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Drop Down Log In List

Login |

A A
. softtech CRM

Y A _______ *

Pazzword: I

Yersion 1.0,18.0 (Lt

The Company Name will appear as the top level user, followed by all Staff that have
been included.

All users enter their password to access the module.

Only staff (not administrator) can have links to MS Outlook created.



The Software requires a License key to enable use. This key can be obtained by ringing
Soft Tech Australia on 02. 4628 5955 or 1300 139 980.

You will be asked for your machine code. To find the machine code, click on the
Setup\Registration link:

- SoftTech CRM for administrator
File Edit Reportz

[a ®|®|0] 2

Custorners  Planmi

207 B MR %S 2l

Resources/Days July, Tuesday |25 Jutly, WEdﬂESdEI'}.I‘I 26 July, Tk
& Manager | @ 1 @ 2
* Arne Coulter D atabaze backup... @ q

& David Candly
& Judy Watsan @] @ 1
& Kerry Williams
& Rick Catanzaro

Reminder | Reazon 27 July | Reference | Descr.

The Machine Code can be found on the Local CRM License tab.

Local CRM ligefize | License Server

M achine Code |nnn 201 946 075 0312

License Key |EE2 E43 864 BIG B8AE

Espires I3D£DEH2DDB

To register/update your copy of CRM please contact Saoft
Tech Technical Support.

Soft Tech America: [954) 563-3198
Soft Tech UE: 44-1454-878709
Soft Tech Auzstralia; G1-2-4628-5955
Soft Tech Mew Zealand; 64-5-414-6340
E-tail: support@zofttechnz. cam

X Cancel |




Setup Options Dialog

This option is only available to the Administration User.

Go to Setup\Options

- SoftTech CHM for administrator
File Edit FRepons | Setup Help

@@ .l®| 9\ Import from Y6...

o) e i I
CListonners |F‘Ianni

Options...
Link tolocal M5 Outlook...
Reqistration...

Databasze backup...

CustomersfDays |I"-'1|:|nJ 23
(A& ¥YZ Compa

B & ABC Glass &

General Tab -
Addition of User rights

User options

General | Events and Actions

— Synchronization

Update data every IGD 3, =0

— Llser rights;

N

: <
v Create actions and events far any workers €

[” Edit/Delete any customer:

¥ Export CRM actions to MS Outlook
v m?rt CRIM actions from MS Outlook

— Standarg annual tasks for sales representatives;

Murmber Walue
Quates: |2DD 2 4 |2DDDEIE| |
Sdes: [0 3] $fwooooo 2

/

[/

[

o]

Cancel |

Edit/Delete any customer, when
checked any staff member
logged in will be able to make
changes to a customer even
though they may not be the
assigned salesperson for that
customer.

Create actions and events for
any workers, when checked a
logged in user will be able to
create activites and events for
other workers.As an example, a
salesman coud create an activity
for a 2" salesmand in respect of
a customer. The 2" salesman
will see the activity in his(her)
diary, but it will not be exported
to Outlook until the activityis
opened and re-saved with the
“link to local MS Outlook™ box
checked.

Expoft CRM actions to MS Outlook — allows users to export from CRM into their local MS

Outlpok.

Import CRM actions from MS Outlook — allows users to import from CRM into their local

MS Outlook.



Events and Actions Tab

Set Defaults

Uszer options

T8 Phone cal

every month ]
every 3 months -]
rio defaults -]

sales pErson

T Phore call

sales persan

@ unknown:

<nobody =

T Phore call

emplayes

@ unknown:

<nobody =

accountant

Set Defaults for contact
frequency for customer Types.

Set Default actions to be
performed on import and
change of status for New Items,
Accepted, In production, Ready
for despatch, Completed and
Invoiced quotes.



The system has two main tabs, Customers and Planning, each are divided into several
segments.

SoftTech CAM for administrator

| Thirsday , 26 July 2007 T

Cust¥mers | F'Iannirﬁ |

Custorers Days
A & ABC Glass & Alumniniur
(A & XYZ Company

Rep. W ENRE
& Judy Watsan | $

& Anne Coulter

Customers
Can be added by right mouse menu on the Customer/Days tab,

IS [=] B

" GoftTech CRM for administrator
Fle Edt Reparts Setup Help

l@@'.l@' ? | | Thursday/ﬁ July

Customers | Plarring |

e Eal ] A ==

Customers{Days

IRED‘

[ 88 [m® |1|2|3|4|5|6|7|9|9|1|1|1|1i1|1|1|1|1|142I2|2|2|2|2|2|2|2I2 & ABC Glass & Aluminium

(A & ABC Glass
|'& & X2 Company

s i

Iz Edit 8BC Glass Aluminium as a customer of Soft Tech Australia Pty Ld

&

B e seles opEortnity

=& rontarts (Fred Jones)

ne: 61 2 46285955 ext. 10
rrith St, Carnpbelltown, NSW, 2560, «

Show actions for ABC Glsss Aluminium a & customet of Soft Tach Austialia Pty Ltd 8] Hewrote
< Delete ABC Glass Alumirium as a customer of Soft Tech Ausbaiia Py Lid I EHA Events
\. @ 5/07/2007 8:00:00 AM - Regarting New
- Custormers
& Suppliers
- [[®) Documents
‘o I |
26 Jul [ Reference [ Descrip... |
<l | |

I T /|

File

[@ ®|®|s] 2

Customers | Planni

= 3 RR[6

Customers/Days
(A) & ABC Glass &
(A & %2 Compa

Opions.

Link to lacal M5 Dullook . » B3

Registration
Database backup

Bl fEEEE EHE BN R AR E B BB EEEEEE

4

Lel |

& ABC Glass & Alurminium
% Contacts (Fred Jones)
3 Phone: 61 2 46285955 ext. 10
-3 6 Smith St, Campbelltown, NSW, 2560, «
i staff
El--@ Events
@ 5/07/2007 8:00:00 A - Regarding New
- i Customers
i Suppliers
Docurments

40 | |

76 Jul [ Reference [ Descrip... |

[Import data from W&



When a quote is imported it has an associated sales person (that may be different to that
stored in the V6 Customer file). When an event/activity is created based upon an actual
quote, the sales person attached to the V6 quote will be given the activity (this can be
changed). If no sales person is associated with the V6 quote, the sales person associated with
the V6 customer will be used.

Customer Type

Customers are viewed according to their Category status. E.g. A,B,C, or D customers.
When customers are first imported, the CRM system is unaware of the Type and Category.
Until a Category is selected these customers are viewed by selecting the “?” filter on the
main menu.

File Edit Reports Setup Help

I@@l.l@l ? I 1 Thursday , 26y 2007 7] ‘

CListomers | Plarnning |

To edit a customer type, right mouse click on the customer name and choose Edit

File Edit Reportz Setup Help

o ®|@|®| 2| | thusdsy | 25 uly” 2007 7] Al
Customers |F'Ianr'|ing | /

Customers/Days Rep, / % I |1 |2 |3 |4 |5 |6 I?‘ |EI
L1yl

@ & ABC Glass & fh o A gl —
+ Add ;

ANE COMParT .
@ =! 2 Edit AuC Glaze Aluminium az a customer of Saoft Tech Australia Py L.

Show actions for ABC Glazz Aluminium az a custamer of Saft Tech Australia Pry Lid...

75 Delete ABC Glass Aluminium as a customer of Soft Tech Australia P Ltd...

Provider: |Sth Tech Australia Pty Ltd

Customer: |ABC Glass & Alurminiurm

Contact name: IFI’Ed Jones

Type—— Category
¥ 4 - yery important custormer

" Parson
" B - regwlar customer

" € - occa¥jonal customer
{* Company,/organisation
" [ - DIYjone-off customer

\
\Resmnsibilit\f of |Jud\,r Watsor\ /"J

Comrnent: ’

’TI ‘ancel |
\ \

At this stage, you can cheose the Type of customer and Category .

The Responsibility drop down allows one of the staff to be allocated to this customer. In
most cases Events / Activities for this Customer will be linked to this default person(sales
person).



To edit other items (Contacts, Events, Suppliers, Documents) click the cursor in a cell (eg

Thursday 52 July for that customer) in the daily table, the customer information is displayed
in the right hand\top section of the screen.

.~ SoftTech CRM Ffor administrator
File Edit Feports Setup Help

@@l. @l ? | I Thursday , S July

Customers | Flanning |

Custorners/Diays Rep. 5% | |M0n, 2 |Tue, £ M‘tlThu, 5 |Fri, & JLlSat, 7 J|Sun, 8 J & ARC Glasg& Alurminium

(Al & ABC Glass & Aluminiur § Judy Watson | $ - Contacts (Fred Jones)

® & ¥YZ Company * Anne Coulter & & Phone: 61 2 46285055 ext. 10
: =1 6 Smith St, Carmpbelltown, NSW, 2560, »
- Staff
EI@ Events

& 5/07/2007 8:00:00 &AM - Regarding New
(% Customers

- Suppliers

Documents

| I |

5 July | Reference | Diescrip... I
*achnn Judy \watzon Regardi

J” event @ ABLC Glags & Aluminium Regardi...

Point to any item in the tree view and use right mouse menu to add, edit, delete items. In the

madeXNote: when the document is deleted, it is only the link to the document that is
removed, the document remains wherever it is stored.

=10] x|

|:| ABC Glass\e
o-dle Contacts |
L

----- =3 6 Smith 5t,

L |

- Staff -
[_]__@ Events (ol

o @ 5/07/2007 8 X Delete Phone: 61 2 46285055 ext 10...
----- i Customers -

-1 Suppliers
Documents

. | i




Planning — Changes to the planning tab can only be made by the administrator.

This tab displays each Sales Person as imported from V6 or added sperately. To add a new
Worker (Salesman, Admin, etc etc) point to the Manager cell in the Resources column. Right
mouse click and select New\worker...

- SoftTech CRM for a@dministrator

File Edit Reportz Setup  Help
I@@l.l@l ?l rsday , 5 July 2007 j @l@l ‘vkl
Custarmers F‘Ianniryl/ \

Resuurces}Daﬁy/ 2 3(.1Iﬁ;, Monday |3 July, Tuesday |4 July, Wednesday |
& Marnage® ﬂ
& Anne Coult

Edit Soft Tech Australia Pty Ltd...

| @ Judy Watsc S e
9 Kerry Williar

& Rick Catanz

I Pazzwaord for Manageh\

~N

| e ry— | = r—

Note, it is also possible to change the password for Planning, in this case the Manager has
been edited to show the company name “Soft Tech Australia Pty Ltd” Any new password
will need to be confirmed.

When the new worker is added, if it is a Sales Person (selected from drop down list) another
section appears where the expected budget for this person is added. See afso User Options.

.-~ SoftTech CRM Yfor administrator

File Edit Reports Yetup Help

@@l.l@l '?l | Thursday , 26 July 2007 7| E@l@l

Customners  Planning |\

Ve

Resources/Days |¥ July, Monday |24 July, Tuesday |25 July, Wne/fnesday' 26 July,
1 H

2 Manager

& Anne Caulter
& Judy Watsan
& Kerry Wiliams
& Rick Catanzaro

Ernp\aver: |Soft Tech Australia Pty Ltd

Employie: |David Candy

Rerminder Position |5

&) ABC Glass & Alumini - ororeet:

$ (&) 4BC Glass & Alumini
Annual budgetebgasks:
Murnber Walue

ﬁ@XYZ Company
Quotes:  f2o0 3] $feomoo0 3

Sdles: [0 3 ¢fwooon 2

K I Cancel |




Edit a Worker

Point to the worker in the Resources list on the Planning tab, right mouse click and select
edit, it is also\possible to change password for this worker. Note: this can only be done by
the relevant worker or the Administrator.

Clstomers  Planning | /
Ré@nurEESIDavs 23 July, Monday | 24 Jlllhﬁ Tuesday |25 July, Wednesda\;{
ﬂr\Manager 5

f\ &nne Coulter
& \David Candy
o \]udv YWatson
o Rerry Willams
& Rick Cat

* Hewimorken..
Edit Rick Catanzaro as an emplovee of Soft Tech Australia Pry Ltd...
R erminder 75 Delete Rick Catanzaro as an employee of Saft Tech Australia Pty Ltd. .

é’% igg g:( Pazzword for Rick Catanzaro. ..

L FF

;k@ HrZ Company contacted 20 days ago

User Options

Events can automatically be created if an appropriate contact has not been made within the
desired period. In the example below a Customer of type “A” will have an event created if no
contact has been made in the last 2 weeks. This event will gppear in a list of Reminders on
the Planning screen. When the event is handled, i.e an actign is created on a specific
date/time for a particular person, the reminder event is removed.

To access these, go to the Setup\Options tab

.~ SoftTech CRM for administrator
Fil= Edit Reports | Setup Help

@@l.l@l 2 Import fram YE. . a0

| ik franm b k. -

Customers |

Resources/Days Link to local M5 Outlack,.. » [July, T
2 Manager Registratian...

* Anne Coulter Patabase backup...
& David Cancly

Uszer options

General |Events and Actions

— Default contact frequency

Customer (A |every 2 weeks

Custamer |every month

Customer 48 |every 2 months

KNNERQERNEN

Customer (D Ir'||:| defaults

10



On import from V6, actions can be automatically generated on Quote Status changes. These
are created when a V6 Quote status change occurs. The action is added for a Role
(accountant, manager, sales rep) or an actual resource. Both appear in the drop down list.
The lag is the number of days delay before the action is added to the daily calendar.

User options

&) fevery 2 weels ]
jevery month 1]
jevery 3months 1]
o defats 1]

@ <unknown:>
5 Phone cal

@ zunknown:

User oplions

The General tab includes the
synchronization time for each

logged on user (60sec as
default),

User Rights

" A

and also the default Number of
Quotes/$TotalValue, and
expected Sales for each Sales
Rep.

11



Events

When an Event is linked to a customer, it may be either a one off event or recurring event
(with various frequencies, daily, weekly, monthly, annually). Depending on where the cursor
has clicked in the daily chart (top half of CRM screen) for the Customer, the defaults on the

event editor will change.

To add an event, right mouse click on events and click Add event. To edit an event, right

mouse click on the ev%d ernt.

----- Phore

m@sy e
o000,

& ABC Glass & Aluminium
=% Contacts (Fred Jones)
161 2 462

& ABC Glass & Aluminium

£ Contacts (Fred Jones)

N~ Phone: 61 2 46285955 ext, 10
¢ RKJ 6 Smith St, Campbelltown, MNSW, 2560, »
- 1§ St

i Suppliers

----- Documents Fikinne:

—Event detais
Cateqory

Description

Start

3 Iﬁ Meeting

= I &)l Day Event

: |Regarding Mew Products

i | 572007 Bl [ ioooo am 0 puration: [t 2]hjo m End: | sj07e000 B oo em

Comment:

Recurrence

' Daily

eekly

 Manthly

 Yeatly

Ok Cancel

12



Any event is based upon an “Action Category”. The action category gives a default duration

so when an event “meeting” is created lhr is allocated, compared to a phone call event that
allocates 15minutes.

Types of CAM actions ﬂ

Mame Std. duratiog | Use in report | Comment | Events as a system

T .
E':hda; t é‘: dDaDy svent \yes resource can be added,

ase Paymen m RE . .

(2 Celebration/Party 2h 00 Yes and linked to an 1mage
,l"‘ Deadline All day event  Yes - icon.
Meeting CRM action category

() Phone call \N_——

& Reminder Image: Marne: The type of

(% <fE=m event/activity can be

[ &l Day Event  Duraffn: Il 3, hIEI 3, m edited along with the

default duration which is
¥ Use in Surnmary Report

CERTTRERE applied when an actual
event/activity is created
4] for a person to complete.

K, I Carcel |

To edit or add a CRM action category, select
the “Edit” menu and “Action categories”.

Customers :F |

Resources/Days 22 July, Monday |24
A smsmer

Types of CRM actions Select an existing category and use right mouse

Mame Std. duration | Useinre menu to either Edit or Add.
H Birthday All day event “es

@ Celebration/Farty 2h 00w
,n"“ Deadline All day event
* Meeting

Phone call
'ﬁ Rerminde

CEM action category I
Image: MHarne:

| Set the duration to “all day” or

iz IChaSV some desired period.
[T a7 Event Duratin:un:lS jw

| Type in desired Hr or min, use
up/dwn arrow to shift in Smin
steps.

WV 1se in Summary Report
Comment:

(0] 4 Canicel

13




Non Reported Activities — When the “Use in Summary Report” check box is set to ON, the
activities are detailed in the Salesman activity report.

Prospecting and Sales Meetings should be tragked but Birthdays and other trivial events
should not be.

CRM action category

Image: Marme:
| j |Chase Pavpfent

[T alPay Event Duratiun:lS j hlIII ﬁ m

WV Lse in Summary Report
Cormment:

(0] 4 Carcel

.~ SoftTech CRM for administrator

File Edit HReportz Setup Help

[ Bleo| 2| [ Fdy 2z oy =000 o [ BB %S| 2]

Customers  Planning |

Resources/Days 23 July, Monday 24 uly, Tuesday |25 July, Wednesday| 26 July, Thursday |27 July, Friday 28 uly, Saturday |29 July, Sunday
2 Manager @ g @ 2

 Anne Coulter @ 3 @ 1

& David Candy

§ Judy Watson @] @ 1 @ ]

& Kerry Williarms
$ Rick Catanzaro

Reminder | Reazon | 27 July | Reference | Dieser... | Eﬁ Soft Tech Australia Pty Ltd, actions for 27 /07 /2007
% ®ABC Glaszs & Aluminiurn  $1.425 sales opportu... & event @ ABC Glass & Aluminiurm lrevai... * Anm.e Caulter: 1 act?on, 15m
B event (B 3vZ Company Ren.. * Dravid Candy: 1 action, 05m

* Judy Watsan: 2 actions, 2h 00m
- § Kemy wiliams: 1 action, Th 00m
‘g Rick Catanzaro:

The simplest way to explain Events verses activities is to view the screen above.

The Red or Green Shaded dot in any cell represents the status of Events on that day. In the
top row is a summary across all customers, the numeric number represents the number of
events.

14



In the example 27" July, there are 2 events and both are Green. This means that each event
has an associated activity, see also the central lower sector of the screen, each handled event
has a green tick. By clicking on any event in that list the right mouse menu will show all
activities (could be more than 1) that are linked to the event..

27 July | Reference \ | Deszcr... | | Elﬁ Soft Tech dustralia Py Ltd, actic
J Tald ! AEC Glazs & Aluminium ol i Anne Coulter: 1 aCtiDn, 18m
T event (&) %YZ Company IEW. g USm
Edit... chions, 2h
action, Th
\:Ielete
aeate achion...

Show inked actions...

Search for customers in this area...

A Red dot indicates the Event has not been handled, and it does not have a tick in the lower
sector of the screen. If the dot is shaded, there is a mixture of Handled and pon Handled
events.

23 July, Monday |24 July, Tuesday |25 July, Wednesday . Thursday |2? Juily, Fri
*1 @ 2 s

@ ] o

I @ ] @ 1 @ q
| Reason | 2?July/ | Reference | Descr...l Elﬁ Soft Tech A
urn - $1,425 zales oppartu... vl( event (A ABC Glass & Aluminium Irvvai... * -‘ﬁ'-ﬂﬂ'_E Ci
T2 event (A) vZ Company Fle ... & DavidC
@ event () X¥Z Company Falla... - Judp'w
- § Kemp'w
- * Rick Cz

15



There is a reminder showing in the left lower sector of the screen, this is a system generated
prompt based on the fact that the particulagf customer has not been contacted within the desire

frequency (see User Options). The reminders are filtered by Customer Type from the main
menu bar.

-~ SoftTech CRM for administrator

File Edit Reportz Setup Help

o ®|@|o]2] | Fidgd 27 Juy 2007 3 B T ol ) A =R

Customers Planningl /
Resources/Days 23/ul\,f, Mariday 24 July, Tuesday |25 Jully, Wednesday' 26 July, Thursda:
2 Manager @ ] @ 7

$ Anne Coulter @ 1

$ David Candy /|

9§ Judy Watson / @ @

9 Kerry Williamf

& Rick Catarizéro

R eminder | Reazon | 27 July | Refersnce | Deszcr... | _EI
$ (&) ABC Glass & Aluminium  $1.425 zales opportu... o T event () ABC Glass & Aluminium |1,
«f Tl event (&) W2 Company Ren...
event @ #rZ Company Falla...

The Clock dial shows how much time of a persons day is allocated to planned activities.
Although it is a little hard to see, green sectors are completed activities, red are uncompleted
and in the past, and yellow represents activities in the future that are uncompleted.

|25 Jutly, Wednezdayl 26 July, Thursday |2? July, Friday

& 1 ® 7 @ 3
@ ] @ 2
* 1 @ 1 @ 1

16



To turn a desired event into an activity, click on the event in the lower screen sector and drag
and drop it onto the daily schedule (left lower sector) or onto the desired day in the top
sector. In any event the user will be able to change,the date, time, person allocated to the
activity but the default settings will respond to wherg the Event is dropped on either of the
screen sectors. If the system expects the activity to beassociated with a particular sales
person and the user drops the event onto a different persqns row, the system will ask if the
user is sure, and either preset the activity for the new persan or alternatively allow the user to
change the user associated with the activity.

Reminder | Reason | 25 July | Reference | Descr... | 25 Jul 2\0? actions For Judy Watson =]

§ (&) ABC Glass & Aluminium  $1.425 sales opportu... * event (@) ABLC Glass & Aluminium MNew ... 07:30
.~ New CRM action

25 Jul 2007 actions For Judy Watson j‘ — Action details

05:30 x

— Categary Stat: [25/07/2007 =] [10.00:004M =
X Sales Rep. |Judy‘Watson M

06:30 I J Diuration: ID 3, h IBD 3, m

07:00 il Customer IABC Glazs & Aluminiurm j

0730 Corntact IFredJones End: I25-"UW2UU?1U:3U:UUAM

05:00

05:30 Subject: INew User

09:00
09:30

Locatior: |

10:00 | & ABC Glass & Aluminium: hew Uset Diective
10:30
11:00
11:30
|
Sales opportunities I Completed
Created | Rerminder | $$| Fizal
5/07 /2007 18/07/2007 $1.425.00
26/07/2007 9/08/2007 $3,000.00
I Wi b el 5 Gt oK Cancel % Eollavin | $% Opportunity |

Activities
Note that an Event is an action that is desirable to happen, but has not been allocated to a
person to do (i.e placed in their daily calendar)

An activity can be created by clicking in the daily calendar and using the right mouse menu
to Add. Depending on where the cursor has clicked in the daily chart (top half of CRM
screen) for the Planning or for an individual Sales person the defaults on the activity editor
will change.

17



-~ SoftTech CRM For adminiztrator —IDIlI

File Edit Reports Setup Help

[@ ®|@|0] 2| [Tousdey, 26 ooy 2007 o [F[]|M] Ve S

Customers  Planning |

Resources/Days 23 July, Monday 24 July, Tuesday |25 July, Wednesday|26 July, Thursday | 27 July, Friday 28 July, Saturday |29 July, Sunday
2 Manager @ 1 @z @3

§ anne Coulter @ 1 @2

& David Candy

& Judy Watson @ 1 @ 1 @ 1

§ Kerry Willams

§ PRick Catanz [T T

26 Jul 2007 actions for David Candy 21 — Action details
11:00

| . 3 B = =
— Categary: [ i Meeting = Start [26/07/2007 = [ 3:30:00PM = _:l
- Sales Rep. [David Cand ;&
igg Sl R I - d Diuration: |1 5, hID 5‘ m

Custarner: IXYZ Company

Reminder

1300

Contact: | End |2B.-"D?.-"ZDD? 4:30:00 Pt

13:30
14:00 \ Subject: ||
540 Location: I

15:00
15:30 | # action <>

16:30

17:00 \
17:30 /,— Eameleie \\ —

18:00
Hesult:
18:30

19:00
19:30
20:00

FNean

= | ik el mal RS et

It will also be possible to linked Follow-Up activities by clicking that button (in the
screen shot it is shownrgreyed out). In effect the user will have two activities open, both need
to be saved.

In all activity screens, including daily diary, the shading indicates the current status of each
activity.

Turquoise: the selected activity, Green: completed, Red: incomplete and past due date/time
Yellow: active

.~ Mew CRM action
26 Jul 2007 actions for Anne Coulker j‘ — Action details
05:00 ¥¥Z Company: Ensure that quote
Categony: I @ <noner j Start: |2B.-"D?.-"2DD? j |12:DD:DD Fhd j‘
Sales Rep. IAnne Coulter j
Duratior: ID 5 h IBD 3 m
Customer: I j = =
09:00 ¥Y¥Z Company: Ring re new licens Contact: I End: I2B.-"D?.-"2DD? 12:30:00 PR
09:15
09:30 Subject: I
10:00 | B #vZ Comparry: Send out gutos Locatior: I
Obijective:
11:30
- _
1z:00 @ action <>
12:30
13:00 — [T Completed
13:30
st
14:00
14:30
15:00
15:30 .'.‘ ¥¥Z Company: Ensure that quote
1A =
| e e e ] Cancel o el | S5 Dpportunity...l 18




Review of Main Screen

.~ SoftTech CRM for administrator

File Edit FReports Setup Help

@®|Q|®|?| | Fiday 27y 2007 j@|lﬁ| w,|

Custorners  Planning |

Resources/Days 23 July, Monday 24 July, Tuesday |25 July, Wednesdayl 26 July, Thursday | 27 July, Friday 28 July, Saturday |29 July, Sunday
2 Manager @ 1 @z ]
& Anne Coulter @ 1 @2
§ David Candy
& Judy Watson @ 1 @ 1 @ ]
& Kerry Williarns
§ Rick Catanzaro
Reminder | Reazon | 27 July |}feferenc:e | Descr.. | Eﬁ
$ (K ABC Glass & Alumirium  $1,425 sales opportu... | | T3 event/ (&) ABC Glass & Alumirium Ireeci.. Anne Coulter: 2 actions, 45m
B eveflt @ SvZ Company Ren.. 1300 - 13:15: Y7 Company: Re new product lines
B fent @ %YZ Company Falla 10:30 - 11:00: 2 Company: Follow up of User Group minutes

i Dravid Candy: 1 action, 05m

FER 0800 - 08:05: ABC Glass & Aluminium; Chase Paspment

i Judy ' atson: 2 actions, 2h 00m

R 0200 - 09:00; ABC Glass & Alurniniurn; Fegarding Mew Products
@ 0930 - 10:30: »vZ Company: Ring Mick page windowws 960451

§ Kempwiliams: 1 action, 1h 00m

_ - 13:30- 14:30: ABC Glass & Aluminium: Meeting with Fred

‘- Rick Catanzaro:

List of Workers, with the scheduled activities for that day.
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.- SoftTech CRM for adminigtrator

File Edit Reports Setup Help

@®|Q|©| '?| | Thursday , 26 Juy 2007 7] IE@||E| \%,||

Customers  Flanning |

Resources/Days 23 July, Monday 24 July, Tuesday |25 July, Wednesdayl 26 July, Thursday |27 July, Friday 28 July, Saturday |29 July, Sunday
2 Manager @1 @ 2 @ 3

& anne Coulter @ g @ 2

& David Candy

& Judy Watson @ ] @ @ 1

@ Kerry wiliars

& Rick Catanzara

Feminder | Feason | 26 July | Feference / | Descr... | 26 Jul 2007 actions for Judy Watson -l
$ (&) ABC Glass & Aluminium  $1.425 sales opportu.. o * event (&) ABC Glass & Alumiuﬁm Res.. 0%:30

10:00

10:30

11:00  |fz) ABC Glass & Aluminium: Fallow up quatation of 20th July

11:15
11:30

12:00

JZETT
13:30
14:00 I
14:30
15:00
15:30
16:00 * ABC Glass & Aluminium: Re Special Job

17:00
17:30

o =

ct the worker (Jud atson) on the particular day (26th July).

Shows a remindef that ABC Glass apd” Aluminium have a sales opportunity of $1,425.00

The Eventhas a green tick
In this €ase at 16.00pm.

ich means an activity has been scheduled.

The Red shaded activity in the daily diary indicates the time for this phone call has passed,
and as yet has not been checked off as completed.
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oftTech CRM for administrator

File Edit Fepotz Setup Help

@®|Q|®|?| | Friday ,27 w2007 jﬁ@|lﬁ| \%,||

Customers Planning |

ResourcesfDays 23 July, Monday 24 July, Tuesday |25 July, Wednesdayl 26 July, Thursday | 27 Juby, Friday 28 July, Saturday |29 July, Sunday
2 Manager @ 1 @2 @ 3

& Anne Coulter @ 1 L

& David Candy

& Judy Watsan fla @ @

@ Kerry wiliams "

@ Rick Catanzaro

Reminder | Reason | 27 Julp | Reference | Descr... | 2t Jul 2007 actions For Judy Watson B
$ @ABC Glass & dluminium  $1,425 sales opportu... B event @ ABLC Glass & Aluminium Invai... 07:30
05:00
03:30
09:00
I 09:30 @ KY¥Z Company: Ring Mick page windowws 96045122 training

10:30
11:00
11:30
12:00 d
12:30
13:00
13:30
14:00
g0
15:00
15:30
16:00

Shows an event for Judy that has not had an activity created. Red dot, no green tick.

oftTech CRM for administrator

File Edit FReports Setup Help

@®|Q|®|?| [Friday 27wy 2007 5] [ W] V5||

Customers Planning |

ResourcesfDays 23 July, Monday 24 uly, Tuesday |25 July, Wednesdavl 26 July, Thursday | 27 July, Friday 28 July, Saturday |29 July, Sunday
12 Manager @ 1 @ 2 @ 3

§ Anne Coulter @ 1 =

& David Cancy

& Judy Watson ! @ 1 @ 1

& Kerry wiliams N

& Rick Catanzaro

Reminder | Reazon | 27 July | Reference /{/Descr... | 27 Jul 2007 actions For Anne Coulter =
T event @& 377 Campany Ren... 07:30
B evert @ XYZ Com) Folla... 03:00
03:30
0%:00
09:30
10:00

10:30 2¥Z Company: Follows up of User Group minutes
11:00
1130

\y2:00 I
120

13:EIEI\ #¥Z Company: Re new product lines

16:15 =l

Shows an€vent with a linked activity, note that the time allocated to the activity is shown in
the clock face.
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SoftTech CRM for administrator

,_,_’_ Friday , 27 Jully 2007 o

7 %VYZ Company: Re new product lines

To delete an Event, click on the event, right mouse menu select Delete. If you select Yes,
then it is possible to review linked activities to see if these should also be removed (it is
optional)

Confirm

& & Reminder 27 Jul 07 1400 ¥vZ Company  Anne Coulter Follow up of User Group minutes
»./E Phaone call 27 Jul 07, 10:30 ¥ Z Company Anne Coulter  Follow up of User Group minutes

e

The two linked activities are shown. To delete or edit either, click on the activity in the
dialog box, right mouse click and select Edit or Delete from the menu.
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Link to Local MS Outlook pst file

This link is only available to individual logged on users of CRM, not the Administrator user.

Go to Setup\Link to local MS Outlook\ Set
. SoftTech CRM for Judy Watzon

File Edit Reports | Setup Help

I@@l.l@l 9 Import from Y.

|t o b S Wt ok,
Customners  Planni

[ EtiEmE. ..
Resources/Days Link. ta lacal M5 Outloal...

& Manager

* Arne Coulter [Matatase backumE,.
—y

& David Candy

& Judy Watsan @

& Kerry Williams

& Rick Catanzaro

Fegiztration...

When Set, the Outlook toolbar icon is activated

-~ SoftTech CRM for Judy Watzon

File Edit Reportz Setup Help

am|@o| 2] [ thesday s oy 200r ] [ ] VR

Custorners  Flanming |

[mpork fram b
ResoLrces/Days 23 July, Monday |24 July, Tuesday |25 July, Wednesday[ 26 July,
2 Manaoer @ 1 @ 2

To import meetings from Outlook, click on the Outlook link on the CRM toolbar, you are
shown the list of appointments from your outlook calender, tick those you wish to import.
Note: Meetings already in CRM are show with the CRN¥ icon|# next to them.

Mon-recurrent M5 Outlook appeiatments for 23707260/ - 29/07 22007

CRM | DateTime FClbject
ton, 23 Jul a0 - 16:00 Haz Pavel at Northemn Blinds rung back to upgrade. [ssu...
D*f Fri, 27 Jul 07 10:00 - 10:30 Dema Raymond Bosco Mew View windows and doors

Import checked MS Dutlook appointments
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Once imported, the Outlook icon is shown against the appointment in the calender in CRM

27 Jul 2007 9zt1:|ns for Judy Watson -~

@ x¥Z Company: Ring Mick page windowws 96045122 kraining

) 10:00

10:30
11:00 -
11:30
12:00
12:30
13:00
13:30
14:00
14:30
15:00
15:30

@ Demno Raymond Bosca New View windaows and daaors

Reports

From the Reports Tab, choose the type of report you require.

.~ SoftTech CRM for adminiztrator

File Edit | Reportz Setup Help
@@l' F'eru:urmanu:e... v, 26 Tuly SO07 j

CLStOMmEr  Activity summay...

ResourcesfDays 23 luly, Monday |
& Manager
& Anne Coulter
& David Candly
9 Judy Watson
& Kerry Williams
¥ Rick Catanzaro
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Report for Soft Tech Australia Pty . [EX

~ Report Type: Choose the interval you wish to report on, then click
OK.

£ Ferfurance Fepet
| N o = = ) =

£ L ety S ary

—Interval:

 Last year * Thig

i~ Last 3 months © This week

i~ Last manth i Other

i~ Last week
Fram: | 1/07/2007 j
To:  |z1/07/2007 E
(0] 4 Cancel |

The report is printed by Sales Person and is self explanatory. In the Activity report, some
values are enclosed in (), this means the activity is a follow on linked activity.

Action Schedule
1/07/2007 - 31/07/2007 (31 days)

Anne Coulter

Thursday, 26 July 2007:

08:00-10:15 XYZ Company. Ensure that quote for Jones Bay Projectis completed completed
09:00-09:15 XYZ Company. Ring re new license overdue
10:00-11:30 XYZ Company. Send out qutoe completed
15:30-16:00 XYZ Company. Ensure that quote for Jones Bay Projectis completed overdue

Friday, 27 July 2007:

10:30-11:00 X¥Z Company. Follow up of User Group minutes completed

13:00-16:15 XYZ Company. Re new product lines scheduled

14:00-14:15 XYZ Company. Follow up of User Group minutes scheduled
David Candy

Thursday, 19 July 2007:
08:00-08:05 ABC Glass & Aluminium: Follow up: Chase Pasyment overdue



Quoting and Opportunity Tracking

- SoftTech CRM for administrator

File Edit Feports Setup Help

[ale]ele]? [saudsy 22wy =007 3 [ WIE] w|E)]

Customers | Plarining |

Customers/Days Rep. 3% | |M0n, 2:{Tue, 24WedJ ziThu, 2E‘Fri, 27 _1Sat, 28|Sun, 2‘4 & ABC Glass & Aluminium

(A A Mew View Windows a § Rick Catanzard $ = Contacts (Fred Jones)

A& XYZ Company # Anne Coulter & & = Phone: 61 2 46285955 ext. 10

(B (4 ABC Glass & aluminiur § Judy watson | $$ | ¥ & & -EaEFSmth St, Campbelltown, NSW, 2560, 4
(B ™ Fred's Partitions f Ricl Catanzard @ Eoniis

© A Broadview Glass §# Anne Coulter & Customers

-8 Suppliers
[l Documents

| | |
Recent quotes; IGD 3, months):
Quote [ st [Date | y

% sales oppartu, .
% Sales opportu. ..

5{07/2007 1,428
26/07]2007 $3,000

/ / 7

A column is added on the customer tab and $ sign s shofv in the cell when quotes are active
for that customer. When the user clicks in the cell, thg’quotes are listed with: quote #, date,
status and $ value in the lower right dialog window.

The number of entries is goverend by the number of months setting’

$ green, opportunity identified.

$ black, quote in V6 reaches Accepted status.

$ red, quote over 30 days old and not reached Accepted status, or Opportunity passes
its expected achievement date.

To add an Opportunity, place the cursor in the cell and right mouse click, select New Sales
Opportunity from the Add menu.

CLstamers | Planning |

Customers,Days Rep. §$\ | |r'-'1c|r'|J 2:-|TueJ 24Wed, EiThu, 2E|Fri, 27 _1SatJ 28|5un, e
(A A Mew View Windows al § Rick Catanzard 3
A & ¥YZ Compary & Anne Coulter & &
(B) & ABC Glass & Aluminiur| & Judy watson | $ 8 G & &
(B) & Fred's Partitions 9 Rick Catanzard ﬂ & Mew cusiomen.
B & Eroadview Glass 9 Arne Coutter | § 507 ﬂ T—
e actirs.,. HEw Hate. .
75 Delete..
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Opportunities can also be added from the activity add/edit dialog. Right mouse click on an
action in the lower right dialog window, click edit

1| i
27 July | Reference | Descrp... |
it action Chasz
W action ke
event @

[Ereate achom.. .
Show linked actionz...
Search for cuztomers in this area...

Click on the $$ Opportunity button. Add new sales opportunity.

.-~ Edit CAM action

Value: |IZI.DD /

x|

—
ﬁ: Duratian: IEI 3, h|5 3, m

Start: [27/07/2007 =] | 20n00aM 2

Comment:

End: |27/07/2007 &:05:00 AM

— Result quote: Inone j t
- ]} Cancel |
e =

S alez opportunities: I™ Completed

Created | Fieminder I $$| figsult

BA07 /2007 19407 /2007 $1.425.00

2BA07.2007 9/ 0igg2007 $3.000.00

I LAz 5 o o Ok | Cancel | *% Foliow up. . | % D%thunity...l

Note: Opportunities are also displayed in the editor although they are not editable from
this display.
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Notes Column and Notes Display

To add a note to a customer, right mouse click on the notes column, then Add — new note.

- SoftTech CRM for administrator

File Edit Reportz Setup Help

[alelefof? | swdey 22 oy 2007 | [@ 1R M0

Custorners | Planning |

Customers/Days Rep. 55 | 7 2dTue, 2qwed, 2{thu, 2dFr, 27 Jsat, 28[sun, 24 ¢
() & Mews View Windows af § Rick Catarzard $ ﬂ RN — :
@ 0 X¥Z Company * Anne coulter || Edliti.. 1 Hewsales GEEETHII, .

(Bl (& ABC Glass & sluminiur § Judy watson | 5% Shou aofions... E—— E
(B! & Fred's Partitions 9 Rick Catanzarc E
) A Broadview Glass & &nne Caulter | $ ez

There is no limit to the number of notes you can create, but they must be in plain text. The
Note pad icon is used to identify customers with active notes.

c SoftTech CREM for adminiztrator

File Edit Reportz Setup Help

I@I@I‘@F | Sunday , 22 July 2007 .ﬂ E@lﬁl il—E

CListomers | Flanning |

CLstomers Days Repn. % | Iy('h:ln, EC{Tue, 24Wed, 21
(A& Mew Wiew Windows al § Rick Catanzard $

i & XYT Comparry & &nne Coulter

(B) & ABC Glass & alurniniurr| § Judy watson | $5 |

B! & Fred's Partitions & Rick Catanzarc

© & Broadview Glass i Anne Coulter | $
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Import Data from a V6 system — There are two options to do this.
Click on the V6 icon on the CRM tool bar.

- SoftTech CEM for administrator

File Edt Reportz Setup Help

lalelelofs | foy 27wy 007 ] F WM NS

Customers :

Impart data from ‘JE|

IRESDurceszayS |23 July, Monday |24 July, Tuesday |:

Or go to Setup\Import from,V6

~ SoftTech CRM For administrator

Sfile Edit Feports | Setupd Help
A I@I;I@F Irnport from YE. . i 2007 'I IE @ | B | ﬁ

| it Friar b S ot mate

.................. Opfiors.
Resources/Days Link to local MS Outlook. . » |24 July, Tuesday
2 Manager Fiegistration. ..

* Arne Caulter D atabaze backup...
—r

& David Candy

& Judy Watson

& Kerry Williarns

Enter the Connection String

Thys Connection String is (for a MSSQL2000 system)......
Proxider=SQLOLEDB.1;Password=staus;User ID=sa;Initial Catalog=Alspec;Data

Data Source="\\WORKSTATION_JW
WORKSTATION_JW is the Server Name, copied from BDE Admin for Alspec alias.

- lmport from ¥&

Connection string: IProvidt*SQLEILEDBJ;UserID=$a;Passwnrd=stau$;lnitial Catalog=tlspec;Data
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