco@gmail.com () leslin@example.com
Industry @ Apparel ) Apparel
Website @ hupuiwww.mosaicco.comy (@]

Annual Revenue @ 0.00 ) 0.00
Lead Status @ Contactin Future

Number of Employees 0

Email Opt Out (0 8

Street (8 Suite E490, 3033 Campus Drive O

PO Box %) 55441 O

Postal Code (C 0

City @ Plymouth 0

Country w) USA ) India
State ® Minnesota 0
Description @ To become a pertner 0

»  Choose the field of record no.1 or 2 that you want to merge
«  Click 'Merge'.

3.3. Organizations

An organization represents a company or an institution that has multiple employees associated with it. Their
employees, considered as contacts, can be directly associated to an organization record. You can track business
deals through the opportunities of an organization. If the deal is won, the organization will become a customer. If not,
you still retain a repository of information about the organization should you do business with them in future.

The 'Organizations' area allows you to add and manage records of new organizations, associate their records with
the records of contacts, opportunities, quotes, sales order, invoice and more. You can add events and reminders to
each campaign and update organization activities in order to track your progress.

»  Click the 'Organizations' button on the top navigation to open the organizations interface.
OR
»  Click 'All' > 'Organizations'
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A Galendar leads Organizations Contacts Opportunities Products  All

CRM Nieots - KN +
Organization List € Actions + Add Organization ¥ All Organizations v 104 & ¢ B >

A 8 c ) E G G H J K L M N o P Q [ s T u v w X Y z
Dashboard
< >
v et O Organization Name Billing City Website Primary Phone Assigned To
watco
] wateo frontfork
] Fork Springs Regional Transports Administrator
] Saddle and Pedals Administrator
] frontork Administrator
< >

»  The 'Organization List' tab on the left contains a list of organizations added to the CRM.
» The 'Dashboard' tab below this contains activities relating to the organizations

«  The 'Recently Modified' tab lists organizations which were recently updated. Click any organization in the
drop-down to open its details page.

A Calendar leads Organizations Contacs Opportuniies Products Al < 0 # rontork

‘ RM All Records - “ Advanced -+

Organization List = =
< < Organizations Add Widget
Dashboard
History Al ~ Upcoming Activities Mine ~
* Recently Modified —
D__;l frontfork added Sell Water Purifier for Mosaic Company 20 hours ago (30} To call Alfa Romeo supervisor for Watco Companies due in 12 days
Mosaic Company
D Set time for the signing the agreement for Watco Companies
Watco Companies m frontfork updated Watco Companies 22 hours ago .
Foxtrot Inc. ' Billing Country from Pittsburg To USA
]
. 0, Toys Sales Presentation for Watco Companies due in 1 menth
Tesla Motors Ell frontfork updated Watco Companies 22 hoursaga | |d 1¥F P
Billing City changed To Pittsburg
Trends Pvt Ltd
ﬂ_l frontfork updated Watco Companies 22 hours age
Billing Country changed To Pittsburg
m frontfork updated Watco Companies 22 hours aga
Organization Name from watco To Watco Companies
m__-l frontfork added Mosaic Company ZZios S
Overdue Adtivities Mine ~
M) frontfork added Foxtrot Inc 22 hours ago
M fontfork added Tesla Motors Z2nous S
D0 frontfork added Irenz Mathew for Trends Pyt Ltd 23 bow=lac
No overdue activities
a__; frontfork added Sherene Leander for Trends Pyt Ltd 23 hours ago
More...

The following sections explain more about each area:
+ Add a new organization
« Manage Organization
» Associate organizations with other records

» Mass Management of Organizations

3.3.1. Add a new Organization

New organizations can be created using as much or as little data as is available to you at the time. Details can
include the organization name, contact details, address, industry vertical, annual revenue, assigned staff member
and more. These details can be dynamically updated as the relationship with the company progresses.

You can create organization records in four ways:
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- Create a new organization record - Setup a new organization record and specify all its details. See
Create a New Organization Record for details.

*  Quick create a record - Create a new organization record with the details you require. Other details can be
added later as the business gains momentum. See Quick Create a Organization Record for details.

« Clone a record - Duplicate an existing record and use it as a starting point to create a new record. See
Clone an Organization Record for details.

« Import Organizations - Prepare a list of organization records in a .csv or .vcf file and import data into
'Organization List' interface. See Import and Export Records for details.

Once an organization record is added to the 'Organization List', you can:

« Track the progress of a deal by viewing associated quotes, sales orders, invoices, campaigns, products and
services and opportunities. See Track Organizations for more details.

»  Add activities like scheduled events, meetings and more. See the explanation under Adding Activities for a
Organization in Track Organizations for more details.

+ Associate other records with the organization, including contacts, leads, quotes, invoice, products, services,
assets, opportunities and more. See Associate Organizations with Other Records for more details.

Create a New Organization Record
»  Click 'All' then 'Organizations' (under 'Marketing and Sales'), or click 'Organizations' on the title bar
Click the 'Add Organization' button

«  The 'Create New Organization' page will open. Complete as many details as you have to hand then click
'Save'.
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¥ All Organizations

A £ G H I I K L

Billing City Wehsite

nassugarisland.co

¢ Creating New Organization m Cancel

Organization Details

Select an Option
Select an Option v Select an Cption

O

Create New Organization - Form Parameters

Form Parameter Description

Organization Details

Organization Name Specify a name for the organization, shortly describing the organization
Website Enter the URL of the organization's website

Primary Phone Enter the main contact number for the lead

Ticker Symbol Specify the organization's ticker symbol

Fax Enter the Fax number of the organization

Member of Enter the name of parent company

Secondary Phone Enter any secondary email address for the lead

Employees Enter the number of employees in the organization

Primary Email Enter the mail email address of the organization

Secondary Email Enter any secondary email address for the organization
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Ownership Enter the ownership type of the company

Industry Enter the type of vertical that the lead belongs to

Rating Enter the a rating for the company

Type Select the type of organization from the drop down

SIC Code Enter the Standard Industrial Classification (SIC) codes

Email Opt Out Specify whether the lead has opted out of email communications.

Annual Revenue

Enter the annual revenue of the company

Assigned To

Enter the name of the staff member to whom the lead is assigned

Notify Owner

Billing Address

If enabled, CRM will notify the staff member to whom the organization record is
assigned.

Address Details

Enter the address details like street name, city, country, postal code and more

Shipping Address Enter the destination address details for shipping purposes
Billing PO Box Enter the PO Box number for billing purpose

Shipping PO Box Enter the PO Box number for shipping purpose

Billing City Enter the name of city meant for billing purposes

Shipping City Enter the name of destination city for shipping purposes
Billing State Enter the name of state meant for billing purposes
Shipping State Enter the name of destination state for shipping purposes

Billing Postal Code

Enter the postal code meant for billing purpose

Shipping Postal Code

Enter the postal code meant for shipping

Billing Country

Enter the name of country for billing purposes

Shipping Country

Description

Enter the name of destination country for shipping purposes

Description Details

Enter a description for the organization.

The organization record will be saved and added to the list of organization records in the 'Organization List' interface.

Quick Create a Record

The 'Quick Create' option allows you to create a organization record from any interface, within a short time. It
requires you to enter only the basic details.

Click the '+' button at the top right from any interface of CRM and choose 'Organization’ from the options.
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Quick Create

Lead Contact
Organization ' Opportunity Asset
tivities Service Price Book
Event/To Do
I Updates

Quick Create Organization

one ASSIENE Coyote b

Go to full form m Cancel

Fillin the organization details in the Quick Create Organization' dialog. Descriptions of the form parameters
are available in the this table.

« If you want to view and enter all details, click 'Go to the full form'
«  Click 'Save'

The record will be saved and added to the list of organization records in the 'Organizations' interface. You can open
the summary interface for the record by clicking the organization name and add/edit the details as required at
anytime.

Clone a Organization Record

CRM allows you to create a new organization record using an existing record as a template. You can then edit the
cloned record according to the requirements of your new organization. This is useful when you find a company has
the same requirement of product/service for which a organization exists already, for a new type of organization,
using a new industry type and more.

To clone a organization record

«  Click 'All' on the title bar and choose 'Organization' under 'Marketing and Sales' to open the 'Organization
List' interface

+  Click on the name of the organization record you want to clone to open the the 'Organization Details'
interface

»  Click 'More' on the top right and choose 'Duplicate’
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< ﬁE Trends Pwt Ltd Edit Send Email ~ More =

Activities
Trends Pyt Ltd

ransfer Ownership
in

Add Event
Add To Do
¢ Creating New Organization Cancel
Organization Details
nds Pyt |
o a +
]
Apparel
Active b : Select an Option v
O
/ - Coyote

The 'Creating New Organization' form will open with the details populated from the original record.
«  Enter a new name for the new organization
«  Edit the details as required. Descriptions of the form parameters are available in the table above.
«  Click 'Save'.
The organization record will be saved and added to the list of organization records in the 'Organization List' interface.

3.3.2. Manage Organizations

»  The 'Organization List' interface lets you view and update organization details, including address and
shipping information. You can also view the historic details of updates made by Staff members and add
comments to the organization record.

«  The staff members can schedule activities and events for the organization from this interface. The activities
will be reflected in the calendars of team members assigned to the organization.

» You can associate records of other modules like opportunities, quotes, sales order, invoice, email, product,
organizational assets and more to an organization.

To view organization details:

»  Click 'All' > 'Organization’ to open the ' Organization List' interface
«  Click on an organization name to open the 'Organization Summary' interface
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- To see even more information, click 'Organization Details' on the right-hand menu
You can edit an organization record in three ways:

«  Click 'All' > 'Organization’ to open the ' Organization List' interface

+  Click on an organization's name and then the 'Edit' button from the 'Actions' menu
OR

»  Open and organization record and then click 'Edit on the top right of the Organization
OR

+  Click 'All' > 'Organization' to open the 'Organization List' interface

»  Place your mouse cursor over the name of an organization to reveal the action buttons on the right of
the row.

«  Click the 'pencil' icon to open the organization edit interface:

€ Editing Organiration - Mosaic Company m ol
i pacatas Detaske
-] o+
A
Arseiler
=]
=]
Ay Dotk
mi vl TR
v daress e
Destription Detas
il
e

+  See this table for descriptions of the fields in the 'Organization Details' interface
» Administrators can edit an organization to update it with the latest organization progress

Comments
The comments part of the organization record allows staff to post internal memos about the organization.

View a comment in a record:
»  Click 'All'> 'Organizations' (under 'Marketing and Sales') to open the 'Organization List' interface
«  Choose an organization record and enter your comments and then click 'Post'.
OR
»  Click 'Comments' in the 'Organization Summary' interface.
»  Enter your comments and click 'Post'.
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< ﬁ Trends Pvt Lid Edit ~ Send Email = More

Mo comments

Activities

Activities consist of 'Events' (meetings, calls, webinars etc) and "To Dos' (product delivery, purchase efc).
Administrators can add 'Activities' to a organization and these will be added to the CRM calendar. Activities can be
viewed by administrators and staff members to whom the lead is assigned. Assigned staff and administrators can
add an 'Event' or "To Do' as an activity of an organization record.

Create an Event/To Do:
Click 'All'>'Organization' (under 'Marketing and Sales') to open the 'Organization List' interface

»  Choose a lead then click 'Activities' from the menu on the right
»  Click 'Add Event' or 'To Do' in the activities interface.
OR

Click 'More' on the top right of any of the organization interfaces from the right pane.

Choose 'Add Event' or "To Do' in the drop down menu.

< ﬁ Trends Pvt Ltd Edit | Send Emall = More T
Orpanization Sum
¢ H >
+ Add Event + Add To Do y Organization Details
Cormiments
Status Actity Type Subject Related To Start Date & Time Recurrence Assigned To Uptates
Contacts
Quick Create Event / To Do Opponunities
-
" Subeer * Assigned To Covote Setbe, Dvcles
Irvoice
17-07-04 4
* Start Dabe & ™ & Frl Dt & Tirme 1 m
Tirme
1029 Ak o 1034 AW o Eimails
Products
* SREEUS Selact an Option v | %Aty Type Salect an Option
Campaigrs
Gt full form m Cance Services
At

The event/ to-do dialog will open:
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»  Complete your event details and click 'Save'.
Please note that the 'Activity Type' option is only available for quick events.

The information in the quick event dialog is basic in nature and will be used to populate the calendar entry. Use the
'full form" if you want to create a detailed event with more information (priority, visibility etc).

- To create a detailed event, click the 'Go to full form' button in the quick event dialog:

¢ Creating New Event m Cance

Event Details

10-39 Al o] 1044 AM (3]
Select an Option Select an Option

Setect an Option

2017-07-04 )
Public - OH
10.35 Al ®
Related To
o = 1o 58 Q + Organizations « | 0 Trends P Lid a +
De=cription Details
Imate

»  Enter the required details and click 'Save'.
See the section Manage Shared Calendar for more details on the 'Event/To Do’ full form.

3.3.3. Associate Records from Other Modules to an Organization

The 'Organization Summary' interface lets you associate organization records with other CRM records, including
contacts, opportunities, quotes, invoices and more.

View and manage the contact records associated with a organization record
+  Click 'All' > 'Organizations' (under 'Marketing and Sales')
+  Click any organization record to open the organization's summary page.
+  To view detailed information of the organization, click '‘Organization Details' on the right pane.

The right of the interface contains links to records in other modules which have been associated with the
organization:
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< @ﬁ Trends Pyt Ltd Edit | Send Email | More <y

Activities Add Organization Details
Trends Pt Lid

Mo pending activities Updates

Coyote
Updates Quintes
Coyote updated 2y age Sales Urder

*?.‘7.,'3,':1:5 l,’.:f.'r."':; i 'gr!‘l T Il
Coyote created

Show Full
Details e z i Emails

Comments Campaigns

Asseds

L+
Please add a new quote

A¥gepiy | Edit

You can use these links to create a record in another module which will be linked to the organization record.

» Contacts - View and edit existing contacts associated with the organization. Create a new contact and
associate with the organization record

«  Opportunities - Add opportunities to the organization. Associate a new opportunity with the record.

*  Quotes - Add quotes to the organization. Associate a new quote with the record.

«  Sales Order - Add sales orders to the organization. Associate a new sales order with the record.

« Invoice - Add invoices to the organization. Associate a new invoice with the record.

+ Activities - View and edit existing activities associated with the organization. Add new events and 'To-Do's.
«  Emails - View, create and send emails to the organization

»  Products - Add products to the organization. Associate a new product with the record.

«  Campaigns - Add campaign to the organization. Associate a new campaign with the record.

»  Services - Select services to the organization. Associate a new services with the record.

« Assets - Add assets to the organization. Associate a new asset with the record.

The example below describes how to associate 'Contact' records with a organization. The same process can be
applied to other record types. Note. Of course, if you haven't done so already, you need to create some contact
records first.

»  Open an organization as described earlier then click '‘Contacts' in the menu on the right
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< ﬂ Trends Pvi Lid Edit | Send Email | More - £ | »

Ovganizaticn Sum. .
Add Contact 2 4 S
+ T2 S # 0 izmtion Details

Comments

Updates:
First Mamse: Last Name DiMce Phone Organization Name Tithe Primary Email

- 3 - - Contacts
Sherene Leander 226235 remds Pyt Lid coyoteewilei@yahoo.com

rene Matnew 1233 Trenis Pyt Ltd LI

Proucts

Campaigns

The interface allows you to:
» Add a new contact record to the organization
» Manage created contact record

«  Transfer ownership to other staff member
« View Organizational Hierarchy

» Create a duplicate record of existing organization

CRM also allows you to send emails to selected persons from anywhere in the Organization interface. See Emails to
know about sending emails.

Add new Contact Record to the organization
+  Click 'Add Contacts' OR click the '+' symbol at top right then select 'Contact'

«  Overwrite the contact's current address (if any) if you wish to replace it with this organization's address:
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Edit Send Email More 4 »

Orpanization Sum

i)
-

y £
4
AT Oy ganiration Delails

Comments
b

Primasy Email Assipned To Mailing City

Quick Create Contact

= Opportumitics
2 = o Quotes

Uipekate=

Sabes Order
9 [ Trends Pt Litd Q Inwoice

The 'Quick Create Contact' dialog will appear.
- Complete the contacts details with as much information as you have and click 'Save'.

»  The information in the 'Quick Create Product' dialog is basic in nature. Use the 'full form' if you want to add
more details for the contact.

Note - If you want to assign existing contacts to the organization instead, then you need to go through the 'Contacts'
interface:

« Individual contacts - Click 'Contacts' > Click the name of the contact you want to add > Click 'Edit' >
'Organization Name' field - type the name of the organization to which you want to add the contact > Click
‘Save'
«  Multiple contacts - Click 'Contacts' > Select the check-boxes of all contacts you want to add > Click 'Actions'
> 'Edit' > Type the name of the target organization in the 'Organization Name' field > Click 'Save'.
Manage Associated Contact

You can view full details of a contact, edit or remove a contact from the associated organization.
»  Mouse over a contact record to view the options at the far right end of the row

+ Add Comtact 1wz (€ Bl)
Farst Mamie Larst Mamni DHifice Phisne O panizatinn Mame Tirle Prisnary Frmadl i T ailing Tty Bailing Cownkry
Sheneng Leande: 0132023% Trends Pei Lid copoteewiiegyahoo.com oyclist i rd |
er harhawy 1233 Trends Pat Ltd Conpose Ineli

I= - View contact details. See Contacts for more details.

# - Edit contacts details. See Contacts for more details.

- Removes the contact's association with the organization.
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»  Click 'All' > 'Organizations' (under 'Marketing and Sales') to open the 'Organization List' interface

«  Select an organization to be edited

»  Click 'More" and choose 'Transfer Ownership' in the 'Organization Summary' interface.

ends Pvt Ltd

Edit Send Email

More -

Delete Organization

< >

Duplicate
R Activities Organization Details
n Mame| Trends Pyt Ltd Organization Hierarchy
Comments
e 1
v =| Transfer Ownership Updates
Contacts
Pr =
Select Related Modules x Opportunities | | x Contacts 0 rtuniti
it x Quotes
ites Quotes
Billing Ci
Fts added Irene Mathew 17 hours ago Sales Order
Billing Col
Fis added Sherene Leander 17 hours ago Invoice
Assigned To Dagwood x
B updated Activities
Show Fu ng Country: changed To India
Details| B created days ago Emails
Prod

The "Transfer Ownership' dialog will be displayed.

«  Select the organization's related modules based on the information associated and then choose the staff
member you want to assign.

«  C(lick 'Save'

View Organizational Hierarchy

CRM allows you to view the organizational architecture in a hierarchical manner if you have entered the parent
company details in the 'Member of' field.
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¢ Editing Organization - Trends Pvt Ltd m Cancel
Organization Details
& T P
© Kanchipuram s |'Z)
Phone Emploress
¢ Editing Organization - Kanchipuram silks m Cancel
Organization Details

e LLE= Kanchipuram silks - kanchisilks.com

890

To view the organization's hierarchy
+  Click 'All' > 'Organization' (under 'Marketing and Sales') to open the 'Organization List' interface
«  Select an organization to be edited
+  Click 'More' and choose 'Organizational Hierarchy'

Trends Pvt Ltd Edit || Send Email More - £ »
Delete Crganization
Duplicate
Activitios R — . D:galliml.iun Dhe=tails
Trends Py Lid ‘ Grganization Hierarchy )
— Comments
Transter Ownership
no pendin Updates
= Add Event
Contads
Add To Do
Opportunities
Urganization Hieran:hy ?
Sales Order
Organization MName Billing City' Website Primary Phone Assigned To Invoice
Sitk City WAL SIIKCITY. Com 27268938 Coyiote
. .. Kanchipuram silks kanchisilks.com TESO Coyore
oo Trends Pet Ltd Dagwood

The 'Organization Hierarchy' dialog will be displayed. You can view the parent company details by clicking on the
name of the company.

Create a duplicate record of existing organization
You can create a new organization record based an existing record. See 'Clone an Organization Record' for more
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3.3.4. Mass Management of Organizations

CRM allows you to edit, delete, add comments, send emails and "Transfer Ownership' for multiple organizations
simultaneously. This is useful when you are updating or altering details that are common to a set of organization
records. For example, may have several organizations with different owners, different sale orders and different
projected revenues, but would like to pass a common comment to staff assigned to those organizations.

Tip: If you want to update the details of a single Organization record:
+ Open the 'organization List', click the organization name then click the 'Edit' button.
«  See 'Track Organizations' for more details.

The interface allows you to:
» Edit organization records
» Delete organization records
+ Add comments
» Send Email
»  Transfer Ownership
« Import/ Export Organization records
* Find Duplicates

Edit common details of several organizations
»  Click 'All' > 'Organizations' (under 'Marketing and Sales') to open the 'Organizations List' interface

»  Select the organizations to be edited
»  Click 'Actions' and choose 'Edit'
The 'Mass Editing Organizations' pop-up will appear
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€ Actions - + Add Organization ¥ All Organizations
Crat > E|F ¢ H|1 [ k[L][m N O
Delege
e Billing City Website Primar

Add Jomment
Send fmail

Transfgr Cwnership

|’ icilk TGl
Impart kanchisilks.com 7890

Export wwnwsilkcity.com 2726893

Find Duglicates

L1 Rliance Digital Hydrabad relianceworld.com 3456
Honey Well Hydrabad reliancesvorid.com 3456
Mefimix International http e medimix. net/ 0

M

Mass Editing Organizations

Organization Details Address Details Description Details

Website Primary Fhone

Ticker Symbol Fax

Secondary Phone Employees

Primary Email Secondary Email

Ownership Industry Select an Option .
Rating Select an Option | Type Select an Option -
5IC Code Email Opt Out ]

Annual Revenue : * Assigned To Coyote &

It contains three tabs:
» Organization Details
» Address Details
« Description Details

Organization Details

The 'Organization Details' tab allows you to enter new values for website, primary phone, ticker symbol, fax and
more.
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Mass Editing Organizations

Organization Details Address Details Description Details

Website Primary Fhone

Ticker Symbaol Fax

Secondary Fhone Employees

Primary Email Secondary Email

Owenership Industry Select an Option =
S Select an Option v | Type Select an Option v
SIC Code Email Opt Out O

Annual Revenue : * Azsigned To Coyote i

- Enter the new values for the parameters. See this table for descriptions of the fields in the 'Organization
Details' tab

e Click 'Save'.

Address Details

The 'Address Details' tab allows you to update billing address, shipping address,billing city, shipping city details and
more if the organizations have this information in common.

- Enter the new values for the parameters. See this table for descriptions of the fields in the 'Address Details'
tab

« Click 'Save'.

Description Details

The 'Description Details' tab allows you to enter a common description for the selected organization records.
»  Enter the new description and click 'Save'

Delete Organization Records
Records for the organization that are no longer required can be removed.

«  Click 'All'> 'Organization' (under 'Marketing and Sales') to open the 'Organization List' interface
«  Select the Organization(s) to be deleted
«  Click 'Actions' and choose 'Delete’ button.
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Actions = || = Add Organization ¥ All Organizations

Edit E F G H l | K L M

Add Comment 3 | e

Send Email

Transfer Ownership

Import kanchisilks.com
Export whensilkcity.com
Find Duplicates

L Reliance Digit*’ Hydrabad relianceworld.com

Ho| Deleting this Organization(s) will remove its related Opportunities & Quotes. Are you sure you
want to delete the selected reconds?
Me

o K3

«  Confirm the deletion by clicking 'Yes'

Add Comments to Organization Records
You can enter a comment that needs to updated for more than one organization record

To do this:
+  Click 'All' > 'Organizations' (under 'Marketing and Sales') to open the 'Organization List' interface
«  Select the Organization(s) to which you need to add comment.
«  Click 'Add Comment' and type your message
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'€ Actions - |+ Add Organization ¥ All Organizations

B E Fl G |H|1|)J][Kk|[L|mM|N|O P q
Delete
Add Comment s e Primary Phone As
Send Email
Transfer Ownershif
Import kanchisilks.com 7890
Export www.silkcity.com 27268938
Find Duplicates

LI ReliEncel - Adding Comment

| Honey We

O Medimix| |E

Sugar Isla

Deer Com

Kanchi Cu m Cancel

«  Click 'Save'

Send Email

You can send mails to multiple contacts in an organization at once. See Emails to know how send mails to multiple
recipients.

Transfer Ownership
You can transfer ownership of multiple organization records to another staff member at once.

To do this:
»  Click 'All' > 'Organizations' (under 'Marketing and Sales') to open the 'Organization List' interface
«  Select the Organization(s) for which you need to transfer the owner
»  Click 'Transfer Ownership'
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£ Actions = < Add Organization ¥ All Organizations
Edit E F G H | ] K L M [§] 0] P Q R
Delete
e Billing City Website Primary Phone Ass

Add Comment

Send Email

Transfer Ownership

e —
Import kanchisilks.com 7890
= FRG3
Export Transfer Ownership o
Find Duplicates .
Select Related Modules » Contacts | | # Sales Order

L] Reliance Digital

Honey Well ® Calendar | % Products

Medimix International F854561

Assigned To Dagwood v

The "Transfer Ownership' dialog will be displayed.
*  You can transfer all information to the new assignee, or only selected modules. Select the modules you
wish to transfer then the staff member to whom you want to assign the records.
»  Click 'Save'

Import / Export Organization Records

You can import saved records and export opportunities records from this interface. See 'Import and Export
Records' for more information.

Find Duplicates
Allows you to locate and analyze duplicate records.

«  Click 'All' > 'Organization' (under 'Marketing and Sales') to open the 'Organization List' interface

»  Click 'Actions' and choose 'Find Duplicates'
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Actions = = Add Organization ¥ All Organizations
Edit E F G H | | K L M M O
Delete
[ e Billing City Website
Send Email
Transfer Ownership Chennai honeywell.com
Import Kanchipurarm kanchisilks.com
Hydrabad relianceworld.com

http:/fwww.medimix.net

Merging Criteria Selection
Available Fields »* Fax

lgnore empty values

Find Duplicates Cancel

«  Place your mouse cursor in the 'Available Fields' box to choose the fields that will be compared. Records
which have identical values in these fields will be classed as duplicates.

+ If you add multiple criteria then a record must match all criteria before it will be classed as a duplicate.
- Ignore empty values means the CRM will not use matching blank cells as an indicator of a duplicate.
«  Click 'Find Duplicates'

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 89



COMODO

CYBERSECURITY

Duplicate Organizations w73 ¢ B>
(| Record Id Shipping Country Merge Select Action
O 167 India O
[l 169 India O
O 196 India O m
[l 197 India O
I 84 USA O
O 86 UsA O | Merge |
O 151 USA O

The 'Duplicate organizations' page is displayed.

«  You can select the duplicate organization record and click the delete button on the top left of the 'Duplicate
organization' page

<

Duplicate Organizalions w7 D e imls
r Y
O Record id shipping Country Merpe Select ACTON
L] 167 ndia ]
(] 169 ndia (|
-
L 196 ndia O ge
(] 197 ndia (]
J 84 s (|
O 86 usA O Merge
15 UsA O
OR
»  Select required records and click 'Merge'
<
Duplicate Organizations w3 & FETns
| Record Id Industry Rating Type
D 167 Appare Artive Analyst
D 169 Appare Artive Anahyst
O 197 Appare Artive Anatyst

The 'Merge Records > Accounts' screen will be displayed.
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CRM - Administrator Guide

Merge Records In > Accounts

The primary record will be retained after the merge. You can select the column to retain the values.
The other record will be deleted but the related information will be merged.

Fields Record #1 (@) Record #2 ()
Organization Name (@ Trends Pvt Ltd () ABC Led
Wehbsite ® 'S

Primary Phane ® 9]

Ticker Symbol ® 'S

Fax O] O
Member Of @ Kanchipuram silks 9]
Secondary Phone @ 8
Employees @0 oo
Primary Email ™ S

Type @ Analys :

SIC Code ® 9

Email Opt Out @ Mo ) No
Annual Revenue (® 0.00 () 0.00
Assigned To @ Dagwood (O Steam Ship
Motify Owner @ Mo ) Mo
Billing Address @ O
Shipping Address ® 9]

Billing PO Box . 9]
Shipping PO Box ® O

Billing City ® e
Shipping City ® O

Billing State ® @)
Shipping State . )

Billing Postal Code ® @]
Shipping Postal Code ® 9]

Billing Country @ 8
Shipping Country @ India ) India
Description @ O

«  Choose the field of record no.1 or 2 that you want to merge

«  Click 'Merge'.
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3.4.Contacts

A'Contact' is any person with whom your company does or may do business. They could be acting individually or
representing an 'Organization'.

A Gilendar leads Organizations Contacts Opportuniies Products Al

e
CRM Neeorss - KN +
< actons | -+ Adacontac ¥ Al Contacs : s e ¢ [8]

A B c D E F G H | J K L M N 0 4 Q R s T [ v w x Y z
Dashboard
< >
*  Recently Modified o
] First Name Last Name Title Organization Name Primary Email Office Phone:
Peter Jonnson
Alex Lagas
Peter Johnson [m] Peter Johnson Sign on Watco = (785)827.3959
Joahn Smith [m] Alex Lagas Meeting with Legas web conference - alegastoysrus@gmail.com 184-256-4587
Oliver Handsome [m} Peter Johnsen Sign on Watco
[m} Joahn Smith - m 18)374-3271
[m] Qiiver Handsome = NASales@tesia.com 0921326541
<

«  Click 'All'> 'Contacts' to view a list of all contacts added to the CRM.
- 'Recently Modified' shows contacts whose details have been updated recently.

»  Click 'Dashboard' to see recent contact-related activities

A Calendar leads Organzations Contacts Opportunities Producs Al " < O # rontiork
‘ RM All Records - “ Advanced +
Contacts List < Contacts Add Widget

Dashboard

¥ Recently Modified

History All ~ Upcoming Activities Mine ~

. ) o
ﬁ frontfork added Set time for the signing the agreement | ™I7Vt= 39 30, Contact to Oliver to change the metting day for Oliver Handsome
Peter johnson for Peter Johnson due in & days
Alex Lagas 3 2 minutes ageo
g & frontfork added technical review for Alex Lagss ' . D Set time for the signing the agreement for Peter Johnson  dus in 14 days
Oliver Handsome
P D technical review for Alex Lagas due in 21 days
Peter Johnson é frontfork added Contact to Oliver to change the metting ™ s
Joahn Smith day for Oliver Handsome
@& frontfork added Peter johnson 5 days age
é frontfork updated Alex Lagas & days ago
Title from Metting with Legas web conference To Meeting
with Legas web conference
= frontfork updated Peter johnson o
- ) Overdue Activities Mine w
Secondary Email changed To sales@watco.co.uk
& frontfork added Peter johnson 5 days age
& frontfork added Joshn Smith 5 days age
& frontfork added Alex Lagas 5 deys ago

No overdue activities

é‘ frontfork added Oliver Handsome

More...

«  Click on any contact name in the main list to view their full details. Click 'Edit' if you wish to update or add
information about the contact.
The following sections explain more about each area:

» Add a new contact
» Manage Contacts
« Associate Contacts with Other Records
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» Mass Management of Contacts

3.4.1. Add a New Contact

CRM allows you to create contact records based on the information you have about the individual.
There are four ways to create a new contact:
« Create a new contact record - Add a new contact from scratch.

«  Click 'Contacts' > 'Add Contact'
See Create a new Contact Record and Quick Create a Contact Record if you need help.

« Quick create a Record - Create a new contacts record with the details you require. Other details can be
added later as the business gains momentum. See 'Quick Create a Contact Record' for details.

« Clone a record - Duplicate an existing record to use as a starting point for a new contact.

»  Click 'Contacts' > click the contact you wish to clone > 'More' > 'Duplicate’
See Clone an Contact Record or more details.

» Import Contacts - Bulk import contacts from a .csv or .vcf file
«  Click 'Contacts' > 'Actions' > 'Import'
See Import and Export Records if you need further help.
Once a contact has been added to the 'Contacts List', you can:

«  Associate the contact with organizations, leads, opportunities, invoices, products, campaigns and more.
See Associate Records from Other Modules to a contact for more details.

« Add activities for the contact (scheduled events, meetings and more). See Track Contacts for more details.

+ Track sale and purchase orders depending on whether the contact is a seller or a buyer. You can view and
manage associated emails, quotes, sales orders, purchase orders, invoices, campaigns, vendors, assets,
invoices , products, services and opportunities. See Track Contacts for more details.

Create a New Contact Record
«  Click 'All' then 'Contacts' (under 'Marketing and Sales') OR click 'Contacts' on the title bar

«  Click the 'Add Contacts' button

« The 'Create New Contacts' page will open. Complete as many details as you have to hand then click 'Save'.
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< ¥ All Contacts
G H | K L M M o
Title Organization
Kar
< Creating New Contact - Cancel
Basic Information
None | = %
it ULION PEARE: | 8 o+
Select an Option
s
o a +
|
| 7 ={d
o To | Coyote : 0

Customer Portol Details

Create New Contact - Form Parameters

Form Parameter Description

Contact Details

First Name First name of the contact

Last Name Last name of the contact

Office Phone Employee's contact number

Organization Name Associate the contact with a CRM organization.
Mobile Phone Cell phone number of the contact

Lead Source Select how the contact was discovered

Home Phone Home phone number of the contact

Title Contacts job title
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Secondary Phone Enter any secondary email address for the lead

Department Specify the department of the contact

Fax Enter the Fax number of the organization

Primary Email Enter the mail email address of the organization

Date of Birth Provide date of birth of the contact

Assistant Specify the name of the contact’s assistant

Assistant Phone Specify the phone number of the contact's assistant.

Reports to Select from the list of contacts to whom the contact reports.

Secondary Email Enter any secondary email address for the organization

Email Opt Out Specify whether the lead has opted out of email communications.

Do Not Call Specify whether the contact has opted out of call communications

Assigned To Enter the name of the staff member to whom the lead is assigned

Notify Owner Specify whether to notify the staff member to whom the organization record is
assigned.

Reference Specify whether to organize reference contacts to other modules in CRM

Portal User If enabled, the contact record is granted customer portal access

Support Start Date The customer can log in to customer portal from this date

Support End Date The customer can log in to customer portal until this date

Mailing Street Enter the address details like street name, city, country, postal code and more

Other Address Enter the destination address details for other purposes

Mailing PO Box Enter the PO Box number for mailing purpose

Other PO Box Enter the PO Box number for other purpose

Mailing City Enter the name of city meant for mailing purposes

Other City Enter the name of destination city for other purposes

Mailing State Enter the name of state meant for mailing purposes

Other State Enter the name of destination state for other purposes

Mailing Zip Enter the mailing zip code details

Other Zip Enter the other zip code details

Mailing Country Enter the name of country for mailing purposes

Other Country Enter the name of destination country for other purposes.
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Click 'Save' to add the contact to the 'Contact List'. You can update the contacts details at any time by clicking the
'Edit' button.

Quick Create a Record

The 'Quick Create' option you to create a contact record from any interface, in a short time. You need to enter only
the basic details.

«  Click the '+' button at the top right from any interface of CRM and choose 'Contacts' from the options.

Quick Create
Campaign Lead
Q R 5
Crganization Opportunity
; Email Offig Product Service Price Book
Vendaor Event /
L |
oyote
Coyote
x
Quick Create Contact
rl ame | Mone | * * Last Name
Office Phone T o Q
Primary Email *A ned Coyote v
Go to full form L5 Cancel

Fill-in the organization details in the 'Quick Create Contact' dialog. Descriptions of the form parameters are
available in the this table.

« If you want to view and enter all details, click 'Go to the full form'
e Click 'Save'

The record will be saved and added to the list of contacts records in the 'Contacts' interface. You can open the
summary interface for the record by clicking the contact name and add/edit the details as required at anytime.

Clone a Contact Record

CRM allows you to create a new contact record using an existing record as a template. You can then edit the cloned
record according to the requirements of your new contact. This is useful when you find a contact that has the same
organization for which address details exists already.
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»  Click 'All' on the title bar and choose 'Contact' under 'Marketing and Sales' to open the 'Contact List'
interface

»  Click on the name of the contact record you want to clone to open the the 'Contact Details' interface
+  Click 'More' on the top right and choose 'Duplicate’

< ﬁE Trends Pwt Ltd Edit Send Email ~ More =

Activities
Trends Pyt Ltd

ransfer Ownership
in

Add Event
Add To Do
¢ Creating New Organization Cancel
Organization Details
nds P |
o a +
]
Apparel
Active i £ Select an Option v
O
/ " Coyole

The 'Creating New Organization' form will open with the details populated from the original record.
»  Enter a new name for the new organization
- Edit the details as required. Descriptions of the form parameters are available in the table above.
«  Click 'Save'.
The organization record will be saved and added to the list of organization records in the 'Organization List' interface.

3.4.2. Manage Contacts

«  You can schedule activities for any contact that has been added to the CRM. Contact activities will be
shown in the calendars of team members assigned to the activity. Other team members may view the
activity details from the shared calendar.

«  You can also view and manage associated emails, quotes, sales orders, purchase orders, invoices,
campaigns, vendors, assets, invoices , products, services and opportunities.

Activities
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Activities consist of 'Events' (meetings, calls, webinars etc) and "To Dos' (product delivery, purchase etc).You can add
an 'Event' or "To Do' as a contact activity as follows:

Create an Event/To Do:
«  Click 'All'> 'Contacts' (under 'Marketing and Sales') to open the 'Contact List' interface

«  Click on the contact for whom you want to add an activity.
« Inthe contact details page, click 'Activities' on the right-hand menu

«  Click either the 'Add Event' or 'Add To Do' button. You can also switch between types while in the event
creation dialog:

a Ms. Irene Mathew Edit  Send Email  More <
Contact Summarny
@ Add To Do £ B3 Contact Details
Comments
Satus | Quick Create Event f To Do

——

Emails
Z 201 1
Quiotes
* Start Dete &
£ “:r = ] * End Dake & Time 1
Purchase Onder
o o
Sales Urder
* Seatus Select an Option = | % Activity Type Select an Option . Producis

o to Tull form m Cancel

« Event - Create a scheduled activity that has a fixed start and end time. You need to pick an activity type
(meeting, call etc), specify the start & end times of the event and assign the event to a staff member. You
should also create a subject (or name) for the activity and specify its current status (planned, held, not
held).

+ Todo-A'todo'is a general task with a due date for the contact. For example, 'Follow up call', 'Send
Quote', 'Deliver Purchased Items' etc.

»  Please note that the 'Activity Type' option is only available for quick events.

«  The information in the quick event dialog will be used to populate the calendar entry. Click 'Go to Full Form'
if you want to create a detailed event with more information (priority, visibility etc).
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Event Details
N i = Coyote
] 14 17-0 4
* e | * B B
) 1044 AW (3]
& Select an Option T Select an Option
Select an Option
201 7-07-04 )
Public " OH
10.38 AM (o]
Related To
O Q + Organizations QO Trends PutLid a
De=cription Details
Imte

«  Click 'Save' to register your event or to-do.
See the section Manage Shared Calendar for more details on the 'Event/To Do’ full form.
Tracking

«  Click 'All'> 'Contacts' then click on a contact's name to open their details page.

» The links on the right show record types that can be associated with the contact. These include
organizations, leads, opportunities, invoices, products, campaigns, purchase orders,and more.

+  Click any of these links to view items that have already been associated with the contact.

- Toadd anew item, click the 'Add' button within any of the record types.

«  SeeAssociate Records from Other Modules to a contact for more help to associate other records with
contacts.

3.4.3. Associate Records from Other Modules to a Contact

The 'Contacts Summary' interface lets you associate various records with a contact. Records you can associate
include opportunities, campaigns, invoices, purchase orders, quotes and more. Contacts that are members of a
single organization will be listed in the organization record on viewing its associated contacts.

View and manage the records of modules associated with a contact record

«  Click 'All'> 'Contact' to open the 'Contact List' interface

Click on any contact to open the 'Contact Summary' page

Click the 'Contact Details' link on the right to see even more information

The right-hand menu contains links to the records of other modules which are associated with the contact:
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* .' Mr. Rich Cychst Efit | SendEmal | Mone £ )
o Contact Drtaty
Commenis
Mo peerding achics Lk,
o
Artro
- Ermas
s
Coyute
Lrad 5g e To Coded ol Funchase Do
Comyoe:
Py o T b et ybgme com Sk, Okt
& arges To 0N T-00-13
chenged To BH1807-13 Froducts
wMemabine Cerirfugel Weber Purmg
— AT
how Pl Dataity Copoe created s
Serece
Commaents pt
nrnr,

Click these links to create records in other modules which will be linked to the contact.

«  Opportunities - View and edit existing opportunities associated with the contact. Associate a new
opportunity with the record.

« Activities - View and edit existing activities associated with the contact. Add new events and 'To-Do's.
»  Emails - View, create and send emails to the contact
«  Quotes - View and edit existing quotes associated with the contact. Create new quotes for the contact.

»  Purchase Order - View and edit existing purchase orders associated with the contact. Create a new
purchase order for the contact. The details of the contact will be automatically populated

- Sales Order - View and edit existing sales orders associated with the contact. Create a new sales order for
the contact. The details of the contact will be automatically populated

»  Products - View and edit existing products associated with the contact. Associate a new product with the
contact.

- Campaigns - View campaigns associated with the contact. Select new campaigns to associate with the
product.

+ Invoice - View and edit existing invoices associated with the contact. Add a new invoice for the contact. The
details of the contact will be automatically populated

«  Services - View and edit existing services associated with the contact. Select new products to associate
with the contact.

+ Assets - View and edit existing invoices associated with the contact. Add a new assets for the contact.
» Vendors - View and edit existing vendors associated with the contact. Add a new vendor for the contact
The example below describes how to manage the 'Product' records associated with a contact.

»  Open a contact as described earlier then click 'Products' in the menu on the right
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< @ Mr. Rich Cyclist Emil | SendEmai || More £ >

Comtact Summary

Select Products 1S € B » Cortact Detaits
Commenis
Proguct Mame Part Mumbser Uinst Prioe Comimirsion Rabe yLinit Uipadaites.
Velu Monobilock Cerrriugal Waser Pump 12% 40000 Duooa o Oppostunities
Aatnatees
Emails
Cusobes

»  This will open a list of products (product records) that are already associated with the contact
From here you can:

« Associate new product records to the contact

* Manage selected products

CRM also allows you to send emails to selected persons from anywhere in the interface. See Emails to know more
about sending emails to contacts.

Associate Product Records to the Contact
You can associate product records to the contact in two ways:

«  Manually select products from records existing in CRM
+ Add a new product and associate with the contact

Manually associate product records
+  Click 'Select Products'
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A Calendar Leads Organizations Contacts Opportunities Produds All

CRM e

n Advanced +

Contacts List < -. Joahn Smith Edit  Send Email | More < >
Dashboard
Contact Summary
. = Select Products < & Contact Details
Peter Johnson < 3 Comements
Alex Lagas Product|Name Part Number Unit Price Updates
Olver Handsnme > Opportunities
@ Products - Mozilla Firefox = [m] X
e
(@ @ https://staging.crm.comodo.com/index.php?module=Products&src_module=Contacts&sre_recor b W% = T
Products
Quotes
Purchase Order
Sales Order
Solec o[ procuctname ] [ @ w2s [<|B] > =
Campaigns
[  Product Name Part Number Unit Price Commission Rate Qty/Unit
Invoice
| Wind Air Circulator $37.00 0.000 0.00
Services
| Abrasive Blast Cabinet $120.00 0.000 0.00
Assets
Vendors

Alist of available product records will be displayed.

«  Choose the product(s) you want to associate with the contact and click the 'Select' button (top left)
The product will be added to the list of associated records.

Add a New Product
»  Click the '+' symbol on the top right corner of the 'Product’ interface.'

+  Click 'Product' from the drop down.

All Records . Advanced -+

Quick Create
¢ 9 Ms irene Mathew
Trends Pyt Ltd
Campalgn Lead Contact
Select Products
Proshuct Hame
Abasive Blast Cabinet
Wind &ir Circulator
Quick Create Product LR
Quotes
Purchase Onder
O
Sales Orcher
: Coyote s
Irvoiice
Services
Go to full form Canee
Aot
Vendors
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The 'Quick Create Product' dialog will appear.

«  Complete the details of the new product and click 'Save'.

The information in the 'Quick Create Product' dialog is basic in nature. Use the 'full form' if you want to enter more
details for the product.

Manage Associated Product
You can view, edit and add products which are associated with a contact by clicking the 'Products’ link on the right:

+  Click 'Contacts' then click the name of an individual contact

+  Click 'Products' in the menu on the right

«  Click 'Select Products' to associate a new product with the contact.

»  Mouse over an existing product record to view options at the far right end of the row:

Product Name Part Humber Unit Price Commission Rabe Oty/Unnit
yvolution ¥ Velo Twista Balance Bike 58.93 1.500 20
E Wind Air Circulator 10000 0.000 ]
5 velu Monoblock Centrifugal Water Pump 123 400.00 0.000
e
&2 - View product details. See Products for more details.
# - Edit product details. See Products for more details.

- Removes the product's association with the contact.

=

The information above also applies to the other module types listed in the right-hand menu.

3.4.4. Mass Management of Contacts

CRM allows you manage and update common details for multiple contacts at the same time. You can edit, delete,
add comments, send emails and transfer ownership. For example, contacts who belong to different organizations
and have different activities can all be assigned to the same staff member.

The interface allows you to:
» Edit contact records
* Delete contact records
+ Add comments
« Send Email
« Transfer Ownership
« Import/ Export contact records
»  Find Duplicate contacts

Edit common details of several contacts
«  Click 'All'> 'Contacts' (under 'Marketing and Sales') to open the 'Contacts List' interface

«  Select the contacts to be edited
«  Click 'Actions' and choose 'Edit'
The 'Mass Editing Contacts' pop-up will appear:

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 104



COMODO

CYBERSECURITY

¥ All Contacts

: g & I ' J K
Last Name Tide Or
Add Comment
Send Email
Transfer Ownership S
mport Mathew :
Rxport Luke 0
Fhd Duplicates Smith 0
S Alen Victoria a
O Angel Jessie

Mass Editing Contacts

Basic Information Customer Portal Details Address Details Description Details

First Mame * Last Name
Office Phone QOrganization Name (] Q
Mobile Phone Lead Source Selert an Option 3
Home Phone Title
Secondary Phone Department
Fax Primary Email
Date of Birth Assistant
i

[t contains four tabs:

« Basic Information -The 'Basic Information' tab allows you to create or edit values which will be common to
all selected contacts. For example, you may want to set the primary email address or fax number to the
same value because all selected contacts belong to the same organization.

You can also assign the contacts to another staff member and specify common ‘email opt-out' and 'do not
call' settings.

»  Customer Portal Details - Set the dates that the contacts are allowed to login to the customer portal.
»  Address Details - Specify common mailing and secondary addresses for all selected contacts.
» Description Details - Create a common description for all contacts. For example, 'Decision makers'.

Delete Contact Records
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Contact records that are no longer required can be removed.
+  Click 'All' > 'Contacts' (under 'Marketing and Sales')
»  Select the Contact(s) to be deleted
«  Click 'Actions' and choose 'Delete’ button.

€ Actions ~ < Add Contact 7 All Contacts

Edit D z F G H ] K L

Add Comment I Title Organizai
Send Email
Transfer Ownership Miranda B
Impart Mathew Trends Put
Export Luke a0 —
Find Duplicates 2 E ~

& AIER)  are you sure you want to delete the selected Records?

Angs

o Sher No E

0

»  Confirm the deletion by clicking 'Yes'

Add Comments to Contacts Records
You can enter a comment that needs to be updated for more than one contact record

To do this:
+  Click 'All'> 'Contacts' (under 'Marketing and Sales') to open the 'Contacts List' interface
«  Select the Contact(s) to which you need to add comment.
«  Click '"Add Comment' and type your message
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Actions ~ | == Add Contact |
Edit [ D E F G H
Delete

Last Mame Titde
Add Comment
Send Email
Transfer Ownerghip Miranda
imp{ Adding Comment
Exp
Find | -
Wilzon
Juana Alvarez
Robert Black
Ars Swimmer

« Click 'Save'
Send Email
You can send mails to multiple contacts at once. See Emails to know more.

Transfer Ownership
You can transfer ownership of multiple contact records to another staff member

To do this:
»  Click 'All'> 'Contacts' (under 'Marketing and Sales') to open the 'Contacts List' interface

«  Select the Contact(s) for which you need to transfer the owner
»  Click 'Actions' > Transfer Ownership'
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4 Actions ~ | = Add Contact

Edit I D E F G H I
Delete

Last Name Tide
Add Comment
Send Email

Miranda
Import S

Transfer Ownership
Export
Find Dupli Select Related Modules x Opportunities | | ® Calendar
L] x Quotes
Assigned To Dagwood x

The 'Transfer Ownership' dialog will be displayed. You can transfer all information to the new assignee, or only
selected modules that are associated to the contact.

«  Choose the modules from 'Select Related Modules drop down and then the staff members from the
'Assigned To' drop down menu.

«  C(lick 'Save'

Import / Export Contact Records

You can import saved records and export opportunities records from this interface. See 'Import and Export
Records' for more information.

Find Duplicates
Allows you to locate and analyze duplicate records.

«  Click 'All'> 'Contacts' (under 'Marketing and Sales') to open the 'Contact List' interface

»  Click 'Actions' and choose 'Find Duplicates'
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£ Actions ~ < Add Contact 7 All Contacts
Edit B F e H | | K L
Delete
Add Comment I Name Title
Send Email
Transfer Ownership
Luke 0
Impaort
Smith 0
Export

Victoria 0

|essie

Merging Criteria Selection

Available Fields

lgnore empty values

Eind Dunlicates BEE:lgl==]

»  Place your mouse cursor in the 'Available Fields' box to select the fields that will be compared. Contacts
which have identical values in these fields will be classed as duplicates.

» Ifyou add multiple criteria then a record must match all criteria before it will be classed as a duplicate.
+ Ignore empty values means the CRM will not use matching blank cells as an indicator of a duplicate.
»  Click 'Find Duplicates'. Duplicates will be shown as follows:

<

Duplicate Contacts ol S KB
] Record Id Organization Mame Other Country Merge Selec Action
| 27 O
O 130 U
m O _—
a 0 O
O 04 India O
O 205 India N
O 126 Dithers |
[ [l

148 Dithers Cons

00 India

O:0O
O:0a

India

* You can delete, merge or take no action on the duplicates:
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< .
Duplicate Contacts Ol g
| Record id Organization Name Other Country Meorpe Select Action
127 ]
. 0
al e o | Werwe |
%) 203 O
O 204 India |
%! 205 India O m
k4 126 Dithers Construction Company O m
H 148 Dithers Construction Company |
O 200 Trends Pyt Ltd India O
Merge
- 02 Trends Py Ltd India 1 -
OR
»  Select required the records and click 'Merge'
< A
m Duplicate Contacts - e
O Record Id Organization Name Other Country Merge Select Action
[l 127
O 130
(| 162
| 203 L]
O 204 India %]
Merge
Il 205 India | -
O 128 Dithers Construction Company =1 m
O 148 Dithers Construction Company =
] 200 Trends Pyt Ltd India m
J 202 Trends Pyt Ltd India [+

The 'Merge Records > Contacts' screen will be displayed
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Merge Records In > Contacts

The primary record will be retained after the merge. You can select the column to retain the values,
The other record will be deleted but the related information will be merged.

Fields Record #1 @ Record #2 ()
First Name (@) Robert ) Irene
Last Name @ Black ) Mathew
Office Phone (@ 0487894581 (O 1233
Organization Name @ Medimix international ) Trends Pvt Ltd
Mobile Phone (@) 0995554545 {y 32563467
Lead Source (® Cold Call (" Cold Call

e o
Portal User @ Mo )
Support Start Date ] O 2017-07-04
Support End Date w ) 2018-07-04
Mailing Street @ 1-1407 River Court 0
Other Street (- O
Mailing P.O. Box ® O
Other P.O. Box () O
Mailing City ® O
Other City () O
Mailing State (@ Jersey City O
Other State O} O
Mailing Zip (® O
Other Zip O] O
Mailing Country @ USA ) India
Other Country ® ) India
Contact Image (- O
Description @® Going to work with Medimix International, combine plan of Marketing search O

«  Choose the field of record no.1 or 2 that you want to merge
«  Click 'Merge'.

3.5.Opportunities

Leads which have developed into a potential sale for your company should be converted to an 'Opportunity’. The
opportunities interface allows sales managers to:

»  Devise a strategy to follow up prospective customers who are most likely to successfully complete a sale

«  Gain clear visibility of the sales initiatives which are most likely to convert

» Add potential sales to the sales pipeline

»  Keep track of the sales process from beginning to end

»  Keep track of the success of marketing efforts by tracking sales back to the original lead source and source
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»  Review reasons for opportunities lost

To open the 'Opportunities' interface:

«  Click the 'Opportunities' button on the top navigation

OR

«  Click 'All' > 'Opportunities'

A Galendar Leads Organizations Contads

Opportunities  Products Al

All Records

Opportunities List <€ Actions

Dashboard A o

v Recently Modified O
Purchase taols at Watco
Sell Water Purifier
Watco Opportunity

Mass Edit Opp1

00 0oa

Left-hand menu:

=+ Add Opportunity

[= D

Y All Opportunities

E F G H ] K L

Purchase tools at Watco

Sell Water Purifier
Watco Opportunity

Wass Edit Opp1

ion Name:

Sales Stage

2019-01-16
20181227
20181025 600,000.00

2018-10-24 0.00

« 'Opportunities List' shows all opportunities added to the CRM. Click any opportunity to open its details page.

»  'Dashboard' shows key information about ongoing opportunities
« The 'Recently Modified' tab lists opportunities which were recently updated.

Column Header

Opportunities - Column Descriptions

Description

Opportunity Name

The name of the opportunity.

Organization Name

The name of the organization to which the opportunity belongs.

Sales Stage

Where the opportunity currently lies in the sales funnel.

Lead Source

The name of the lead.

Expected Close Date Date on which the sale is expected to be completed.
Amount The estimated dollar value of the opportunity.
Assigned To The name of the staff member to whom the opportunity is assigned.

Contact Name

The name of the contact person in the customer organization.

«  Click any column header to sort the table according to the items in the column.

+ To search for a specific item, enter the search criteria in the respective column header(s) and click 'Search'
at the right end of the column header.

»  For more details on advanced filter options, see Custom Views.

Custom Filter View

«  The 'Opportunities’ interface allows you to create custom views. For example, you may want to view only
those opportunities assigned to you, and only view selected columns like opportunity name, sales stage or

assigned to.
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»  You can create any number of views, and can make any view your default. See Custom Views for more
details.

The following sections explain more about:
« Add an Opportunity
» Import and Export Records
» Manage Opportunities
« Associate Other Records with an Opportunity

» Mass Management of Opportunities

3.5.1. Add an Opportunity

Once you are satisfied that a lead has a good chance of becoming a sale, you can convert it to an opportunity.
There are five possible ways to create an opportunity:

- Create a new opportunity - Setup a new opportunity record and specify all its details. See 'Create a New
Opportunity Record' for details.

«  Quick create a opportunity - Create a new opportunity record with the details you require. Other details
can be added later as the business gains momentum. See 'Quick Create an Opportunity Record' for
details.

« Clone an opportunity - Duplicate an existing opportunity and use it as a starting point to create a new
record. See 'Clone an Opportunity Record' for details.

« Import Opportunities - Import a list of opportunity records from a .csv or .vcf file. See 'Import and Export
Opportunities' for details.

- Create an opportunity from a lead - Convert a lead to an opportunity from the 'Leads’ interface. See
'Lead Conversion' in the 'Associate Other Records with a Lead' section.

Create a New Opportunity Record
«  Click 'All' then 'Opportunities' (under 'Marketing and Sales'), or click 'Opportunities' on the title bar
»  Click the 'Add Opportunities' button

«  The 'Create New Opportunity' page will open. Complete all mandatory fields to register the opportunity.
Complete other mandatory fields with as much information as is available to you:
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"F." Calendar lLeads Organizations Contad= Opportunities Products Al

‘ R M All Records v n Advanc

T All Opportunities

Opportunities List ¢  Actions
A

B H | ] K L ]

Dashboard

£
+  Recently Modified
[0 oOpportugity Name Organization Name  Sales Stage

Purchase tools at Watco

Sell Water Purifier

¢ Creating New Opportunity | save B
Opportunity Detaits
. me ganization Name | @ a +
o al+
Selact an Dption . *E ]

Select an Option
frantfork Select an Option

o a + ¥

Create New Opportunity - Form Parameters

Form Parameter Description

Opportunity Details
Opportunity Name Specify the name of the opportunity. This field is mandatory.

Organization Name Choose the customer organization to which the opportunity belongs. You can
type an organization name, or click the '+' icon to create a new organization, or
click the search icon to browse existing organizations.

Contact Name Select the contact related to the deal. You can type a contact name, or click the
'+"icon to add a new contact, or click the search icon to browse existing
contacts.

Amount Specify the amount that can be expected after closing the deal.

Type Select 'New Business' if this is the first sales opportunity with the organization

or contact. Select 'Existing Business' if you have worked with the organization
or contact before.

Expected Close Date Specify or select the expected close date. This field is mandatory.
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Lead Source Select the channel through which the opportunity was acquired.

Next Step Specify the next step that should be taken towards completing the sale. You
can also use the 'Description’ field to add a more detailed flow if required.

Assigned To Select the name of the staff member to whom the deal is assigned. This field is
mandatory.

Sales Stage Select the current status of the opportunity in your sales flow. This field is
mandatory.

Campaign Source Select the campaign related to the deal. You can click the '+ icon to use quick

create option to add the campaign or click the lens icon to populate a value
automatically.

Probability Specify the % chance of closing the opportunity.
Forecast Amount '‘Amount' * 'Probability".
Description Enter any information and directions you would like to add about opportunity.

The opportunity record will be saved and added to the list in the 'Opportunities List' interface.

Quick Create an Opportunity Record

The 'Quick Create' option allows you to create an opportunity record from any interface. It requires you to enter only
basic details. You can add more details by clicking 'Go to full form'. You can, of course, also edit the opportunity at a
later date to add more details.

«  Click the "+ button at the top right from any interface of CRM and choose 'Opportunity' from the options.

Quick Create

Campaign

Quick Create Opportunity &

o : a

g =

=

i Coyate w ™ Sale AgE Salact an Oprion z

Go to full form m Cance
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Fill<in the opportunity details in the '‘Quick Create Opportunity' dialog. Descriptions of the form parameters
are available in this table.

« If you want to view and enter all details, click 'Go to full form'".
«  Click 'Save'

The record will be saved and added to the list of opportunity records in the 'Opportunities' interface. You can open
the summary interface for the record by clicking the opportunity name and add/edit the details as required at
anytime.

Clone an Opportunity Record

CRM allows you to create a new opportunity record using an existing record as a template. You can then edit the
cloned record as required.

«  Click 'All' on the title bar and choose 'Opportunities' under '‘Marketing and Sales' to open the 'Opportunities'
interface

«  Click the name of the opportunity record you want to clone to open the the 'Opportunity Details' interface
»  Click 'More' on the top right and choose 'Duplicate’
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Edit More -

Delete Opportunity

Opportunity Summarny
Opportunity Details
Comments
Updates
Mo pending activities
Add Event
vyt
¢ Creating New Opportunity m Cancel
- ase t o Q +
© Peter Johnson o +
Existing Business = * 2019-01-11 [ ]
Select an Option
s Team Selling * ’ Prospecting
o aQ + ¥ 0 o
Description Details
m Cancel

The 'Creating New Opportunity' form will open with the details populated from the original record.
Enter a details for the new opportunity
«  Edit the details as required. Descriptions of the form parameters are available in the table above.
«  Click 'Save'.

The opportunity record will be saved and added to the 'Opportunities' interface.

3.5.2. Manage Opportunities

»  The 'Opportunities List' shows sales projects which are seen as having a high chance of closing with a sale.

Key information is also shown for each opportunity, including sales stage, expected close date, value of the
deal and so on.

«  Click on an opportunity then click 'Edit' to update the opportunity as required. The editing interface also
allows you to view previous updates to the opportunity.
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- Staff members can schedule activities and events for the opportunities from this interface. Activities will be
shown in the calendars of team members that are assigned to the opportunity.

»  You can associate records from other modules to an opportunity. Other modules include organizations,
quotes, sales orders, invoices, emails, products and more.

View an opportunity details:

«  Click 'All'> 'Opportunities' to open the 'Opportunities List' interface

«  Click the opportunity name to open the 'Opportunities Summary' interface

+ To see even more information, click 'Opportunity Details' in the right-hand menu
You can edit an opportunity record in three ways:

«  Click 'All'> 'Opportunities' to open the 'Opportunities List' interface

«  Select the opportunity and then the 'Edit' button from the 'Actions' menu
OR

»  Click the opportunity name and then 'Edit on the top right of the 'Opportunity Summary' interface
OR

«  Click 'All' > 'Opportunities' to open the 'Opportunities List' interface

«  Place your mouse cursor anywhere in the opportunity row to display the action buttons on the extreme
right of the row.

«  Click the 'pencil' icon to open the opportunity edit interface:

Editing Opportunity - Mosalc Company m Zancel
Cppantunity Details

i r (= N i Company (o

o a +

Salect an Option B

wieh Site

Coyote - - Praspecting

Q Q +
Description Detals

Ta bacome a pariner
B o

»  See this table for descriptions of the fields in the 'Opportunities Details' interface

»  Update the opportunity details as required and click 'Save'
Comments

The comments sections allows staff to post internal memos about the opportunity.
To view or post a comment in a record:

«  Click 'All' > 'Opportunities' to open the 'Opportunities List' interface
»  Select an opportunity record, then click 'Actions' > 'Add Comment' and enter your comments and then click
'Save'.

OR
«  Click the opportunity name to open the 'Opportunities Summary' interface.
*  You can view the comments under the '‘Comments' section. Click 'Reply' to add comment to the post.
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»  Enter your message in the 'Comments' box and click 'Post'".

Coy
Comments

Add your comment here..

Activities

Activities consist of 'Events' (meetings, calls, webinars etc) and "To Dos' (product delivery, purchase efc).
Administrators can add 'Activities' to an opportunity and these will be added to the CRM calendar. Activities can be
viewed by administrators and the staff members to whom the opportunity is assigned. Assigned staff and
administrators can add an 'Event' or 'To Do' as an activity of an opportunity record.

Create an Event/To Do:
»  Click 'All' > 'Opportunities’ (under 'Marketing and Sales') to open the 'Opportunities List' interface

«  Click the opportunity name then click 'Activities' from the menu on the right
»  Click 'Add Event' or 'To Do' in the activities interface
The 'Quick Create Event/ To Do' dialog will open:

L4 Mosaic Company
Rela Maosaic Comparny

@ + Add To Do

Status Activity Type Subject Related To Start Date !

Quick Create Event / To Do

Event To Do
* Subject * Assigned To Coyote b
2017-07-14 = 201 14 =
* Start Date & Time * End Date & Time
D6-26 AM [i] 06:31 AM @
* Status Select an Option * | * Activity Type Select an Option x

Go to full form m Cancel
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»  Complete your event details and click 'Save'.
Please note that the 'Activity Type' option is only available for quick events.

The information in the quick event dialog is basic in nature and will be used to populate the calendar entry. Use the
'full form" if you want to create a detailed event with more information (priority, visibility etc).

- To create a detailed event, click the 'Go to full form' button in the quick event dialog:

b Creating Mew Event m arcel

Evenl Dutais

Coyate

Rlated T

Dascription Decsis

Itz

»  Enter the required details and click 'Save'.
See 'Manage Shared Calendar' for more details on the 'Event/To Do' full form.

3.5.3. Associate Other Records with an Opportunity

Associating records from other modules to an opportunity allows you to improve visibility and workflows, integrate
the opportunity with campaigns and keep track of activities on the opportunity. Associating an opportunity with a
product or service quickly informs staff members which of your offerings are under discussion with the contact or
organization.

To view, add and manage associated records:
»  Click 'All'> 'Opportunities'
«  Click any opportunity to open its detail page

The menu on the right shows modules that can be associated with the opportunity. Click any of these links to view
records that have already been associated with the opportunity:

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 120



COMODO

CYBERSECURITY

< Mosalc Company Edit = More £ >
Mosaic Company
Dippartunity Summary
Activities Add Cppanunity Details
Mg Company
Comments
k omp
Mo panding activities Updates
Activities
1,100.00
Cantacts
T 04
Related Contacts Add Presdiiets
Cayale
— Quites
Frospecting

veza miranda@comosa.oom Sales Order

Services
Sheowwt Fuill Deetails

Updates
Priucts added General Freight Cas
DI Conacts added Vega Miranda

Coyote created

You can use these links to create records in the other modules which will be linked to the campaign.

You can associate following records with opportunities:
» Activities - Schedule a meetings, calls and To-dos on the opportunity record
«  Contacts - Select a new contact and associate with the opportunity record
»  Products - Select existing products to the product record
«  Quotes - Create a new quote and associate with the opportunity record
«  Sales Order - Create a new sales order and associate with the opportunity record
«  Services - Select the services and associate with the opportunity record

The example below describes how to view and manage the 'Services' records associated with an opportunity. A
similar process can be followed to associate other module types.

«  Click 'All'> 'Opportunities'
Click on an opportunity in the list then click 'Services' on the right

< Mosaic Company Bl

Mosmc Company

Oppor iy Sommary

Select Services LN R+ §

m
L

Oppertunicy Dietails
Lamrumenis

S bl S il Bl o Liests Price € i e updates

[ e il I EER 1 7 i !
srave & Repa k] 1] [OECE Al

Conats
Froduts
L2

uetle Creder

P

The interface allows you to:
» Associate new services records with an opportunity
» Manage associated services record

Associate Services Records with an opportunity
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«  As mentioned earlier, click open an opportunity then click 'Services' on the right.
«  Click the 'Select Services' button.

«  This will display a list of services that you can associate with the opportunity:

< é Mosaic Company

Maosaic Comparny

Select Services

“enacy Mame Service Number Number of Uinits

L Senvices
CrRM
Select N Service Name - Q 12 & £ | B ¥
m| Service Mame Service Number MNumbser of Units Price Cormmission Rate
D 'If'l:r SEmICe SER1 25.00 $30.00 0000
O CRM service SER2 125,00 $£43.99 15.000

+ Ifthe list is empty or you wish to add a new service, click 'All' > 'Services' > '+ Add Service'

«  Choose the service(s) you want to associate with the opportunity and click the 'Select' button (top
left)

The service(s) will be added to the list of services associated with the record.

Manage Associated Services Records
The associated services list lets you view and edit service details, and dissociate services.

»  Mouse over a service record to view the options at the far right end of the row

1azS £ B ¥

Servioe Number Number of Units Price Crowmmission Rabe
1 13900 Q.000
5 30,00 0.000 @ WA |

«  The following options are available:

- Opens the service details interface of the respective service record. See 'Services' for more details.

# - Allows you to edit the service details. See 'Services' for more details.

= Removes the association between the service and the opportunity. Note, this doesn't remove the
service itself, which will remain available in the 'Services' module.
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In the similar manner you can associate and manage records from other modules that are listed on the right.

3.5.4. Mass Management of Opportunities

CRM allows you to edit, delete and add comments for several opportunities records at once. This is useful when you
are updating or altering details that are common to a set of opportunities records. For example, you may have
several opportunities with different staff members, different close dates and different projected revenues, but would
like to pass a common comment to staff assigned to those opportunities.

Tip: If you want to update the details of a single opportunity record:
»  Open the 'Opportunities List', click the opportunity name then click the 'Edit/ button.

»  See 'Manage Opportunities' for more details.

The interface allows you to:
« Edit opportunities records
» Delete opportunities records
+ Add comments
« Import/ Export opportunities records

*  Find duplicates

Edit common details of several opportunities
+  Click 'All'> 'Opportunities’ (under 'Marketing and Sales') to open the 'Opportunities List' interface

»  Select the opportunities to be edited
»  Click 'Actions' and choose 'Edit'

The 'Mass Editing Opportunities' pop-up will appear:
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4 Aclions, * + Add Oppounity ¥ All Opporturiti

o E F G H |

Organization Mame  Sales Stage Lead Sourre

Impart

Export Masaic Comparry Prospecting
Fired Duplicages et
i
k1 Queen Ofp - Meads Analys
R Drspatch km Alton Steel Alton Star
'_.
e 300
hJ
Mass Editing Opportunities
sl
* Opporunity Hame Orgamizatan Name o Q
Contact Name o Q Amnount
Type Select an Option * Enpected Close Date . ]
Lead Source Select an Option T Meaz Siep
* Assignad To Coyote & * Sales Stage salect an Optien
Campaign Source o qQ Probability
B -

It contains four tabs:
*  Quotes Details
*  Address Details
« Terms & Conditions

+  Description Details

Opportunity Details
The 'Opportunity Details' tab allows you to specify opportunity name, organization name and more.

- Enter the new values for the parameters. See this table for descriptions of the fields in the 'Opportunity
Details' tab

«  Click 'Save'.

Description Details

The 'Description Details' tab allows you to enter a common description for the selected opportunities records.
»  Enter the new description and click 'Save'

Delete Opportunity Records
Opportunities records that are no longer required can be removed.

»  Click 'All' > 'Opportunities’ (under 'Marketing and Sales') to open the 'Opportunities List' interface
«  Select the opportunities to be deleted
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Are you sure you want to delete the selected Records?

Add Comments to Opportunities Records

You can update a comment that applies to all the selected opportunities.

To do this:
«  Click 'All'> 'Opportunities' (under 'Marketing and Sales') to open the ' Opportunities List' interface
«  Select the opportunities to which you need to add comment
«  Click 'Add Comment' and enter the comments

< ﬂctionsqﬁ' + Add Opportunity

Edit D E - G

Organization Name  Sales

Import
Export

Find Duplicates

] Mass EQIt UppT Alton Steel Inc. Prospe
Mo Cdit Mnnd ) Dirnic
u| Adding Comment
M
0 Te
O |
N | save RSl
«  Click 'Save'.

Import / Export Opportunities Records

You can import saved records and export opportunities records from this interface. See 'Import and Export
Records' for more information.
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Find Duplicates
You can find duplicate records from multiple opportunity records at once.

Find duplicate opportunities records:
«  Click 'All'> 'Opportunities’ (under 'Marketing and Sales') to open the 'Opportunities List' interface
»  Click 'Actions' and choose 'Find Duplicates'

Actions » | < Add Opportunity Y All Opportunities
| Edit E F G - J K L

Delete |

Add Comment Merging Criteria Selection

Import

Available Fields s Contact Name

Export » Organization Name

Find Duplicates
- || Izgnore empty values

Queen Opp

Minacs IT Find Duplicates Cancel

Mosaic Company

—

#  Medimix International Medimix International Proposal or Price Quote
#  Sell Water Purifier to Srinivasan - Prospecting

Sale cars Tesla Motors Closed Won

Dispatch fom Alton Stee Alton Steel Inc. Closed Won

«  Click in the 'Available Fields' box and choose the opportunity related fields from the drop down. 'lgnore
empty values' means the CRM will not consider matching blank fields as indicating a duplicate.

»  Click 'Find Duplicates'
The 'Duplicate Opportunities' page will be displayed.

m Duplicate Opportunities w2 = inia
Record d Organization Mame Corao Hame Merge Select Action
153 Medimix In=matona Robert Black m
273 Madimix Intemiational Robert Black

« Todelete a duplicate opportunity record, select it and click the delete button on the top left.
«  To merge duplicate records, select them in the 'Merge Select' rows and click 'Merge'
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= Duplicate Opportunities oz & EER R
Recard |d O ganizatian Marms Aasigned Ta Merge Select Actian
=} Alton Stes] Inc.
0" Altoin Steel Inc.

The 'Merge Records' dialog will be displayed:

Merge Records In > Potentials

he pnmary record will be retained after the merge. You can select the column to retain the values

Felds

Opportunity Nams
Organization Name
Contact Mame
AMOUNT

Type

Expected Close Date
Lead Source

Mext Step
Assigned To

Sales Stage
Campaign Source
Probabdlity
Forecast Amount

Description

he other record will be deleted but the related information will be merged.

Record #1 (&

# Dispatch fom Alvon Steal
# Alton Steel Inc

# Joahn smith

® 3,580.00

® Existing Business

& 2017-09-20

& Fublic Relations

& Coyote

® Closed Won

w 0.000
& 0.00

& Agriculture and Heawy Equipment

Record #2
Purchase tools in Watce

Alton Steel Inc.

@ 1.063.10

2 New Business
201 7-01-31

7 Partner
shipping
Coyota

Proposal or Price Quote

«  Select the column values that should be retained in the merged record. Please note you can select only one
column value for the merged record.

»  Click 'Merge'". The records will be merged and displayed in the 'Opportunities List' page as per the selected

column values.

3.6.Quotes

A'Quote' is a statement of offered services and prices sent by a seller to a prospective buyer. Quotes usually contain
a detailed list of products and services, prices and taxes, delivery dates, terms and discounts and more. You can edit
quotes at any time to update details as required.

n Calendar Leads Organizations Contacds Opportunities Produds Quotes All rd i {} frontfork
' R M All Records “ Advanced +
Quotes List & Actions =+ Add Quote v All Quotes v 13 S ¢ B>

N A B C D E F G H I ) K L M N o P Q R s T u v w X Y z
< >
[m] Subject Quote Stage Opportunity Name Organization Name Total
] Quate for cars transportation Reviewed Watco Opportunity Watco Companies $48.25
] Quate for 9 Amp 14" chain saw Created - Foxtrot Inc. $127.00
(] Purchase cars at Tesla Motors Accepted - Tesla Motors. $0.00
< >
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»  View existing quotes - Click 'All' > 'Quotes'

»  Create new quote - Click 'All" > 'Quotes' > 'Add New Quote'

« Edita quote - Click 'All' > 'Quotes' > open a saved quote > 'Edit'

»  Send a quote - Click 'All' > 'Quotes' > open a saved quote > 'More' > 'Send Email with PDF'
The following sections explain how to create and manage quotes in CRM:

« Create Quotes

«  Manage Quotes

« Associate Records from other modules to a Quote

+ Mass Management of Quotes

3.6.1. Create Quotes

«  Click 'All'> 'Quotes' to open the quotes interface.
There are four ways to create quotes:

» Create a new quote record - Setup a new quote from scratch. See Create a New Quote Record for
details.

« Clone a quote - Duplicate an existing record and use it as a starting point to create a new record. See
Clone a Quote for details.

« Create a quote from other modules - You can create a quote from the organization, contact product
interfaces. Open one of these interfaces then open a specific record then click '‘Quote’ in the right hand
menu. See Create quotes from other modules to learn more.

« Import quote records - Bulk import quotes from a .csv or .vcf file. See Import and Export Records for
details.

Once a quote has been created you can associate it with organizations, contacts and leads as required. See
'Associating a Quote with another Record' for more details.

Create a New Quote Record
+  Click 'All' then 'Quotes' (under 'Marketing and Sales')

«  Click the 'Add Quotes' button

« The 'Create New Quote' page will open. The interface lets you specify general quote details, address and
shipping information, terms and conditions, included products/services, and taxes/charges/deductions.
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Created Mass Edit Opp
¢ Creating New Quote B o
Quote Details
o Q|+
Select an Option y ]
o Q  + Select an Dption
=] Q +
o a + - Coyote
Adbdre=s Details

(D) Organization
AT (") Organization
() Contact

L

() Billing Address

O Contact

(D) shipping
Address

Create New Quotes - Form Parameters

Form Parameter Description

Quotes Details

Subject Specify a name of the quote. This field is mandatory

Opportunity Name Select the opportunity related to the quote
«  Click the search icon to select from a list of existing organizations

- Create a new opportunity by clicking the '+" icon

Quote Stage Select the current status of the quote.
Valid Unit The date that the quote is valid until.
Contact Name Specify the contact for whom the quote was created (optional).

Click the search icon to select from a list of existing contacts

- Create a new contact by clicking the '+'icon
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Carrier Select the name of the shipping company.

Shipping Optional. Add general notes about shipping that are not covered elsewhere. For
example, 'Same Day shipment required'.

Inventory Manager The person responsible for shipping the order to the account or contact.
«  Click the search icon to select from a list of existing contacts

«  Create a new inventory manager by clicking the '+' icon

Organization Name The customer company that the quote is for (mandatory field)
Click the search icon to select from a list of existing organizations
«  Create a new organization by clicking the '+'"icon

Assigned To Select the staff member responsible for the quote. This can often be the same
member of staff responsible for the lead, opportunity or organization related to
the quote. This field is mandatory.

Address Details

Copy Billing Address from Choose whether to copy the billing address from the organization, contact or
shipping address.

Copy Shipping Address Choose whether to copy the shipping address from the organization, contact or
billing address.

Billing Address Billing address of the target organization.

Shipping Address Shipping address of the target organization.

Description Details

Description Enter a description of the quote for the target organization. This will be visible in
the final quote.

Item Details

Currency Choose the currency specified in the quote. The currency is specified in the
'Grand Total' row of a quote pdf.

Note: CRM currencies are defined in the settings interface. Click the cog icon
at top right to open the settings interface.

Tax Mode Choose whether to apply group or individual product taxes

«  Group: Applies the tax rate defined in CRM settings to all products.
The "Tax' link will be displayed allowing you to edit the individual tax
rate defined for the product.

» Individual: Applies individual tax rates for each product. Product tax
rates can be defined in each product's details page.

Tools You can perform two actions using tools

. W Delete the item

. = Re-position the item to organize them in a specific order.
Quantity Number of items in stock.
List Price There are three ways to populate the list price:

«  Simply choose an item in the 'ltem Name Field'. The list price will be
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auto-populated if a price has been defined in the product's details
page.

»  Enter the price manually.

»  Select a price book which specifies a price for the product.

« Discount

»  Click the 'Discount' link to offer discounts on the list price
»  Select 'Zero Discount' for no discount

Set Discount For :
(@) Zero Discount
) %Price %

() Direct Price Reduction

Sreen Cancel

«  Select '%Price' and enter a percentage discount
«  Select 'Direct Price Reduction' option and enter a discount

amount
Total After Discount Price after discounts are applied.
Add Product Adds a new product item row to the quote.

Note: You can add a product in two ways:

«  Enter the first three letters of the product name and select the product
from the drop down menu

L]

«  Click the product icon and select an item from the product list.

Add Service Adds a new service item row to the table.

- Items Total - Total price of all products and services in the quote.

» Discount - Total discounts across all products and services.

«  Shipping & Handling Charges - Enter the shipping and handling charges for all items.

- Pre-Tax Total - Total price of all products and services before taxes are applied.

» Tax - Click the 'Tax' link to view set tax. Note: This field will appear only for '‘Group' tax mode.

« Adjustments - Specify if there are any adjustments such as discounts or extra charges on the taxable
amount.

«  Click 'Save'

Clone a Quote

CRM allows you to create a new quote using an existing record as a template. You can then edit the cloned record
according to the requirements. This is useful, for example, when you have a quote which has all the required
products and services already configured but you just need to edit the company details.

«  Click 'All' on the title bar and choose 'Quote’ under 'Marketing and Sales' to open the 'Quotes List' interface
»  Click on the name of the quote record you want to clone to open the the '‘Quote Details' interface
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«  Click 'More' on the top right and choose 'Duplicate’

p 14" chain saw Edit ~ More ~

Delete Quaote

Quote for 9 Amp 14" chain saw Opportunity Name Export to PDF
QU4 Send Email with PDF
Generate Invoice
Shipping | Airways Generate Sales Order
nization Name | Deer Company
Steam Ship 2017-05-25 06:09 AM
¢ Creating New Quote “f
Quote Details
i ol | i 53 = Q
x Created [ ]
=] Q + Select an Option
rways o Q
) © | Deer Compar Q  + g Stearn Ship

Adchres, Details

(") Organization
) Organizatio () Organization

(O Contact

() Contact
) Shipping .
Address () Billing Address
Kanchipuram Kanchipurarm

The 'Creating New Quote' form will open with the details populated from the original record.
«  Enter a new name for the new quote
»  Edit the details as required. Descriptions of the form parameters are available in the table above.
«  Click 'Save'.

The quote record will be saved and added to the list of quote records in the 'Quote List' interface.

Create a record from another module

You can also create new quotes from other modules. For example you can create a quote from a particular sales
record. See 'Associate Records from other modules to a Quote' for more information.
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3.6.2. Manage Quotes

« The'Quotes List' interface lets you view and update quotes details, including contact information, shipping
information, assigned staff and more.

« Open a quote then click 'Edit' to view the quote action menu. You can email a quote to your customer as a
PDF attachment, duplicate the quote, export the quote to pdf, create an invoice from the quote and more.

»  You can schedule activities and events for quotes from this interface. Activities will be shown in the
calendars of team members that are assigned to the quote.

View quote details:

«  Click 'All'> 'Quotes' to open the 'Quotes List' interface
«  Click on a quote in the list to open the 'Quote Details' interface
Edit a quote:

»  Open a quote as explained above
+  Click 'Edit" in '‘Quote Detail' interface
OR
«  Click 'All'>'Quote' to open the 'Quote List' interface
+  Place your mouse cursor anywhere in the quote row to reveal the icons on the right of the row
«  Click the 'pencil' icon to open the quote edit interface:

¢ Editing Quote - test quote [ save [EEY
Quote Details
g ! i © | Macs Edit Opp a +
Accepted B
o a + Select an Cption
L) Q +
) © Trends PvtLtd Q + * Coyote

Address Details

(") Organization p
\JUE () Organization

N e r
O Contact () Contact
(2 Shipping v Rilling Ardnecs
Addrese (7 Billing Address
sdgfsdgfsdgfdgf sdgfsdgdsgfsdgf

«  See this table for descriptions of the fields in the 'Quote Details' interface

» Update the quote details as required and click 'Save'
The links on the right of a quote detail page let you view and manage the following items:

*  Quote Details - Shows complete quote details
» Updates - Track all modifications done on the quote record
«  Sale Order - Lists sales orders associated with the quote. You can associate an existing sales order with a
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quote by editing a sales order. Click 'All' > 'Sales Order' > open a sales order > click 'Edit' > use the 'Quote
Name' field to specify the quote which you want to associate with the order.

»  Activities - Allows you to view and add tasks to the quote
Please see Associate a Sale Order to a Quote for more details.
The interface allows you to:

«  Select a desired quote record

+  Click 'Edit' to modify a field information

»  'More' menu:

« 'Delete Quote' to delete quote record

« 'Duplicate' to clone the record to use it as the basis of a new quote. See 'Clone a record' to find out
more.

»  'Export to PDF' to export the quote record
» 'Send Email with PDF'" to send the quote to a contact as pdf attachment. See 'Emails’ to know more.
- 'Create Invoice' to create an invoice for the quote record. See 'Create an Invoice' to know more.

- 'Generate Sales Order' to create a sales order for the quote record. See 'Associate a Sales order to a
Quote to know more.

Activities
A 'To Do' activity is a task with a set start time and a due date. You can assign the quote 'to do' to a staff member.
For example, you may require the staff member to configure the quote, or may simply want to tell them to send it to

the customer by a certain time. You can add a description in the field at the bottom. Quote activities will be added to
the CRM calendar.

Create an 'To Do' activity:
«  Click 'All' > 'Quote' (under 'Marketing and Sales') to open the 'Quote List' interface
+  Click the quote name then click 'Activities' from the menu on the right
+  Click 'To Do' in the activities interface

The 'Creating New To Do' interface will open:
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< tesl gquote Edit  More <
Quete Details
C +amamone D o Upeiates
Sales Order

Sigslus Al:!ilu-il‘yTrpr 'Eul.iﬂ! Related To Start Date & Tirme Returrence An.-\.lgnrdT-u m

v

¢ Creating New To Do m Cancel
To Do Detaits
N : Coyote
|
. . , —— _
111 PI (o)
Quotes v ||| @ testquote Q + 3 [} Ql +
. Select an Option ’ Select an Option
Description Details

«  Complete your activity details and click 'Save'.
See 'Manage Shared Calendar' for more details on the 'Event/To Do' full form.

3.6.3. Associate Records from other modules to a Quote

You can associate sales orders and activities to quote. On agreement of a quote, the staff member can generate a
sales order / invoice to keep track of further stages of the deal.

Two ways to associate a quote with other modules:

1. Create a quote from modules like 'Products’, 'Services', 'Organizations', 'Contacts' and '‘Opportunities' and
these quotes created will be listed in 'Quotes List' interface of the quote module.
2. You can map any one of the other modules like 'Organization’, 'Opportunity’, 'Contacts' and 'Products or
Services' by selecting their respective names selected in their fields while creating a quote from the 'Quotes
List' interface.
Please note that a 'Product' or a 'Service' module will always be associated to a quote by default as a '‘Quote’ is
created for a product sold.

Create a quote from other modules

The example below describes how to view and manage the 'Quotes' records associated with an organization record.
A similar process can be followed to associate other module types.

»  Click 'All'> 'Organization'
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«  Click on an organization record in the list then click 'Quotes' on the right
+  Click the '+ Add Quote' button.

< ﬂE Reliance Digital Edlit Send Email More 4 >

Organization Surmim.

Organization Details

Comments
Assigned To
. Updates

Contacts

Opportunities

Emails
Products

Campaigns

Quotes List ¢« Creating Mew Quote m Canel

s Regently Modded (st Dutals

Mckdness Detals

Note: If you have added quotes to this organization earlier, then it will be listed in this interface.
«  Enter the 'Subject' and 'Product' fields (Other mandatory fields will be populated) and click 'Save'
The quote record will be added to the 'Quotes' interface associated with the organization record.

Generate a Sales record from a quote
To view, add and manage associated records:

«  Click 'All' > 'Quote’
»  Click any quote to open its detail page

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 136



COMODO

CYBERSECURITY

< Purchase cars at Tesla Motors Edit = More € | >
Quote Details
v Quale Details Updates
Purchase cars at Tesla Motors
fChase Cars at Tesla MOCor Order
QL Accepted
h : Actinbies.
edEx
Tesla Mot
Coyole 2016-08-19 110 PM

20070719 701 PM

v Address Details

Palo Alto, California, LS Palo Alto, Califormia, LS

The menu on the right shows modules that can be associated with a quote. Click on the 'Sales Order' links to view
quote records that have already been associated with a sales order.

You can associate following options with quotes:

«  Quote Details - View existing summary information of the quote data, activities, updates and sales order
details

- Updates - View the modifications done on the quote record
»  Sales Order - Create a new sales order and associate with the quote record
» Activities - Schedule meetings, calls and To-dos on the quote record
There are two ways to generate a sales order from a quote:
«  From the 'Quotes' interface:
«  Click 'All"> 'Quotes' to open the quotes interface
»  Open a quote then click the 'Sales Order' link on the right.
+  Click 'More' > 'Generate Sales Order'. Click 'Save' when you have completed the form.
»  The new sales order will be associated with the quote.
«  From the 'Sales Order Interface":
«  Click 'All'> 'Sales Order' to open the sales order interface
«  Click 'Add Sales Order' OR open an existing sales order and click 'Edit'
«  Use the 'Quote Name' field in the new/edit quote interface to select an existing sales order
The following sections explain these methods in greater detail:
To associate a sales order record to a quote record from the '‘Quotes' module:
«  Click 'All' > 'Quotes' (under 'Marketing and Sales') to open the 'Quote List' interface

»  Select a quote record > Click 'More' and then choose 'Generate Sales Order’
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Quote for 9 Amp 14" chain saw Edit More -
Delete Quote
v Quote Details Duplicate
Quote for 9 Amp 14" chain saw Export to PDF
Quo4 tage Created send Email with PDF

Generate Invoice

Alrways Generate Sales Order

Dear

¢ Creating New Sales Drderr’, m Cancel

Sales Order Details

te for 9 A 4" chain 53 o a +
© CQuote for 9 Amp 147 chain| Q
o Q +
& Select an Option

Setect an Opoion

* ©  Deer Company Q 4 b steam Ship

Recurring nvoice Information

Address Details

Please note that deleting this list will dissociate the sales order record from the quotes module but this record will
remain in the 'Sales Order List' interface of the sales order module. See 'Manage Associated Sales Order' to know
how to delete an associated sales order record. In the same way you can associate a sales order record to a quote
record from the 'Sales Order' module.

Manage Associated Sales Orders
You can view full details of a contact, edit a contact or dissociate a sales order from the associated sales order list.

« Mouse over a contact record to view the options at the far right end of the row
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£ Theertha Water Purifier Edit | More - € >
Quote Details
~
1w2S £ | A » e
Sales Order

Sashyject Sales Drder Number  Quote Name Total  Orpanization Name Asignied T P —
Theertha Water Purifier S06 Theertha Water Purifier - 248,66 Dsthers Construction Comparny l:D)t-
Theertha Water Purfier_502 507 Thaertha Water Purifier 248,66 Dsthars Construction Company  Coyote

»  Click the respective icon for the action you want to execute on the sales order.

.= - Opens the sales order details interface of the respective sales order record. See the section Add a
- Sales Order for more details.

# - Allows you to edit the contact details. See the section Add a Sales Order for more details.

I - Removes the sales order record from the list of sales orders associated with the quote record.

3.6.4. Mass Management of Quotes

CRM allows you to edit, delete, import/export and de-duplicate multiple quotes simultaneously. This is useful, for
example, should you need to update a specific detail which is common to a set of quotes.

The interface allows you to:
« Edit quote records
» Delete quote records
« Import and export quote records
«  Find Duplicate quotes

Edit common details of several quotes
»  Click 'All'> 'Quotes' (under 'Marketing and Sales') to open the 'Quotes List' interface

«  Select the leads to be edited
«  Click 'Actions' and choose 'Edit'
The 'Mass Editing Quotes' pop-up will appear:
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€  Actions - = Add Quote ¥ All Quotes
Delete
Quote Stage Opportunity Name
Impaort
Export
Find Dunlicaes Purifier Accepted Mass Edit Opp1
L GRoUp S3es can meeting Created -
E bdlance bike Accepted -
Qpote for @ Amp 14” chain saw Created -
teft quote Accepted Mass Edit Opp1
-1 Qpotation 3 Accepted Mass Edit Opp1
| Pirchase cars at Tesla Motors Accepred
[ i A

Mass Editing Quotes

Quate Details Address Details Terms & Conditions Description Details

* Subject Opportunity Name 0 Q
* Quote Stage Select an Option e Valid Uil &
Contact Name P Q Carrier Select an Option =
Shipping Inventory Manager (s Q
* Organization Name O Q * Assigned To Coyote ,

*  Quote Details - Allows you to create or edit values which will be common to all selected quotes. For
example, you may want to implement the same quote stage on different quotes.

» Address Details - Specify common billing and shipping addresses for all selected quotes.
« Terms & Conditions - Specify a common set of terms and conditions for the selected quotes.
- Description Details - Create a common description for all quotes.

Delete Quote Records

Records for the quote that are no longer required can be removed.
»  Click 'All'> 'Quote' (under 'Marketing and Sales') to open the 'Quotes List' interface
«  Select the Quote(s) to be deleted

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 140



COMODO

CYBERSECURITY

«  Click 'Actions' and choose 'Delete’ button.

€ Actions * | <4 Add Quote ¥ All Quotes

Edit D E F G H | | K L M N (

Quote Stage Opportunity Name Organization
Import
Export
Find Duplicates [ Tesla Motors Accepted - Tesla Mators
|1 balancgoike Created - Dithers Constl
Are you sure you want to delete the selected Records? Tesla Motors
¥ ¥
Dithers Const
No Deer Compan
test quote Accepted Mass Edit Opp1 Trends Pvt Ltd
q P PP
O Quotation 3 Accepred Mass Edit Opp1 Tesla Motors
P PP

»  Click 'Yes'in the confirmation dialog to remove the record(s)

Import / Export Quotes Records

You can import saved records and export quote records from this interface. See 'Import and Export Records' for
more information.

Find Duplicates
You can eliminate duplicate records from multiple quote records at once.

«  Click 'All'>'Quote' (under 'Marketing and Sales') to open the 'Quotes List' interface
»  Click 'Actions' and choose 'Find Duplicates'
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"¢ Actions *

+ Add Quote YAl
Edit E F G H J
Delete
Import Quote Stage
Export
uriﬁer Accepted

] Group sales call meeting Created

balance bike Accepted

Quote for @ Amp 14" chain saw  Created

[+ Accepted

‘ test guote

Merging Criteria Selection

Available Fields % Subject

# Opportunity Name

lgnore empty values

Find Duplicates [l

«  Click in the 'Available Fields' box and choose the quotes related fields from the drop down. 'Ignore empty
values' means the CRM will not consider matching blank fields as indicating a duplicate.

«  Click 'Find Duplicates'
The 'Duplicate Quotes' page will be displayed.
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- To delete a duplicate quote record, select it and click the delete button on the top left.

«  To merge duplicate records, select them in the 'Merge Select' rows and click 'Merge'

The 'Merge Records In > Quotes' dialog will be displayed:

Merge Records In > Quotes

The primary record will be retained after the merge. You can select the column 1o retain the values.
The other record will be deleted but the related information will be merged.

Fields
Subject

Opportunity
Name

CQuote Stage
Valid Until

Contact
Mame

Carmer
Shipping

I r"«er‘tc-r_-,-'
Manager

Record #1 (@)
(@ Theertha Water Purifier

@ Mass Edit Oppl

@ Created
@ 2017053

(@ Srinivasan D

®

deliver replacement Goods, Buyer may
replace them with goods from a third pary
and charge Seller the cost thereof and
terminate this Order for cause pursuant to
Section 8. Any inspection or other action by
Buyer under this Section shall not affect
Seller's obligations under the Order, and
Buryer shall have the right to further

inspection after Seller takes remedial action,

Record #2 ()
D balance bike

o

(O Created
O

(O Srinivasan D

000

deliver replacement Goods, Buyer may
replace them with goods from a third party
and charge Seller the cost thereof and
terminate this Order for cause pursuant to
Section B. Any inspection or other action by
Buyer under this Section shall not affect
Seller’s obligations under the Order, and
Buyer shall have the right to further

inspection after Seller takes remedial action.

Merge

Record #3 ()

(O Group sales call meeting

o

(O Created
O
O

O 0 o

(") Tesla Mators

deliver replacement Goods, Buyer may
replace them with goods from a third party
and charge Seller the cost thereof and
terminate this Order for cause pursuant to
Section 8. Any inspection or other action by
Buyer under this Section shall not affect
Seller's obligations under the Order, and
Buyer shall have the right to further
inspection after Seller takes remedial action.
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»  Select the column values that should be retained in the merged record. Please note you can select only one
column value for the merged record.

»  Click 'Merge'". The records will be merged and displayed in the 'Quotes List' page as per the selected
column values.

3.7.Invoices

An invoice, or a bill, is a non-negotiable itemized statement issued by the vendor to the customer. Invoices are
usually issued just prior to the goods or services shipment.

Invoices usually contain the products or services, prices and taxes, dates, parties involved, address information,
terms and discounts, and payment methods.

To open the 'Invoice' interface:
+  Click the 'Invoice' button on the top navigation
OR
«  Click 'All'> 'Invoice'

A Galendar leads Organizations Contacs Opportunities Products  Invoice  All

CRM MReords - KN - n
< Actions + Add Invoice ¥ All Invoice v 104 S €& B »

R R— A B c D E F G H 1 ] K L M N o P Q R s T u v w X ¥ z
< >
| Subject Sales Order Status Total
O Purchase and delivery tools 1 - Approved 50.00
O Balance Bike - $48.25
O Invoice for Water Purifier = $0.00
O Invoice for Toys R Us - Sent $175.25
< >

Left-hand menu:
» 'Invoice List' shows all invoices added to the CRM. Click any invoice to open its details page.

+ The 'Recently Modified' tab lists invoices which were recently updated.

Invoices - Column Descriptions

Column Header Description
Subject The name of the invoice.
Sales Order The sales order linked to the invoice.
Status Status of the invoice. You can change the status by opening the invoice then
clicking 'Edit".
Total Value of the invoice.
Assigned To Staff member responsible for the invoice.

«  Click any column header to sort the table according to the items in the column.

- To search for a specific item, enter the search criteria in the respective column header(s) and click 'Search'
at the right end of the column header.

»  For more details on advanced filter options, see 'Custom Views'.
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Custom Filter View

«  The'Invoice' interface allows you to create custom views. For example, you may want to view only those
opportunities assigned to you, and only view selected columns like invoice name, sales stage or customer
number.

»  You can create any number of views, and can make any view your default. See 'Custom Views' for more
details.

The following sections explain more about:
« Create an Invoice
« Manage Invoices
» Associate Asset Records to an Invoice
« Mass Management of Invoices

3.7.1. Create an Invoice

When a customer places an order, you can create an invoice to bill them for the upcoming sale.
There are four possible ways to create an invoice:

«  Create a new invoice - Click 'All' > 'Invoice' > 'Add Invoice'. See 'Create a New Invoice' for more
information.

- Clone aninvoice - Duplicate an existing invoice to use as the starting point of a new invoice. See 'Clone an
Invoice' for more information.

- Import invoices - Import a list of invoice records from a .csv or .vcf file. See 'Import Invoices' for details.

«  Create an invoice from within another module (products, organizations, contacts etc). See 'Create an
Invoice from other Modules' for more information.

Create a New Invoice
+  Click 'All' then 'Invoice' (under 'Marketing and Sales'), or click 'Invoice' on the title bar

+  Click the 'Add Invoice' button
«  The 'Create New Invoice' page will open:

Creating Mew nvoice m =

veine Dortails

Sadent an Gpoon 3 i et

ki elaibe
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Create New Invoice - Form Parameters
Form Parameter Description

Invoice Details

Subject Specify the name of the invoice.

Sales Order Select the reference Sales order (if any), or click the search icon to populate a
value automatically.

Customer No. Enter the customer number, if any.

Contact Name Specify the contact for whom you are creating the invoice. Click the search icon to
select from a list of existing contacts. Click the '+' icon to quick create a new
contact.

Invoice Date Specify the date that the invoice was created.

Due Date Select the date by which payment should be received for the items in the invoice.

Purchase Order Enter the purchase order number, if any.

Excise Duty Duty rate for the shipment.

Sales Commission Enter the amount of commission paid to the salesperson responsible for the deal.

Enter a figure, not percentages. Commissions will be in the currency set for your
company. This figure will not be shown in the exported invoice pdf.

Organization Name Select the organization to whom the invoice will be sent. You can click the '+' icon
to quick create a new organization or click the search icon to select an existing
organization.

Status Select the invoice status from the drop down. You can change the status later on

using the 'Edit' option.

Assigned To Select the staff member who is responsible for the invoice. This may be the same
staff member handling the opportunity.

Address Details

Copy Billing Address from Choose whether to copy the billing address from the organization, contact or
shipping address.
Copy Shipping Address Choose whether to copy the shipping address from the organization, contact or

billing address.

Billing Address and other This will be auto populated as per the '‘Copy Billing Address from' option. Specify

fields. the details if not populated.

» Address

* PO Box

- City

o State

« Code

«  Country
Shipping Address and other | This will be auto populated as per the 'Copy Shipping Address from' option. Specify
fields. the details if not populated.

e Address

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 146



COMODO

CYBERSECURITY

PO Box
- City

o State

« Code

«  Country

Terms & Conditions

Specify the terms and conditions that are associated with the invoice.

Description Details

Enter a description of the invoice. This will be visible in the final invoice.

Description

ltem Details

Lets you add products/services, manage prices/taxes and offer discounts.

ltem Name +  Type the name of the product you wish to add. Matching items will
automatically shown as suggestions.

+  Alternatively, click the product / services icon and select the product /
select from the pop-up screen.

Tools »  Click the trash can icon to remove the product / service.
»  Click and drag a product to re-position it in the list.

Add Product / Add Service Allows you to add a product / service to the invoice.

Currency

Currency Select the currency for the invoice. You can add and manage new currencies in
'CRM Settings' > 'Other Settings' > 'Currencies'.

Quantity For each product / service, a corresponding quantity / list price fields will be
available.

- Specify the quantity for which the invoice has to be generated

List Price The defined price for the product. You can change the price by manually entering
an amount or selecting from the Price Book..

«  Click the 'Discount' link to offer discounts on the List Price.

4 i '_ LG E

[} nt :

Set Discount For
@ Zero Discount
(y HPrice %

() Direct Price Reducton

«  Select '%Price' to provide discount by percentage
»  Select 'Direct Price Reduction' to provide flat discount on price.
»  Click 'Tax' link to change the tax structure. Please note this will be
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available for 'Individual' tax mode.
Total After Discount -
(+) T =
St Tax far =
4,500 % VAT 15 TE
10 000 | % Sales 35 (]
& H
»  Enter the new applicable tax(es)

Individual If this option is selected, the Tax' link will be displayed allowing you to edit the
individual tax rate defined for the product.

Group If this option is selected, all the taxes that are enabled for the product will be
applicable and you cannot edit the rates here.

Total Displays the price details for the product including discount and taxes

Net Price Displays the total price of the product

« ltems Total - The final price of the all the products.

»  Discount - Click 'Discount' to specify the discount for the total price.

«  Shipping & Handling - Specify the charges for shipping the product to the customer.
»  Pre Tax Total - Displays the total price including shipping charges.

«  Taxes for Shipping and Handling - Displays the taxes defined for shipping and handling in 'CRM
Settings' > 'Other Settings' > 'Tax Calculations'. You can change the tax structure on an ad-hoc basis
by clicking the "Taxes for Shipping and Handling' link.

« Adjustments - Select 'Add' or 'Deduct' appropriately and enter the amount to round off the invoice
amount.

Click 'Save'. The invoice will be saved and added to the list in the 'Invoice List'

Clone an Invoice

CRM allows you to create a new invoice record using an existing record as a template. You can then edit the cloned
record as required.

«  Click 'All' on the title bar and choose 'Invoice' under 'Marketing and Sales' to open the 'Invoice List' interface
»  Click the name of the invoice record you want to clone to open the the 'Invoice Details' interface
«  Click 'More' on the top right and choose 'Duplicate’
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Edit  Maore -

k Creating New Invoice ~~ g——

brechoe Daetails

Aol Details

The 'Creating New Invoice' form will open with the details populated from the original record.

Enter a details for the new invoice
Edit the details as required. Descriptions of the form parameters are available in the table above.
Click 'Save'.

Import Invoices
Another method of creating an invoice is to import from exported invoices.

Click 'All" on the title bar and choose 'Invoice' under 'Marketing and Sales' to open the 'Invoice List' interface
Click 'Actions' > 'Import’

Follow the steps in the interface to import the desired invoice. See 'Import and Export Records' for more
information.

Create an Invoice from other Modules

You can also create new invoices from other modules. For example you can create an invoice from a particular sales
record. See 'Associate Invoice Records to a Sales Order' for more information.

3.7.2. Manage Invoices

The 'Invoice List' interface lets you view and update invoice details, including contact information, industry,
assigned staff member and more.

You can also schedule 'To Do' activities for the invoice from this interface. The activities will be reflected in
the calendars of team members assigned to the invoice.

You can associate assets records to an invoice from here.
You can also send emails of the invoice in pdf format.

To view invoice details:

Click 'All'> 'Invoice' to open the 'Invoice List' interface
Click on an invoice to open its details page

To edit an invoice:
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«  Click 'All'> "Invoice' to open the 'Invoice List' interface

«  Click on a invoice's name and then the 'Edit' button at the top right of the 'Invoice Details' interface.
OR

«  Click 'All'> 'Invoice' to open the 'Invoice List' interface
»  Place your mouse cursor over the name of an invoice to reveal the action buttons on the right of the row.
«  Click the 'pencil' icon to open the invoice edit interface:

¢ Editing Invoice - Invoice for Toys R Us m Cancal

Imvoioe Deetaiks
[ Bl =
(=) Q +

] L
o o +
S 1
Ardres Detak
'.._1 Drganizabon

«  See this table for descriptions of the fields in the 'Invoice Details' interface

Activities

Activities in an invoice module consist of "To Dos' (product delivery, purchase etc). Administrators can add 'Activities'
to an invoice and these will be added to the CRM calendar. Activities can be viewed by administrators and staff
members to whom the invoice is assigned. Assigned staff and administrators can add a "To Do’ as an activity of an
invoice record.

Create a "To Do’ activity :
«  Click 'All"> "Invoice' to open the 'Invoice List' interface
»  Click on an invoice to open the invoice details interface
+  Click 'Activities' from the menu on the right
« Click '+ Add To Do' in the activities interface.
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£ purchase and delivery tools Edit  Mors £ »
Safus Actmaty Type kgt Related 10 Stk Cpbe: & Tame Hequrence Aezapmed o

4]

¥
< Creating Mew To Do

T (30 wladks
oyute
=
[ ]
@
o Q + o a 4

Demsriphion Devals

The 'Creating New To Do' screen will be displayed:
»  Enter the required details and click 'Save'.
See 'Manage Shared Calendar' for more details on the 'Event/To Do' full form.

3.7.3. Associate Asset Records to an Invoice

If you deliver goods which require special follow up services then 'Assets' allow you track serial numbers and other
product attributes. Each asset is associated with a product sale and includes items such as date of sale, the name of
the staff whom closed the sale, whether the product is still in service or not, invoice name of the sale and more. This
helps support staff to keep track of sales and resolve any problem that may arise in the future.

View, add and manage asset records:
«  Click 'All' > 'Invoice'
«  Click any invoice to open its detail page
» You can associate an asset with an invoice by clicking the 'Asset' link in the right hand menu.

Add an asset to an invoice
+  Click 'Assets' on the right

«  This will display a list of assets that are already associated with the invoice. Note - You can also associate
an invoice to an asset from the 'Assets' module also. Go to 'Assets' > 'Add Asset' and select the invoice in
the 'Invoice Name' field.

»  Click 'Add Assets' at the top left
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< Invodce for Tesla cars Edit Moa £ ¥
Inwvoice Details
4 Add Aszeds o €238 > Upulaties
Actheities
e e e s

ASSETS wingd A Circulstor WAL Tesla Mol

The 'Quick Create Asset' dialog will appear:

Quick Create Asset
T ame | @ Q, *Se e
* 4 | Coyote l'r * Date Sol B
* Date in Service = *Status | Select an Option .'
® Assel Name * Custome iame 0 Q
ame | @ Q
Gotofull form [JESNR cance!

- Complete the details of the new asset and click 'Save'. The asset record will be added and will also be
available in the 'Assets' interface.

The information in the 'Quick Create Asset' dialog is basic in nature. Use the 'full form' if you want to enter more
details for the asset.

Manage Associated Assets
The associated assets list lets you view and edit details, and dissociate assets.

«  Mouse over an asset record to view the options at the far right end of the row

Product Mame Asset Name Customer Name
vimd A Circulator WAL Tesla Motors EST
artha Water Purifier TWP Tesla Matars {]
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«  The following options are available:
&2 - Opens the asset details interface of the respective asset record. See 'Assets' for more details.
# - Allows you to edit the asset details. See 'Assets' for more details.

- Removes the association between the asset and the invoice. Note, this doesn't remove the asset itself,
which will remain available in the 'Assets' module.

3.7.4. Mass Management of Invoices

You can edit/import to/export/de-duplicate several invoice records at once. This is useful when you are updating or
altering details that are common to a set of invoice records. For example, you may have several invoices that are
assigned to different staff members but would like to reassign them to a single person.

Tip: If you want to update the details of a single invoice record:
»  Open the 'Invoice List, click the invoice name then click the 'Edit' button.

- See 'Manage Invoices' for more details.

The interface allows you to:
» Editinvoice records
» Delete invoice records
« Import/ export invoice records
«  Find duplicates

Edit common details of several invoices
+  Click "All' > 'Invoice' (under 'Marketing and Sales') to open the 'invoice List' interface

»  Select the invoices to be edited
«  Click 'Actions' and choose 'Edit'

The 'Mass Editing Invoice' pop-up will appear:
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Import
Export
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= +|=nrn Rika - Annrresand
Mass Editing Invoice
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Contact Name o q Invaice Date o
Due Date n Purchase Order
Exrise Duty Sales Commission
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* Assigned To Coyote
ey -

This interface contains four tabs:

 Invoice Details - Allows you to specify subject, contract name and more. See this table for descriptions of
the fields in the 'Invoice Details' tab.

« Address Details - Allows you to enter the values for billing and shipping addresses. See this table for
descriptions of the fields in the 'Address Details' tab.

« Terms & Conditions - Allows you to provide a common 'Terms & Conditions' for the selected invoices.
»  Description Details - Allows you to enter a common description for the selected invoices.
Click 'Save'.

Delete invoice records

Invoice records that are no longer required can be removed.
«  Click 'All' > 'Invoice' (under 'Marketing and Sales') to open the 'Invoice List' interface
«  Select the invoices to be deleted
+  Click 'Actions' and choose 'Delete’ button.
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< ﬂctions\]b" 4 Add Invoice ¥ All Invoice

Edit D E F G H ] K L

Sales Order Status
Import
Export
: ' cars = Paid
Find Duplicates
Ll Purchiase and delivery tools - Credit Invoice
Balance Rike = Approved
Confirmation sales list to Tovs R Us Sent

Are you sure you want to delete the selected Records?

«  Click 'Yes'in the confirmation dialog to remove the record(s)

Import / export Invoice Records

Export:
+  Click 'All' > 'Invoice'
*  (Optional) Select the invoices you wish to export
«  Click 'Actions' > 'Export'
«  Choose whether to export selected records, all visible records or all records
«  Click 'Export Invoice'".
» Invoices are exported in .csv format

+  Click 'All' > 'Invoice'
«  Click 'Actions' > 'lmport'
+  Browse to the file containing your invoice records
Specify the format of your file
«  Click 'Next' to begin the import.
See 'Import and Export Records' for more information.

Find duplicates

You can find duplicates from multiple invoice records at once.
+  Click "All' > 'Invoice' (under 'Marketing and Sales') to open the 'Invoice List' interface
»  Click 'Actions' and choose 'Find Duplicates'

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 155



COMODO

CYBERSECURITY

£ Actions - =+ Add Invoice

Edit ] C C i~ Ll
Delete ﬂMerglng Criteria Selection
Import Available Fields » Status | | ® Invoice Date
Export
j lgnore empty values

Find Duplicates

Furchase and delivery

Invoice for Toys R Us Find Duplicates [l

Invoice for Tesla cars -

Balance Bike -

«  Click in the 'Available Fields' box and choose the invoice related fields from the drop down. 'lgnore empty
values' means the CRM will not consider matching blank fields as indicating a duplicate.

»  Click 'Find Duplicates'
The 'Duplicate Invoice' page will be displayed.

L1

m Duplicate Invoice 1wz S 4B
a Record d Inviice Dsie Stabus Merge Select Action
] 35 N2 Appriraat (] m
O 56 2006-08-22 Aoproved a

To delete a duplicate invoice record, select it and click the delete button on the top left.

To merge duplicate records, select them in the 'Merge Select' rows and click '‘Merge'

Bedoiz Duplicate Invoice

0 Recond id Inveioe Date Shaburs Mierge Select Aiion

[ o5 20160832 BOprTAC = .
>
B g9 G822 Egguiresd =

The 'Merge Records' dialog will be displayed:
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Merge Records In > Invoice

rhe primary record will be retained after the merge. You can select the column 1o retain the values,

Fhe other record will be deleted but the related infarmation will be merged.

Felds Record 21 (& Record #2 ()
Subject @ Purchase and delivery tools () Invoice for Tesla cars
Sales Order @ .

Customer (O] el

No

Contact [ () Oliver Handsome
Mame

Invoice Date (@ 2016-08-22 ) 2016-08-22

Due Date w 2016-08-26 ) 2016-08-23
Purchase @ QO PO3

Order

ExciseDuty @ 0 O 50

Sales @0 R

Comrmission

Organization | @ Harbor Freight Tools () Tesla Mators

Mame

»  The selected 'Record #' is the primary record. Select other record to change the primary record.

+  Select the column values that should be retained in the merged primary record. Please note you can select
only one column value for the merged record.

«  Click 'Merge'". The records will be merged and displayed in the 'Invoice List' page as per the selected
column values.

3.8.Sales Orders

Sales orders are internal documents generated after a purchase order has been received. They are used to help
your sales team track all products and services should be manufactured, shipped to a customer. Sales orders can
include a sales order number, purchase order, recurring invoices, billing and shipping addresses, included products,
prices and taxes.

Sales orders as similar to quotes, but represent a confirmed sale. Sales orders are often sent to customers to
confirm the sale.

Baled Oroef LW € Actioms -~ 4 Add Sabes Ovder ¥ Al Sales Oroer . 7S € B ¥

»  Recently Modified A |8 | c|B|E|F |G H|I || K L:M N 0P| D R S5 T U ¥ | W, x
O Caibgecy D gararation Maime Dinte Kame Toal Assigned Ta
Saarch
| eeriha Waler Punfier_S0F Dihers Construction Compary  Theetha y $140.66 Coyote
] Theartha Watsr Pusifier Dihers Construction Company  Theertha Waber Purif 524855 Coyote
d seriha Water Pusifier Dithers Construction Company - 24066 Coyone
| Quotateon 3 Tesla b Crastation 3 £275.52 Coyete
] Central Discount Sare Tasla Motors §450,927.18 Coyote
a Purchase cars at Teska Moo Toska Mators Purchase cars af Tesla Motors  $337 790,36 Ciyote
1 Confirmation sales list to Toys R Us  Toys™R™Us, Inc $TET.0 Coyote
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»  View existing Sales Orders - Click 'All' > 'Sales Order’
«  Create new Sales Order - Click 'All' > 'Sales Order' > '+ Add Sales Order’
«  Edit a Sales Order - Click 'All' > 'Sales Order' > open an existing sales order > 'Edit'

« Send a Sales Order - Click 'All' > 'Sales Order' > open an existing sales order > 'More' > 'Send Email with
PDF'

The following sections explain how to create and manage sales orders:
» Generate Sales Order
» Manage Sales Order
« Associate Records from other modules to a Sales Order

« Mass Management of Sales Records

3.8.1. Add a Sales Order

«  Click 'All' > 'Sales Order' to open the sales order interface.
There are 4 ways to create a sales order:

» Create a new sales record - Setup a new sales order from scratch. See 'Create a New Sales Order
Record' for details.

« Clone a sales record - Duplicate an existing record and use it as a starting point to create a new record.
See 'Clone a Sales Order' for details.

» Create a quote from other modules - You can create a sales order from the opportunities and invoice
interfaces. Open one of these interfaces then open a specific record then click 'Sales Order' in the right
hand menu. See Associate Invoice Records to a Sales Order to learn more.

» Import Sales Orders records - Bulk import sales orders from a .csv or .vcf file. See Import and Export
Records for details.

Once a sales order has been created you can associate it with invoices and opportunities as required. See
'Associate Invoice Records to a Sales Order' for more details.

Create a Sales Order Record
«  Click 'All' then 'Sales Order' (under 'Marketing and Sales')

«  Click the 'Creating New Sales Order' button

Sales Order List ¢ Creating New Sales Order m Cancel
*  Recently Modified Sales Onder Details
o a +
=] a
[=] a +
= Sale an
et » an
=] a -+ ‘ Cioyote
Recurring Irwaice Information
O
= ]

The 'Create New Quote' page will open. The interface lets you specify general quote details, organization name and
product details for which you are tracking and following up the sales order.
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Create New Sales Order - Form Parameters
Form Parameter Description

Sales Order Details

Subject Specify a name of the sales order. This field is mandatory

Opportunity Name Select the opportunity related to the quote
Click the search icon to select from a list of existing organizations
- Create a new opportunity by clicking the '+" icon

Customer No Enter the unique number used to identify the customer

Quote Name Select the quote name for which you are creating and tracking sales order
«  Click the search icon to select from a list of existing contacts

«  Type first few letters of the quote name and select from the drop down

Purchase Order Enter the associated purchase order received

Contact Name Specify the contact for whom the quote was created (optional).
+  Click the search icon to select from a list of existing contacts
«  Create a new contact by clicking the '+'icon

Due Date Select the due date for the sales order.

Carrier Select the name of the shipping company.

Pending Enter the pending items to be shipped.

Status The different progressing stages of the sales order.

Sales Commission Additional compensation for the staff member who successfully processed the
sales order.

Excise Duty Duty rate for the shipment.

Organization Name The customer company that the quote is for (mandatory field).

Click the search icon to select from a list of existing organizations
Create a new organization by clicking the '+'icon

Assigned To Select the staff member responsible for the sales order. This can often be the
same member of staff responsible for the quote, opportunity or organization
related to the quote. This field is mandatory.

Recurring Invoice Information

Enable Recurring Allows users to use a Sales Order as template and generate Invoice from that
SO regularly based on some frequency.

Frequency Select the frequency of invoice recurrence from the drop-down:
«  Daily
o Weekly
«  Monthly
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*  Quarterly

*  Yearly
Start Period Specify the date when the recurring invoice information will be started
End Period Specify the date when the recurring invoice information will be stopped
Payment Duration Choose the recurring payment duration from the drop down:

« Net30days
« Net45 days
« Net 60 days

Invoice Status Select the status of the recurring invoice from the drop-down:
+ Auto Created
» Created
«  Cancel
»  Approve
« Sent
«  Credit Invoice
« Paid

Address Details

Copy Billing Address from Choose whether to copy the billing address from the organization, contact or
shipping address.

Copy Shipping Address Choose whether to copy the shipping address from the organization, contact or
billing address.

Billing Address Billing address of the target organization.

Shipping Address Shipping address of the target organization.

Description Details

Description Enter a description of the sales order for the target organization. This will be
visible in the final sales order.

Item Details

Currency Choose the currency specified in the sales order. The currency is specified in
the 'Grand Total' row of a sales order pdf.

Note: CRM currencies are defined in the settings interface. Click the cog icon
at top right to open the settings interface.

Tax Mode Choose whether to apply group or individual product taxes

«  Group: Applies the tax rate defined in CRM settings to all products.
The 'Tax' link will be displayed allowing you to edit the individual tax
rate defined for the product.

« Individual: Applies individual tax rates for each product. Product tax
rates can be defined in each product's details page.

Tools You can perform two actions using tools
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. B Delete the item

. E Re-position the item to organize them in a specific order.
Quantity Number of items in stock.
List Price There are three ways to populate the list price:

+  Simply choose an item in the 'ltem Name Field". The list price will be
auto-populated if a price has been defined in the product's details

page.
»  Enter the price manually.

»  Select a price book which specifies a price for the product.
» Discount

»  Click the 'Discount' link to offer discounts on the list price
»  Select 'Zero Discount' for no discount

Set Discount For :
@) Zero Discount
) %Price %

(O Direct Price Reduction

Sreen Cancel

«  Select '%Price' and enter a percentage discount
«  Select 'Direct Price Reduction' option and enter a discount

amount
Total After Discount Price after discounts are applied.
Add Product Adds a new product item row to the quote.

Note: You can add a product in two ways:

»  Enter the first three letters of the product name and select the product
from the drop down menu

-

Add Service Adds a new service item row to the table.

»  Click the product icon and select an item from the product list.

« Terms and Conditions - Update the terms and conditions if any

» ltems Total - Total price of all products and services in the quote.

» Discount - Total discounts across all products and services.

«  Shipping & Handling Charges - Enter the shipping and handling charges for all items.
«  Pre-Tax Total - Total price of all products and services before taxes are applied.
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» Tax - Click the 'Tax' link to view set tax. Note: This field will appear only for ‘Group' tax mode.

« Adjustments - Specify if there are any adjustments such as discounts or extra charges on the taxable
amount.

«  Click 'Save'
Clone a Sales order

CRM allows you to create a new sales order using an existing record as a template. You can then edit the cloned
record according to the requirements. This is useful, for example, when you have a sales order which has all the
required products and services already configured but you just need to edit the company details.

«  Click 'All' on the title bar and choose 'Sales Order' under 'Marketing and Sales' to open the 'Sales Order
List' interface

+  Click on the name of the quote record you want to clone to open the the 'Sales Order Details' interface
»  Click 'More' on the top right and choose 'Duplicate’

€ Theertha Water Purifier_S02 Edit More =

Delete S3les

» Sales Order Details

t  Theertha Water Purifier_502

2  Theertha Water Purifier

gl
¢ Creating New Sales Order Cancel
Sales Order Details
* T} P | o M E Q +
° Thaartha Water P q
0 Srinivasa a +
= Select an Option -
Created b
© Dithers Construction Compar Q. 4 - : Coyote A
Recurring Invoice Information

The 'Creating New Sales Order' form will open with the details populated from the original record.
+  Enter a new subject for the new sales order
- Edit the details as required. Descriptions of the form parameters are available in the table above.
«  Click 'Save'.

The sales order record will be saved and added to the list of sales order records in the 'Sales order List' interface.
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Create a record from another module

You can also create new sales order from other modules. For example you can create a sales order from a particular
sales record. See 'Associate Invoice Records to a Sales Order' for more information.

3.8.2. Manage Sales Orders

« The 'Sales Order List' interface lets you view and update sales order details, including recurring invoice
information, purchase order information and more.

»  You can also schedule To Do" activities for the sales order from this interface. The activities will be reflected
in the calendars of team members assigned to the sales order.

+  You can create an invoice or associate an existing invoice record from an invoice details page.
*  You can send emails of the sales order in pdf format.
View sales order details:
«  Click 'All'> 'Sales Order' to open the 'Sales Order List' interface
«  Click on a sales order to open its details page
To edit a sales order:
»  Click 'All'> 'Sales Order' to open the 'Sales Order List' interface
«  Click on a Sales Order's name and then the 'Edit' button at the top right of the 'Sales Order Details'
interface.
OR
«  Click 'All'> 'Sales Order' to open the 'Sales Order List' interface

»  Place your mouse cursor over the name of a sales order to reveal the action buttons on the right side of the
row.

»  Click the 'pencil' icon to open the 'Sales Order' edit interface:

¢ Editing Invoice - Invoice for Toys R Us m Cancal

hmvoie Detaiks
o Q
(=] o +

] L]
o a +
S8 I
Address Detaks
anizal

«  See this table for descriptions of the fields in the 'Sales Order Details' interface

Activities
A'To Do’ activity is a task with a set start time and a due date. You can assign a 'to do' regarding the sales order to a

staff member. For example, you may want the staff member to send it to the customer by a certain time. You can add
a description in the field at the bottom. To do' activities will be added to the CRM calendar.

Create a 'To Do’ activity :
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«  Click 'All'> 'Sales Order' to open the 'Sales Order List' interface

»  Click on a sales order to open the sales order details interface

»  Click 'Activities' from the menu on the right
« Click the '+ Add To Do' button in the activities interface.
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+ Add To Do

£ Purchase and delivery tools Edit = More

A

Actmaty Type Syt Related B0 At Cahe & Tme REqmTERCE Asspred Bo

T (3 etaiks

‘T
< Creating Mew To Do

Desaipstionn Detals

The 'Creating New To Do' screen will be displayed:

+  Enter the required details and click 'Save'.

See 'Manage Shared Calendar' for more details on the 'Event/To Do' full form.

The interface lets you do the following:

«  Sales Order Details - Displays the sales order details

»  Updates - View the modifications done on the sales order record

+ Activities - Allows you to view and add future tasks related to the sales order

» Invoice - View and create invoices from the sales order. See Manage Calendar for more details.

Please see Associate Modules with Other Records for more details.

Manage operations in detail view of the Sales Orders module

«  Select a desired sales order record
+  Click 'Edit' to modify a field information
* In'More' select the following to,

'Delete Sales Order' to delete sales order record

'Duplicate’ to create a new sales order record with similar properties
'Export to PDF' to export the sales order record in the default PDF
‘Send Email with PDF to send the sales order in pdf format

'Create Invoice' to create the invoice related to the sales order record
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3.8.3. Associate Records from other modules to a Sales Order

You can associate a sales order with a product, organization, contact, opportunity or quote. There are two ways to do
this:

1. From within another module

»  Open any product, organization, contact, opportunity or quote record.

+  Click 'Sales Order' in the right-hand menu to view and add sales orders.
2. While creating a sales order

» The 'New Sales Order' configuration screen lets you map a sales order to an organization, product,
opportunity, contact or quote.

Please note that a 'Product' or a 'Service' module will always be associated to a sales order by default.

1. Create a sales order from other modules

The example below describes how to view and manage the 'Sales order' records associated with a product record. A
similar process can be followed to associate other module types.

«  Click 'All'> 'Product' (under 'Inventory')
+  Click a product record in the list then click 'Sales Order' on the right
+  Click the '+ Add Sales Order' button.
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£ Glass Pancramic Roof

Edit = More

4+ Add Sales Order

Sales Order Mumber Quiate Mame Toital
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Product Details
Updates
Quotes

Purchase Order

¢ Creating Mew Sales Order m Cancel
Sales Order Detatls
- o a #
o Q
[#] Q +
[} Selact an Option
i Selact an Ciption
=] a + Coyale
Recurming bvoice Information
|
= B
tbem Deetaiks Currency | USA, Daollars (%) 1
Took * ke Mame Quantity List Price Total Het Price
E o _.E 1200 200.00
(-} Discount ; . E
Total After Discount : LKL OO
+add Product +Add Service
Premes Todal 1200
{-) Desoourik b0
|+ Shippirg & Handling Charges
Pre Tax Total 1 200.00
i+ Tax A A
(#] Taxes For Shapping and Handling (EL]
Adjustment #® 2dd () Deduct
Cararsd Total 1644.40
| s IR

Note: If you have added sales order to this product earlier then it will be listed in this interface.

«  Enter the 'Subject’, 'Status', 'Organization Name', 'Billing and Shipping Address' details(Other mandatory

fields like 'ltem Name' will be populated) and click 'Save'
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The sales order record will be added to the 'Sales Order' interface associated with the product record.

2. Create a sales order from the 'Sales Order' interface
o Click 'Add Sales Order'

Enter 'Subject name' to track the sales order and then 'Status', 'Organization Name', 'Billing and Shipping
Address' details and 'Product Name'.

Sales Orderlist ¢ Creating New Sales Order m Carce
v Rty Modiled A
o v a +
o Q
o +
Sehect an Opt
ated
a + it
L
Edit = Mose < »
Froduct Detaiks
mS & B Ut

Azsigned To

«  Click 'Save'
This sales will be listed in opportunities, organizations, contacts and products or services.

Generate an invoice from a sales order
View, add and manage associated records:

e Click 'All'> 'Sales order'

«  Click any sales order to open its detail page
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t@ Edi || more = ¢ b

Sales Drder Detaik
Uplates

Acthmies

« Creating New Invoice /_ m Cancel

e Detasks

Adddress Delad

The menu on the right shows modules that can be associated with a sales order. Click on the 'Invoice' links to view
sales order records that have already been associated with an invoice or create an invoice. See Create an Invoice
create an invoice.

3.8.4. Mass Management of Sales Orders

You can edit / delete / import / export / de-duplicate numerous sales records at once. This is useful when you are
modifying details that are common to a group of sales order records. For example, you may have a set of sales
orders with old terms and conditions that need to be revised as per updated versions.

Tip: If you want to update the details of a single sales order record:
»  Open the 'Sales Order List, click the invoice name then click the 'Edit' button.

«  See 'Manage Sales Order' for more details.

The interface allows you to:
+ Edit sales order records
* Delete sales order records
» Import/ export sales order records

» Find duplicate sales order records

Edit common details of several sales order records
«  Click 'All'>'Sales Order' (under 'Marketing and Sales') to open the 'Sales Order List' interface

«  Select the sales order to be edited
«  Click 'Actions' and choose 'Edit'
The 'Mass Editing Sales Order' pop-up will appear:
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£ | Actions ~ =+ Add Sales Order ¥ All Sales Order

Delete
Organization Name Quote Nam

Import

Export

Find Dupflicates Foxtrotine. -
L1 test sales order Trends Pvt Ltd -
Theertha Water Purifier_S02 Dithers Construction Company Theertha
Theertha Water Purifier Dithers Construction Company Thesrthz
Theertha Water Purifier Dithers Construction Company =

O

Mass Editing Sales Order

Address Details Termes & Conditions Description Details
* Subject Opportunity Mame o Q
Custemer Ma Quiate Name o a
Purchase Order Conzact Karme a a
Due Date n Carmer Select an Cption
Pending " Status Select an Optisn
Sales Commission Excise Duty
* Qrganization Name o a * Assigned To Coyote #

This interface contains four tabs:

»  Sales Order Details - Allows you to specify subject, contract name and more. See this table for
descriptions of the fields in the 'Sales Order Details' tab.

»  Address Details - Allows you to enter the values for billing and shipping addresses in the selected sales
order records. See this table for descriptions of the fields in the 'Address Details' tab.

- Terms & Conditions - Allows you to provide a common 'Terms & Conditions' for the selected sales order
records.

+  Description Details - Allows you to enter a common description for the selected sales order records.
Click 'Save'.
Delete sales order records
Sales order records that are no longer required can be removed.

»  Click 'All'> 'Sales Order' (under 'Marketing and Sales') to open the 'Sales Order List' interface

»  Select the sales orders to be deleted
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«  Click 'Actions' and choose 'Delete’ button.

£  Actions - 4+ Add Sales Order ¥ All Sales Orde

Edit D E F G H [ ] K

Organization Name

Import

Export

Find Duplicat Foxtrot Inc.
testgales order Trends Pvt Ltd
Theefgha Water Purifier_S02 Dithers Construction Company
Theertha Water Purifier Dithers Construction Company

Are you sure you want to delete the selected Records?

v 8

«  Click 'Yes'in the confirmation dialog to remove the record(s)

Import / export sales order records

Export:
«  Click 'All' > 'Sales Order'
»  (Optional) Select the sale order you wish to export
+  Click 'Actions' > 'Export'
»  Choose whether to export selected records, all visible records or all records
»  Click 'Export Sales Order".
»  Sales orders are exported in .csv format

«  Click 'All' > 'Sales Order'
+  Click 'Actions' > 'Import'
»  Browse to the file containing your sales order records
«  Specify the format of your file
»  Click 'Next' to begin the import.
See 'Import and Export Records' for more information.
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Find duplicates

You can find duplicates from multiple sales order records at once.
«  Click 'All' > 'Sales Order' (under 'Marketing and Sales') to open the 'Sales Order' interface

»  Click 'Actions' and choose 'Find Duplicates'

€ | Actions - =+ Add Sales Order v All sales Order
Edit D E F G H I ] K L
Delete
Organization Name Quote Nam
Import
Export

Find Duplicates er_S02 Dithers Construction Company Theertha \

jer Purifier Dithers Construction Company -

Theertha V]

0 - Merging Criteria Selection

Available Fields » Subject | | % Status

lgnore empty values

Find Duplicates Bl ncel

«  Click in the 'Available Fields' box and choose the invoice related fields from the drop down. 'Ignore empty
values' means the CRM will not consider matching blank fields as indicating a duplicate.

+  Click 'Find Duplicates'
The 'Duplicate Sales Order' page will be displayed.

Duplicate Sales Order 1we B 4 B ¥
Recoed id Status Murge Solect Action
L] Approved o
= e Approved o m
O 23 Approved o
O Craatsd m|
O 23 Crested o
0 Crasnad |
3 Created | m
E Craghed j
O Created ]

- Todelete a duplicate sales order record, select it and click the delete button on the top left.
«  To merge duplicate records, select them from the 'Merge Select' column and click '‘Merge'
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£ m Duplicate Sales Order iwa B £ B3

0 p— atus Merge Selert Aetion

O Approved

o Approved —

o approvsd

O Created

O Crosted J

0O Created (=)

o e 8

E 1 rmabad D

The 'Merge Records In > SalesOrder' dialog will be displayed:

Merge Records In > SalesOrder

The primary record will be retained after the merge. You can select the column to retain the values.
The other record will be deleted but the related information will be merged.

Felds Record #1 (@ Record #2 () Record #3 ()
Subject @ Central Discount Store {7) Purchase cars at Tesla Motors | (7) Quotation 3
Opportunity | @ S {7 Mass Edit Opp1
Marne

Customer (@ O1 @ ®

Mo

Quote Name | @

End Period | @ 2016-08-18 () 2016-09-20 i)

Payment @ Met 30 days {) Net 30 days i)
Duration

Invoice (@ Sent () Sent i)
Status

» The selected 'Record #' is the primary record. Select other record to change the primary record.

»  Select the column values that should be retained in the merged primary record. Please note you can select
only one column value for the merged record.

«  Click 'Merge'". The records will be merged and displayed in the 'Sales Order List' page as per the selected
column values.

3.9.Import and Export Records

CRM allows you to import and export records to and from various modules. The example below describes how to
import and export opportunity records.

Import opportunity records
You can import records in .csv or .vcf format.

Prerequisites
»  Make sure your imported file contains all mandatory information. For example, 'Opportunity Name' and
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'Assigned To' are mandatory for importing opportunities records.
«  The maximum size of imported files is 3MB.

»  Make sure you have permissions to import. Administrators may have disabled import functionality at the
profile level.

Import opportunities records
«  Click 'All'> 'Opportunities' to open the 'Opportunities List' interface

«  Click the 'Actions' drop-down (above the table of opportunities)
«  Click 'Import'. The 'Import Opportunities' page will open:

Actions = | 4 Add Opportunity ¥ All Opportunit

Drganization Name Salec Stage

Import Spportunities

Step 1; Select File Step 2:  Specify Farmat
Chooss Flla | Mo file chosen Fle T
= Type
Lupported File Typeisk OS5y, VCF LT
2 Ly b Charascter Encoding UTF-&
Delirniter: comma
Has Header -

Step & Cuplicate Recard Handling ({ Select this apban 1o enable and set duphcate merge oritera |

»  Select and upload your .csv or .vcf file in step 1.
«  Specify the format of your import file in step 2:

»  File Type - CRM can import .csv or .vcf files
» Character Encoding - Select the character set in which your import file has been encoded.

+  Delimiter - Choose whether the fields in your imported file are separated by commas or by semi-
colons. CRM will not recognize fields that are not separated by a delimiter.

« Header - Aheader row contains the data labels for the columns in your spreadsheet or text file. For
example, 'First Name', 'Last Name', 'Organization Name'. It is usually the first row in the file.

+  Select 'Has Header' if your file has headers. You will be asked to map the headers in your file to
existing CRM headers in step 4.
«  Deselect this option if your file doesn't have a header row.
« Duplicate Record Handling - If enabled, you can specify how duplicate records are handled. The system

will compare fields in existing CRM records with those in the file you wish to import. If duplicates are found
you can instruct the CRM to skip, overwrite or merge the opportunity record.
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FEStep3  Duplicate Record Handling | Select this option to enalde and set duplicate merge criteria )
Select haw duplicate records should be handled Skip

select the matching fields to find duplicate records

Available Felds Flelds to be matched on
Opportunity Mame s Opportunity Mame =
Opportunity Number
Amourt

Organization Mame
Expecied Closa Date
Type

Wext Step

Laad Source

Sales Stage

Assignad To -

m ::“ll-EI

First select the fields you want the CRM to use for duplicate checking. An opportunity that has data in these fields
which matches data in the corresponding field of an existing opportunity will be classed as a duplicate. Next, choose
aresponse if a duplicate is found:

»  Skip - The CRM will not import the duplicate opportunity
»  Overwrite - The existing opportunity in CRM will be replaced by the imported opportunity
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SKIP
.CSV File CRM
A
A D E , B
D A Skipped C
E D
E

A not impeorted as it already exists in CRM

Overwrite

.CSV File

-

moomre

A
D
E

A, D, E are imported and replaced with existing duplicate records inCRM

Merge
.CSV File CRM
A(F1, F2, F3)
A (F1, F2) . B
D e
= D
E

D, E are not imported as they already exist in CRM
The information in fields A(F1, F2) is combined with A(F3) and forms A(F1, F2, F3)

« Merge - Checks the opportunity as a whole and uses information from both records to create a single
record in the CRM

i. Ifallfields are the same then the opportunity will not be imported as there is no new data

ii. Ifdatain a particular field is different in both opportunities, then the data from the .csv will be imported,
overwriting the data in the existing opportunity

iii. Ifa.csv field contains data, but the corresponding field in the existing opportunity is blank, then the
data from the .csv will be imported

+  Click 'Next'

* Map CRM Fields - Map the headers in your .csv to headers in CRM. This is only necessary if you selected
'Has Headers' earlier.

«  Fields are automatically mapped if your .csv's headers match an existing CRM field label. Here's a list
of helpful tips before you get started.
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Import Opportunities

Step4:  Map the Columns to Module Fields —Select Saved Mapping-—- | =
Header Riowi 1 CRM Flelds Default Valus
:'|_-|_||_|| tu !.,' Mamse Madimix Internations I'J|:|:|Gl__..,|'II[',' rame :, ] | »
Oppormanty Number POTE None a
Organization Hame Accounss:Medemix Intemationa l—.,:ll-ﬂ-,.;.:.;,.,;,.1.-.4.,;,:;. ....... v
Convtact Mame Contacts:::-Rabert Black Cantact Mame 3
Amaunt 1000.00000000 Affiount l,
lype Type . Select an Option
¥ Expected Close Date (™ hd

«  When there is null value in any of the 'Header" fields in step 4, the default value that you enter is populated
automatically in the record in CRM.

»  You need not have to follow any syntax to relate the records of your '‘Contacts' module to the existing
records of 'Opportunities’ module. While importing contacts, if the opportunity name matches the existing
record in 'Opportunities' module, contact is automatically related to it. CRM does spell check across existing
opportunity records to avoid redundant data. Also, it is not case sensitive.

« To save and re-use this map, select 'Save as Custom Mapping' and create a short name for it.

[+# Save as Custom Mapping Amount

« To delete a saved map, select it from the drop down on the top right of the 'Import Opportunity' page and
click the trash icon.

Import Opportunities

Step 4: Map the Columns o Madule Fald:

Header R 1 CRM Fields Default Value
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«  Click 'Import'
The results of the import procedure are displayed as follows:
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Impart Opportunities - Result

Total number of records importad 111
Wumber of records created 1
Number of records ovenwritten

Wumber of records skipped

Mumber of records merged

Total number of records falled

Import More

Last Imported Records m

* 'Import More' - start another import process
» 'Last Imported Records' - view recently imported opportunities
»  Click 'Finish' to close the results window

Export an opportunity record
«  Click 'All' > 'Opportunities' to open the ' Opportunities List' interface

«  Click the 'Actions' drop-down (above the opportunities table)
«  Click 'Export'. The 'Export Records' page will open:

4 Actinns{a + Add Opportunity

Edit E

(]

Delete

|
A S
Add Comment Organization Name Sales Stag

mport

Medimix Internatior

Export Records

Export Selected Records »
Export data in current page

Export all data

Cancel

« If you have not selected any records in the 'Opportunity List' page then a 'No record selected' message will

be shown.

«  Use the radio buttons to choose which data to export. You can export records you selected in the previous
step, export all visible records on the current page (default=20), or export all opportunities in the module.

»  Click 'Export Opportunities'. Records will be exported in .csv format.
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3.10. Emails

CRM allows you to send emails from different modules. The example below describes how to send mails to contacts
via the 'Contacts' interface.

Note: You can send emails to multiple Leads, Organizations and Contacts. However, you only send mails to single
contacts for Quotes, Invoices, Sales Orders, Purchase Orders and Vendors.

Prerequisites:
* Your outgoing mail server settings have been configured in the CRM. See Outgoing Email Server
Settings if you need help with this.
«  Contacts you plan to mail must have an email address listed for them in their contact details.

»  Optional. An email template for the contact has been created and added to CRM. See Email Templates for
more details.

Mail Individual contacts

+  Click 'Contacts' then click the name of the person you wish to email. Make sure the person has an email
address listed for them in the 'Primary Email' column. If they don't, click the contacts name then click 'Edit'
to add a primary mail address.

»  Click 'Send Email' to open the email editor

« The 'To' field will be auto-populated if the contact has an email address listed. If not, you will need to
manually enter the contact's email address.

»  Use the drop-down on the right of the dialog to add contacts from other modules.

»  Optional - click 'Select Email Template' to use a canned email. If you don't want to use a template then
compose your mail in the text editor.

»  Click 'Send' to send your mail immediately. Click 'Save as Draft' to save the mail for later editing.
Mail Multiple Contacts

«  Click 'Contacts' then select the contacts that you wish to email. Make sure all contacts have an email
address listed for them in the 'Primary Email' column.

»  Click 'Actions' > 'Send Email'.
«  Complete the email as described in the previous section.
+ Click 'Send' to send immediately. Click ‘Save as Draft' to save for later editing.
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4 Actions ~ < Add Contact ¥ All Contacts
Edit D E F G H | ] K
Delete

Last Name Titde
Add Comment

ompose Email

Impor
Expor To* [ [ Robert Black (robert_blackeEgmail.com) © | Contacts * i Q
— % Sherene Leander (coyoteewile@yahoo.com)
in
* Vega Miranda (vega.miranda& comodo.com)
L
[

Add Cc Add Bec

Subject™
Attachment Browse... Mo file selectad
m Save as Draft Select Email Template
=] Q by $MEE§QF=|E G ™ soeres [ B [
| styies * || Format || Font « sz o+||lA- B B T U S x x=x|I
s s s A =9y B

You can view emails that have been sent to a contact as follows:
«  Click 'Contacts' then click the name of an individual contact. This will open the contact details page.

«  Click 'Emails' in the menu on the right

4. Inventory

With the CRM inventory management features you can achieve seamless integration between pre-sales and post-
sales accounting activities in a single application. Other advantages include:
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Contacts  Opportunities Producs = All -

MARKETING & SALES

Campaigns

The 'Inventory' category contains the following modules:

Contacts
QOrganizations
Opportunities
Quotes
Invaice

Sales Order

O
O

INVENTORY

Aszets
Products
Services
Price Books
Vendors

Purchase Order

Sherene

Peter

Toaols

Email Templates
Our Sites
Calendar

Recycle Bin

Leander

Johnson

Procure goods or services from the selected list of vendors

Categorize vendors by product range

Categorize service providers according to services rendered
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ANALYTICS

Reports

Easy tracking of products sold by creating assets that helps to provide efficient after sales service

Helps to organize products in stock, forecast demand, replenish items and estimate revenues

Control stock in inventory to deliver products to customers on demand

Assets
Products
Services
Price Books
Vendors

Purchase Order

4.1.Assets

'Assets' are details of products sold to customers such as name of the product, date of sale, the name of the staff
whom completed the sale, name of the invoice and so on. Assets helps the support staff to keep track of sales and
resolve any problem that may arise in the future.

To open the 'Assets' interface:

Click the 'Assets' button on the top navigation

OR
Click 'All"' > 'Assets'
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A Calendar leads Organizations Contads Opportuniies Producs Assets  All

(]
‘ RM All Records v “ Advanced +
Assets List € Actions = Add Asset ¥ All Assets v 1toa & | € B »

A B C D E F G H 1 ] K L M N o P Q R s T u v w X Y z

»  Recently Modified
< >

O Asset Name Customer Name Product Name

Roof of Car for Dithers Constiction Masaic Company Glass Panoramic Roof
12 Watco Companies Heater
Cars for Dithers Construction Tesla Motors Tesla S-Model Perform

test Tesla Motors Heater

2 O|0O(0|O

Left-hand menu:
»  'Assets List' shows all assets added to the CRM. Click any asset to open its details page.
» The 'Recently Modified' tab lists assets which were recently updated.

Assets - Column Descriptions

Column Header Description
Asset Name The name of the asset
Customer Name The customer that is linked to the asset
Product Name The product that is linked to the asset

+  Click any column header to sort the table according to the items in the column.

+ To search for a specific item, enter the search criteria in the respective column header(s) and click 'Search'
at the right end of the column header.

«  For more details on advanced filter options, see 'Custom Views'.

Custom Filter View

«  The'Assets' interface allows you to create custom views. For example, you may want to view only those
assets assigned to you, and only view selected columns such as status, date in service and so on.

* You can create any number of views, and can make any view your default. See 'Custom Views' for more
details.

The following sections explain more about;
» Create an Asset Record
+ Manage Assets

» Mass Management of Assets

4.1.1. Create an Asset Record
The customer asset interface allows you to create and keep track of items related to a product sale.
There are five possible ways to create an asset:
« Create a new asset - Click 'All' > 'Asset' > 'Add Asset'. See 'Create a New Asset' for more information.

«  Quick create a new asset - Create a new asset record with the minimum required information. Other details
can be added later as required. See 'Quick Create an Asset Record' for details.

»  Clone an asset - Duplicate an existing asset to use as the starting point of a new asset. See 'Clone an
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Asset' for more information.

« Import assets - Import a list of asset records from a .csv or .vcf file. See 'Import Assets' for details.

«  Create an asset from within another module (products, organizations, contacts etc). See 'Create an Asset
from other Modules' for more information.

Create a New Asset

»  Click 'All' then 'Asset' (under 'Inventory'), or click 'Asset' on the title bar

»  Click the 'Add Asset' button

«  The 'Create New Asset' page will open:

¢ Creating New Asset

Asnpt Netals

Cayote

Deescription Details

qQ +
L]
=1 = selart an Dptan
o q
- o a +
Q +

Form Parameter

Create New Asset - Form Parameters

Description

Asset Details

Product Name

Specify the product name of the asset. You can click the '+" icon to quick create
a product or click the search icon to browse existing products. This field is
mandatory.

Serial Number

Enter the serial number for the asset. This field is mandatory.

Assigned To Select the name of the staff member to whom the asset is assigned. This field
is mandatory.
Date Sold The date on which the product was sold. This field is mandatory.

Date in Service

Specify date up to which the product can be used.

Status Select whether the product is in service or not.

Tag Number Enter a tag number for the product

Invoice Name Specify the invoice name to associate with the asset or click the search icon to
browse existing invoices.

Shipping Method Specify the delivery method of the product
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Tracking Number Atracking number allows you to track and trace shipments as they move to
their destination.

Asset Name Enter the name for the asset. This field is mandatory.

Customer Name Specify the organization name to associate with the asset. You can click the '+'

icon to quick create an organization or click the search icon to browse existing
organizations. This field is mandatory.

Contact Name Specify the contact name to associate with the asset. You can click the '+'icon
to quick create a contact or click the search icon to browse existing contacts.

Description Details

Description Enter any information and directions you would like to add about the asset.

«  Click 'Save'. The asset will be saved and added to the list in the 'Asset List'

Quick Create a New Asset Record

The 'Quick Create' option allows you to create an asset record from any interface. It requires you to enter only basic
details. You can add more details by clicking 'Go to full form'. You can, of course, also edit the record at a later date
to add more information.

»  Click the '+' button at the top right from any interface of CRM and choose 'Asset’ from the options.

ol /0B
Quick Create {J
Camipaign Lead Contact
Organizaton Opportunity

Product : Price Book

Quick Create Asset e—/’-—
o =] Q
s Cowole = * Date -]
] - Select an Option
Q Q
Q qQ
Go to hull form m Cancel

Fill-in the opportunity details in the 'Quick Create Asset' dialog. Descriptions of the form parameters are
available in this table.

« If you want to view and enter all details, click 'Go to full form'".
«  Click 'Save'

The record will be saved and added to the list of asset records in the 'Assets' interface. You can open the summary
interface for the record by clicking the asset name and add/edit the details as required at anytime.

Clone an Asset
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CRM allows you to create a new asset record using an existing record as a template. You can then edit the cloned
record as required.

»  Click 'All' on the title bar and choose 'Asset' under 'Inventory' to open the 'Asset List' interface
«  Click the name of the asset record you want to clone from the 'Asset Summary' interface
«  Click 'More' on the top right and choose 'Duplicate’

< TWP Edit | More = < »
Delete Assat
X Asset Details
ASSETE . Theartha Watar Purifier Updates
¢ Creating New Asset é""_--_-—-_ cancel
Assel Details
Q a { q +
Coyole B
] " St n Service
i - a
o Q +
o a +
Descrptsan Details

The 'Creating New Asset' form will open with the details populated from the original record.
Enter a details for the new asset
«  Edit the details as required. Descriptions of the form parameters are available in the table above.
«  Click 'Save'.

The asset record will be saved and added to the 'Assets' interface.

Import Assets
Another method of creating an asset is to import from a per-existing list of asset records.

«  Click 'All' on the title bar and choose 'Asset' under 'Inventory' to open the 'Asset List' interface
«  Click 'Actions' > 'lmport'

Follow the on-screen instructions to import the desired asset. See 'Import and Export Records' for more
information.

Create an Asset from other Modules

You can also create new asset records from other modules. For example you can create an asset from an invoice
record. See 'Associate Asset Records to an Invoice' for more information.

4.1.2. Manage Assets

The 'Assets List' interface lets you view and update assets details, including contact information, shipping
information, assigned staff and more.
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View asset details
«  Click 'All'> 'Assets' under 'Inventory' to open the 'Assets List' interface
»  Click the asset name to open the 'Asset Summary' interface
You can edit an asset record in three ways:
«  Click 'All'> 'Assets' to open the 'Assets List' interface
+  Select the asset and then click the 'Edit' button from the 'Actions' menu
OR
«  Click the asset name and then 'Edit on the top right of the 'Asset Summary' interface
OR
«  Click 'All'> 'Assets' to open the 'Assets List' interface
»  Place your mouse cursor anywhere in the asset record row to display the action buttons on the extreme

right of the row.
«  Click the 'pencil' icon to open the opportunity edit interface:
¢ Editing Asset - WAC m cancel
Asset Details
o Wi a +
Coyate >, L =
i In Senace
Q q
0 Teala Molois Q +
o a +
Desoription Details
m Cancel

«  See this table for descriptions of the fields in the 'Asset Details' interface
»  Update the asset details as required and click 'Save'

Updates
The 'Updates' section shows a history of changes related to the asset. Example updates include if asset details are
changed or if the asset is reassigned.
View asset record updates
»  Click 'All'> 'Assets' under 'Inventory' to open the 'Assets List' interface
»  Click the asset name to open the 'Asset Summary' interface
»  Click 'Updates' on the right side menu
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Coyoite updated faserst
Dare i Sarwice . from 200 7-07-04 To 2017-07-25 Asset Detalls
Coyoite upidated 1
CLstamar Name: from Homey Well To Tesla Motors
Coyoite upidated Ty ol
Avgice Namet changed To Iméice for Tesla cars
Coyoite created

Full information about the updates to the asset record will be displayed.

4.1.3. Mass Management of Assets

You can edit, delete and add comments for several asset records at once. This is useful when you are updating or
altering details that are common to a set of asset records. For example, you may have several asset records
concerning different products, but would like all of them to use a common shipping method or be assigned to the
same staff member.

Tip: If you want to update the details of a single asset record:
»  Open the 'Assets List', click the asset name then click the 'Edit' button.

«  See 'Manage Assets' for more details.

The interface allows you to:
» Edit asset records
* Delete asset records
« Import/ Export asset records
*  Find duplicates

Edit common details of several asset records
«  Click 'All'> 'Assets' (under 'Inventory') to open the 'Assets List' interface

«  Select the asset records to be edited
«  Click 'Actions' and choose 'Edit'
The 'Mass Editing Assets' pop-up will appear:
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Cancel ‘

This interface contains two tabs:

«  Asset Details - Allows you to specify product name, shipping method, contact name and more. See this
table for descriptions of the fields in the 'Asset Details' tab.

+  Description Details - Allows you to enter a common description for the selected assets.
Click 'Save'.
Delete asset records
Asset records that are no longer required can be removed.

«  Click 'All' > 'Assets' (under 'Inventory') to open the 'Assets List' interface

»  Select the asset records to be edited

«  Click 'Actions' and choose 'Delete’
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Customer Name

Import

Export
Tesla Motors
Fimnd Duplicates e
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| balance bike

Are you sure you want to delete the selected Records?

Roof of Car for Dit

& &l

Wheels for Dither: No

Cars for Dithers CoRSTUCoon LATNErS LOnSu UL

8]

Click 'Yes' in the confirmation dialog to remove the record(s)

Import / export asset records

Export:
e Click 'All'> 'Assets'
«  (Optional) Select the assets you wish to export
«  Click 'Actions' > 'Export'
«  Choose whether to export selected records, all visible records or all records
»  Click 'Export Asset'.
« Assets are exported in .csv format

«  Click 'All' > 'Assets'
«  Click 'Actions' > 'lmport'
«  Browse to the file containing your asset records
Specify the format of your file
«  Click 'Next' to begin the import.
See 'Import and Export Records' for more information.

Find duplicates

You can find duplicates from multiple asset records at once.
»  Click 'All'> 'Assets' (under 'Inventory') to open the 'Assets List' interface

»  Click 'Actions' and choose 'Find Duplicates'
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Import
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«  Click in the 'Available Fields' box and choose the assets related fields from the drop down. 'Ignore empty
values' means the CRM will not consider matching blank fields as indicating a duplicate.

»  Click 'Find Duplicates'

- Todelete a duplicate assets record, select it and click the delete button on the top left.

«  To merge duplicate records, select them in the 'Merge Select' rows and click 'Merge'

» The selected 'Record #' is the primary record. Select other record to change the primary record.

+  Select the column values that should be retained in the merged primary record. Please note you can select
only one column value for the merged record.

«  Click 'Merge'". The records will be merged and displayed in the 'Assets List' page as per the selected column

values.

4.2.Products

Products represent a stock of goods in your Inventory that are sold / procured by your organization. Products module

allows you to:

»  Manage products sold by your organization

»  Manage products procured from suppliers

» Actas a bridge between sales and purchase departments

To open the 'Products' interface:

+  Click the 'Products' button on the top navigation

OR
«  Click 'All'> 'Products'
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Left-hand menu:
»  'Products List' shows all products added to the CRM. Click any product to open its details page.
»  The 'Recently Modified' tab lists products which were recently updated.

Products List - Column Descriptions

Column Header Description
Product Name The name of the product.
Part Number The part number of the product.
Commission Rate Commission paid / received for the product from the suppliers.
Qty. in Stock Number of units in stock.
Qty / Unit Number of pieces / area / cartoons that represents a unit.
Unit Price Cost of the product per unit.

«  Click any column header to sort the table according to the items in the column.

« To search for a specific item, enter the search criteria in the respective column header(s) and click 'Search'
at the right end of the column header.

»  For more details on advanced filter options, see 'Custom Views'.

Custom Filter View

«  The 'Products' interface allows you to create custom views. For example, you may want to view only those
products assigned to you, and only view selected columns such as support start date, support end date and
SO0 on.

«  You can create any number of views, and can make any view your default. See 'Custom Views' for more
details.

The following sections explain more about:
+ Add aProduct
+ Manage Products
« Associate Records from other Modules to a Product
» Mass Management of Products

4.2.1. Add a Product

The product interface allows you to add and keep track of products that are bought and sold.
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There are five possible ways to create a product record:

»  Create a new product record - Click 'All' > 'Products' > 'Add Product'. See 'Create a New Product Record'
for more information.

«  Quick create a record - Add a new product record with the minimum required information. Other details can
be added later as required. See 'Quick Create a Product Record' for details.

«  Clone arecord - Duplicate an existing product record to use as the starting point of a new product. See
'Clone a Product Record' for more information.

»  Import product records - Import a list of product records from a .csv or .vcf file. See 'Import Product
Records' for details.

«  Create a product record from within another module (organizations, contacts etc). See 'Create a Product
Record from other Modules' for more information.

Create a New Product Record
«  Click 'All' then 'Products' (under 'Inventory'), or click 'Products' on the title bar

«  Click the 'Add Product' button
« The 'Create New Product' page will open:

Form Parameter

Create New Product - Form Parameters

Description

Product Details

Product Name

Specify the product name. This field is mandatory.

Product Active Indicates whether the product is in production or not

Part Number Enter the part number of the product

Sales Start Date Select the sales start date from the calendar

Manufacturer Select the product manufacturer from the drop-down. To add more or remove
manufacturer from the list contact, your administrator.

Product Category Select the product category from the drop-down. To add more or remove a
product category from the list, contact your administrator.

Support Start Date Select the support start date for the product from the calendar.

Sales End Date Select the sales start date for the product from the calendar.

Support Expiry Date Select the support end date for the product from the calendar.

Vendor Name

Name of the supplier \ vendor.

Website The website of the vendor.

Vendor Part No. Part number provided by the vendor for the product.

Mfr. Part No. Part number provided by the manufacturer for the product.

Product Sheet Enter the product information

Serial No Enter the serial number of the product

GL Account Select the account from the drop down. To add or remove an item from the list,
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Unit Price

Pricing Information

contact your administrator.

Cost of the product per unit. Click 'More Currencies' to change the currency.
You can manage currencies by clicking the gear icon on the top right, 'CRM
Settings' > 'Other Settings' > 'Currencies'

Commission Rate

The commission paid to the supplier \ vendor for purchasing the product

Taxes

The applicable taxes for the product. The enabled tax fields will be shown. You
can manage taxes by clicking the gear icon on the top right, 'CRM Settings' >
'Other Settings' > 'Calculations'

Stock Information

Usage Unit Select the unit for the product.
Qty / Unit Enter the number of (pieces, area, packs and so on) that represent a unit.
Qty. in Stock Number of items that are currently available.

Reorder Level

Enter the number that when reached, the product has to be ordered.

Handler

The user and user group that is responsible. Contact your administrator to
add / remove users / groups from the list.

Qty. in Demand

Product Image

Description

The number of units that are to be supplied to customers.

Product Image Information

The image of the product. Click 'Choose File', navigate to the stored location
and click open.

Description Details

Enter any information and directions you would like to add about the product.

«  Click 'Save'. The product will be saved and added to the list in the 'Products List' interface

Quick Create a New Product Record

The 'Quick Create' option allows you to create a product record from any interface. It requires you to enter only basic
details. You can add more details by clicking 'Go to full form'. You can, of course, also edit the record at a later date

to add more information.

+  Click the '+' button at the top right from any interface of CRM and choose 'Product' from the options.
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«  Fill-in the product details in the 'Quick Create Product' dialog. Descriptions of the form parameters are
available in this table.

« If you want to view and enter all details, click 'Go to full form'".
e Click 'Save'

The record will be saved and added to the list of asset records in the 'Products List' interface. You can open the
details interface for the record by clicking the product name and add/edit the details as required at anytime.

Clone a Product Record

CRM allows you to create a new product record using an existing record as a template. You can then edit the cloned
record as required.

«  Click 'All" on the title bar and choose 'Product' under 'Inventory' to open the 'Products List' interface
»  Click the name of the product record you want to clone from the 'Product Details' interface
«  Click 'More' on the top right and choose 'Duplicate’

Upsates
Quones
Purchaese Crder

Sakes Ordar

Price B
Creating New Product « Eg
Produst Detaik
all L
= =
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The 'Creating New Product' form will open with the details populated from the original record.

«  Enter a details for the new product.
- Edit the details as required. Descriptions of the form parameters are available in the table above.
«  Click 'Save'.

The product record will be saved and added to the 'Products List' interface.

Import Product Records

Another method of creating a product record is to import from a per-existing list of product records.
«  Click 'All" on the title bar and choose 'Product' under 'Inventory' to open the 'Products List' interface
«  Click 'Actions' > 'lmport'

Follow the on-screen instructions to import the desired product records. See 'Import and Export Records' for more
information.
Create a Product from other Modules

You can also create new product records from other modules. For example you can create a product from an contact
record. See 'Associate Records from other Modules to a Contact' for more information.

4.2.2. Manage Products

»  The 'Products List' interface displays the products in the inventory. Key information is also shown for each
product, including part number, commission rate, unit price and so on.

»  Click on a product then click 'Edit' to update the product as required. The editing interface also allows you to
view previous updates to the product.

»  You can bundle multiple products per your sales requirement.

* You can associate records from other modules to a product. Other modules include organizations, quotes,
sales orders, invoices and more.

View product details:
«  Click 'All'> 'Products' to open the 'Products List' interface
«  Click on a product to open its details page
Edit a product:
»  Click 'All'> 'Products' to open the 'Products List' interface
«  Click on a product's name and then the 'Edit' button at the top right of the 'Product Details' interface
OR
«  Click 'All'> 'Products' to open the 'Products List' interface
»  Place your mouse cursor over the name of a product to reveal the action buttons on the right of the row

»  Click the 'pencil' icon to open the product edit interface:
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Select an Option

»  See this table for descriptions of the fields in the 'Product Details' interface

The links on the right of a product detail page let you view and manage the following items:
»  Product Details - Shows complete product details
» Updates - Track all modifications done on the product record

»  Modules - Allows to view the records of other modules that are linked to the product record. You can also
link a new record from the modules. See 'Associate Records from other Modules to a Product' for more
information.

»  Product Bundles - View the products that are bundled to this product. You can also bundle more products
by clicking 'Select Products' and 'Add Product' buttons. See 'Project Bundles' for more information.

»  Parent Product - Allows to view the product to which it is bundled.
The interface allows you to:
»  Select a desired product record
»  Click 'Edit' to modify a product information
«  'More' menu:
»  'Delete Product' to delete product record

»  'Duplicate' to clone the record to use it as the basis of a new product. See 'Clone a Product Record'
to find out more.

» 'Create Invoice' to create an invoice for the product record. See 'Create an Invoice' to know more.

« 'Create Sales Order' to create a sales order for the product record. See 'Add a Sales Order' to know
more.

« 'Create Purchase Order' to create a purchase order for the product. See 'Add a Purchase Order' for
more information.

- 'Create Quote' to create a quote for the product record. See 'Create Quotes' for more details.

Product Bundles

This feature helps you to have sub-products for products. While creating Sales Orders, Purchase Orders, Invoices
and Quotes, upon selecting parent product, all sub-products are automatically selected into the cart.

Select sub-products under parent product
«  Click 'Products' tab and select the desired product. (The parent product)
» Inthe detail view of parent product, click 'Product Bundles' in the right
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«  Click 'Select Products' or 'Add Product' to select from the existing products or create a new product
respectively

After successfully creating a product bundle, the parent product and sub-products under it are ready for selection
under Invoices, Purchase Order, Sales Order and Quotes.

4.2.3. Associate Records from Other Modules to a Product

Associating records from other modules to a product allows you to improve visibility and workflows and keep track of
activities relating to the product. Associating a product with a sales order, quickly informs staff members which of
your offerings are listed to create an invoice

View, add and manage associated records:
e Click 'All"> 'Products'
»  Click any product record to open its detail page

The menu on the right shows modules that can be associated with the product. Click any of these links to view
records that have already been associated with the product:

¢ Heater Edit | More < -

Product Details

Updates

Quotes.

» Product Details
Heatser PROZ2

Yes
Purchase Order

Sales Order
Imvoice

Price Books
Leads
Organirations
Contacts

2017-07-25 1138 AM

Opportunities
2017-07-25 12:40 PM

Product Burdles

w Pricing Information

You can use these links to create records in the other modules which will be linked to the product.

You can associate following records with a product:

«  Quotes - View existing quotes associated with the product. Generate a new quote for the product.
«  Purchase Order - View associated purchase order for the product record

»  Sales Order - Generate the sales order for the product record

« Invoice - Generate the invoice for the sales order generated for the product record

»  Price Books - Add a price book to the product. This will help you while generating Commercial documents
like Invoice and Quotes

» Leads - Associate the existing lead to the product record

«  Organizations - Associate the existing organizations to the product record

«  Contacts - Associate the existing contact to the product record

»  Product Bundles - Feature to have sub-products for products and select the products into cart when
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creating an sales order, Purchase order, invoice or quote based on the hierarchy

«  Parent Product - View and add a product family and classify similar products in it
» Assets - View and create assets related to the product

The example below describes how to view and manage the 'Product' records associated with 'Assets'. A similar
process can be followed to associate other module types.

+  Click "All' > 'Product'
+  Click on a product in the list then click ‘Assets' on the right

4 Heater Edit = More - ¢ >

Product Details
=+ Add Asset 1M1 € B 3 i
Quntes

Asset Mo, Product Mame Asset Name Customer Mame
Purchase Order

ASSETT Hearer test Tesla Maotors
Sales Order
Innice

Frice Books
Leads
Organizations
Comtacts

Opportunities

Product Bundles

Parent Product

The interface allows you to:
« Associate new product record with assets
» Manage associated product records

Associate product Records with an asset
As mentioned earlier, open a product record then click 'Assets' on the right.

»  Click the 'Add Asset' button
«  This will display a 'Quick Create Asset' dialog where you can enter basic asset details:
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The asset will be added to the list of 'Assets' associated with the record. Deleting this record will dissociate the asset
record from this list.

Manage Associated Product Records
The associated product modules lets you view and edit product details, and dissociate assets.

»  Mouse over a asset record to view the options at the far right end of the row

+ Add Asset w1d £ B2
Asmet Mo, Product Hams At Name Customer Marme
ASSETT Heater test Tesla Motors @ =78

«  The following options are available:

&2 - Opens the asset details interface of the respective asset record. See 'Assets' for more details.
# - Allows you to edit the asset details. See 'Assets' for more details.
= - Removes the association between the asset and the product. Note, this doesn't remove the service

itself, which will remain available in the 'Assets' module.

In the similar manner you can associate and manage records from other modules that are listed on the right.

4.2.4. Mass Management of Products

You can edit / delete / import / export / de-duplicate various product records at once. You can do this when you are
updating details that are common to a set of product records. For example, you may have a category of products
which need stock information to be revised as per available stock.

Tip: If you want to update the details of a single product record:
«  Open the 'Products List', click the product name then click the 'Edit' button.

»  See 'Manage Products' for more details.
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The interface allows you to:

+ Edit product records

» Delete Product records

« Import/ export product records
+ Find duplicate product records

Edit common details of several product records
«  Click 'All' > 'Products' (under 'Marketing and Sales')

»  Select the product to be edited
»  Click 'Actions' and choose 'Edit'

The 'Mass Editing Products' pop-up will appear:
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Part Number Commission Rate
Import
Export
1123 0.000
Find Duplicates
| WINQ AIr Circuiator 0.000
¥ Theertha Water Purifier 124 10.000
¥ Special Bar Quality 7.000
i Check 0.000

v

Mass Editing Products
Product Details Fricing Information Stock Information Description Detaiks

* Product Name Product Actve ]

Part Number Sales Start Date B
Manufacturer Select an Cption . Product Category satect an Option *
Support Start Date B Sales End Date B
Support Expiry Date E] Vandor Mame o a
\absite Wendor Fartho

Mfr Partio Product Sheet

Senal No GL Account Selact an Option -

This interface contains four tabs:

»  Products Details - Allows you to specify subject, contract name and more. See this table for descriptions of
the fields in the 'Products Details' tab.
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» Address Details - Allows you to enter the values for billing and shipping addresses in the selected product
records. See this table for descriptions of the fields in the 'Address Details' tab.

- Terms & Conditions - Allows you to provide a common ‘Terms & Conditions' for the selected product
records.

+  Description Details - Allows you to enter a common description for the selected product records.
Click 'Save'.
Delete product records
Product records that are no longer required can be removed.

»  Click 'All'> 'Products' (under 'Marketing and Sales')

»  Select the product to be deleted

«  Click 'Actions' and choose 'Delete' button.

¢ | Actions * < Add Product ¥ All Products
Edit D E F G H ] K L
ﬁ Part Number Commission Rate

Impor
Export
Find D§plicates i A

=1 wWina A circwator 0.000

Theertha Water Purifier 124 10.000

Special Bar Quality 7.000

O Check 0.000

=

Are you sure you want to delete the selected Records?

«  Click 'Yes'in the confirmation dialog to remove the record(s)

Import / export product records

Export:
+ Click 'All"> 'Products'
+  (Optional) Select the product you wish to export
+  Click 'Actions' > 'Export'
+  Choose whether to export selected records, all visible records, or all records
+  Click 'Export Products'.
+  Product are exported in .csv format

Import:
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«  Click 'All' > 'Products'
+  Click 'Actions' > 'Import'
«  Browse to the file containing your product records
+  Specify the format of your file
«  Click 'Next' to begin the import.
See 'Import and Export Records' for more information.

Find duplicates
«  Click 'All'> 'Products' (under 'Marketing and Sales') to open the 'Products' interface

»  Click 'Actions' and choose 'Find Duplicates'

€ Actions ¥ = Add Product v All Products
Edit D = =
i Merging Criteria Selection
Import Available Fields » Product Category

Export
lgnore empty values

(| Find Duplicates

e UL St T | ST O T

O Theertha Water Purifi Find Duplicates [ERecilas
] special Bar Quality i
] Check

«  Click in the 'Available Fields' box and choose the invoice related fields from the drop down. 'Ignore empty
values' means the CRM will not consider matching blank fields to indicate a duplicate.

»  Click 'Find Duplicates'
The 'Duplicate Products' page will be displayed.

Duplicate Products

4]
-
&
w

Twa

Record id Product Category Merge Select Action
100 Agriculture and Heawy Equipment O
144 Agriculture and Heawy Equipment O m
21 Children toys O
53 Children toys O m
143 Hardware |
250 Hardware O m
124 Retall [
141 Retail (| m

To delete a duplicate product record, select it and click the delete button on the top left.
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- To merge duplicate records, select them from the 'Merge Select' column and click 'Merge'

< .

Duplicate Products R
| Record Id Frodudt Category Merge Select Action
(| 00 Agreculiure and Heawvy Equipment
a Agriculture and Heavy Eguipment
O 21 Children toys =

Marge
0 T Children toys
D 43 Hardware D m
O 50 Hardware O
O Retail O
O Rezail O

The 'Merge Records In > Products' dialog will be displayed:

Merge Records In > Products

The primary record will be retained after the merge. You can select the column to retain the values.
The other record will be deleted but the related information will be merged.

Fields Record #1 (@) Record #2 ()

Product Mame @) Special Bar Quality (O Velu Manoblock Centrifugal Water Pump
Product Active @) Yes () Yes

Part Number ® O 123

Sales Start Date (@ 2016-08-22 () 2017-06-19

Manufacturer @ Alton Steel Inc O

Product Categaory ® Agriculture and Heavy Equipment (O Agriculture and Heavy Equipment
Suppart Start Date ® 2016-08-22

Handler @ Coyote (O Coyote

Qty. in Demand @0 OO0

Product Image ® O

Description O] )

« The selected 'Record #' is the primary record. Select other record to change the primary record.

«  Select the column values that should be retained in the merged primary record. Please note you can select

only one column value for the merged record.

«  Click 'Merge'. The records will be merged and displayed in the 'Products List' page as per the selected

column values.

4.3. Services

CRM allows staff to track routine maintenance or repair work on products for customers. Services see additional

assistance or non-stock items you offer to your customers.
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P Colneie  ieads  Chipeninsisons  Comiscis  Opporiuniies  Frodecs Serecr

‘ RM Al Resccsrds . “‘1...-| +
m €  Achions + Add Serace T All Servces . wiIS € A
& [ i o E F G i 3 W a [ -] z 5 T v e 3 ¥ I
)
| S W Uage st Prce My o . Category
[z
0 Cence & Repas 300 1 Suppan

[m CEMamrvice sTRm 1 Cumiominason

0 Yoy Serace 53100 = wuppart

Click the links below for more details on the tasks executed in the 'Services' module:
» Create services
» Manage Services
» Associate records from other modules to services

+ Mass management of services

4.3.1. Add Services
The services interface allows you to add and keep track of services that are required and rendered to customers.

There are four possible ways to create a service record:

«  Create a new service record - Click 'All' > 'Services' > 'Add Services'. See 'Create a New Services Record'
for more information.

«  Quick create a record - Add a new services record with the minimum required information. Other details can
be added later as required. See 'Quick Create a Services Record' for details.

- Clone arecord - Duplicate an existing service record to use as the starting point of a new product. See
'Clone a Product Record' for more information.

 Import Service records - Import a list of services records from a .csv or .vcf file. See 'Import Services
Records' for details.

Create a New Services Record
«  Click 'All'> 'Services', or click 'Services' on the title bar

«  Click the 'Add Service' button
»  The 'Create New Services' page will open:
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[l Jervice & Repair
[ CRM service
. Creating New Service | save S

Senace Details

Select an Option

Select an Option

o

Coyote

L]
L]

Pricing Information

MOFe CUrTencigs=

Create New Services - Form Parameters

Form Parameter Description

Services Details

Services Name Specify the service name. This field is mandatory.

Usage Unit Choose whether the service is offered in hours, days or per incident

Active Activate or deactivate the service in the CRM

Number of Units Optional. If your service is measured in units, please specify how many units
constitute one service offering.

Website Specify the web site URL of the service

Category Select the service category from the drop-down. Contact your administrator to

add or remove a category.
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Owner Select the name of the user or user group to whom the service should be
assigned.

Support Start Date Contracted start date for your support service.

Sales End Date End of sales contract.

Support Expiry Date Contracted end date for your support service.

Price Cost of the service. Click 'More Currencies' to change the currency. You can

manage currencies by clicking the gear icon on the top right, 'CRM Settings' >
'Other Settings' > 'Currencies'

Commission Rate The commission paid to the supplier \ vendor for purchasing the service

Taxes The applicable taxes for the product. The enabled tax fields will be shown. You
can manage taxes by clicking the gear icon on the top right, 'CRM Settings' >
'Other Settings' > 'Calculations'

Description Details

Description Enter any information and directions you would like to add about the service.

»  Click 'Save'. The product will be saved and added to the list in the 'Services List' interface

Quick Create a New Service Record

The 'Quick Create' option allows you to create a service record from any interface. It requires you to enter only basic
details.

»  Click the '+' button at the top right from any interface of CRM and choose 'Service' from the options.

»  You can add more details by clicking 'Go to full form'. You can also edit the record at a later date to add
more information.
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Quick Create
Campaign Lead Comtact
Organization Opportunity Asset
Product Price Book
Vendor Event / To Do
[ |
es.com 4562624677 Coyote
3il.com Gerald
Quick Create Service
* Service
Mame e O

Go to full form Cancel

«  Complete the basic service details (service name, price, active/inactive)

- Ifyou want to view and enter all details, click 'Go to full form'. Descriptions of the form parameters are
available in this table.

e Click 'Save'
The service will be added to the list of records in the 'Service List' interface.

Clone a Service Record

CRM allows you to copy an existing service record to use as a template for a new record. You can then edit the
cloned record as required.

»  Click 'All"> 'Services' to open the 'Service List' interface
»  Click the name of the service record you want to clone
«  Click 'More' at the top right and choose 'Duplicate’
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Services List £ Service & Repair Edit | More = € >
»  Recently Modified m
v Senace Detals
Uipdates
= Tag Cloud :
‘_____.——'——'_—_ LT
ke Creating Mew Service
Purchase Order
Sevvice Dievals
Sale< Orcer
eate Sales Ond
- Irmsoi0e
=
Price Books
Lead:
[ ]
|
Prong Informaton
=) 1

The 'Create New Service' form will open with the details populated from the original record.
»  Enter a details for the new service
Edit the details as required. Descriptions of the form parameters are available in the table above
«  Click 'Save'.

The service record will be saved and added to the 'Services List' interface.

Import Service Records
Another method of creating a service record is to import from a created list of service records.

«  Click 'All'> 'Services' to open the 'Services List' interface
»  Click 'Actions' > 'Import'

Follow the on-screen instructions to import the desired services records. See 'Import and Export Records' for more
information.

4.3.2. Manage Services

«  The 'Services List' interface displays all services add to the CRM inventory. Key information is also shown
for each service, including service number, commission rate, price information and so on.

«  Click on a service then click 'Edit' to update the service as required. The editing interface also allows you to
view previous updates to the service.

* You can associate records from other modules to a service. Other modules include organizations, leads,
contacts, opportunities and more.

View service details:

«  Click 'All' > 'Services' to open the 'Services List' interface

«  Click on a service to open its details page.

« Use the links on the right to view service updates and other CRM items that are associated with the service.
To edit a service:

«  Click 'All'> 'Services' to open the 'Service List' interface

«  Click on a service's name and then the 'Edit' button at the top right of the 'Service Details' interface.
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OR
«  Click 'All'> 'Service' to open the 'Service List' interface
+  Place your mouse cursor over the service name to reveal the action buttons on the right of the row.
«  Click the 'pencil' icon to open the service edit interface:

¢ Editing Service - Service & Repair Bl <

Senace Details

@ & Fepasr Select an Option

Select an Opbon

Coyote v t B
[ ] [ ]
[
Pricing Information
]
MOre Currenciess:
= M

»  See this table for descriptions of the fields in the 'Services Details' interface

The links on the right of a services detail page let you view and manage the following items:
»  Services Details - Shows complete service details
« Updates - Shows all modifications done to the service record

»  Modules - View other records that are linked to the service. For example, quotes, invoices, leads, contacts
and opportunities. You can also link new records to the service using these links. See 'Associate Records
from other modules to Service' for more information.

Click 'Edit' to modify service information:
'More' menu:

« 'Delete Service' to delete service record

» 'Duplicate' to clone the record to use it as the basis of a new product. See 'Clone a Product Record'
to find out more.

«  'Create Invoice' to create an invoice for the service record. See 'Create an Invoice' to know more.

» 'Create Sales Order' to create a sales order for the product record. See 'Add a Sales Order' to know
more.

» 'Create Purchase Order' to create a purchase order for the product. See 'Add a Purchase Order' for
more information.

» 'Create Quote' to create a quote for the product record. See 'Create Quotes' for more details.

Note: You can restore the accidentally removed service from the Recycle Bin.

4.3.3. Associate Records from other modules to Service

Associating records from other modules to a service record allows you to track the workflows between different
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modules and monitor activities mapped to services. For example, associating a price book with a service record
educates staff about costing.

View, add and manage associated records:
e Click 'All'> 'Services'
»  Click any service record to open its detail page

The menu on the right shows items that can be associated with the service. Click any of these links to view records
that have already been associated with the service:

£ Service & Repair Edit | More £ ¥

v Service Details
Updates

Senvice & Repalr SER3
Quotes

Purchase Order
Sales Drder

Coyate
Invmoice

Price Books

Leads
2016-08-02 10:40 AM 2016-08-17 09:04 AM
Organizations

v Pricing Information Contacts

730,00 0.000 Opportunities

You can use these links to create records in the other modules which will be linked to the service.
You can associate the following records with a service:
*  Quotes - View existing quotes associated with the service. Generate a new quote for the service.
«  Purchase Order - Create new purchase order and associate it to the service record
+ Sales Order - Create new sales order and associate it to the service record
 Invoice - Create new invoice order and associate it to the service record
»  Price Books - Create new purchase order and associate it to the service record
- Leads - View leads already associated with the service. Select new leads to associate with the service.

«  Organizations - View organizations already associated with the service. Select new organization to
associate with the service.

«  Contacts - View contacts already associated with the service. Select new contacts to associate with the
service.

«  Opportunities -View opportunities already associated with the service. Select new opportunities to associate
with the service.

The example below describes how to view and manage the 'Service' records associated with 'Price Books'. A similar
process can be followed to associate other module types.

+  Click 'All' > 'Service'

+  Click on a product in the list then click 'Price Book' on the right
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€ Service & Repair Edit = More - €| >

Service Details

+ Add Price Book < B> Updates

Quotes
Price Book Name Active Unit Price List Price
Purchase Order

Sales Order

Invoice

Leads

Organizations

Contacts

Dpportunities

The interface allows you to:
» Associate new service record with price books
» Manage associated service records

Associate service Records with a Price Book
As mentioned earlier, open a service record then click 'Price Book' on the right.

«  Click the 'Add Price Book' button.
«  This will display a 'Quick Create Price Book' dialog where you can enter basic price book details:

¢ Service & Repair Edit  More - < | >

4+ Add Price Book

Price Book Na

Service Details

Active Unit Price List Price

Quick Create Price Book

UsA, Dollars _' Organizations

Contacts

Go to full form m Cancel Opportunities

The asset will be added to the list of 'Price Book' associated with the record. Deleting this record will dissociate the
asset record from this list.

Manage Associated Service Records
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You can manage the associated records from the 'Service' module.

»  Mouse over a price book record to view the options at the far right end of the row

+ Add Assel 1m1S € B o>
Azt Mo, Product Mams Aszet Name Customer Name
ASSETT Heater a5t Tesla Motors :{j =9
+  The following options are available:
«= - Opens the price book details interface of the respective price book record. See 'Price Books' for more
- details.
# - Allows you to edit the price book details. See 'Price Books' for more details.

- Removes the association between the price book and the service. Note, this doesn't remove the service
] itself, which will remain available in the 'Price Books' module.

In the similar manner you can associate and manage records from other modules that are listed on the right.
4.3.4. Mass management of Services

You can edit / delete / import / export / de-duplicate multiple service records at once. This is useful when you are
updating details that are common to a set of service records.

Tip: If you want to update the details of a single service record:
«  Open the 'Services List', click the service name then click the 'Edit' button.

»  See 'Managing Services' for more details.

The interface allows you to:
+ Edit mass service records
» Delete service records
» Import/ export service records

+  Find duplicate service records

Edit common details of several service records
»  Click 'All' > 'Services' to open the 'Services List' interface

«  Select the service you want to edit
«  Click 'Actions' > 'Edit'

The 'Mass Editing Services' pop-up will appear:
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'€  Actions * < Add Service ¥ All Services
Delete
Import Usage Unit Price Number of Units
Export
Find Dupligetes $739.00 :
To}rSe#ice $30.00 25
[0 cRM sdrvice $48.00 125

‘ 4

Mass Editing Services

Service Details Pricing Information Description Details

* Service Name Usage Unit Select an Option <
Active O Number of Units

Website Category Select an Option e
Owner Coyote i Sales Start Date B
Sales End Date § SupportStart Date =]
Support Expiry Date &

This interface contains four tabs:

«  Service Details - Allows you to specify service name, usage units and more. See this table for descriptions
of the fields in the 'Service Details' tab.

«  Pricing Information - Allows you to enter the values for commission rate of the service. See this table for
details about commission

»  Description Details - Allows you to enter a common description for the selected service records.
Click 'Save'.
Delete service records
Service records that are no longer required can be removed.

«  Click 'All' > 'Services' to open the 'Services List' interface

«  Select the services to be deleted
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«  Click 'Actions' and choose 'Delete’ button.

€ | Actions ~ + Add Service ¥ All Services

Edit E F G H | ] K L M

4 Delete

Import 1 Usage Unit Price Numbe:
Export
Find Dupli
ind Duplic3tes R
Toy Servie £30.00 25
] CRM senfce $48.099 125

< M—

Are you sure you want to delete the selected Records?

»  Click 'Yes'in the confirmation dialog to remove the record(s)

Import / export service records

Export:
«  Click 'All' > 'Services'
«  (Optional) Manually select the services you wish to export
»  Click 'Actions' > 'Export’
- Choose whether to export selected records, all visible records, or all records
»  Click 'Export Services'.
»  The services will be exported to a .csv file

«  Click 'All' > 'Services'
«  Click 'Actions' > 'lmport'
« Browse to the file containing your service records
»  Specify the format of your file (.csv or .vcf)
»  Click 'Next' to begin the import.
See 'Import and Export Records' for more information.

Find duplicates
«  Click 'All'> 'Services' to open the 'Services' interface
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»  Click 'Actions' and choose 'Find Duplicates'

4 Actions = < Add Service 7 All Services
Edit E F G H | ] K L M
Delete
import Usage Unit Price Nur
Expart |

4 Find Duplicates

$730.00 1

Toy 54

— Merging Criteria Selection

€
Available Fields w Category

lgnore empty values

Find Duplicates (RIS

»  Click in the 'Available Fields' box and choose the invoice related fields from the drop down. 'Ignore empty
values' means the CRM will not consider matching blank fields as an indication of a duplicate.

»  Click 'Find Duplicates'
The 'Duplicate Services' page will be displayed.

Duplicate Services o3 O T R
Select all Services (3)
z Record Id Category Mesge Select g
22 Supiport O
FE] Support O
b 24 Support O

- To delete a duplicate service record, select it and click the delete button at top left.
«  To merge duplicate records, select them from the 'Merge Select' column and click 'Merge'

O Record Id Category Merpe Select Action
O 22 SUppOrt

O 23 Support (%) m
O 4 Support
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The 'Merge Records In > Services' dialog will be displayed:

Merge Records In > Services

The primary record will be retained after the merge. You can select the column to retain the values

The other record will be deleted but the related information will be merged
Fields Record #1 @) Record #2 () Record #3 ()
Service Name ® Toy Service ) CRM service () Service & Repair
Usage Unit ] ] O
Active @ Yes O Yes 0 Yes
Number of Units W 25 ) 125 O
Website () (i} ]
Category (® Support () Support () Support
Owner @ Coyote O Max O Coyote
Sales Start Date ™ @] 0
Sales End Date - (3] O
Support Start Date () () C
Support Expiry Date () (9] O
Price @ 30,00 () 48.59 ) 739.00
Commission Rate () 0.000 () 15,000 )y 0.000
Tax Class () () )
Description ) () O

« The selected 'Record #' is the primary record. Select other record to change the primary record.

«  Select the column values that should be retained in the merged primary record. Please note you can select
only one column value for the merged record.

«  Click 'Merge'". The records will be merged and displayed in the 'Services List' page as per the selected
column values.

4 .4.Price Books

«  Price Books let you specify different prices for products/services in a single, easy identifiable record.

- The 'List' price of a product in a price book need not be the same as the 'Unit' price of the product. This
gives you the flexibility to charge different pricing schedules to different customer bases.

«  You can then assign a price book to a product/service in an invoice, sales order, purchase order or quote.
Click the 'Price Book' icon in a quote/invoice/order record to do this:

Item Details Currency | USA, Dollars ($) v Tax Mode | Group v
Tools  “ltem Name Quantity List Price Total Net Price
Senice & Repair 0 [x) 20 739.00 28 14780 14780
(-) Discount: 0.00
Total After Discount : 14780.00

» You can create as many price books as required by your organization.
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Process in brief:
«  Click 'All'> 'Price Books' to open the price books interface
«  Click '+ Add Price Book'
»  Create a name for your price book and specify it's currency. Make the book 'Active’ to enable it in the CRM
« Click 'Save'. The new book will be listed in the 'Price Book' interface.
»  Click on the new price book to open its details interface
»  Click 'Products' on the right then click 'Select Products'
«  Select all products you wish to add to the book. For each product you need to specify the 'List Price'

»  You can leave this at the default 'Unit Price' or specify a different price. Changing the 'List Price' will not
affect the product 'Unit' price.

+  Click '+ Add to Price Book' to save your changes.

»  All selected products will now be shown in the price book. You can assign the price book to
products/services in invoices, sales orders, purchase orders and quotes.

»  Repeat the process for 'Services' if you wish to add services to the price book.

€ Actions + Add Price Book ¥ All Price Books v 1wio > £ B 3
b L H P O | R S T N X W 7

+  Recently Modsied A|B|C|DIEJF|GIH K M o Q u v
P2 O Price Baok Mame Active Currency
PE1
. Search
Ram
s Price B O P USA, Dallars
Yega :| Fal s LISA, Dolars
“hasan O Fam yES USA, Dollars
Toys R ks Pric L LR N
O Test Price Bock VS USA, Collars
& book fior Tas
O Wega yes USA, Doliars
Lowest prce for stock '_| Srinivasan 0 Ve usa, Dolars
Price book narme far __| Tays R U Price book et USA, Dollars
Argeniing
O Price boak for Tesla Maqors Wes USA, Dolars
Ll Lipweest price for STOCk Wes USA, Dolars
O Price book nams for srgeniina ¥es Argeriina, Pesos

The following sections explain on:
»  Add Price Books to a Customer
* Manage Price Books

» Mass Management of Price Books

4.4.1. Add Price Books

There are five possible ways to create a price book record:
«  Click 'All'> 'Price books' > 'Add Price book'. See 'Create a New Price Book Record' for more information.

+  Quick create a record - Add a new price book record with the minimum required information. Other details
can be added later as required. See 'Quick Create a Price Book Record' for details.

«  Clone arecord - Duplicate an existing price book record to use as the starting point of a new price book.
See 'Clone a Price Book Record' for more information.

»  Import price book records - Import a list of price book records from a .csv or .vcf file. See 'Import Price
Book Records' for details.

«  Create a price book record from within another module (organizations, contacts etc). See 'Create a
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Services Record from other Modules' for more information.

Create a new Price Book record
e Click 'All'> 'Price Books'.

»  Click the 'Add Price Book' button

£  Actions -
A B H
Ol
O
|
¢ Creating New Price Book m Cance
Price Book Details
y
iy UsA, Dollars ¥

Description Details

Create New Price Book - Form Parameters

Form Parameter Description

Price Book Details

Price Book Details Specify the price book name. This field is mandatory.

Active Activate or deactivate the price book in the CRM

Currency Select the currency for the price book. You can add and manage new
currencies in 'CRM Settings' > 'Other Settings' > 'Currencies'.

Description Details

Description Enter any information and directions you would like to add about the price
book.

»  Click 'Save'. The price book will be saved and added to the list in the 'Price Book List' interface
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Quick Create a New Price book Record

The 'Quick Create' option allows you to create a price book record from any interface. It requires you to enter only
basic details.

+  Click the '+' button at the top right from any interface of CRM and choose 'Price Book' from the options.

»  You can add more details by clicking 'Go to full form'. You can also edit the record at a later date to add
more information.

+

-

Quick Create
Campaign Lead Contact
Organization Opportunity Aszel
Product Service
Vendor Ewvent/ To Do

Quick Create Price Book

* Currency LLJSH, Dollars 'J

Go to full form Cancel

«  Complete the basic price book details (price book name, currency, active/inactive)

« Ifyou want to view and enter all details, click 'Go to full form'. Descriptions of the form parameters are
available in this table.

»  Click 'Save'
The price book will be added to the list of records in the 'Price Book List' interface.

Clone a Price Book Record
CRM allows you to copy an existing price book record to use as a template for a new record. You can then edit the

cloned record as required.
«  Click 'All'> 'Price Book' to open the 'Price Book List' interface
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»  Click the name of the price book record you want to clone
«  Click 'More' at the top right and choose 'Duplicate’

Price Books List { PB2 Edit = More - £ | ?

»  Recently Modified
v Price Book Details

» Tag Cloud

¢ Creating New Price Book

Frice Book Details

L FEZ E

USA, Dollars

Description Details

The 'Create New Price Book' form will open with the details populated from the original record.
»  Enter a details for the new price book.
- Edit the details as required. Descriptions of the form parameters are available in the table above.
«  Click 'Save'.

The price book record will be saved and added to the 'Price Books List' interface.

Import Price Book Records

Another method of creating a price book record is to import from a created list of price book records.
»  Click 'All' > 'Price Book' to open the 'Price Books List' interface
«  Click 'Actions' > 'lmport'

Follow the on-screen instructions to import the desired price book records. See 'Import and Export Records' for
more information.
Create a Price Book record from other Modules

You can also create new price book records from other modules. For example you can create a price book from a
service record. See 'Associate Records from other modules to Service' for more information.

4.4.2. Manage Price Books

« The 'Price Book List' interface displays all price books added to the CRM inventory. Key information is also
shown for each price book, including price book name, number, modified time, currency and so on.

- Click on a price book then click 'Edit' to update the price book as required. The editing interface also allows
you to view previous updates to the price book.

» You can associate price books with invoices, sales order,s purchase orders and quotes.
View price book details:
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«  Click 'All'> 'Price Book' to open the 'Price Book List' interface
«  Click on a price book to open its details page.

«  Use the links on the right to view Price Book updates and other CRM items that are associated with the
Price Book.

To edit a price book:
»  Click 'All'> 'Price Book' to open the 'Price Book List' interface
«  Click on a price book's name and then the 'Edit' button at the top right of the 'Price Book Details' interface.

OR
«  Click 'All'> 'Price Book' to open the 'Price Book List' interface
«  Place your mouse cursor over the price book name to reveal the action buttons on the right of the row.
»  Click the 'pencil' icon to open the price book edit interface:
¢ Editing Service - Service & Repair m Cancel

Senvice Details

@ & Repast Select an Option

Select an Option

Coyote b t B
B B
[
Pricing information
]
MOre CUrTenciess>
= —

»  See this table for descriptions of the fields in the 'Price Book Details' interface

The links on the right of a price book detail page let you view and manage the following items:
»  Price Book Details - Shows complete price book details
- Updates - Shows all modifications done to the price book record

»  Modules - View product and service records that are linked to the price book. You can also link new records
to the price book using these links. See 'Associate Records from other modules to Service' for more
information.

+  Click 'Edit' to modify price book information:
«  'More' menu:

»  'Delete Price Book' to delete price book record

» 'Duplicate' to clone the record to use it as the basis for a new price book. See 'Clone a Price Book
Record' to know more.

4.4.3. Mass Management of Price Books

You can edit / delete / import / export / de-duplicate multiple service records at once. This is useful when you are
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updating details that are common to a set of price book records.

Tip: If you want to update the details of a single price book record:
= Open the 'Price Books List', click the price book name then click the 'Edit' button.

»  See 'Manage Price Books' for more details.

The interface allows you to:
« Edit mass price book records
» Delete price book records
» Import/ export price book records
»  Find duplicate price book records

Edit common details of several price book records
«  Click 'All'> 'Price Book' to open the 'Price Book List' interface

«  Select the price book you want to edit
+  Click 'Actions' > 'Edit'
The 'Mass Editing Price Books' pop-up will appear:

€  Actions - = Add Price Book v All Price Book

Delete

Import ne Active

Export

Find Duplicdtes

Fil yes

Mass Editing Price Books

&

K KB K

Price Book Details Description Details

y

* Price Book Name Active ]

This interface contains two tabs:

»  Price Book Details - Allows you to specify price book name, and if the price books are active or not. See
this table for descriptions of the fields in the 'Price Book Details' tab.

«  Description Details - Allows you to enter a common description for the selected price book records.
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Click 'Save'.

Delete price book records

Price Book records that are no longer required can be removed.
»  Click 'All'> 'Price Book' to open the 'Price Book List' interface
«  Select the price books to be deleted
«  Click 'Actions' and choose 'Delete’ button.

€ | Actions ~ =+ Add Price Book ¥ All Price Books

Edit D E F G H ] k. L %
Select all

Active
Find Duplicates
yes
PBE1 VES
Are you sure you want to delete the selected Records?

o 8

»  Click 'Yes'in the confirmation dialog to remove the record(s)

Import / export price book records

Export:
«  Click 'All' > 'Price Book'
»  (Optional) Manually select the price book you wish to export
»  Click 'Actions' > 'Export’
«  Choose whether to export selected records, all visible records, or all records
»  Click 'Export Services'.
+  The price book will be exported to a .csv file

«  Click 'All' > 'Services'
»  Click 'Actions' > 'Import'
»  Browse to the file containing your price book records
»  Specify the format of your file (.csv or .vcf)
+  Click 'Next' to begin the import.
See 'Import and Export records' for more information.

Find duplicates
»  Click 'All'> 'Price Books' to open the 'Price Books' interface
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»  Click 'Actions' and choose 'Find Duplicates'

€ Actions ~ 4 Add Price Book ¥ All Price Books
Edit D E F G H | ] K L
Delete —
Import ne Active
Export

yes

&

Merging Criteria Selection

Ram
Price bo

Available Fields
[ PE

Ignore empty values

Eind Duplicates BRELE

+  Click in the 'Available Fields' box and choose the price book based fields from the drop down. 'Ignore empty
values' means the CRM will not consider matching blank fields as an indication of a duplicate.

»  Click 'Find Duplicates'
The 'Duplicate Price Book' page will be displayed.

Duplicate Price Books w8 S (€ RIS
Select all Price Books (B)

Active Currency Description Merge Select Action
Yes uUsa, Dollars Price books modified as per GST rate. N
‘fes USA, Dollars Price books modified as per GST rate. [l
E 232 Yes sA, Dollars Price books modified 35 per GST rate. Il
233 Yes UsA, Dollars Price books modified as per GST rate. O

Merge
255 Yos usa, Dollars Price books modified as per GST rate. Il
25 Yes England, Pounds Price books modified as per GST rate, (|
134 Yes Emgland, Pounds Price books modified as per G5T rate. (W
254 Yes England, Pounds Price books modified as per GST rate. N

- To delete a duplicate price book record, select it and click the delete button at top left.
«  To merge duplicate records, select them from the 'Merge Select' column and click 'Merge'
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o Duplicate Price Books s C BRSPS
O Record Id Active Currency Description Merge Select Action
O 28 Yes USA, Dollars Price books modified as per GST rate. O
O B2 vas Usa, Dollars Price books modified az par GST rate, O
(] 232 Yes USA, Dollars Price books modified as per GST rate. N
O 233 Yes UsA, Dollars Price books modified as per GST rate. 0
O 255 Yes usA, Dallars Price books modified az per GST rate. O m
O 25 Yes England, Pounds Price books madified as per GST rate. g
O 134 Yes England, Pounds Price books modified as per GST rate.
O 254 Yes England, Pounds Price books modified as per GST rate. [
The 'Merge Records In > Price Book' dialog will be displayed:
Merge Records In > PriceBooks
The primary recond will be retained after the merge. You can select the column to retain the values.
The other record will be deleted but the related information will be merged.
Fields Record #1 @ Record 82 () Record #3 ()
Price Book Mame (@ Toys R Us Price book () Srinivasan D O P81
Active @) Yes () Yes () Yes
Currency @ England, Pounds () England, Pounds () England, Pounds
Description @ Price books modified as per G5T rate. () Price books modified as per GST rate. (O Price books modified as per GST rate.

» The selected 'Record #' is the primary record. Select other record to change the primary record.

+  Select the column values that should be retained in the merged primary record. Please note you can select
only one column value for the merged record.

«  Click 'Merge'. The records will be merged and displayed in the 'Price Book List' page as per the selected
column values.

4.5.\lendors

» Avendor is an individual or organization that supplies products or services to your company.
«  Click 'All'> 'Vendors' to open the vendor management interface

«  Click 'All'>'Vendors' > ' + Add Vendor ' to create a new vendor record

* You can associate a vendor with a 'Product’, 'Purchase Order' or 'Contact'

* You can view and send emails directly to a vendor from the vendor details page

«  You can import or export vendor lists in .csv or .vcf format
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A Galendar leads Organizations Contacts Opportunities Products Vendors All rs
CRM AReos - BN - +
Vendors List <  Actions + Add Vendor ¥ All vendors - 103 S € B>
y A B c o E F G H ] K L M N a P Q R s T u v w X Y z
*  Recently Modified

< >
Marwell Colins
Mariam Satheriand O Vendor Name Primary Phone Primary Email Category Assi

Peter Johnson

Marwell Collins (901)020-30-405

Mariam Sotherland 654.04-05

fr
Tools front
fr

Peter Johnson 0102030405 peter johnson38@altonsteel. com Transportation

-0 0|0

The following sections explain more about each area:
+ Add avendor
» Manage Vendors
» Associate Records from other Modules to Vendors

« Mass Management of Vendors

4.5.1. Add a Vendor

There are four possible ways to create a vendor record:

+  Click 'All' > 'Vendors' > 'Add Veendor'. This will open the full 'New Vendor' form. See 'Create a New Vendor
Record' for more information.

«  Quick create a record - Click the '+ button > Click 'Vendor'. Create a vendor by completing only basic
details. Other details can be added later as required. See 'Quick Create a Vendor Record' for details.

»  Clone arecord - Duplicate an existing vendor record to use as template for a new vendor record. See
'Clone a Vendor Record' for more information.

- Import vendor records - Import a list of vendors records from .csv or .vcf file. See 'Import Vendor Records'
for details.

Create a New Vendor Record
o Click 'All'> 'Vendors'

«  Click the 'Add Vendor' button
The 'Create New Vendor' page will open:
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[l Vendor Ngme Primary Phone Primary Email
] Velu 09876543210 velu@velur
¢ Creating New Vendor m Cancel
vendor Details
Select an Option v
Coyote ¥
Address Details

Create New Vendor - Form Parameters

Form Parameter Description

Vendor Details

Vendor Name Name of the supplier. This field is mandatory.

Primary Email Contact email address of the supplier.

Primary Phone Main contact phone number of the supplier.

GL Account General Ledger account. Select the ledger type to which the supplier belongs.
To add or remove an item from the list, contact your administrator.

Website Supplier's website

Created Time Date and time that the vendor record was created.

Category The industry or service sector of the supplier.

Modified Time Date and time of the last update to the vendor record.

Assigned To Staff member responsible for the supplier.

Description Add any information and directions you would like to add about the vendor.
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«  Click 'Save'. The vendor will be saved and added to the list in the 'Vendor List' interface

Quick Create a New Vendor Record

The 'Quick Create' option allows you to create a vendor record from any interface. It requires you to enter only basic
details.

+  Click the '+' button at the top right from any interface of CRM and choose "Vendor' from the options.
»  Complete the basic vendor details (vendor name, primary email etc)

« If you want to view and enter all details, click 'Go to full form'. Descriptions of the form parameters are
available in this table.

+  Click 'Save'
Quick Create
Campaign Lead Contact
P-
Organization Opportunity Asset
ca Product Service Price Book
Event/ To Do
(e 1
Quick Create Vendor
* Vandor
i ary Emai
ame
Primary i
Phone el - Bl Coyote 4
Go to full form Cancel

The vendor will be added to the list of records in the 'Vendors List' interface.

Clone a Vendor Record

CRM allows you to copy an existing vendor record to use as a template for a new record. You can then edit the
cloned record as required.

»  Click 'All'> 'Vendor' to open the 'Vendor List' interface
«  Click the name of the vendor record you want to clone
»  Click 'More'" at the top-right and choose 'Duplicate’
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Price Books List ¢ pPB2 Edit | More - € >

= Recently Modified
v Price Book Details
»  Tag Choud

¢ Creating New Price Book

Frice Book Details
L PEZ E

USA, Dollars

Description Details

The 'Create New Vendor' form will open with the details populated from the original record.

- Edit the details as required to create your new vendor. Descriptions of the form parameters are available in
the table above.

»  Click 'Save'.
The vendor record will be saved and added to the "Vendor List' interface.

Import Vendor Records

Another method of creating vendor records is to import from a .csv or .vcf file. Please make sure all mandatory fields
required to create a new record are present in your import file.

+  Click 'All' > 'Vendor' to open the 'Vendor List' interface
«  Click 'Actions' > 'lmport'

Follow the on-screen instructions to import the desired vendor records. See 'Import and Export Records' for more
information.

4.5.2. Manage Vendors

«  The 'Vendor List' interface displays all vendor added to the CRM inventory. Key information is also shown
for each vendor, including vendor name, contact details, industry category and assigned staff member.

«  Click on a vendor then click 'Edit' to update the vendor as required. The editing interface also allows you to
view previous updates to the vendor.

» You can associate a vendor with products, purchase orders and contacts. You can also send emails to the
vendor direct from this interface.

View vendor details:

»  Click 'All'> 'vendor' to open the 'Vendor List' interface

«  Click on a vendor to open its details page.

»  Use the links on the right to view vendor updates and other CRM items that are associated with the Vendor.
Edit a vendor:

»  Click 'All'> 'Vendor' to open the 'Vendor List' interface
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«  Click on a vendor's name and then the 'Edit' button at the top right of the 'Vendor Details' interface.

OR
«  Click 'All'> 'Vendor' to open the 'Vendor List' interface
»  Place your mouse cursor over the vendor name to reveal the action buttons on the right of the row.
«  Click the 'pencil' icon to open the vendor edit interface:

¢ Editing Vendor - Marwell Collins m Cancel

Vendor Details
&

Marwell Collins mci@rcorman. com

B50-861-TF52 Select an Option

Dagwood v

Address Details

Description Details

»  See this table for descriptions of the fields in the 'Vendor Details' interface

The links on the right of a vendor detail page let you view and manage the following items:
»  Vendor Details - Shows complete vendor details
« Updates - Shows all modifications done to the vendor record

*  Modules - View product, contact,purchase order and email records that are linked to the vendor. You can
also link new records to the vendor using these links. See 'Associate Records from other Modules to
Vendors' for more information.

«  Click 'Edit' to modify vendor information:
«  'More' menu:

«  'Delete Vendor' to delete service record

»  'Duplicate' to clone the record to use it as the basis for a new vendor record. See 'Clone a Vendor
Record' to know more.

4.5.3. Associate Records from other Modules to Vendors
After creating a vendor, you can associate it with a CRM product, purchase order or contact.
«  Click 'All' > 'Vendors'
«  Click the name of a vendor in the list
» Use the links in the right-hand menu to associate the vendor with a product, purchase order or contact:
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v Vendor Details
Marwell Collins

momosaccoEgma l.com

2016-08-04 3:45 PM

2017-08-09 05d3 AM

v Address Details
11619 Manwell
CYPRESS

Fr429

v Description Details

Edit

Send Email ~ More -

WVEM1
0102030205

hittpa/fwena MosaICCo. comy

Dagwood

COMODO

CYBERSECURITY

Vendor Details
Updates
Products
Purchase Order
Contacts

Emails

You can use these links to create records in the other modules which will be linked to the vendors.

You can associate the following records with a service:

+ Products - View and manage existing products associated with the vendor. Associate new products with the

vendor.

«  Purchase Order - View and manage existing purchase order records. Associate new purchase orders with
the vendor. Email a purchase order to the vendor in pdf format.

«  Contacts - View and manage existing contacts associated with the vendor. Associate a new contact with the

vendor.

«  Emails - Send new emails to the vendor's primary contact. View and manage previous emails sent to the

vendor.

The following example explains how to associate and manage vendor purchase orders. A similar process can be

followed for associating products and contacts with a vendor.
«  Click 'All'> 'Vendors'
»  Click on a vendor name to open its details page
«  Click the 'Purchase Order' link on the right

< Marwell Collins Edit = Send Emaill  More - < >
Vendor Details
el
+ Add Purchase Order 1M1 € (B > Updates
Products
Subject Purchase Order Number Vendor Mame Tracking Number Total Assigned To i T
PO PO Marwell Collins 0.00 Coyate
Contacts
Emails
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The interface allows you to:

« Associate a new purchase order with a vendor
» Manage associated purchase order records

Associate a new purchase order with a vendor
+  Open a vendor record then click 'Purchase Order' on the right.

+  Click the 'Add Purchase Order' button.
«  Complete the 'Create New Purchase Order' form with as many details as are at your disposal:

< Marwell Collins Edit | Send Email  More £ >
Vendor Details
fo g =
# Add Purchase Order 11 £ |8 | > Updates
Products
Subject Purchase Order Mumber Vendor Mame Tracking Nurmnber Total Assigned To EE T
PO1 PO Marwell Collins 000 Coyate .
Contacts
Emails
¢ Creating New Purchase Order m Cance
Purchase Order Details
L = &  Marwell Collins a +
o Q + =]
Select an Option
Select an Option -
Coyote
Address Details

«  This will create the purchase order and associate it with the vendor record.
«  Open the purchase order and click 'More' to:

«  Email the purchase order as a pdf to the vendor primary contact
»  Export the purchase order to pdf
»  Delete or duplicate the purchase order

Manage Associated Purchase Order Records

To manage associated records:
«  Click 'All' > 'Vendors'
+  Click on a vendor in the list then click 'Purchase Orders' on the right
»  Place your mouse over any purchase order row
«  Three record management icons will appear on the right on the row:
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= View View full details of the purchase order. See 'Purchase Orders' if you need help with any of the
- fields on this page.

Edit Make modifications or additions to the purchase order. Scroll to the bottom if you wish to
4 change products or product pricing. See 'Purchase Orders' if you need help with any of the

fields on this page.

= Deleted  Deletes the purchase order. Note, this removes the purchase order record created in the
purchase order module as well.

You can associate and manage products and contacts in a similar manner.

4.5.4. Mass Management of Vendors

You can perform the same action on multiple vendors records at once. This is useful when you are updating details
that are common to a set of vendor records.

Manage multiple records:
»  Click 'All'> 'Vendors' to open the list of vendors
«  Select the vendors you want to work on using the check-boxes to the left
«  Click the 'Actions' button
«  Select the action you wish to perform.

« Mass management actions include 'edit', 'delete’, 'send email', 'de-duplicate’, import' and 'export'

Tip: If you want to update the details of a single vendor record:
= Open the 'Vendors List', click a vendor name then click the 'Edit' button.

*  See 'Manage Vendors' for more details.

The interface allows you to:
+ Edit mass vendor records
» Delete vendor records
+ Send email
« Import/ export vendor records
«  Find duplicate vendor records

Edit common details of several vendor records
«  Click 'All'> 'Vendors' to open the 'Vendors List' interface

«  Select the vendors you want to edit
«  Click 'Actions' > 'Edit'
The 'Mass Editing Vendor' pop-up will appear:
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4  Actions ~ 4 Add Vendor ¥ All Vendors
Delete
Send Email Primary Phone Primary
Import
Export ;
850-881-7521 me@Erjce
Find Duplicatg
e BUplcaEs 9876543210 velu@ve
Mariafn Sotherland (248) 370-3172 zacial

v
Mass Editing Vendors

Vendor Details Address Details Description Details

* Vendor Name Primary Email

Primary Phone GL Account select an Option ¥
Wehsite Categary

* Assigned To Coyote -

This interface contains three tabs:
«  Vendor Details - Specify common details for vendor name, email, website, assignee and more.
*  Address details - Specify a common address for the vendors.
«  Description Details - Specify a common description for the vendors
Click 'Save'.
Delete vendor records
Vendor records that are no longer required can be removed.
»  Click 'All'> 'Vendor' to open the 'Vendor List' interface
+  Select the vendors you want to delete
«  Click 'Actions' > 'Delete’
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4 Actions ¥ <4 Add Vendor A
Edit E F G H I
Send Email 1

Primary Phone

Import

Export B50-881-7521

Find Duplicatds 0876542210
Mari a*.ﬂhen and (248) 370-3172

Deleting this vendor(s) will remove its related Purchase Orders. Are you sure you want to
delete the selected Records?

o 8

»  Click 'Yes'in the confirmation dialog to remove the record(s)

Send Email
You can send mails to multiple vendors at once. All vendors should have a primary email contact.

«  Click 'All'> 'Vendors' to open the 'Vendor List' interface

»  Select the vendors you want to email

»  Click 'Actions' > 'Send Email

«  This will open the email editor with the email addresses of all selected vendors in the To' field
«  Compose your email OR click 'Select Email Template'

»  Click 'Send' or 'Save as draft' as required.

Import / export vendor records

Export:
+ Click 'All'> "Vendor'
+  (Optional) Manually select the vendors you wish to export
+  Click 'Actions' > 'Export'
+ Choose whether to export selected records, all visible records, or all records
+  Click 'Export Vendors'".
+  The vendors will be exported to a .csv file
Import:
«  Click 'All' > 'Vendors'
«  Click 'Actions' > 'Import'
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Browse to the file containing your vendor records

Specify the format of your file (.csv or .vcf)

Click 'Next' to begin the import.

See 'Import and Export Records' for more information.

Find duplicates
«  Click 'All'> 'Vendors' to open the 'Vendors' interface

«  Click 'Actions' > 'Find Duplicates'

4 Actions * < Add Vendor ¥ All Vendors
Edit : F G H I ] KoL
Select ;
Delete
Send Email Primary Phone Primary Email
Import
Export : :
0102030405 peter.johnson32:
Find Duplicates
d T 0102030405 velu@velumotors

S e R 11 1

]

Merging Criteria Selection

M
P
Available Fields % Primary Phone
M I
|t |

[+]lgnore empty values

Find Duplicates RS

«  Click in the 'Available Fields' box and choose the fields you want to search for duplicates. For example,
‘Primary Phone'" will flag vendors that have the same phone number. You can add as many fields as
required.

+ 'lgnore empty values' - The CRM will not consider matching blank fields as indicating a duplicate.
»  Click 'Find Duplicates' to start the search.
Any duplicates found will be listed as follows:
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Duplicate Vendors

Select all Vendors (7)

%] Record id Primary Phone Merge Select Action
= 30 0102030405 O
=] 31 0102030405 O
= 32 0102030405 0
= 33 0102030405 (| m
= 34 0102030405 O
= 35 0102030405 O
145 0102030405 O

« Delete duplicates - Use the check-boxes on the left to select the records you want to delete.
«  Click the 'Delete' button.

«  Merge duplicate records - Use the check-boxes under 'Merge Select' to choose the records you want to
merge.

+  Click the 'Merge' button.

‘ Duplicate Vendors 10?7 © el Bl
M| Record Id Primary Phone Merge Select Action
O 30 0102030405 =
O 3 0102030405 %
O 3z 0102030405
O 33 0102030405 O Merge
O 34 0102030405 |
O 35 0102030405 O
O 145 0102030405 O

»  Next, you have to specify which information to include in the merged record:
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Merge Records In > Vendors

The primary record will be retained after the merge. You can select the column to retain the values.
The ather record will be deleted but the related information will be merged

Fields Record #1 (&) Record #2 () Record #3 ()

vendor Name (@ Marwell Colling {) Peter johnson {0 Mariam Sotherland
Primary Email (@ mcmosaicco®gmail.com ) peter johnson32@altonsteel.com (O sodal@oakland.edu
Primary Phone ® 0102030405 ) 0102030405 O 0102030405

GL Account @ Q O

Website (@ httpziwww.mosaicco.com/ O (O hotpz/iwww.harborfreight.com
Category - 0O () Tools

Assigned To ® Dagwood ) Coyote O Coyote

Street @ 11619 Marwell (@] O

PO Box () )

City @ CYPRESS QO O

State (@) Taxaz 0 0

Postal Code @ 77429 O O

Country ® UsA O O

Description (@) Buys electric cars O O

«  The record selected in the header row is the 'primary' record. This is the one that will be kept after the
merge.

*  You can change the primary record by choosing a different record.

«  Select the field row values that you want to retain. Please note you can select only one value from each
record.

»  Click 'Merge'". The information will be merged into a single record in the "Vendors' interface.

4.6.Purchase Orders

A'Purchase Order' (PO) is a legal document given to a vendor to purchase products or services.
»  Click 'All'> 'Purchase Order' to open the PO admin interface
«  Click 'All'> 'Purchase Order' > '+ Add Purchase Order ' to create a new PO
»  Use the check-boxes at the left of each record to select one or multiple purchase orders
«  Click 'All'> 'Purchase Order' > 'Actions' to run a variety of tasks. Tasks include 'Edit', 'Delete’, 'Send Email',
'Import’, 'Export' and 'Find duplicates'.

A Galendar Lleads Organizations Contads Opportunities Products Purchase Order  All & 0 % fontork

CeRM Mreors - - -
Purchase Order List € | Actions + Add Purchase Order ¥ All Purchase Order v 102 S | ¢ | B »

N oo A B c D E F G H ] K L M N a P Q R s T u v w X Y z
< >
O Subject Vendor Name Tracking Number Total Assigne
m} Hand Tools Peter johnson $120.00 frontfar
[} PO for Tesls Motors Inc. Marwell Callins $0.00 Support

>

A
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Click the links below for more details on the purchase order module:
« Add a Purchase Order

» Manage Purchase Orders

4.6.1. Add a Purchase Order

There are three ways to create a purchase order record:

»  Click 'All'> 'Purchase Order' > 'Add Purchase Order'. This will open the full 'New Purchase Order' form. See
'Create a New Purchase Order Record' for more information.

«  Clone a record - Duplicate an existing vendor record to use as template for a new vendor record. See
‘Clone a Purchase Order Record for more information.

» Import purchase order records - Import a list of purchase order records from .csv or .vcf file. See 'Import
Purchase Order Records' for details.

Create a New Purchase Order Record
e Click 'All'> 'Purchase Order'

«  Click the 'Add Purchase Order' button
The 'Create New Purchase Order' page will open:
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All Records v

n Advanced

4 | Actions =+ Add Purchase Order ¥ All Purchase Order
A B F G H ] K L
<
O Subject Vendor Name
[ Hand Tools Peter Johnson
L J
¢ Creating New Purchase Order [ save U
Purchase Order Details
- . * ame | | Q +
o Q + te B
Select an Option v
" Select an Dption w
* frontfork .
Address Details
Copy Shipping Address Copy Billing Address
Copy Company Address Copy Company Address
Terms & Conditisns

Create New Purchase Order - Form Parameters

Form Parameter Description

Purchase Order Details

Subject Name of the purchase order. This field is mandatory
Vendor Name Name of the supplier. The field is mandatory
Requisition Number Official claim order number of the purchase order
Tracking Number The number used to internally track purchase orders.
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Contact Name The CRM contact to whom the purchase order should be sent. Click 'Actions' >
'Send Email with PDF' to mail the order to the contact.

Due Date Select the date for the purchase order
Carrier Select the name of the shipping company.
Sales Commission Enter the staff member's sales commission. Additional compensation for the

staff member who successfully processed the sales order.

Excise Duty Duty rate for the shipment.
Status The different progressing stages of the purchase order
Assigned to Select the staff member responsible for the purchase order.

Terms & Conditions
Specify the terms and conditions that are associated with the purchase order.

Description Details

Description Enter additional information on the purchase order

Item Details

Lets you add products/services, manage prices/taxes and offer discounts.

ltem Name »  Type the name of the product you wish to add. Matching items will
automatically shown as suggestions.

« Alternatively, click the product / services icon and select the product /
select from the pop-up screen.

Tools »  Click the trash can icon to remove the product / service.
«  Click and drag a product to re-position it in the list.

Add Product / Add Service Allows you to add a product / service to the invoice.
Currency Select the currency for the invoice. You can add and manage new currencies

in 'CRM Settings' > 'Other Settings' > 'Currencies'.

Quantity For each product / service, a corresponding quantity / list price fields will be
available.

«  Specify the quantity for which the invoice has to be generated

List Price The defined price for the product. You can change the price manually or by
selecting a Price Book.

»  Click the 'Discount' link to offer discounts on the List Price.
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4 i '_ LIL) g

[} nt :

Set Discount For
@l Zero Discount
) HPrice %

) Direct Price Reducton

«  Select '%Price' to provide discount by percentage
»  Select 'Direct Price Reduction' to provide flat discount on price.

Total After Discount :

[+ T€51
St Tax for :
1500 % WAT 1575
10 000 |9 Cales 35.00

. Clibk "Tax' link to chénge the tax structure. Please note this will be
available for 'Individual' tax mode.

& H

«  Enter the new applicable tax(es)

Individual If this option is selected, the "Tax' link will be displayed allowing you to edit the
individual tax rate defined for the product.

Group If this option is selected, all the taxes that are enabled for the product will be
applicable and you cannot edit the rates here.

Total Displays the price details for the product including discount and taxes

Net Price Displays the total price of the product

- Terms and Conditions - Update the terms and conditions if any

» ltems Total - Total price of all products and services in the quote.

» Discount - Total discounts across all products and services.

- Shipping & Handling Charges - Enter the shipping and handling charges for all items.

»  Pre-Tax Total - Total price of all products and services before taxes are applied.

« Tax - Click the 'Tax' link to view set tax. Note: This field will appear only for '‘Group' tax mode.

- Adjustments - Specify if there are any adjustments such as discounts or extra charges on the taxable
amount.

»  Click 'Save'. The purchase order will be saved and added to the list in the 'Purchase Order List' interface

Clone a Purchase Order Record
CRM allows you to copy an existing purchase order record to use as a template for a new record. You can then edit
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Click 'All'> 'Purchase Order' to open the 'Purchase Order List' interface

Click the name of the purchase order record you want to clone

Click 'More' at the top-right and choose 'Duplicate’

PO for Tesla Motors Inc.
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Edit  More ~ £ >
|ete Purchace Order s Order Detals
v Purchasze Order Details updates
PO for Teska Moors Inc PO3 Activities
starwed Collins \ail with P
2010
Q
¢ Creating Mew Purchase Order m Camnie
Purchase Order Details
LB Q +
=] Q|+ [
Salen an Opton
Approwad
Coyote
Address Details
Palo &he, California, U5 Palo Ate, Califormia, U 5

The 'Create New Purchase Order' form will open with the details populated from the original record.

available in the table above.
Click 'Save'.

Edit the details as required to create your new purchase order. Descriptions of the form parameters are

The purchase order record will be saved and added to the 'Purchase Order List' interface.

Import Purchase Order Records

Another method of creating purchase order records is to import from a .csv or .vcf file.

mandatory fields required to create a new record are present in your import file.

Click 'All'> 'Purchase Orders' to open the 'Purchase Order List' interface
Click 'Actions' > 'Import'

Please make sure all

Follow the on-screen instructions to import the desired purchase order records. See 'Import and Export Records'

for more information.
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4.6.2. Manage Purchase Orders
«  Click 'All'> 'Purchase Orders' to open the purchase order interface.

« The interface lists all purchase orders added to the CRM inventory. Key information is also shown for each
order, including subject, vendor name, tracking number, PO value and assigned staff member.

» The 'Actions' menu lets you edit, delete, import, export and de-duplicate purchase orders.

*  You can perform actions on multiple purchase orders at once. Use the check-boxes on the left to select the
orders you want to work on.

+  Click on a purchase order to view it's full details. From the details page, you can:

Edit - Click the 'Edit' button to change order/address details or change products and pricing

« Manage- Click the 'More' button to delete, duplicate or export the purchase order. You can also email
the order to the customer contact.

»  View - The links on the right let you view all updates and activities on the order. You can also add new
'to-do’ activities.
Edit a Purchase Order
»  Click 'All'> 'Purchase Order' to open the PO list.

»  Click on a purchase order then click the 'Edit' button.

OR
«  Click 'All'> 'Purchase Order' to open the 'Purchase Order List' interface.
+  Place your mouse cursor over the purchase order name to reveal the action buttons on the right of the row.
«  Click the 'pencil icon to open the purchase order edit interface:

¢ Editing Purchase Order - Test heater PO m Cancel

Purchase Order Details

" aater F - & Test Vendor for heater Q +
o Q + =
Select an Opiion
Created
bl Coyote
Address Details
test billing addrass test balling address

»  See this table for descriptions of the fields in the 'Purchase Order Details' interface
The links on the right of a purchase order detail page let you view and manage the following items:
»  Purchase Order Details - Shows complete purchase order details
» Updates - Shows all modifications done to the purchase order record
» Activities - Add and manage 'To Do' activities for your personal notes.

«  Click 'Edit' to modify purchase order information:

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 243



COMODO

CYBERSECURITY

«  'More' menu:

»  'Delete Purchase Order' to delete purchase order record

- 'Duplicate' to clone the record to use it as the basis for a new purchase order. See 'Clone a purchase
order record' to know more.

»  'Export to PDF' to export the purchase order record

» 'Send Email with PDF' to send the purchase order to a contact as pdf attachment. See 'Emails' to find
out more.

Manage Purchase Orders
«  Click 'All'> 'Purchase Order' to view all existing purchase orders

»  Select the purchase orders you want to work on using the check-boxes to the left

«  Click the 'Actions' button

«  Select the action you want to perform.

« Mass management actions include 'edit', 'delete’, 'send email', 'de-duplicate’, 'import' and 'export'

Tip: If you want to update the details of a single purchase order record:
»  Open the 'Purchase Order List, click the purchase order name then click the 'Edit' button.

»  See 'Manage Purchase Orders' for more details.

The interface allows you to:
» Mass edit purchase order records
» Delete purchase order records
» Import/ export purchase order records
»  Find duplicate purchase order records

Edit common details of several purchase order records
»  Click 'All'> 'Purchase Order' to open the 'Purchase Order List' interface

+  Select the purchase order you want to edit
»  Click 'Actions' > 'Edit'
The 'Mass Editing Purchase Order' pop-up will appear:
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4 | Actions ~ 4+ Add Purchase Order

Delets

Import Vendor Name

Export

Find Duglicates
1 Test Vendor for he

PifﬂrTesIa Maotors Inc. Marwell Collins
Mass Editing Purchase Order
Purchase Order Details Address Details Terms & Conditions Description Details
* Billing Address * Shipping Address
Copy Shipping Address Copy Billing Address
Copy Company Address Copy Company Address
Billing PO Box Shipping PO Box
Billing City Shipping City
Billing State Shipping State
Billing Postal Code Shipping Postal
Code
Billing Country Shipping Country
m Cancel

This interface contains four tabs:

«  Purchase Order Details - Allows you to specify subject name, vendor name, requisition number, tracking
number and so on. See this table for descriptions of the fields in the 'Purchase Order Details' tab.

« Address Details - Allows you to enter the values for billing and shipping addresses in the selected purchase
order records.

« Terms & Conditions - Allows you to provide a common 'Terms & Conditions' for the selected purchase order
records.

Description Details - Allows you to enter a common description for the selected product records.
Click 'Save'.
Delete price book records

Price Book records that are no longer required can be removed.
»  Click 'All'> 'Purchase Order Book' to open the 'Purchase Order List' interface
»  Select the purchase order to be deleted
+  Click 'Actions' and choose 'Delete’ button.
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V¢  Actions ~ 4 Add Purchase Order ¥ All Purcha
Edit E F G H | | K
Import Vendor Name Tra
Export

Find Duplicptes
P Test Vendor for heater

PO fpr Tesla Motors Inc. Marwell Collins

Are you sure you want to delete the selected Records?

v 8

«  Click 'Yes'in the confirmation dialog to remove the record(s)

Import / export purchase order records

Export:
+  Click 'All' > 'Purchase Order'
»  (Optional) Manually select the purchase order you wish to export
+  Click 'Actions' > 'Export'
»  Choose whether to export selected records, all visible records, or all records
»  Click 'Export Services'.
«  The purchase order will be exported to a .csv file

»  Click 'All' > 'purchase order'
+  Click 'Actions' > 'lmport'
»  Browse to the file containing your purchase order records
«  Specify the format of your file (.csv or .vcf)
«  Click 'Next' to begin the import.
See 'Import and Export Records' for more information.

Find duplicates
»  Click 'All'> 'Purchase Order' to open the 'Purchase Order' interface

»  Click 'Actions' and choose 'Find Duplicates'
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Actions - % Add Purchase Order

Edit E F G H
Delete
import Vendor Name
Export
Find Duplicates E
Test Vendor f
P@ for Tesla Motors Inc. Marwell Cc

Merging Criteria Selection

Available Fields

lgnore empty values

Find Duplicates RS

»  Click in the 'Available Fields' box and choose the purchase order based fields from the drop down. 'Ignore
empty values' means the CRM will not consider matching blank fields as an indication of a duplicate.

»  Click 'Find Duplicates'
The 'Duplicate Purchase Order' page will be displayed.

Delets Duplicate Purchase Order 1032 6 B>

select all Purchase Order (3)

5 Record id Subject Merge Sebect Action
a test O
ag test O Merge
761 test |:|

- To delete a duplicate price book record, select it and click the delete button at top left.
« To merge duplicate records, select them from the 'Merge Select' column and click 'Merge'
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Merge Records In > PurchaseOrder
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%1
~
&?
-

103

The primary record will be retained after the merge. You can select the column to retain the values.

The other record will be deleted but the related information will be merged.

Fields Record #1 (@)
Subject @ test
Vendor {@ Peter Johnson
Mame

Requisition (@)

MNumber

Tracking ®

MNumber

Contact (@ Jude Luke
Mame

Due Date @ 2016-08-10
Carrier @ FedEx
Sales @0
Commission

Excise Duty @ O
Status (@ Created
Assigned To (@ Coyote

530 Adams

BT

Record #2 ()

() test
{7y Peter Johnson

o

O

) Jude Luke

O 2017-01-27
O
00

o
{7y Created
(O Coyote

() Palo Alto, California, U

LA

Record #3 ()
() test

{7y Peter Jjohnson

o

O

{7 Jude Luke

O 2017-08-31
O
00

o a
{7 Created

Ty Coyote

»  The selected 'Record #'is the primary record. Select other record to change the primary record.

«  Select the column values that should be retained in the merged primary record. Please note you can select
only one column value for the merged record.

«  Click 'Merge'. The records will be merged and displayed in the 'Purchase Order List' page as per the

selected column values.

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved

248



COMODO

CYBERSECURITY

5. Tools

Click 'All'> "Tools' to view items in the tools menu
The tools menu contains:

Contacts  Opportunities  Products

MARKETING & SAIES INVENTORY Tools ANALYTICS

Campaigns Assets Email Templates Reports
- Leads Products Our Sites

Contacts Services Calendar
QOrganizations Price Books Recycle Bin
Opportunities Vendors
Quotes Purchase Order
Invoice
Sales Order
] Sherene Leander
] Peter Johnson Sign ¢

«  Email Templates - View, add and edit company email templates. Templates can be used when
sending emails to leads, opportunities, contacts, organizations and vendors. You can also use
templates to send quotes, invoices, sales orders and purchase orders.

«  Our Sites - View, manage and visit websites that have been bookmarked in the CRM. For example,
you may wish to bookmark internal company portals or your customer facing websites. Bookmarked
websites can be viewed by all staff members.

« Calendar - View and add scheduled activities. New activities can be added to the calendar from
various CRM modules. For example, you can add a '‘Meeting' event to an opportunity or a lead. You
can also quickly add a new event by clicking a row in the calendar itself.

« Recycle Bin - The recycle bin contains all records that have been deleted from the CRM. The drop-
down above the list allows you to filter deleted items by record type. The 'Actions' button allows you to
restore selected records. You can permanently delete a record by placing your mouse over a row then
clicking the trash can icon on the right.

The following sections explain more about each tool:

Email Templates
Our Sites
Calendar
Recycle Bin

5.1.Email Templates

Click 'All' > 'Email Templates' to open the template management interface.
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»  Email templates save your company time and let you send consistent, professional messaging to your
customers.

»  You can send emails using a template from most CRM modules, including the contacts, organizations,
leads, quotes and invoice modules.

«  Email templates are fully customizable using the built-in HTML editor. You can use rich text, field variables
HTML, styles, images, links and more.

»  You can create multiple templates to address specific tasks. For example, you can create different email
templates for sending quotes, contacting an opportunity or issuing a sales order. You could also create
templates for newsletters, monthly updates, maintenance alerts and more.

~

ﬂ' Calendar Leads (ustomers Contacts Opportuniies Products Email Templates All < 0 Q frontfork

‘ RM All Records v n Advanced +
Records List ¢ Actions + Add Email Template 1012 & ¢ B 3

A B C D E F G H I J K L M M Q P Q R 5 T u v w X Y z
< >
| Template Name Subject
O Accept Order Accept Order
O Acceptance Proposal Acceptance Proposal
O Address Change Change of Address
I:‘ Announcement for Release Announcement for Release
O Customer Login Details Customer Portal Login Details
O Follow Up Follow Up
O Goods received acknowledgement Goods received acknowledgement
O Pending Invoices Invoices Pending
O Suppart end notification before a month VtigerCRM Support Motification
O Support end notification before a week VitigerCRM Support Notification
O Target Crossed! Target Crossed!
O Thanks Note Thanks Note
< >

The available options are:
* Add an email template
*  Delete an email template

« Edit an email template

Create a new email template
«  Click 'All'> 'Email Templates'
»  Click 'Add Email Template'.
«  Compose your email in the 'Create New Template' interface.

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 250



CRM - Admin istratg_[___,Gui-d“é""" comono

¢ Creating New Email Template m Cancel

Email Template

*Template name
Description

Email Template Description

*Subject

select Field Type Select Module * | | Mone

@ qQ by @ B M=S0H»r = MR source &Y [@
Styles # || Format = || Font sl g =/l A=B-||B I U & x x| Lk & 3 &
= = 4|2y B

F

- Template name and description - Create a name and description which accurately describes the purpose of
the template. All CRM users will be able to select and use the template, so be as detailed as possible.

»  Email Template description:

»  Specify the email subject line.
«  Field Type / Select Module. Allows you to add context-specific variables to your template.

For example, you might want to automatically add the name of the contact to the start of the mail, or
add your company phone number to the sign-off.

To add a variable:
«  Place your mouse cursor where you want the variable to appear.
»  Choose the module (record type) from which the variable is drawn.
«  Choose the type of variable you want to insert
»  Compose your message in the large text field

«  Click 'Save' to add your template to the CRM. The template will be available for selection when using
the 'Send Email' feature in various CRM modules.

See Emails for information about sending emails from other modules
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¢ Creating Mew Email Template B o

Exriail Termplate
“Template name

A gertle reminder o mske oyt

Description
Email Template Description
“Subject T ——
Select Field Type |=J'g:-r::a'.l:r-: = Organcation Name b
@w+an nElamzas e mese= pa
Styles || Format = || Font = || size - ."' B-| B I U & x x L &k &% & W ;= = & v M

Dear XYZ Organization,
Thanls for showing interest in our product. Your payment ball of Rs 00.00 15 due on mmy/'dd vv. Kindly make pavment to avord late payment charges.
For any clanfications, please call us at 0011223344,

Thanks and Regards,
X000

Note: If you create a template for leads when you send emails to leads, only the templates created for lead records
will be available.

The new template will be listed in the 'Email Templates' interface.

€  Actions + Add Email Template 1014 & € Bl »
A B c o E F G H 1 I K L i N o P Q R 5 T U v L X ¥ z
€ >
O Template Marme Sulbsect
(] Gentle Payment Reminder Gentle Payrment Rerninder
O Teertha Water Purifier Rest Assured - You get purest water
r_‘ Accept Onder Accept Order
(] Aeceptance Proposal Acceptance Propodal
O Adidress Change Change of Address
(] Annpuncemant for Release Arnouncerment for Release
O Custormer Login Details Custesnier Portal Login Details
(] Follow Up Foliow Uip
D Goods received acknowledgement Goods recewed acknowiedgemant
O Fending Invoices Irvgices Pending
I_] Suppaort end notification before a montt ViigerCRM Suppo Notfication
I_] Support end NOTNCAToN DEfore @ week ViigerCORM Suppom Nonhcaton
O Target Crossed! Target Crossed!
O Thariks Nate Thanks ote
L >

You can also use a search filter by clicking on a letter in alphabet above the list view to open the list of templates with
the selected letter.

To remove some of the unnecessary email template from the CRM that are not useful for future reference:
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»  Click 'All'> 'Email templates' under 'Tools' to open the 'Records List' interface
»  Select the template to remove and click 'Actions', then select 'Delete’
«  Click 'Yes to confirm your removal
OR
+  Click "All' > 'Email templates' under Tools' to open the 'Records List' interface
«  Place your mouse cursor on the email subject to reveal the action buttons on the right of the row.
«  Click the "Trash"icon to delete the email template
OR
»  Open an email template and then click 'More' > 'Delete’
To modify the existing email template by changing the required fields:
+  Click "All' > 'Email templates' under Tools' to open the 'Records List' interface
»  Click the template and click the 'Edit' button at top right.
OR
»  Place your cursor on the template record and click the 'pencil' icon beside to edit the email template
To view and manage the email template:

»  Place your cursor on the template record and click the ‘complete detail' icon on the right of the email
template row.

5.2.Add Website Bookmarks

«  The'Our Sites' sections lets you add bookmarks to important internal or external resources. For example,
you may wish to bookmark your support portal, your document repository or your marketing shared drive.

+  Adding bookmarks allows you to more tightly integrate CRM with your existing sales and marketing
infrastructure. All bookmarks will be visible to all team members.

To view view bookmarks:
«  Click 'All' > 'Our Sites' to open the 'Our Sites List' interface.

‘ RM All Records * Ardvanoed +

A B C ] E £ G H I ] K L [ M 0 P Q R 5 T L W W X ¥ s

Ty mdustry cvernew

Annual I financial recands s ICE TaRtate. edwhon dSbaTa 54- 1 B5n-AbA2 -8 -T2 63e b T a0 T RITState 2 DLIn v sty w30 20
IMarian vt v itariar. oo

FMeszage from the secretary of the Treasury  Miips e giderishman.ong'oonbenticommunication: secretany reasuryfeb-24-1 863 transmited-meszage- presidentied. 25

=00 0nig

»

To add a Bookmark :
«  Click 'All' > 'Our Sites' to open the 'Our Sites List' interface.
+  Click the 'Add Bookmark' button:
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' € Actions

4+ Add Bookmark

Bookmark Mame

A

Add New Bookmark

* Bookmark Mame

* Bookmark Url

Tz Cancel

»  Enter a name for the URL you wish to save. For example, 'Marketing Database'
»  Enter the website URL
«  Click 'Save'. The bookmark will appear in the 'Our Sites' interface
To edit a bookmark:
+  Place your mouse cursor on the bookmark and click the edit icon beside it
To delete a bookmark:
+  Place your mouse cursor on the bookmark and click the "Trash' icon beside it
OR
«  Select the bookmark then click 'Actions' > 'Delete’
+  Click 'Yes' to confirm the deletion
To refresh your bookmarks list:
+  Click the reload button at top-right

Note: You cannot restore accidentally removed bookmarks.

5.3.View and Manage Calendars

The calendar lets you schedule, invite, share, and organize your events with records of other modules and displays a
list of activities that are scheduled by you, and shared with you.

»  Click 'All'> 'Calendar' to open the calendar module
+  Switch between 'My Calendar' and the 'Shared Calendar' using the links on the right.

« My Calendar - Lists your personal activities and events

« Shared Calendar - Shows team activities that have been made public or have been specifically shared
with you.

«  Use the day/week/month buttons (top-left) and the < > buttons (top-right) to change the time-period
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«  Click any existing activity in the calendar to view or edit its details.
+  Click on any date in the calendar to create a new activity.
« 'Calendar List' shows all activities in table format
To view the 'Calendar' module:
Click the 'Calendar' button on the CRM file menu
OR
«  Click 'All' > 'Calendar'

A Calendar leads Customers Contacs Opportunities Producs Al < 0O & fontfork

‘ RM All Records - “ Advanced +
My Calendar Month  Week Day October 2018 | 755, AddEventToDo  « » &

Shared Calendar Sun Mon Tue Wed Thu Fri Sat

Calendar List

v  Activity Types +

@ At 11am-

12:30pem Mesting with

[Former Financial Manager

. piaonec)
- 14 15 16

» Recently Modified

21 24 25 26 27

2t 1pm- 1:30pm Toys

ales Prasentation -

(Planned)

28 29 30 31

There are two types of activity you can add to a calendar:
» Events - Events have a set start and end time. Examples include calls, emails and meetings.

» To Dos - To-dos are tasks with set start time and a due date. For example you may require a staff member
to send a quote to a customer by a certain time.

Note: You can only check activities that are assigned to you and the activities of users below you in the hierarchy.
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The 'Calendar' Module has three panes:

» My Calendar - Opens your daily (activities scheduled on current day) planner, weekly (activities scheduled
on current week) and monthly (activities scheduled on current month) appointments

»  Shared Calendar - Opens a shared calendar appointments
« Calendar List - Opens the list of all created appointments.
To remove the event from the calendar:

+  Place your mouse cursor on the event and click the 'trash' icon and then confirm your removal.

Month  Week Day

Sun Mon Tue

A% 10am - 11am New Presentation of Product - (Planned)

Annual Budget review - (Not Started)

A% 12:30am - 1:30am Conference with our

customers on 14th day of every month -
(Planned)

To view a scheduled 'Event/ To do'

»  Click 'My Calendar', select the event in the calendar

OR

»  Select the event from the 'Recently Modified' pane
The event page will be displayed. The available options are:

« Addan Event/ To Do

« Editan event/to do

+ Delete To Do

Add an Event/To do record
You can create an 'Event / To do' record in four ways:
«  Click 'All' > 'Calendar' > 'Add Event / To Do'

o Click 'All'>'Calendars' > '+ Add Events/To Do'

«  Click 'Add Event' or 'To Do' in the 'Quick Create' dialog and click 'Go to full form' to enter more details to
the Event/To do
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¢ Creating New Event m Cance
Event Details
Ll ¥ 2 Coyote
01 14 17-0 4
* M * e ]
10-33 AM 1004 AW o

Select an Option Sefect an Option

Select an Option s

2017-07-04 ]
Pubiic . [ Hold F
1039 4l (o]
Related To
O @ 1o sea Q + Organizations » | @ Trends PutLid q +
Description Details
Imte

«  Quick create a record - Add a new Event / To do record with the basic information. Other details can be
added later as required

«  Click '+'>'Event/To Do' in 'Quick Create dialog'
»  Enter the basic details and click save

Quick Create Event / To Do

e

* Subject * Assigned To Coyote ¥
2017-08-1 2017-08-1

" tart Date & W “EndDate &Time

Time
01:07 PM © 0112 FM ©

* Status Select an Option = [ * Activity Type Select an Option

Go to full form Save Cancel

«  Clone arecord - Duplicate an existing record to use as the starting point of a new event / to do record.

«  Click 'All' > 'Calendars' > '+ Add Events/To Do'
«  Click on the event name and then click 'More' button on the  top right of the event interface
»  Click 'Duplicate’ from the drop down menu
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» Create a Event/ To do record from within another module (organizations, contacts, leads and more).

Once an 'Event / To do' record is added to the 'Calendar List', you can:

- Track the progress and the responses to the campaign records, conversion of lead records, sales orders
generated and close the event once activities are completed. See Manage Leads, Manage
Organizations, Manage Contacts and the like to know how a staff member tracks all modules through
activities.

« Associate contacts, leads, organizations, opportunities and more based on Event / To Dos and you can
send emails to respective contacts as an initiative to complete the sales deal

Edit the event
»  Click 'Edit' in the calendar view page to modify the event

¢ Editing Event - Event1 m
Event Detask:
" Cow
L i
e @
. Planned . . call
Select an Option
]
Putk l_
@
HAedated To
=] Q + Campaigns CHRRE - | a +

Description Details

»  Update your event details and click 'Save'
Delete an event
»  C(Click the event then 'More' button and select 'Delete To Do’

»  Click 'Yes' to confirm the event removal
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5.3.1. Manage Shared Calendar

‘Shared Calendar' shows all activities that have been shared with you. An activity becomes 'shared' if it's visibility is
set to 'Public’ or 'Selected Users' in the settings screen.

A Calendar leads Cistomers Contacs Opportunities Producs Al ~ 0 % fontfork

‘ R M All Records v n Advanced +

My Calendar Month =~ Week  Day October 2018 | 115, Add Event/To Do « » B

Shared Calendar Sun Mon Tue Wed Thu i sat
1 2 E 4 5 6

Calendar List

v Added Calendars +

i
B
o EINED

v  Recently Modified

Toys Sales Presentation
ral 24 25 26 27
Meeting with Former

Financial Manager

n

Schedule an event
«  Click the 'Shared calendar' pane
»  Click the 'Add Event/To Do'

« Inthe 'Create New Event' screen, select the 'Activity Type' from the drop-down as either 'Call' to schedule a
call, or 'Meeting' to create a meeting request

«  Enable the Visibility' checkbox as 'Public' to make the event available to other users. You can limit the
availability through Calendar Settings.

»  Provide a description and location to your event in the text fields event name, description and location
respectively and other details

By default, the Calendars are private and are not shared across users. Whereas, To Dos cannot be shared with
other users.

The 'Added Calendars' pane contains the list of users associated with your CRM calendar appointments.
»  Check box beside the user name to reflect him in the your calendar
«  Click the edit icon to change the color of a user
Click the trash can icon to remove the record in the calendar

5.3.2. Update and Manage Calendar Entries

The calendar list presents all scheduled events in a table, allowing you to more easily locate, view and edit specific
events.
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@ Calendar leads Customers Contads Opportuniies Products  All

CRM Mreoss o +
My Calendar < Actions + AddToDo Add Event ¥ All Calendar - 102 S ¢ B>
A B C D E F G H 1 K L M N o P R S T u v w X Y z
Shared Calendar d <
< >
Calendar List
O status Activity Type Subject Related To StartDate & Time  End Date Assigned To
¥ Recently Modified Search
Toys Sales Presentation [ Planned Mesting Toys Sales Presentation = 2018-10-23 1:00PM  2018-10231:30PM  Marketing Group
"::EE""E CE G Gl [ Planned Meeting Meeting with Former Financial Manager — 2018-10-11 11:00AM  2018-10-11 1230PM  frontfork
anager

You can adjust the owner or delete a record, to add "To Do’ or 'Event' or create a quick calendar event to add details
further. The interface allows to search for a particular calendar event using an alphabet above the list view to open
the list of vendors with the selected letter.

You can create a filter for a module view using a drop-down menu above the listed alphabet which lists any created
filters and an option to create a new filter. Click here to find more detailed information on creating the vendor filter.

Add To Do/Event
«  Click the 'Calendar list' and click 'Add To Do' or 'Add Event' at the top
The 'Creating New To Do' / Creating New Event' dialog will be displayed. Fill in the following text box/drop-down.

=+ Add Event

£ Actions 4+ Add To Do

Creating New Event

Event Details
John Coyote
] : B
] 15:30 o
. Select an Option - * Activit select an Option .
Salact an []PTIGI‘I L

Public

Event Details / To Do Details
»  Subject - Type the name of the event. This field is a mandatory
« Assigned To - Specify a user or user group whom the event assigns to. This field is a mandatory
- Start Date & Time - Specify the date and time your event starts. This field is a mandatory
«  Due Date (available for To Do) - Specify the due date activity. This field is a mandatory
« End Date & Time (For Event record) - Specify the date and time your event ended
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Note: The event start date and time should be greater than equal to current date and time. The event end date
should be greater than or equal to event start date. By default, the event end date will be populated five minutes
post to event start time.

«  Contact Name - Specify the contact name relate to the call, meeting. You can click the '+" icon to quick
create the contact or click the lens icon to populate value automatically

«  Status - Specify the status of the current event

«  Event has the following available statuses: Planned, Held, Not Held.

« To Do has the following available statuses: Not Started, In Progress, Completed, Pending Input,
Deferred, Planned

«  Priority - Select the priority level of the event: High, Medium, Low
«  Send Notification (For Event record) - Checkbox if you want to receive a notification

« Activity Type (For Event record) - Specify activities type from the drop-down. To add more types, see
customize your type

»  Location - Specify a location of the event/to do
+  Visibility (For Event record) - Specify who will see the event: Public, Private

«  Hold Follow up (For Event record) - Checkbox if you plan to continue with this event. Set time and date of
the next appointment

Related To - Specify contact name related to the event and target type. You can relate multiple contacts at one shot.
Events can be associated with the record in Campaigns, Leads, Organizations, Opportunities, Tickets.

Whereas, To Dos can be associated with the record in Campaigns, Quotes, Purchase Order, Sales Order, Invoice,
Leads, Organizations, Opportunity, or Tickets module.

Description Details - Type a description details to the event
Invite (For Event record) - Specify a colleague as a part in the event. The email notification will be sent automatically
« Click 'Save' to add the appointment
In addition to the auto-populated activities, you can also quick create new activities in the CRM.
«  Click the 'Calendar' tab
«  Click the '+"icon, select 'Event / To Do' to quickly create an event/to do
«  Fillin details in the fields and click 'Save'.
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Add Event/To Do o

Thu 8/4

Quick Create Event / To Do

* Subject * ascigned To John Coyote v

* Start Date & 2016-08-0 L ) 2016-08-0 L]
* End Date & Time

Time 02:14 PM o] 02:19 PM o]

* Status Select an Option ¥ | * Activity Type Select an Option \

Go to full form m Cancel

Create Custom Event Type

Event types such as call and meeting are provided by default along with CRM package. You can create custom
event types to schedule events that meet your organization's or personal requirements. For example, Meetups,
Hangouts, etc.

Click the gear icon in the top right and select 'CRM Settings'

»  Click the 'Studio' drop-down in the left and select 'Picklist Editor'

»  Select 'Events' from the 'Select Module' drop-down

+ Available values in Activity Type field are displayed under 'All Values' tab

»  Click 'Add Value' to add a custom event type

+ Provide a label to your custom event, select desired roles and click 'Save'

= Your custom event type will be available for selection in 'Activity Type' field in create or edit view of events

5.3.3. Manage Calendar Settings
The settings area lets you customize your calendar according to your preferences.

«  Click the gear icon at top-right to open calendar settings:
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yent/To Do - >

Calendar Settings ‘

Starting Day of the = Sunday v
week

Day starts at 059:00 AM

Date Format | yyyy-mm-dd v
Calendar Hour Format ‘@ 12 hour ©) 24 hour
Time Zone | (UTC) Coordinated Universal Time, Greenwich... -

Default Activity View @ Today © ThisWeek © This Month

Popup Reminder 1 Minute v
Interval

Default Status & Type St8US | cajact an Op... + TYP® Selectan Op.. ~

- Starting Day of the week - Choose which day should be shown in column 1 of the calendar. In most cases
this should be left at 'Sunday'

»  Day starts at - Time when your working day starts

» Date Format - Choose the date notation.

«  Calendar Hour Format - Choose whether appointment times are shown in 12 hour or 24 hour format
+  Time Zone - Specify the time-zone used in the calendar.

«  Default Activity View - Choose the default calendar view is displayed

»  Popup Reminder Interval - Set the reminder interval before and after commencement of an event. If the
events happen to occur continuously, repeated reminders can be set till the due date. There are two types
of reminders will be sent from CRM before the event commencement:

«  Email notification will be sent to the owner of the event at the scheduled time

»  Apopup message will be appeared on your CRM at the scheduled time. You can schedule the
appearance of popup from '‘Reminder Interval' field in 'My Preferences' page.
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Meeting - Meeting with Former Financial

Manager F
Start Date & Time - 2018-10-11 11:00 AM
End Date & Time : 2018-10-11 12:30 PM Postpone

»  Default Status & Type - Choose the status and activities type
«  Default Event Duration - Select default event duration.
«  Available Call are:; 5 minutes, 10 minutes, 30 minutes, 60 minutes,120 minutes.
» Available other Events: 5 minutes, 10 minutes, 30 minutes, 60 minutes,120 minutes.
» Hide Completed Calendar Events - If selected, tasks will be removed from the calendar when finished.

+  Calendar Sharing - Define who will see the calendar information. Share with only selected users, or
completely hide all events from viewing by other users.
+ Private: No one can view your events
»  Public: Everyone can view your events
«  Selected Users: Only selected users can view your calendar

Note: When you share your calendar with Public or Selected Users, the events with visibility set as 'Private’ will be
displayed as Busy* for shared users.

«  Click 'Save' to add your activity to the Calendar
»  Click 'Go to full form' to open details form of the 'Event/To Do' form

Note:
To create activities instantly, click on desired Calendar date, fill up details in pop up and click 'Save'.
You can also create events and to dos by clicking on 'Activities' in detail view of [Module] record. Eg. Contacts.

You can also configure calendar settings from 'My Preferences' interface.

5.4.Recycle Bin

The recycle bin allows you to review and optionally restore deleted records back to their original location.

A Colendar Leads Organizabions Cortacts Opportunitiss Products  RecycleBin | Al

CRM Alecords . B +
Recycle Bin List ¢ Acti Opportunities c ¢ B>
<
[m} Organization Name Lead Source Expected Close Date P Aaxignea ontact Nam
O eam Selling
[m] rontfork
O rontfork
] am Selling
<

Restore a record
+  Click 'All' > 'Recycle Bin'
»  Select the records you wish to resurrect
»  Click 'Actions' > 'Restore'
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t  Actions * Calendar v 112 <€ B >

Restore

I 3

Related To Start Date & Time

Status Activity Type Subject

Planned Call To call Alfa Romeo supervisor 2016-07-29 09:02 AM

<

1 r

«  Click 'Yes' to confirm your restore
Delete a record from the Recycle Bin
+  Click 'All' > 'Recycle Bin'
+  Place your mouse on the record you want to delete then click the trashcan icon on the right
+  Click 'Yes' to confirm your removal

Note:

- Ifyou delete an organization or contact record then any opportunities/quotes associated with them will
also be deleted. You will need to restore both records to rebuild the relationship.

« Evenifyou delete an organization record, any contacts associated with it will not be deleted. However,
the contact will be dissociated from the organization.

6. Analytics

The 'Reports' interface allows you to generate, view and manage reports on every aspect of CRM. Reports can be
exported to .xls or to .csv.

«  Click 'All'> 'Reports' to open the reports interface.

V

“ Advanced +

ﬂ' Calendar Leads Customers Contacts Opportunities Products Reports Al

CRM oo

€ Actions =+ Add Report =+ Add Folder All Reports v 118 & € B »
» Recently Modified
Report Name Description Folder Name
Contacts by Customers Contacts related to Customers Customer and Contact Reports
Contacts without Customers Contacts not related to Customers Customer and Contact Reports
Contacts by Opportunities Contacts related to Opportunities Customer and Contact Reports
Lead by Source Lead by Source Lead Reports.
Lead Status Report Lead Status Report Lead Reports.
Opportunity Pipeline Opportunity Pipeline Opportunity Reports
Closed Opportunities Won Opportunities Opportunity Reports
Last Month Activities Last Month Activities Activity Reports
This Month Activities This Month Activities Activity Reports

Product Details Product Detailed Report Product Reports

Products by Contacts Products related to Contacts Product Reports

Open Quotes Open Quotes Quote Reports

Oooooooooo|ojooo|ojg|jg|oorg

Quotes Detailed Report
Purchase Order by Contacts
Purchase Order Detailed Report
Invoice Detailed Report

Sales Order Detailed Report

Campaign Expectations and Actuals

Quotes Detailed Report

Purchase Order Related to Contacts
Purchase Order Detailed Report
Invoice Detailed Report

Sales Order Detailed Report

Campaign Expectations and Actuals

Quote Reports
Purchase Order Reports
Purchase Order Reports
Invoice Reports

Sales Order Reports

Campaign Reports
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»  Click '+ Report' > 'Detail Report' to create a new report
*  You can create custom reports on any the following primary modules:

« Assets | Calendar | Campaigns | Comments | Contacts | Emails | Invoice | Leads | Opportunities |
«  Organizations | Price Books | Products | Project Milestones | Project Tasks | Purchase Order | Quotes |
«  Sales Orders | Services | Vendors

* You can add up to 2 'related' modules to any report. You can incorporate columns (data) from any related
modules to your report

* You can specify how detailed the report should be by choosing columns from each module. For numerical
data, you can also choose the type of calculations you wish to see in the report - 'Sum’, 'Average’, Lowest
Value', 'Highest Value', or all.

*  You can create more targeted reports by adding conditional filters to any report item.
* You can schedule reports to be automatically generated at specific times.

+ Individual reports are grouped into folders. The folder name should describe at least the primary module of
the report. You can create new folders as required.

6.1.1. Generate a Report

By default, all reports are stored in the 'All Reports' folder. You can also create custom report folders as required.
e Click 'All' > 'Reports'
«  Click the 'Add Report' drop-down button. There are two available options:

» Detail Report - Provides a customized view of client based activities
«  Charts - Allows you to create a custom chart

tions + Add Report~ < Add Folde

Detail Report

Rep  Charts

Report Details
»  Click 'Detail Report' to open the first step of the report creation wizard:
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¢ Creating Report

1 Report Details 2 Select Columns 3 Filters

Heport Namey Customer reairt

Report Folder* Campaign Reports

Primary Module* Campaigns

Select Related Modules

% Leads | | ¥ Opportunities
(MAX 2)

Description To find the number of customers who have shown interestin the new
products

[] schedule Reports

Cancel

*  Report Name - Please choose a name which accurately describes your report.

» Report Folder - Select the folder in which to save your report. Ideally, the folder name will contain the
name of the primary module for identification purposes. You can create a new folder by clicking the '+
Folder' button.

»  Primary Module - Should be the module from which the bulk of your report data is drawn. You can
choose how much or how little is included from the module in step 2, '‘Columns'.

«  Select Related Modules - Adding related modules lets you include data from those modules in your
report. Again, you can choose which specific data is included in step 2, '‘Columns',

» 'Schedule Reports' - Order your report to be automatically generated at regular intervals. You can have
reports sent to specific contacts or email addresses.

¥ Schedule Reports

Run Report Daily -
At Time* o
Select Recipients* Select Some Options

Send to specific email

«  Click 'Next' to continue to step 2
Select Columns

«  The second step lets you choose which data is shown in your report from your primary and related
modules.

*  You choose the data by adding up to 25 columns (data items) from your modules.
*  You can also group your data by column name and choose how numerical data is calculated.
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¢ Creating Report

1 Report Details 3 Filters

Select Columns{MAX ¥5)

% Campaign Name | | & Assigned To || » Campaign Mo | | x Campaign Status | | x Campaign Type

Group By Sort Order
Campaign Mame . @ Ascending (O Descending
None = (T Ascending () Descending
Nane v () Ascending (O Descending

Calculations
Columns Sum Averape Lowest Value Highest Value
Nome - O Ascending () Descending
None = () Ascending () Descending

Calculations
Columns Sum Average Lowwest Value Highest Value
Campaigns-TargetSize O O O
Campaigns-Mum Sent | & ] O
Campaigns-Budget Cost 1 = 1 O
Campaigns-Actual Cost O O O O
Campaigns-Expected Revenua (] 0 ] 0
Ca ] S-Exp @5 O | 1 O O

- A e O O O O

»  Select columns (Max 25) - Select up to 25 data pieces to include in your report. Click in the field to
begin adding columns.

«  Group By - Sort data in ascending/descending order of a particular column.

»  Calculations - Choose which calculations are shown for numerical data in your report. You can pick
'Sum'. 'Average', 'Lowest Value', 'Highest Value', or all types. The 'Calculations' section will only be
available if the modules in your report contain numerical data.

«  Click 'Next' to continue to step 3
Filters
Records filtering conditions has been made very simple. Conditions are grouped into two blocks.

«  Provide condition to filter selected records. You can skip this step if you wish to create report on all existing
records in selected module.
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Creating Report

1 Report Details 2 Select Columns m

Choose filter conditions

All Conditions (All conditions must be met)

(Opportunities) Created Time v between v 2016-08-03,2016-08-10 m
Add Condition
Any Conditions (At least one of the conditions must be met)
[i]

Select Field v None v

Add Condition

«  Click 'Generate Report' button. The detail view of the report will be displayed.

« To edit existing report, place your mouse on the report name and click the 'pencil' icon and then generate
the report by clicking 'Generate Report'.

OR
»  Click on 'Customize' button in the detail view of the report.
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Duplicate

All Copditions (All conditions must be met)

(Oppdrtunities) Created Time v hetwee

Add dondition

Editing Report : Weekly Sales Report

1 Report Details 2 Select Columns 3 Filters

Repart Mame* Weekly Sales Report

Repaort Folder® Opportunity Reports -

Primary Module* Opportunities .

Select Related Modules » OFganizations | Contacts

[MAX 2]

Description Sales Report for the current week i e _ 08/03/16 through 08/10/16
Schedule Reports

A stepped report will be displayed.
Charts
To create a custom chart,
»  Click 'All' > 'Reports'
» Inthe 'Add Report' drop-down select the 'Charts'
The 'Creating Chart Report' page will be displayed.
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Creating Chart Report
<

1 Report Details 2 Filters 3 select Chart

Report Name*

Report Folder® Organization and Contact Reports hd
1 *

Primary Module Assets ¥

Select Related Modules Select Related Modules

(MAX 2)

Description

Next Cancel
« Step 1- Give a name to the chart, and select the primary module (& related modules if required).
«  Step 2 - Choose conditions to select data that needs to be plotted in a chart.

Creating Chart Report

1 Report Details m 4 Select Chart

Choose filter conditions

All Conditions (All conditions must be met)

(Campaigns) Campaign Na... | = is not empty u
(Campaigns) Assigned To v equals v % John Coyote | | % Max | | x Dagwood L
(Campaigns) Campaign 5tat... | = equals = » Active L
Add Condition

Any Conditions (At least one of the conditions must be met)
Select Field v MNone L
Add Condition

Hext Cancel
«  Step 3 - Select the way the chart will be displayed.: Pie chart, Vertical bar chart, Horizontal bar charts or
Line chat.

«  Select Grouping field for X-Axis, and Data to be plotted on Y Axis (upto 3 data fields can be plotted on a
line/bar chart).
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Creating Chart Report

H
1 Report Details 2 Filters
Select chart type

Pie Chart Vertical Bar Chart Horizontal Bar Chart Line Chart
Select Grouphy Freld* Selert Data Fuelds®
Campaign Name ¥ Actual Cost (SLM)

@ Picase select ar least one Grouptry faeid and one Data faeld

For Bar and Line graph, you can select masimum of 3 Data fields.

+  Click 'Generate Chart'
To view the details of the report, click the report name.
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Reports List <

* Recently Modified

Monthly Sales Report

eekly Sales Report

Weekly Sales Report

Total records : 0

; Customize # Duplicate Print Export C5V Export Excel

All Conditions (All conditions must be met)
{Opportunities) Created Time A between v 2015-08-10,2016-03-10 L]

Add Condition

Any Conditions (At least one of the conditions must be met)

Add Condition
Generate now

Field Mames SUM AVG
Opportunities Probability

Opportunities Forecast Amount

Opportunities Opportunity Name Opportunities Lead Source Opsportunities Expected Close Date Opportunities Sales Stape Contacts Last Name  Op

You can customize the standard report as per your requirements by clicking the 'Customize' button in the report
page. Once customized, you cannot revert to the default report.

(| customize / || Duplicate Weekly Sales Rej
Total records : (0

All Conditions (All conditions must be met)

You can use the existing report as a template to create a new report by clicking the 'Duplicate’ button.

Export a report

This feature allows you to export your reports to .csv or .xlsx files. You will need to click on a corresponding button in
the detail view of the record to export it. You can also print your reports by clicking on a print button in the detail view
of the report.

Reports allows Export CSV, Export Excel option if the User have permission to export the records for Reports and
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the Primary module selected in the report.

: Sale:; Report Eamn csv E@
al records : 0

6.1.2. Manage Reports

CRM allows you to perform additional operations on the selected reports such as delete, move report to a folder and
so on.

4 Actions = 4 Add Report + Add

Delete

Move Reports

Delete a report
»  Select the report you want to remove

«  Select 'Delete' > 'Actions'
OR
»  Place your mouse cursor on the report and click the 'Delete’ icon beside it
Add a new folder

By default, reports are stored in different categories. You can create folders to store the frequently used reports in a
common folder for easy access.

+  Click 'All' > 'Reports'
«  Click 'Add Folder'.
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NS + Add Report + Add Folder

Report Name

Add New Folder

Folder Name*

Folder
Description

Tz Cancel

»  Enter the folder name and the folder description.

« Click 'Save'.
Move a report
It is a good practice to keep your reports in folders that reflects their function and audience.
To do that,

»  Select a report you want to move

«  Select the folder and click 'Save' in the 'Move Reports' dialog
Edit a report

«  Select a report to edit and change data the save your changes

OR

«  Select the report and place your mouse cursor on the report name

+  Click the 'Edit'icon
You will be prompted to go through steps to edit the report.

» To clone the current Report record, select the report and click 'Duplicate’ button

«  Change a name of the report, go through the required steps and click 'Generate Report'.
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7.Configure CRM Settings

+  Click the cog icon at the top-right of the interface to access CRM settings:

CRM 5Settings

«  Studio - Picklist Editor.

«  Allows you to modify which values are shown in drop-down menus when creating or editing a record in
various modules.

« By default, CRM will show all relevant records in the drop-down menus. The picklist editor lets you
customize these menus to your requirements. You can add new values, rearrange the order of values,
assign values, rename values and delete values.

»  Forexample, if you choose the 'Products' module, you can choose the contents of the 'Manufacturer’,
'Product Category', 'Vendor Name' and 'GL Account' drop-down menus.

*  You can also create custom drop-down menus for specific roles. For example, you may want 'Account
Admins' to see all available values in a drop-down when creating a new record, while 'Agents' are only
shown a limited selection.

» Templates - You can customize the application by uploading your company logo and details. The logo will
appear on the CRM home page. Your logo and address will also feature in email templates, quotes,
invoices and other customer facing items.

+  Other settings
«  You can add your outgoing mail server so you can send mails directly from the CRM
*  You can upload a standard terms and conditions for your products
= You can specify which currencies should be available in the CRM
*  You can add new taxes and specify tax rates

@A  Cilendar leads Customers Contacts Opportunities  Products Al s 0 'm' frontfork
‘ RM All Records v n Advanced +
Settings Company Details Edit
v Studio

Company Logo

Picklist Editor
‘Company Details

» Other Settings Company Information

Company Name  frontfork
Address = Address
City
State
Postal Code
Country USA
Phone
Fax
Website  www.itarian.com

VAT ID

The following sections explain more about each of the settings:
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»  Configure the Picklist Editor
» Manage Company Details

« Configure Miscellaneous Settings
7.1.Configure the Picklist Editor

«  Click the cog icon at the top right of the interface to open CRM settings
+  Click 'Studio’ on the left then 'Picklist Editor'

A picklist is a drop-down menu from which you can make a selection. The picklist editor lets you modify the contents
of the drop-down menus shown when creating or editing a record.

«  The example below shows the picklist editor for the 'Type' drop-down shown in the new/edit 'Opportunity’
page:

Picklist Editor

Select Module Opportunities E

Select Picklist in Opportunities Type E|

Values assigned to a role

Create New Opportunity
/ Opportunity Details
Type Values

*
ii Existing Business

F‘ar:ne-rs'r!up Business AT (x] Q =+

:: New Business

w

Select an Option s

Select an Option

Existing Business

Partnership Business

New Business

%

« You can add new values, rearrange the order of values, assign values, rename values and delete
values.

«  'Values assigned to a role' lets you create custom drop-down menus for specific roles. For example,
you may want 'Account Admins; to see all values in a drop-down, while 'Agents' are shown a limited
selection.

Create a custom picklist:

«  Click the cog icon at the top right of the interface to open CRM settings

+  Click 'Studio’ on the left then 'Picklist Editor'

+ 'Select Module' - Choose the module whose drop-down menus you wish to work on.
« 'Select Picklist' - Choose the specific drop-down menu you want to modify.
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Picklist Editor

Select Module Opportunities b4

select Picklist in Opportunities

m Values assigned to a role

Type v

Type Values Assign Value
ii Existing Business Add Value
B © Drag items to reposition them
it Parmership Business Rename | - |
Value Select an item to rename or delete
i1 Mew Business

Delete Value To Delete multiple items hold Ctrl key down while
selecting items

You can add / assign / rename values to the drop down menu and assign the selected values to a particular role:
« Allvalues
» Values assigned to a role

The 'All values' tab lets you modify drop-down menus shown to all users/role types. You can perform the following
actions:

» Assign avalue

+ Add avalue

* Rename avalue

* Delete a value
Assign Value

Enables you to assign multiple picklist values to multiple roles in one shot. When you assign values to a role, all
users under that role will be able to access the picklist values.

Assign values to role(s)
«  Select a module and desired picklist field

»  Select desired picklist values you wish to assign to selected role(s). To select multiple values, press and
hold Ctrl key (Command key in Mac) and click on desired picklist values

«  Select role(s) from 'Assign to Role" drop-down to grant them access to selected values
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*Assign to Role » All Roles
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Sreen Cancel
»  Click 'Save' for your settings to take affect
Add new picklist values
«  Add a module and the picklist in module
«  Click the 'All values' tab
»  Click 'Add Value' to add a custom picklist value
Add Item to Type
*ltem value
Assign to Role » All Roles
Tren Cancel

«  Enteraname in the 'ltem value' and a role(s) form the 'Assign to Role" drop-down to grant them access to

new picklist value
«  Click 'Save'
Edit existing values
You can edit existing picklist values in the selected picklist field.
«  Select a module and desired picklist field
«  Select desired picklist value you wish to edit
«  Click 'Rename Value'
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Rename PickList Item

ltermn to rename Other A

*Enter new Name

Tren Cancel

»  Enter the new name in the 'Enter new Name' drop-down
« Click 'Save'
Delete existing values

You can delete existing picklist values in the selected picklist field. It also helps you select multiple values and delete
them all at once.

«  Select a module and desired picklist field

»  Select desired picklist values you wish to delete. To select multiple values, press and hold Ctrl key and click
on picklist values that needs to be deleted

«  C(Click the 'Delete Value' to delete selected values

«  Select a value in 'Replace it with' field to transfer responsibilities. The selected field will show up in place of
deleted value(s).

Delete PickList Items

ltems to Delete x Banking | | x Biotechnology

» Filmmaking

Replace it with Apparel v

«  Click 'Save'
Values assigned to a role

The 'Values assigned to a role' area lets you modify the contents of drop-down menus based on role. For example,
you may wish to show a different set of options to an administrator than you would to an agent.

«  Values in blue are enabled for the role selected in the 'Role name' field.
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»  Click on any value(s) to disable it. Values in white are disabled for the selected role.
«  Click 'Save' to apply your choice. You must click 'Save' before switching to another role in order to register

your choice.
Picklist Editor
Select Module Opportunities z
Select Picklist in Opportunities Type IZI

All values Values assigned to a role

Role name Account Admin v
© [Selected Values | will appear for the user with this role
Existing Business PP
. © Click on value to Enable/Disable it.Once done, click on save
New Business

7.2.Manage Company Details

The company details section lets you personalize the CRM with your company logo and company information. These
items are used to personalize invoices, quotes, sales orders and purchase orders.

Enter your company details in CRM:
+  Click the cog icon at the top-right of the interface and select 'CRM Settings'
«  Click Templates' > 'Company Details' in the left menu
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Calendar  Leads  Customers  Contscs Opportnities  Products Al

#
CRM All Records = Advanced

Settings Company Details Edit
v Shadia
Comparry Loga
Pickist Editar
Compary Detals [}
. " Comgparry Information

Company Hame  fromfark

Address  Address
City
State
Postal Code
Country  USA
Phane
Fax
Wehsita | wwwrtarian.com;

VAT ID

»  Click the 'Edit' button in the top-right corner:
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CRM Settings

Company Details

o C R ‘ I \
Browse,

.. | Mo file selectea Recommended size 170060 pixels] . |peg. Jpg. Png . £, pipeg . x-png format |
Company Mame*  Company Name

Adress Address

City
State

Postal Code
Country

Phone

Welrsite

G
VAT ID

«  Click 'Browse..."' to upload your company logo. Recommended size = 170px W x 60px H
«  Complete your company name, address, contact and website details.
+  Click 'Save' to register the new settings.

7.3.Configure Miscellaneous Settings

The 'Other Settings' area allows you to configure the following items:
»  Outgoing Email Server Settings
+ Edit Terms and Conditions
* Manage Currencies

» Manage Tax Calculations

7.3.1. Outgoing Email Server Settings

+  Click the cog icon at top-right then click 'CRM Settings'
»  Click the 'Other Settings' then 'Outgoing Server'
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Company Details

Company Logo

=/ CRM

Duigoing Seneer

Inventony: Terms and e
Conditions Comparry Name  frostfork
Cumencies Address  Address
= oty
State
Postal Code

Courtry USA
Phone
Fax
Website wewwitariancom

VAT ID

»  The default 'Outgoing Server' setting interface will open:

Settings Qutgoing Server

» Studio
Mail Server Settings (SMTP)

» Templates

¥ Other Settings Password
Outgoing Server From Email

Inventory: Terms and Requires Authentication No
Conditions

Currencies

Tax Calculations

«  To modify, click the 'Edit' button in the top-right

COMODO
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Edat
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Outgoing Server E Cancel

Configure your Outgoing Mail Server details

Mail Server Settings (SMTP)

*Server Name

Requires Authentication [F

NOTE: Outgoing server should be set to SSL or TLS Protocal and If "From Email” field is set to blank then the User Email address will be picked up.

»  Server Name - Enter the hostname and port of your mail-server. For example,
mail.yourdomain.com:465

»  User Name - Enter your mail server user name
» Password - Enter your mail server password
«  From Email - Enter the email address from which mails will be sent

» Requires Authentication - Enable if your outgoing server requires clients to identify themselves to prove
they have permission to send mail through the server

«  Click 'Save' to save your configuration

Tip:
« By default, the CRM is configured to use Comodo's server for outgoing mail. We recommend you replace
this with your own server SMTP settings.

« If you prefer to keep Comodo's server, we recommend you configure your domain's SPF record to include
the Comodo server as a valid sender for your domain.

7.3.2. Edit Terms and Conditions

CRM allows you to define product terms and conditions that will be automatically populated in modules such as
invoices, sales orders, purchase orders and quotes.

+  Click the cog icon at the top-right and click 'CRM Settings'
«  Click 'Other Settings' > 'Inventory: Terms and Conditions'

»  You can copy and paste your terms and conditions into the large text field. Alternatively, you can directly
type in the text field

»  Click 'Save' to apply your changes.
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Terms & Conditions

- Unless otherwise agreed in writing by the supplier all invoices are payable within thirty (30) days of the date of invoice, in the currency of the invoice, drawn on a
bank based in India or by such other method as is agreed in advance by the Supplier.

- All prices are not inclusive of VAT which shall be payable in addition by the Customer at the applicable rate.

Save

7.3.3. Manage Currencies

The 'Currencies' area lets you review, add and remove currencies from the CRM. The currencies listed on this page
will be available for selection in numerous modules, including products, price books, quotes, invoices, sales orders
and purchase orders.

»  Click the cog icon at the top-right and click 'CRM Settings'
«  Click 'Other Settings' > 'Currencies'

( R M P : S e 4
— =

Settings Curreng

=+ Add Currency

Currency Name Currency Code Symbol Conversion Rate Status
. — USA, Dollars usD $ 1.00000 Active

China, Yuan Renminbi CNY ¥ 6.91704 Active
Outgoing Server

England, Pounds GEP £ 0.75674 Active

Inventory: Terms and
Conditions

Tax Calculations

« To add more currencies to the list, click 'Add Currency' on top

«  Currency Name - Select desired currency from the drop-down
«  Currency Code - The currency code of the selected currency will be populated
«  Symbol - The symbol of selected currency will be populated

«  Conversion Rate - Provide conversion rate of the selected currency in accordance with your base
currency. For instance, 1 USD = 64.13 INR

« Status - If enabled, currency is activated (All fields are mandatory).
+  Click 'Save'

« To edit the currency from the list, place your cursor on the currency row and click the edit icon besides it
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Currency

+ Add Currency

Currency Name Currency Code Symbol  Conversion Rate Status

UsA, Dollars usD 4 1.00000 Active
England, Pounds GBP Af 2.00000 Active
Argentina, Pesos ARS 3 15.03390 Active
India, Rupees INR Ed 0.01600 Active

Bahrain, Dinar BHD e 170.02000 Active

- To delete the currency from the list, place your mouse cursor on the currency row and click the trash icon
besides it

7.3.4. Manage Tax Calculations

Allows you to set national and international tax rates to be applied to invoices, products, sales orders and purchase
orders.

Tax Calculations

+ Add New Tax + Add New Tax

Product & Service Taxes Shipping & Handling Taxes

Tax Hame Tax Walue Status Tax Hame Tax Value Status
VAT 4.500% = VAT 4.500% B
Sales 10.000% = Sales 10.000% =]
Service 12.500¢% =] Service 1.2.5008 |
Social Security Tax 4.200% =

GST 10.000% =

The taxes like VAT, sales and service taxes are default taxes that ship with CRM.
You can add a new taxes for 'Product & Services' and 'Shipping & Handling'.
Add new tax

«  Click the cog icon at top-right and open 'CRM Settings'

»  Click 'Other Settings' > 'Tax Calculations'

«  Click 'Add New Tax'
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Tax Calculations

= Add New Tax

Product & Sdrvice Taxes

Tax Name Tax Value Status

Add New Tax

Tax Mame

Tax Value

Tz Cancel

« Create a name for the tax and the tax's percentage. The figure you enter here will be added to the total cost
of the purchase.

«  Click 'Save'
The tax will be added to the tax list.

»  You can enable/disable existing taxes by checking or un-checking the 'Status' box.

« Al enabled taxes will be available for inclusion in modules like 'Products' and 'Services'.
Edit a tax

«  Click the cog icon then 'CRM Settings'

»  Place your mouse cursor on a tax and click the pencil icon beside it

«  Change tax name, value and status as required

«  Click 'Save'
Include Taxes in Products and Services

While creating a product or a service, you can configure taxes in the 'Pricing Information' block:

Pricing Information

MO Currendcies==

¥ | 4.500 o

& 12 5 E t x4 4 9301
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«  You can select 'Group' tax mode while creating an invoice, sales order, purchase order or quote. Tax values
will be automatically displayed and added to net total.

«  To set the tax values of particular product(s), set the tax mode as 'Individual'.

Item Details currency | USA, Dollars ($) =

Tools *Item Name Quantity List Price Total Net Price

=

Tesla S-Model Performance 85 E o 20 35000.00 @ 700000 700000.00
]

700000.00

- 19" Silver Slipstream Wheels Not enough stock (-) Discount:
- Glass Panoramic Roof Maximum value is 0 Total After Discount :

- Tan Next Generation Seats

=

Service & Repair o 0 20 739.00 2 14780 14780.00
(-) Discount: 0
Total After Discount : 14780.00

+Aadd Product | +Add Service

Items Total 714780

(-) Discount 0.00

(+) Shipping & Handling Charges

«  See Add a Sales Order and Add a Purchase Order for more details.

8. Custom Views

«  The ffilter' drop-down at the top-center of a module's index page lets you create custom views of your
records

«  Forexample, you can create quick views of campaign records which are assigned to a certain person,
which are due to close by a certain date, or which have a certain expected revenue.

«  You can set filters based on multiple conditions.

Create a custom view
«  Open a module index page. For example, campaigns, opportunities, contacts, leads efc.
»  Click the drop-down menu at the top center and choose 'Create New Filter':

' Q

pe All Campaigns

© Create Mew Filter

The 'Create New View' interface will open:

CRM - Administrator Guide | © 2020 Comodo Security Solutions Inc. | All rights reserved 289



CRM - Admin istratg_[___,Gui-d“é""" comono

Creating new view

Basic details :
* View Name [ set as Default [ Listin Metrics [] Set as Public
Choose columns and order (Max 12) :

&dd more columns

Choose filter conditions :

All Conditions (All conditions must be met)

Add Condition

Any Conditions (At least one of the conditions must be met)

Add Condition

Create new Filter view - Form Parameters

Form Parameter Description

View Name Enter a name for the view.

+  Setas Default - This view will be displayed by default when you
open the module.

 Listin Metrics - The view will be added to the list of shortcuts in the
'Key Metrics' widget on the home screen. This lets you quickly
access the view from the home screen. See View and Manage
the Home Console for more details.

«  Set as Public - The view will also be available to other staff
members

Choose columns and order (Max 12) | Select the columns that you want to appear in your view

Choose filter conditions Create your filter rule. Rules are setup using the following, simple, formula:
Field - Condition - Value

+ Field - Select a field from the module you are working with.
Available fields will vary by module.

«  Condition - For example, 'contains', 'equals', 'starts with' etc

+  Value - Select a specific item from the list. The contents of the
value drop-down will change according to the field chosen.

For example:
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‘ ‘ Product Name - Equals - Software

«  Click 'Add Condition' to add another filter to the rule
« Ifyou intend to add multiple conditions then choose one of the following:

« 'All Conditions' - All conditions in the rule must be met before a record will be added to the view.
« 'Any Condition' - If any condition is met then the record will be included in the view.
« Click 'Save'.
You can select your new view by clicking the 'Filter' drop-down on the module index page.

About Comodo Security Solutions

Comodo Security Solutions is a global innovator of cybersecurity solutions, protecting critical information across the
digital landscape. Comodo provides complete, end-to-end security solutions across the boundary, internal network
and endpoint with innovative technologies solving the most advanced malware threats. With over 80 million
installations of its threat prevention products, Comodo provides an extensive suite of endpoint, website and network
security products for MSPs, enterprises and consumers.

Continual innovation and a commitment to reversing the growth of zero-day malware, ransomware, data-breaches
and internet-crime distinguish Comodo Security Solutions as a vital player in today's enterprise and home security
markets.
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About Comodo Cybersecurity

In a world where preventing all cyberattacks is impossible, Comodo Cybersecurity delivers an innovative
cybersecurity platform that renders threats useless, across the LAN, web and cloud. The Comodo Cybersecurity
platform enables customers to protect their systems and data against even military-grade threats, including zero-day
attacks. Based in Clifton, New Jersey, Comodo Cybersecurity has a 20-year history of protecting the most sensitive
data for both businesses and consumers globally. For more information, visit comodo.com or our blog. You can also
follow us on Twitter (@ComodoDesktop) or LinkedIn.

1255 Broad Street

Clifton, NJ 07013

United States

Tel : +1.877.712.1309

Tel : +1.888.551.1531
https:/lwww.comodo.com

Email: EnterpriseSolutions@Comodo.com
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