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CRM Standing Data

CRM Regions

P CRM Regions BE x|
General | Other
Region Idenliier [ NORTHEAST .
M Ao ke L CRM Regions are used to group CRM contacts.
Dsoription | Matth East
U CRM Regions are used for reporting.
QI CRM Regions can represent geographical
areas where contacts can be found.

CRM Standing Data

CRM Sources TR o

General | Other
CRM Source Idertiier | TRADE SHOW

O CRM Sources are used to identify where a project or
a contact come from. Desciption

| Tratle Show

O CRM Sources are typically things like Web Site, fax,
or Referral. They can also be more detailed such as
Mailing 07, or NY Trade show 06.

O CRM Sources are similar to CRM campaign but lack
functionality such as entering a budget, assigning an
owner or viewing all projects related to the CRM
Source (which CRM Campaigns have).

O Sources are simple and have no task, calendar or \ I
note capability.




/]
CRM Standing Data

QI CRM Task Classifications are used to identify the type of

CRM Task Classifications task.
'R CRM Task Classifications =%
T — L CRM Tasks Classifications are related to CRM Tasks as
Eiessicationid et | well as CRM notes.
Task Classification Information
Task Description | DEFALLT |
Iean [armacavENt | O CRM classifications could be;
= Phone call
= Email
" Fax
= Note
= Send Document
WThe Icon feature will allow you to select an icon that
relates to the task. This will display on the Today tab in
‘ CRM Summary.

CRM Standing Data

CRM Task Statuses Tk St N

Task Statuses | Qiher
CRM Task Stasld | IN PROGRESS

Task Status Infomation

U CRM Task Statuses are milestones for a task. FeicsnageCorpe | 0 3

QA percentage complete is used to designate the
completion percentage once a status has been
completed.

O CRM Task Statuses are used for CRM Tasks, as
well as CRM calendar events.




CRM Standing Data

Email Messages

I Email Messages mEX]
Message: Other.
Email Message | DEFALLT MESSAGE ]
Message
Category | sales ]
Subject I ]
Body Please define your requitements]
[ I

W Email messages are standard emails that are
sent out multiple times.

W When sending an Email, an Email message can
be selected which will populate the subject
and body of the email. Changes can be made
to the email before it is sent to customise for
the instance.

O Attachments can be added to the standard
message using the Add Attachment action.

CRM Standing Data

Letters

1 Letters HEE

Letter | Other.

Letter Id | LICENSE AGREEMENT

Descrption | License Agreemeni

Letter

Cateaon | Pre-sales

Procedue Tolse | wep_GetMerelnfoForletier

O Letters are used to store mail merge letters
that can be sent to a contact.

O The letter ID, description and Category are
used to classify the different types of letters.

U The Procedure to Use is a WinMan stored
procedure that is used to pull data from the
contact and company records for the purpose
of automatically inserting data into the mail
merge letter.

O An Alternate procedure can be written if
different fields are required for mail merge
letters.
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CRM Standing Data

Letters

|5 WinMan Standar d Demo

P Ele Iasks Mavigation Tooks Windows Help

BNl

- #) WinMan Central | &) CRM Contacts || Letters

| Leter [AEARAE] | Oiber

To add a form letter,

Letter Id ‘ LICENSE AGREEMENT )
Db [ oo Apssnses ] select the action Add
Attachmerts
Btachrients o _ ! Attachment.
e |Documert Flerame |Document Tite | Document Deserption nt Linked | Table Hame
dock  Custamer Collsction Let.. Customer Coliectio... Letters.

- /————“—//////
CRM Standing Data

Letters

Fields that can be automatically used with the default stored procedure include;

O CompanyName

O CompanyAddress

O CompanyPhoneNumber
O CompanyFaxNumber
O CompanyEmailAddress
O CompanyWebsite

QO UserName

O Emailaddress

O RecipientName

QO Address

Q City

0 Region

0 PostalCode

Q CountryID

{ Balance

Your company name (from Sites)

Your company address (from Sites)

Your company phone number (from Sites)

Your company fax number (from Sites)

Your company email address (from Sites)

Your company web-site (from Sites)

Your user name (from Users)

Your email address (from Users)

The company or contact’s name the letter is being sent to
The company or contact’s address the letter is being sent to
The company or contact’s city the letter is being sent to

The company or contact’s state the letter is being sent to
The company or contact’s zip code the letter is being sent to
The company or contact’s country the letter is being sent to
The value of outstanding sales invoices. Used when sending a letter to a CRMCompany or Customer




CRM Events

7 CRM Events

EJekd
Information | Detaile | Dther
Actiity Id [celcustomern ]
Activity Description | Call Customer and ask for update ]
Activity Information
CRM Event " CRM Events BEX]
Aetiity Type it i
g Actiipld [clcostoen |
Activity Deserigtion [ Call Customer and ask for update |
Detais
Task Classiication I - |
Offset [ oE
Pricrity | Nomal [~]
CRM Campaian [ Detauic [ -]
CRM Contact [ e
Cortact Neme [
CAM Project

CRM Events

O CRM Events can be used for processes that will occur multiple times. A CRM event can be added to a Contact or
all contacts for a company.

U CRM Events are like a work flow where multiple defined events are established. When defining an event, the
event should be given an ID that represents the work flow i.e. New System Sale.

Informations Tab

O Activities can be added to the Event and can be 1 of the following;
Q Task
O Appointment (Calendar item)
O Note
Q Email
Q Fax
Q Letter

WSequence the activity in order that they should be completed. Generally, increase your sequence by
10 so that future items can be inserted without having to re-sequence all activities.




CRM Events
Details Tab

O Task Classification is what type of activity is this.

U Offset — The number of days that the task will take. The next sequenced activity will start on the end date of the previous activity.
Q Priority — The priority of the item which can be Low, Normal, or High.

O CRM Campaign — Attached to generated Notes and Tasks when the event is added. Can be used for reporting.

U CRM Contact — The contact that the activity is related to. If an activity has a contact selected, all other activities should also have a
contact. If the activity is an email fax or letter the activity must have a contact. If a contact is used, the event can not be applied
against other contacts.

QO CRM Project — Attached to generated Notes and Tasks when the event is added. These are visible in CRM Projects when reviewing a
project.

NOTE: When adding a CRM Event a project can be linked to the entire Event when it is added.

O Owner—The owner of the activity.

CRM Conversation Templates

CRM Conversation Templates

i.e Service Call
Is the unit plugged in?
Is the unit turned on?
Did you check the fuses?
When was the last time?
When was the first time?

0 0 000

Purchasing Sales
i.e Sales Call
o How long in business?
o How many employees?
o What are annual revenues?
o What functionality is required?
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CRM Conversation Templates

I's.:x WinMan Standar d Demo

i Fle Tasks Navigation Tools ‘indows Help

BNl Lk |
&) winMan Certral | 9, CRW Campaigns | [ Letters | 2 CRMEverts | [ CRMSummary | @ CRM Compariss | @ CRMProjects | o) CRM Cortacts %), CRM Conversation Templ
| Detais | Other
Identifier deafult

Deseription | Defaut ]

Ak customer how many seats they need

sk customer if they have 3 budget

Ask customer when they are making decision 2

CRM Conversation Templates

O CRM Conversation templates are used to create a script when logging phone calls.
O Conversation templates are used when a defined set of questions or points are required during a conversation.

O Templates can be used for a variety of situations including(but not limited to);
= |nitial sales Call.
=  Follow up after quote is sent.
= Pre-defined questions for an item being returned.

O A conversation Template consists of a header, what the template is used for, and line items, the items to review
during the call.

O Items can be sequenced in any order and automatically increment by 10 so that any steps in between can be
added at a later date.




CRM Actions
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CRM Actions

UThere are a number of common CRM Actions that can be found in multiple CRM
modules.

W The common CRM actions will be examined in this section and noted in which
CRM modules they can be found.

O Actions that are unique to an individual CRM module will be examined with the
module.

O CRM Actions can be found in CRM Companies, CRM Contacts, CRM Projects, CRM
Campaigns and CRM Summary.

10



CRM Actions
<4 CRM Companies {88[=13%

Beltions | Detsis Qiter
Eortact 4
Contact Name [ <) CRM Companies {88[=1%
Poct L 14 Belotons (D355 Qv
Project Descripion | Emal Addicss [ J
Personal Tack [ | Fhone Number [ ]
Tesk Dessription Classiication |

Priotty |

n— Ouner WINMaN [~

Stan Date [ [ Tz Tk T [ Bppoiniment |
EndDae \ [ omg SysenTine = \

Stas [Hen -| %l

r— /]
CRM Actions

UA Calendar item can be added and related to a project, contact, both or neither

O If the Calendar relates to a contact, enter the contact name. Only projects that relate to the contact
may be selected.

O If the Calendar relates to a project, enter the project. Only contacts that relate to the project can be
selected

O If the Calendar does not relate to a project or a contact, select the check box for Personal task and no
contact or project is required to be selected.

Details Tab

0 Select the classification. This is from CRM Task Classifications and will indicate what is to be done for the Calendar item

U Select the priority. Available options include High, Normal and Low.

0 Select the owner of the Calendar item, the default is the user entering the Calendar. This is who will see the Calendar
item in the CRM summary module.

0 Select the Calendar Status. This is from CRM Task Statuses and indicates the percentage complete. A percentage can
be manually entered if applicable.

11



CRM Actions
Phone Call
I CRM Contact =
= BSEX O A phone call can be added and related to a contact. It
Subleot  Besponse Log.  Aalions Conlact Delals | Other Contacts can also be related to a project or a task if applicable.
Hame | doe Srith
Riesponss [Detar) B & Q If the phone call relates to a project, enter the project.
e Only projects that relate to the contact can be
selected.

O Select the phone conversation that is to be used.

U Enter the notes about the conversation point in the
second text box. Select Enter and the notes will go to
the main text box and the next conversation point will
display.

U At any point, the primary note being created by using
the conversation template can be amended.

Ask customer how many seats they need
0 Once a phone call has been completed select Save.
‘ The notes made from the conversation can be viewed
— in the Notes tab of the contact/company/project that it
MoveFowadto | B was related to.
Coversatin | BEAIRA

CRM Actions .
O An email message can be sent to a contact.

s When using the action from CRM Companies,
send Email email addresses from all contacts for the

company can be selected in the drop down.
=) Email
] send | % Add Attachment | | ] Predefined Message | o) 4 E Q Predefined email addresses can be selected and
T | incepieio@amai com [Malt Deieio) [+ used to automatically populate the email. The
to [ | user can make any required changes before
Bes | | sending.

i [ |

O Additional email addresses can be selected from

the address book using the icon next to the email
address.

Attachments

O Sent emails will be displayed as notes against the
contact and company.

12
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CRM Actions

Import Email

QImporting an email will work with Outlook Clients.

= emait - o
Select Email 9 . . . .
koot e o messagn i > QO Selecting the action will display all Qutlook folders.

[J Deleted Items 1 11/02/2008 - Matt DePiero: support info for laserage fax server ﬂ
] [Bert liems. ) 12/02/2008 - Matt DeFiero: Fu: Inventory D Select the email to |mp0rt_ The email will
i Calendar ) 15/02/2008 - Matt D ePiern: Customers training. ppte A | |
& Jounal 161 180242008 - Malt DePero; suspliers Uaining ppls automatically be attached to the active record in the
] Tasks Y| Z2/02/2008 - Matt DePiera: Sales Order training. ppt: .
] Inbox ) 25/02/2008 - Matt DeFlera: Shipping brairing. ppt: active module.
] Outbox £ 03/03/2008 - Matt DePiero: Purchase Invoices training ppt:
] Junk E-mai /| 03/03/2008 - Matt DePlero: Sales Invoices hiaining pptx . 1 . $
0 Contacts . O4/03/2008 - ot DeFier: Cash rairing QFor example, When in CRM projects, the import email
'L] Notes 1 11/03/2008 - Matt DePiero: 82 issues. xlsx . .
;j Drafts &1 16/03/2008 - Matt DePiero: Documentl WI” attaCh to the SeIeCtEd CRM prOJeCt
(] RSS Feeds | 18/03/2008 - Matt DeFlero: Emaiing: scan000T jng
% 18/03/2008 - Matt DePiers: Emaling: scanD002 jpg, tcanD003 pg . . g
) 0/14/2008 - Malt DeFiera Emaiing: FMA raiing ot = U To view imported emails, use the Documents tab

(beside the Actions Panel).

CRM Actions
Send Fax

[Z] Fax
) Serd | %, Add Attachment | [ Predefined Message | 1 4

U A Fax can be sent to a contact.

U The fax number will default from the contact or the
company fax number depending on where the Send
| Fax action is initiated from

Ta | 444581234 (Coleb DePierc)
Subject [

O A Fax plug-in is required and needs to be set-up for this
action to work.

O Multiple fax numbers may be used, depending on how
the fax plug-in is set-up.

Attachments

O Sent emails will be displayed as notes against the
contact and company.
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CRM Actions

Send Letter O A mail merge letter can be sent to a contact, customer,
supplier or company.

g -1ad
o P U Select the letter to be sent and WinMan can

i il automatically send the letter or it can be opened for
editing.

O Custorer

O Suppler

O Company

@ Contact — E
(=] Emait - [oed

Cantact [cTooooos| Letters s

Name [CalbDeP|  Selsct the letter you would ks to send ;}

= Pre-cales |
71[2] LICENSE AGREEMENT

‘_| Open Letter

CRM Actions
Add Notes

S CRM Companies | =)

Belations:  Details  Qther.

Contct L I8

Contact Name |

Preject [ = 5 CRM Companies M=%
Piojsct Description L Bilations. {[ickalE} Diter.

Personal Task [ ] Email Addhess [ ]

e Phore Nurtber [

Classfication [t H
Pricity
Duner
Task Type | Notes |
System Type [ Open ]
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CRM Actions

0 Notes can be added and related to a project, contact, both or neither
Q If the note relates to a contact, enter the contact name. Only projects that relate to the contact may be selected.
Q If the note relates to a project, enter the project. Only contacts that relate to the project can be selected

Q If the note does not relate to a project or a contact, select the check box for Personal task and no contact or project
is required to be selected.

Details Tab

O Select the CRM Task Classification

O Select the priority. Available options include High, Normal and Low.

O Select the owner of the note, the default is the user entering the note. This is who will see the note in the CRM
summary module.

CRM Actions
Add Task

'S CRM Companies =]}
[Heldibia] Detes, | Qiber
Contast [ %
ContactName [
s 5 Companies B
Project Diescription [ Felations [26aiE] Dther
Personal Task [ | Emal Adcress [ J
Task Descriplon Phane Numbsi [
Classiication [
Py [ Homal g
Star Dt [ Qwner WINMAN [}
Dus Date [ i [Task |
System Tope [ Open ]
Stetus [ Hew L -Ifl s

15
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CRM Actions

O A CRM Task can be added and related to a project, contact, both or neither.
O If the Task relates to a contact, enter the contact name. Only projects that relate to the contact may be selected.
O If the Task relates to a project, enter the project. Only contacts that relate to the project can be selected.

Q If the Task does not relate to a project or a contact, select the check box for Personal task and no contact or project is
required to be selected.

Details Tab

O Select the classification. This is from CRM Task Classifications and will indicate what is to be done for the Task.
O Select the priority. Available options include High, Normal and Low.

a Sel%ctlthe owner of the Task, the default is the user entering the Task. This is who will see the Task in the CRM summary
module.

O Select the Task Status. This is from CRM Task Statuses and indicates the percentage complete. A percentage can be manually
entered if applicable.

CRM Actions
Add Event

'CRM Projects CRM Projects

Events Evert: default ;ic Contacts Event: PRE-SALES ,;@

Select the event pou would like to enter Select which contact you would like this activity to be associated

I3 Inclide all contasts

Eventld | PREGALES [-] N Contact Id [ cToo000s [~ ]

Contact Mame | Bl Smith

Back Hest




CRM Actions

CRM Projects

Template Tree Event : default

Double click  field of an activity i you would ke to modify it

A3

# @ & CALLCUSTOMER
# % @ SENDPRICELIST

CRM Overview

Purchasing

Telemarketing

11l

V7.0 WinMan CRM

Cases

Groups Chnversation

Tracking Solutions

Customer Service -
Engineering

O Select the CRM Event that is to be used.

0 The CRM Event must be related to a contact. A project can
also be selected to relate the event to, but is not required.

O All of the tasks that have been created against the CRM
Event will be displayed. Double click the task to change any
details before it has been created.

O Selecting Finish will create the tasks and appointments
against the contact and project.

Service

WMarketing

T

17



]
CRM Campaign

U CRM Campaigns are used as a high level activity that groups Projects.

O CRM Campaigns are a TOOL, and can be used in many different ways depending on the desired end
result.

Q Typically they would be used to identify a marketing activity that is to be tracked. This could be general
such as Trade Show or specific like New York Trade show. How a campaign is set up is dependant on the
level of detail required.

O CRM Projects and CRM Contacts can be created from the CRM Campaign module using the New Project
and New Contact actions.

CRM Campaigns
CRM Campaign Statuses

[ CRM Campaign Statuses 9][= %]

LamprinSver | Qe U This can be as simple as Open and Completed. It could also
include other statuses such as Stage 1 — Pre-Launch.

U CRM Statuses provide a status of the campaign.

Campaign Status |d | oPEN |

Campaign Slatue [nformation

L I T

O Statuses are information and can be as detailed as
required.

QA sequence number is provided to sequence the order the
status will appear in when selection is taking place in the
Campaign.
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CRM Campaigns

% CRM Campaigns ==
General | Other
Gt TRADE SHOW 0B
escription Trade show 08 . . g
i Lizbson QA CRM campaign is used to group CRM projects.
Campaign Status | P
Qo Wit O A CRM campaign has a CRM campaign status for
information.

U The owner of the campaign will see the campaign in
CRM Summary on the My Campaigns tab.

CRM Campaigns

[ WinMan Standard Demo

i Bl Tasks Wavigaton Took Windows Help

EveocM szl
@ RMprojects |

©, CRM Campaigns | (7 CRM Summary | 771 CRM Contacts

Sunmary. | Canpsigns | [FigEs] Ferecasts | Qiher
Campaign Id | TRADE SHOW 08

Desoription | Trade shaw 08

Frgjest Infaimation

|Lead Type CRM Carnpaign Id CRM
L

TRADE SHOW 08 DEFAULT

O Projects related to the Campaign can be viewed on the Projects tab. Right clicking on the project offers a
Drill down to the project.

O The forecast for the campaign can be entered using the Add Forecast action and viewed on the forecast
tab. A dashboard can be created to compare the forecast to the actual results.
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CRM Projects

U CRM Projects are a collection of tasks, appointments and notes or a CRM Project can also be a collection of contacts.

U CRM Projects are used for events that typically extend over at least a couple of days and have multiple steps that
need to be tracked.

O CRM Projects can be used for Customers, Suppliers, Leads and Opportunities.

O New Contacts can be added from the CRM Projects module using the New Contact Action.

CRM Projects
CRM Project Statuses

U CRM Project Statuses provide a status of the

project.
() CRM Project Statuses BEE
‘ﬁ"“""”“s"‘“‘“--%ﬁmi‘ QO This can be as simple as Open and Completed. It
CRM Pr t Status Id .
e e— could also include other statuses such as Stage 1
SequenceNumbs | [ — Initial.

O Statuses are information and can be as detailed
as required

QA sequence number is provided to sequence the
order the status will appear in when selection is
taking place in the Project

20
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CRM Projects

(8 CRM Projects g@,;\
Gereral | Forecast | Qiher
ProjectId [TEsT2

Desciption [tesd

= o
=
ProjectValie s g I O
Campaign | TRADE SHOW 08 p—
Project Status [ DErauLT [- | Benersl Foiecatl] Qiher

Probabilty [ Project Id [test ]

Ouiner Desciiption | test project ]
~e 2

Contact [croooss | @ Tiving

Contact Name [ Bil Smith Success

Relatioriship [

==

/]
CRM Projects

O Project ID — The project ID can be a number or code of any kind. Like part numbers, they can be a sequential
number, semi-intelligent or intelligent.

O Project Description — The description of the project.

QO Project Type

U Lead — Used for potential customers/contacts. Typically used to group multiple contacts together. A Lead type project could be
used to include all contacts gathered from a marketing campaign.

O Opportunities — Used to manage a sale that takes an extended period of time. Typically used for potential customers but also
used with existing customers.

O Customer — Used for current customers/contacts. Customer projects could be anything from a price renegotiation to a credit
review.

O Supplier — Used for current suppliers/contacts. Supplier projects could be anything from re-quoting a series of products to
establishing a Kanban relationship.

21
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CRM Projects

O Project Value — The potential value of the project. This is typically used with opportunities only to measure potential
sales.

U Campaign — The campaign that the project relates to. Mostly used with opportunity type projects but could also
include Lead type projects.

O Project Status — The status of the project. Project statuses are defined in the Project Statuses module

O Probability — The probability that the project will be completed. This is typically used with opportunities to measure
potential sales.

O Owner — The WinMan user responsible for the project. The owner will view the project in their CRM Summary
module.

U CRM Source — The CRM Source that relates to the CRM Project.

O Primary Contact — The primary contact for the project.

CRM Projects

Forecast Tab

O Contract Funding — Used typically with Opportunities as a measure to determine how close the opportunity is to
converting to a sales order.

O Timing — Used typically with Opportunities as a measure to determine how close the opportunity is to converting to
a sales order.

O Success — Used typically with Opportunities as a measure to determine how close the opportunity is to converting to
a sales order.

Note: The labels of the three fields can be changed to more accurately represent items that are measured when
converting an opportunity to a sales order.

22



CRM Projects

Project Contacts Tab

O Multiple contacts can be added to a project and viewed on
the Project Contacts tab.

(55 Winian Sanda e

O Multiple contacts can be added if a project is used to gather
all contacts gained from a marketing event or if a mass

Poal [1es12

e = = : mailing is to be done.
B =, s O Individual contacts can be added to the project using the

Add Project Contact Action.

O Multiple CRM contacts can also be added to a project using
the Import Contacts action. A predefined-query or
spreadsheet can be used to select a group of contacts for a
project.

Note: When using the import contacts action, the contact
must exist in CRM contacts first.

CRM Projects

- [ Winkian Standard Demo
Review Calendar e =
%) WinMan Central | @ CRM Comparies | () CRM Summary | ) CRM Contacts " (B CRM Projects | i _Predsfined Queries -
Summary,  Prolects,  Project Contects, , Calendar, Tasks. Actions, Forecast, Notes, ,Other,
Prjectld TEST2 ]
O Use the Calendar Tab to view all calendar events for e C— =
A »
the project. ‘ iz o
stz
U Calendar can be viewed by selecting the option on 2225858
the left side of the tab; — 0"
a Today ;o::: 2 i
Q 5 Days 3 s o
i
d Month

@ Advance the Calendar to view future Calendar
items.
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CRM Projects

Review Tasks

|5 Winhlan Standard Demo

©Ele Tasks Nevigdtion Took Windows Help

3 Willn Central | @ CRM Companies | (7) CRM summary | ) CRM Cortacts ) CRM Projects | - Precefned Queries

| Sunmaty | Poiscls. | Pucect Conkacts. | Calendar [F5iKS] Actions | Eotecast | Notes | Qther
Prokctld [TEST ]

Deseipion et et
ki

T S s S S I 7 s [

g Complete 100 Jos Smih CallCustomer and ask. 2 Task.

=: e LI R - Ned — T Q Use the Tasks Tab to view all tasks
B o 0 Biers ol Cutomerand sk z Nomd Tk for the project.

B New 0 Bl Myers. Call Customer and ask. 2 Nomal Task

CRM Projects

Review Actions

5 Winkan Standard Demo

L |
™ cRmsummary | ) CRM Contacts [ CRM Projects |

. Jasks, feives, Egieoml, ltes, Qibwr,

| O The actions tab will show all actions that
. .
e have been completed against the project.

QThis will include any phone call, emails, or
faxes.
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CRM Projects

Review Notes

[&5” Winkdan Standard Demo

G Tis Nevson Took windws te

) wrivan Cetral | @ CR Conpanies | (7 cnsummary | ) G contacs () CRM Projects | 7 precefined Queres

gummay.  Proecls Proleot Contacts | Caender, Lasks.  acions, Forecast, JiSE5) Qven,

Puoeatld [Test ]

Desciption | test project ]

1 O The notes that have been made
B e Ea— against a project can be reviewed
B e 5 T 22 e oo

using the Notes Tab.

QRight click on the line item to
view or modify the entire note.

e |

CRM Projects

Forecast

inban Standard Demo.
Navigaton Tools Windows o

€ wWintan Certral_| @ CRIM Comparies | ) _CRM Summary

ISy Brceta APycfeck Cortoe Corelery sk icions [ERREEEF, oy s

Aot Contects () CRM Projects | ©_Precefned Queris

Prjectld [rest |
Desciiption [test poject
CotoctFirdg | "o
U A forecast can be made for a project and I —
viewed on the Forecast tab.
e
$42.00 $000 83333 $500 200801
I ) viw o555 e
O Measuring the forecast against actual sem [ s s50 2ot
v osi e
values would have to be done by a s 100 ) o
dashboard or report. = i = ke
T T = e
T REET
$42.00 $000 83333 $500 200811
<5l = EELE
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CRM Projects

Add Forecast Action

O A forecast is entered for a year.

CRM Projects

Year 2 U The forecast value can be entered 1 of 3

Select the year to use:

ways;
CRI Projects O One amount spread evenly over the year

oL e ET | Option P - Enterf’a quantity and a price ar'1d the

et an gl lo o value will be spread over 12 periods.

O Enter by period — Enter the quantity and
price for each period.
Please select an @ e amount spiead sverl over the vear |
e O Enter by perind
et Oifcelss Q Relative — Enter a project, the budget

year you are comparing to and percent of
that budget to create the new budget
values.

] CRM Companies
CRM Projects
Select the project / contact you woukd ik o sitach to this order F
Add Sales Order Action
Project ‘ Q
QO Add Sales Order action is available from; FiosetDsseipn. | |
QO CRM Projects e I |
O CRM Companies Cortact Name \ |
U CRM Contacts
CRM Companies
Dates g
CHMEompamEs Select the dates for tis arder »
Salss Order Prefix e
St the sslss order prsi y
Due Date | 23801 2008 BE
Requestzd Date |z 2009 BE
Order Prefix |5n | Effective Date }-EA_m'z'U_D-S Bj
Custarmer Order | vERBAL
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CRM Projects

O Sales Orders and Quotes can be added to a CRM company using the Add Sales Order action.
O Companies that have been promoted to Customers can add firm sales orders or quotes.
O Companies that have not been promoted to Customers can only add quotes.

O The default project contact will be the default contact for the sales order, and the selected project will act as a
default project. Only contacts related to the project can be selected.

O Select an Order prefix and for firm sales orders, specify the customer PO.

QA The currency will default from the CRM company and price lists can only be selected from price lists related to the
customer record.

O The date information will be applied to the header of the quote or sales order
O Due Date — The date the order is to ship
U Requested Date — The date the customer has requested the item
QO Effective Date — The order date

CRM Contacts

O CRM Contacts are used to store all contacts. A contact must relate to a company,
which can be a customer, supplier or lead. Many contacts can be related to the same
company.

O Notes, actions, tasks and appointments can be stored against a contact for a complete
contact history.

O New CRM Companies can be created in CRM Contacts when a contact is added and
new CRM Projects can be created using the New Project action.
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CRM Contacts

New Contact

&) CRM Comparnies B=%)
Contact [BEER! Geneisl  Other - j
Contact Name: [ Michas! Turmer | S CRM Companies =]
4Eorkach EDetaiey | Fonecly pDiber)
Wik Phore [ | Contact Name [ Michas! Tumer
N ‘
Home Phons [ ] ekl [ |
Fat Number [ ] Quner
Lesd Type
otk Email [ Active
Home Emal [ CRM Sourse:
CRM Group
CRM Region
==

CRM Contacts

O New Contacts can be added to a company in the following modules;
i CRM Companies
2. CRM Contacts
3= Customers
4.  Suppliers

O Details Tab of adding a contact allows you to track;

Q Work Phone
O Mobile Phone
O Home Phone
O Fax Number
O Work Email
O Home Email
O Additionally on the General Tab the following fields are provided;
O Job Title — The contact’s job title
O Owner — The WinMan user who is responsible for the contact
O Lead type — The type of contact
Q Active - If the contact is active
O CRM Source — The CRM source of the contact
O CRM Group — The CRM group of the contact
O CRM Region — The CRM region of the contact
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CRM Contacts

SYSTEM SETTING:

By default the contact title field has choices of MR, MRS, MISS, MS and DR. This list can be altered using the Addressing
system setting Default salutations for use with the title field. Enable the option, and in the value field enter the choices
using a; to separate the choices i.e. MR, DR,MRS.

SYSTEM SETTING:

By default the contact ID length is set to 15 characters. The Contact ID length is adjustable using the CRM system setting
CRM Contact identifier length. Enable the system setting to reduce the number of characters found in the contact ID by
entering the required number of characters in the value field. 15 characters is the maximum number of characters allowed.

SYSTEM SETTING:
By default the prefix for the contact ID is CT. The prefix can be amended using the CRM system setting CRM Contact
identifier prefix. Enable the system setting and enter the required prefix in the value field.

SYSTEM SETTING:
CRM Projects, CRM Campaigns, CRM Contacts, and CRM Companies all have dashboards as a Tab. The dashboards can be
removed using the CRM system setting Show dashboards in CRM programs. Enabling this setting and setting the value to N

I will turn off all dashboards in the aforementioned CRM modules.

CRM Contacts

Review Tabs

QO Calendar — The Calendar tab will display all appointments that have been related to the contact.
Q Tasks — The Tasks tab will display all the tasks that have been related to the contact.

O Actions — The Actions tab will display all the actions that have been completed for the contact.
O Notes — The Notes tab will display all the notes that have been made against the contact.

U Project — All the projects that the contact is related to will be displayed. This includes all projects regardless of if the
contact is the default contact.

O Other Contacts — All the contacts that have been added to the contact’s company can be found on the Other
Contacts tab.

O Cases — All the open CRM support cases for the contact can be viewed.
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CRM Contacts Actions

'CRM Contacts

»’ Import Contacts

U Contacts can be imported to WinMan using a predefined
query or a spreadsheet.

S O Contacts that are being imported can be added to existing
© Select a predefined query companies or new Companies can be created during the
import process.

CRM Contacts Actions

'CRM Contacts

Tools CRM Contact Options 3’3’

Please select the required tool

= {Contact Maintenance!
Move Contact to anather company

QA contact can be moved from their
current company to any other
company found in the CRM
Company database.
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CRM Contacts Actions ===

Options ;;}
‘Would you fike to raise an order, a quate or an ITT?
Add Purchase Order '
Add Purchase Order actions ————
- ompanies ST

Ca n be fo u n d l n . Purchase Order Prefix 42, O‘ITT # Mass Huate

O CRM Contacts Select a purchass order prefis ﬁ’

O CRM Companies 7

Ol Prefis FO0
CRM Companies 'CRM Companies
Information ) Dates a3
Erterthe approprite rfomaton # Select the dates for his crder #
Supplier Order ]
Contact [ iDefaut] [-] DueDate | 20Mar 2008 -]
Contact Name [ | Effective Date [ 20 Mar 2008 | [-]

CRM Contacts Actions

O Purchase Orders and Quotes can be added to CRM company using the Add Purchase Order
action.

0 Companies that have been promoted to Suppliers can add firm purchase orders or quotes.
0 Companies that have not been promoted to Suppliers can only add quotes.
O The supplier/company that is selected will be the company/supplier used to add the sales order.

U A single quote or purchase order can be selected or an ITT (Information To Tender)/Mass Quote
can be sent to multiple companies.

U Select an Order prefix for the order.

O A supplier order can be entered if applicable and the contact name can be selected from the
CRM contacts or typed manually.

O The date information will be applied to the header of the quote or purchase order
O Due Date — The date the order is to be received
QO Effective Date — The order date
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CRM Companies

CRM Companies are used to hold suppliers, customers and leads. CRM companies that are
customers also exist in the Customer table and a change made in either CRM Companies or
Customers will update the related record. Supplier work in the same manner.

CRM Companies can have multiple contacts related to the company. Every CRM Contact record

must be related to a CRM Company record.

CRM Companies

General Tab

O A company that is added to the CRM module is

classified as potential customer or potential
supplier.

O A company must be promoted to a customer or

supplier before a firm order can be placed.

O Quotes can be entered for non-customers and

non-suppliers. The company must be promoted

to a customer or supplier before the quote can
be converted.

O Companies are added by using the action New
Company.

<) CRM Companies |
| General | Details  Branch Options  Qther M
Compary Name | Matts bosts |

Cormpany Information

Address 100 Broadwap Ave ‘

City [ LEESBURG

Flegion  E—— |

Postal Cade [ams |3

Country [unmepsTaes [

Phone Number | ro3EEE1234

Fae Number [ |

Email Address [ ]
\Websile [ ]
Owrer T - |
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CRM Companies

O Company Name — The name of the Company.

O Address, City, Region, Postal Code and Country — The address information for the company.
O Phone Number — The general phone number for the company..

O Fax number — The general fax number for the company.

O Email Address — The general email address for the company.

Note: Phone, fax and email information is also stored for each contact. Phone, fax and email for the company are not
contact specific.

O Website — The website of the company

O Owner — The WinMan user responsible for the company. This is used to identify companies for the CRM summary
module.

CRM Contacts

SYSTEM SETTING:

By default the company ID length is set to 8 characters. The Company ID length is
adjustable using the CRM system setting CRM Company identifier length. Enable
the system setting to reduce the number of characters found in the contact ID by
entering the required number of characters in the value field. 15 characters is the
maximum number of characters allowed.

SYSTEM SETTING:

By default the prefix for the company ID is CP. The prefix can be amended using the
CRM system setting CRM Company identifier prefix. Enable the system setting and
enter the required prefix in the value field.
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CRM Companies

Details Tab

<) CRM Companies [|]=1% . L |
p Q While a company can be a customer and a supplier it

is not recommended.

Company Mams | Matt's boate ]

Compary Betals-

Cunency [ - | O Credit terms, Settlement terms, and GL account
e I | types are typically different in customers and

f”tt:' I%} suppliers even though they are the same company.
Credit Tems noo

SelementTems [0 [ QO Customers added from the Customers Module and
Sliccombiiion [0 Suppliers added from the Suppliers Module are
i T | automatically added to CRM.

@ Changes made in Suppliers, Customers or CRM
companies will sync records for consistency.

Savs | Cancel

CRM Companies

O Currency — The currency of the company. Once the company is promoted this can no longer be modified
Q Industry — The industry of the company.

0 Department — The buyer or sales rep for the company.

U Tax code — The tax code used for the company.

O Credit terms — The credit terms for the company.

O Settlement terms — The settlement terms for the company.

O GL account division — The AR or AP division for the company when promoted.

0 GL account type — The AR or AP account for the company when promoted.

Note: The above fields will update the customer or supplier record if modified (with the exception of currency which can
not be modified.
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CRM Companies

Branch Options Tab

| General | Detals Branch Options | Other

<) CRM Companies A=

Compary Mame: | Matt's boats

Branch Optians

(17 Add as 2 new customer branch

|| dd as & niew supplier branch

Customer A Bianch |

O A new company can be added as a branch to an existing
customer or supplier.

O Once an option has been selected select the customer
that the branch should be added to and specify the
branch.

Note: The next sequential branch number will default as the
branch

O Each Company in CRM will have a unique Company ID.
Branches only relate to Customers and Suppliers.

CRM Companies
Contacts and Branches

O Contacts related to the company will display.

Note: For customers and suppliers contacts are
specific to a branch. Branch 0001 contacts are
separate from Branch 0000 contacts.

QO All branches for the customer or supplier can
also be viewed.

Tip: If a branch exists, right click on the line for
drill down options.

5 Vit Stantard v
e De fovten Tod s i
o

0 iettan Cortal 5 CRM Companies | 7GR Surmary

X )

~Summary . Company . iniomaton. _Copjacts and Branches . Calendr Tasks  Actons, Moles Pioject, Sales Ordeis . Puchase Quders . Casgs Tiacking. Othgy
Comyid oz

Conpany Hane [at'sboats

Concttane TR

o e Preidt

Conict e [T

o e w

O Brncher
(5 Corpory 10 [Cpaytone JocamssJow Jieon _ Jreascoie _Toemtyie P
|
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CRM Companies

Review Calendar

[ i

i e Ist lavioaon Toos Windows bep

O Use the Calendar Tab to view all calendar events

T L | ol (WP
5 ettnconol | P s | @ vt o | @ Gt | 9 R Companies | A G kbt | () cor sy | for the company. This will include all Calendar
T e —— ‘ items for all the company’s contacts.
Company Name | Mats boats ]
Calendal v . b .
2o O Calendar can be viewed by selecting the option
eeagEl on the left side of the tab;
AnhEnan
BuBRTRE  —
= = Today
e ° ‘ = 5Days
B sour f ‘ = Month
B Month 0% ‘
5 ‘ O Advance the Calendar to view future Calendar
~ items.
12m
=

CRM Companies

View Sales Orders i

O Sales orders and quotes can be viewed
from the Sales Orders Tab.

O The sales orders tab can only be viewed

if an open quote or sales order exists for
the company.

@ Quotes can be converted from the Sales
Orders Tab by right clicking on the quote
and selecting Convert Quote.

O Quotes can only be converted for
companies that have been promoted to
a customer.

& winien Cer

Tosks Navigation Toos Windows Hep

| CRM Companies | T CRMSummary | ji_Purchase Orders | (f_System Options

ey uCompery, olniomefin uCorkaels sed Arsaches,  Colendaty Lasks, hptions, uotes i Pivieck  Bales Ordos . Bucchase Oiders Coesy Jypeking Ol
Company Id | crovinaz

Company Name. [ Matts boats
Sales Diders v

50 Nurtber | ales Order [d [Custores Drder | Customer Cantact [Reuested Date | Departmentid [Curtency d Status ¥
i~ 00001004 b DePer 54 i TTTTUED e

30000671004 oo 23/04/20 330472008
1R con.
& Convert Quote:

[ Grdsettngs  »

(3 oouments  »
[ copy
o Addtott
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CRM Companies

View Purchase Orders

|g WinMan Standar d Demo

sks Navigation Tooks WiedowsHelp

&» =r | _ : kA |
Wintan Central_* gh CRM Companies | () CRM Sunmary | (i Purchase Orders | % System Options D Purchase orders and quotes can be viewed
 Summary. | Compary.Infomation  Coptacts and Branches | Calendar Lacks Actions Notes Pioject  PuchaseQiders  Casgs Tracking, Other
comry [ceoorm ] from the Purchase Orders Tab.
Company Name. | Arizona Wire Specialist |
e
I 113 PO0O00TT3 20/03/2008

e e QO The purchase orders tab can only be viewed

if an open quote or purchase order exists for
the company.

O Quotes can be converted from the Purchase
Orders module by firming the quote.

O Quotes can only be converted for companies
that have been promoted to a supplier.

CRM Companies

R eVi ew Ta S ks \:Qﬁ!winuun Standard Dermo

i He sl Navigson Toos Windows Meb

2=

@ wetencontra | @ puchass orders | @ svstemoptons | 1 CR1Projects )/ CRM Companies | R CRI Tesk lssfications. | () CRt surnary_|
Wy Company | Infomalion. | Contects and Branches | Calender (T3S Actions Motes Pioject | Sales Orders | Purchase Oiders | Casss | Tracking | Qther.
T e
carwmyName Matt's boals S = s
Q Use the Tasks Tab to view all tasks mm
for the company. This will include
all tasks for all the company’s
contacts.

Crooa003 Nomal




n O Serialized i b ked b
CRM Companies e ber v e Tetkng b

- O Product tracking is turned on in
Trac‘(lng Administration— Standing Data —

System Options — Settings — Track
Product. Functionality can also be

[5 WinMan Standard Demo

{ Bl Tesks Mevigatin Took Windows el

B 2 2] managed on a per product basis
@) WinMan Central | &F Sales Orders | 5 Menufacturing Orders | (3 Shipments <) CRM Companies | USIn_g the prOdUCtS module —
Suway | Company | Infomaon | Contacts andBranches | Caencar Tasks Actions Moles Brojeel | Sals Diders  Cases [Tidsking) Otver Settings — Track product
Company Id | CPOMI023 ]
Sl ke Eoseain ] O Items to be tracked must have the

Frods J serial number option “Serial
e S e e S S E - g Number When Shipped” selected in
CPOO1023 ACME Engineering AC/0000000001 25/04/2008 5 Wl 5HO0001020 Shipment d ts
I ACME Engineering | AC/0000000002 ~ 25/04/2008 5 ) SHOOOOTO020 | Shipment products.
[ CPONIE— aME Eroneein  ACOOIOOND3  25/04/2008 5 v SHoooOIOZ0 Shpmet | :
Moy Notes 0 Once an item is sold to a customer,

Mave Ta CRM Company

it can also be moved to another
customer by right clicking on the

Remove from CRIMCompany

Goto... » N a

G settgs s item and selecting “Move to CRM
Cocumerts » Company”.

Copy

JELO2 @R

add to tote

O Anitem can also be removed from
the field by right clicking on the
item and selecting “Remove from
CRM Company”.

/]
CRM Companies Actions

Tools - Promote Company A

Option Tree P |
PFlease select the required tool }j

= CompanyMaintenance

O Use Action Tools to promote a
company to a customer or supplier.
Promoting to a customer or supplier
will create a customer or supplier
record.
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CRM Support Cases

CRM Support Cases are used to manage after sale support of items. A support case can
often be completed before a RMA is issued. Support cases can offer possible solutions
and allow assignment to WinMan users for resolution

CRM Support cases can be added and viewed in the CRM Support Cases, CRM
Companies, CRM Contacts and CRM Summary modules.

/]
CRM Support Cases

General Tab —— ST <]
Gerersl | Description Other|
O Outline — Specify a description of what the case is for. Support Case ld [ ooooooooa
0 Case Closed/Date Closed — Designates if the case has been closed Haline [
and when. nai

Case Closed

O CRM Contact — The contact for the support case. A contact is not
required for each case. Date Closed

QO CRM Company — The compan¥ for the case. This is automatically DizDal I
i

opulated if a contact is specified. A CRM Company is required CRM Contact Q

or each case.

Contact Name | |

0 Case Status — The status of the case used for information and CRM Company [

reporting. Compang Nams [ |
0 Case Category — The category of the case used for information Eose i

and reporting. Case Category
0 Case Reason — The reason for the case used for information and ol :

reporting. Piiority [3-Nomal [-]
Q Priority — Used to prioritize the case, and indicate importance to e ko IR - |

the person resolving the case.

QO Assigned to — Who the case is assigned to for resolution.
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CRM Support Cases

Adding Comments

(B CRM Support Cases L=k3

Genesl, ke,
Fiivate [v]

Commert Test Custamer needs extra tiaining

CRM Support Cases
Adding Documents

O Documents can be added to a case
using the action Add documents.

O Documents could be any internal
documents that could assist with the
case or any documents that the
customer may have sent in pertaining
to the case.

U All documents can be viewed on the
Documents tab in the CRM Support
case module and viewed by double
clicking.

O Comments can be added to a case
using the action Add comment.

O Comments can be marked as
private. When a service rep is
active with the customer private
comments can be excluded from
conversation

QAll comments can be viewed on the
Case Comments tab in the CRM
Support case module and viewed by
double clicking.

Add Document

Select the documert to be added

File Name

File Name i ;@

[] Link to document anly

_ lest
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CRM Support Cases

Adding Solutions

U Case solutions can be added using the
Add solution action.

O Previously added solutions can be looked
up using the Find Solution action.

O Multiple solutions can be attached to a
case. Only solutions that actually provide
a resolution should be marked as
Approved.

QAll solutions can be viewed on the
General Tab of the Support Cases module

CRM Support Cases

Send Email

O The Email action will send a summary
email to the customer with a status of
the case.

U The email will include company, and
contact information. It will also include
non-private comments, the status of the
case, a description of the case and any
approved solutions.

O The email is created as a template and
can be edited before it is actually sent to
the customer.

[ CRM Support Cases REX
| enersl Diher
Soluton d [ooooooooor ]
Dutiine | Additional Training
Solution Information
Approved [v]
ety Send customer quote for addifonal trairing

E Email E]
4] Send | % Add Attackment | [ Predefined Message | 2 488 E
To | calebi@bnatstus.com (Caleb DePistal Ba
Co | |
Bee [ J
Subject | Wirman Support [Case #0000000004] |

Sahino Creek Demo Company
Support Case #0000000004

Company hatt's boats
Date Reported : Apiil 25, 2008
Status New

Nutling

Attachments
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CRM Summary

CRM Summary brings all the CRM modules together. A user can review all the items that they have
ownership of. This includes;

CRM Calendar items
CRM Projects

CRM Contacts

CRM Tasks

CRM Companies
CRM Campaigns
CRM Actions

CRM Notes

CRM Cases

CRM Companies

SYSTEM SETTING:

By default the number of CRM calendar events that will display in the CRM Summary screen is 50. This number can be altered to any
number using the CRM Summary system setting Number of CRMCalendar entries to show on opening page in CRMSummary. To
increase this number from 50 enable the option and enter the required number in the value field.

SYSTEM SETTING:

By default the number of CRM contacts that will display in the CRM Summary screen is 20. This number can be altered to any number
using the CRM Summary system setting Number of CRMContacts entries to show on opening page in CRMSummary. To increase this
number from 20 enable the option and enter the required number in the value field.

SYSTEM SETTING:

By default the number of CRM companies that will display in the CRM Summary screen is 20. This number can be altered to any number
using the CRM Summary system setting Number of CRMCompanies entries to show on opening page in CRMSummary. To increase this
number from 20 enable the option and enter the required number in the value field.

SYSTEM SETTING:

By default the number of CRM campaigns that will display in the CRM Summary screen is 20. This number can be altered to any number
using the CRM Summary system setting Number of CRMCampaigns entries to show on opening page in CRMSummary. To increase this
number from 20 enable the option and enter the required number in the value field.
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CRM

SYSTEM SETTING:

By default the number of CRM projects that will display in the CRM Summary screen is 20. This number can be altered to any number
using the CRM Summary system setting Number of CRMProjects entries to show on opening page in CRMSummary. To increase this
number from 20 enable the option and enter the required number in the value field.

SYSTEM SETTING:

By default the number of CRM Actions that will display in the CRM Summary screen is 20. This number can be altered to any number
using the CRM Summary system setting Number of CRMActions entries to show on opening page in CRMSummary. To increase this
number from 20 enable the option and enter the required number in the value field.

SYSTEM SETTING:

By default the number of CRM tasks that will display in the CRM Summary screen is 20. This number can be altered to any number using
the CRM Summary system setting Number of CRMTasks entries to show on opening page in CRMSummary. To increase this number
from 20 enable the option and enter the required number in the value field.

SYSTEM SETTING:

By default the number of CRM notes that will display in the CRM Summary screen is 20. This number can be altered to any number using
the CRM Summary system setting Number of CRMNotes entries to show on opening page in CRMSummary. To increase this number
from 20 enable the option and enter the required number in the value field.

CRM Summary
Today Tab e v

N — a v}

e Certral_| S Seles Orders | 5 Marufoctring Orders | % Shimerts | % System Options | (5 Procucts ) () CRM Summary | (8 GRM Supot Coses

[fod85] My Calendar | My Piojects My Contacts | My Tasks | My Comparies My Campaigns  MyActions | MyNotes | My Cases

S 25/03/2008 - Cal Mt about ice kst

O The Today Tab will display all the
Calendar items, overdue tasks and

st and ask for updale

=
Today’s tasks. 2 o

Today's Tasks
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CRM Summary

Viewing others tasks

O In CRM Summary, all the WinMan users and
departments are listed in the select area of the
Actions panel.

Actions jol%|

Select

QClick on a user to view their CRM items. > a

» ENGINEERING
. . » GoC
QTo view all CRM items for a department, select 3 GENERAL
the department. 3 KENT

) MaNUFACTURING
» PURCHASING
Note: In the Users module each winman user can P SHLES

be linked to a department. By selecting a S
department, all of the department’s users’ CRM
items can be viewed.

" suoneiay pue synday

i.e. If I click on SALES, | will see all the CRM items
for all the users that have SALES as their
department.
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