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Preface
This document is meant to be used as a User Guide by users of Sales Management application.

Application Administrators will find useful information on how to configure Sales application and Users will find
this guide handy to answer most of their queries.

Document Design

Each chapter is designed as a unit and contains all the information on that aspect of the application. Within the
chapter are sections and sub-sections. Use the hyperlinks to go to any related topic to understand the other
related aspects of the application design and use.

Conventions

Text Type Description

Quick help on this Maroon underlined text is used to highlight a hyperlink in the application which will
take the User to another page or grid

www.eazework.com Hyperlinked blue text will take the user to either some other section within the
document or to the application page if the reader is online and has logged in

Action buttons. These are buttons in the application which are used to perform

actions.

Getting More Help

For support and assistance please email to support@eazework.com.

Feedback

We would like to hear from you. Please send us your comments and feedback on the application or any aspect to
feedback@eazework.com. Please be as descriptive as possible while giving this feedback.



http://www.eazework.com/
mailto:support@eazework.com
mailto:feedback@eazework.com

Table of Contents

INtroduction tO SaAlES IMANAZEMENT ......cciiiiiie e cceee et et e e e re e e st e e et e e e seasaaeesabeeeeaatseeeanssaeesansaeeesnsseeeassseesnnsnes 3
Processes in Sales Management APPIICAtION .....c..iiiiiiiieiiiieeee ettt s sare e e sb e sanee e 3
PN o] o] Lo | Ao TN o<1 (U] TSP 4
0o SR T I T= 11 o] o] [ Tor= [ L ISR 6
TYPES OF LICENSES ...ttt ettt et ettt e b e s bt s bt e s bt e bt e s be e e bt e s b et e bt e st e e e bt e s beeeneesabeeeneesares 6
For Application Administrators — Application Setup and Account Management........cccceeecciveeeecieeescieee e e 8
Setting Up and USINg Sales APPICATION........cii ettt eeee e e ste e e e ste e e e e bae e e s bbeeeesataeesenssaeessssesasansaesennns 8
ACCOUNT MANABEMENT ..ttt e e e s s b e et e e s s r e e et e e s s e ssaraaeeeeesesnnnes 9
For Users — Account Validation, Application Access and PreferenCes.......ocueevvriieeieiieee it e e s 12
ACCOUNT VAlIAGEION ettt et b e b et e e st e s bt e s b e sbee s bt e bt e st e eseeebeesbe et e enbeenbesnnesnees 12
ACCESSING The APPIICATION .ttt et e st e et e st e st e e s beesabeesabeesaseesabeeenneesas 14
Y 1T = g Lol PSSR 14
PrOGUCTES ...ttt sttt st e e st b e e s b et e be e e b e e e be e s b et e be e e b et e ba e s b et e bae s re s e raeenrae s 16
[ ol T PP PPT R UPTPTPUPPPRTNE 18
[T or=) o] o FJ PP PP OPPTPUPPPRNE 19
UNderstanding HIBrarChi@S ........uuiiiiii ittt e e e e e st e e e e e e st e ta e e e e e e sesasetaeeeeeeseasnntaaneeeeeesanssarreeeaaeans 20
T 1L 1 =T =T e 1SRRI 20
o Yo LUt al =T = of VPSR 21
(e Tor Y a o] T o 1T =T ol o1V PRSP 21
YT o] o110 Y= T 0 11 0] o] =T 1 TP TSR 22
Objects in Sales Management APPIICAtioN .......ciieiii e e e st e e e st e e eerree e snaeeeesaeeeennns 22
BB P s 24
11T Y= U o SRR 24
(TR T= = IR U o TSRS 24
UNIE OF IMIBASUIE ..ttt ettt et e bt e b e s bt e bt e e b et e bt e e bt e e beesab et e abee s bt s e abeesab et e nsneeaneeesnneenneeas 25
Y] =TT o =T Lo I =Y =Y SRR 26
INVOICE TOIMS. ..ttt b e e s b e e b b e s b et e ba e s b e s e bb e s b et e sba e e basesabe e basesaneennaees 27
E 1 (S 1 (=Tl D ] T PP PSP UPTR PP PPPRPPP 28
PN [o 11 Y= 41 2 o [ ot £ PP R PP 28
¥ o g Y=g IoTor: | 4 To] o -3 SR 31
PN [o 11 Y=g o o (ol I X ) PRSP 33

Sales Management User Guide v1.0 1



MaintainiNg SAlES TEAM STIUCTUIE ....ciiviieeeiiieeeeiee e ctee e e ree e e et e s e e e e st e e s etteeessssaaeesasaeeeansseeesnsaeeesnsseeeansseeesnnsnes 35
DEfiNING SAlES TaAIZEES ..eeiutiiitieetee ettt ettt e rb e e b et e s bt e e bt e e s bt e e bt e e sbee s bt e e sbbesabe e e sbbesbeeensbesbeeesnneenneeas 36
L0014 = o £ PP P TP OPO PRI 37
VIBWING CONTACES oo 38
Adding and Editing B2B CONTACES .....cccuteiiiiiiiieiiie ittt ettt ettt e st e et e st esabe e s beesaneesabeeeaneesbeesnneesas 39
Adding and Editing B2C CONTACES.....ccciuteritiiiiieiiie ettt tee st et s e et e st e e bt e st e e bt e sabeesabeesabeeeaneesabeesaseesbeesaneesas 42
(O] V=T u ] oF-d W e fo Ty o J=Tol i o I W GLUE] o] o o[- (F PP PP PPPPPPPPPPPPPPPPPIRS 43
=TT PO OO O T PSP P RO PP PPOPPTRPROT 44
MaNAGING the LEAT PrOCESS ....cecuveiiiieiiee ittt ettt ettt ettt ettt e sbte e bt e s bt e e bt e e sate s bt e e sbbesbe e e ssbesbeeesbeebeeensnesneeas 45
VIBWINE LBAUS oottt e e e e s e e e e e e sttt eeeeeeeseaaataeeeeeesassaetaaeeeeesaasnstaasaeessasnnssaaeeeeeessansssreasaneann 46
AdAING OF EAItING LEAT ... .eeiuiiiiiieeiee ettt sttt st e et e st e et e st e e et e e st e e eabeesabeesaseesabeesaseesabeesaneenas 47
SAlES REGISTOI ..ttt ettt ettt et e ht e e b et e bt e e b et e bee e be e e bt e e bt e e bt e e b et e bae e be e e bt e e be e e bee e beeenee s beeeneenares 52
Creating SalES REGISTON .. ..uviiiiiiiee ettt e et e e e et e e e s bt e e e et tteeeeeabaeeestbeeaastaeeaaasaaeesassaseastaeeeanssaeessaeaeeasaeeeanes 52
Reviewing Cash t0 De SUDMILEM ........cuviii et e e st e e e e tre e e e e ataeeesabbeeeeataeeennees 54
SAlES INVOICES .. ttiie ettt ettt ettt ee et e e e ettt e ee e te e e sabaeeeesteeeeaasaeeesasaeeeassteee s nseeeeansseaeesteeesanaeeeeansaeeeennteeeeanreeeearaeaean 55
E1EMENTS OF @N INVOICE. ¢ ettt st st b e st e bt et eae e s be e b e e bt et e et e ssbesaeesbeesbeenbeenneenee 55
INVOICE STATUSES 1oeiiiiiiiiiiiii it s b e e s s a e e s b b e e s b s e e s s b b e e s s ar e e snan s 56
CrEatiNG AN INVOICE «..eeeiiiieiee ettt ettt e s et e s e e e e s bt e e s e be e e e semba e e s sabaeeseanreeesensneeesanneeessnneeesanns 57
VIieWINg OF EAItING @N INVOICE ...viiiiiiiieiiiiei ettt se e e e e e s ettt e e e e e e s esastaaeaeeesesnstaaeeeeeeessnnsaaneeaeaennn 58
LSy =Te [1 Ty oV PP P PP P PPN 59
Y Yo o] Y= @ =Y [ I T T PSR 61
(600} | [=To1 o o E-J PP PP PT PP PPN 63
Y T F=Yeq T oY= @o] | F=T ol d Lo K- PRSP 63
SFE 11 Y oo L Lor= o o T =T o Yo L o USRI 65
R LT N A V7 AV 2 U=Y o Yo o SRR PPPRRRt 65
SUMIMIATY REPOITS ettt s 66
(O] 0y =Yg Yo LT aF=d oo 17 (=T o | PSPPSR 67
SAlES IMIASTEIS ...ttt et e b et ettt e b e e bt bt e e bt e b et e b et s h et e Rt e e shb e e e Rt e e shbeeeab e e sbeeeabeesbeeeareenas 67

Sales Management User Guide v1.0 2



Eaze\Work

Introduction to Sales Management

Welcome to EazeWork’s Sales Management application. Understand the basic features and functionalities
supported and how to start using it.

Welcome to EazeWork’s Sales Management application. This application is designed to take care of the typical
processes in a Sales function of a company. The application is built around four key processes — Contacts, Leads,
Invoice and Collections. Products, Price Lists and Locations are aspects of underlying master data which need to be
managed for full use of this application. You can read about each of these processes and features in this guide.

With the Sales Management application companies will now have access to all their Prospect, Lead and Customer

data in one place. Products and Services being provided by the company can be modeled in the application and
Sales regions can be defined. Multiple hierarchies are available for users to manage their data in a better manner.

Processes in Sales Management Application

In release 1.0

Contacts Management -Y
Leads Management -Y
Invoicing -Y
Daily Sales Register -Y
Credit Control -Y
Payment Collections -Y
Standard Reports -Y
Email and Dashboard Alerts -Y

Customizations available
Lead Attributes -Y

Planned for Future Release

Sales Order Capture
Sales Forecasting
Inventory Tracking
Customized Reports

See Also
Types of License
Setting up and Using Sales Application
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Application Features

Setup and Configurability

Contacts B sales Setup

B Sales Setup
General
Unit of Measure
Invoice Terms
Lead Details

B Sales Master Data
Products
Locations
Frice Lists

Team Structure

Team Targets

All EazeWork applications can be configured to meet some specific business requirements. These configurations
are specific to your setup and can be changed at any time. Most of the configuration is handled through Setup.
Setup is an important activity which needs to be done upfront and also updated if there are changes in the
requirements. See Sales Setup for more details on this important section.

Another important activity which can be done in Setup is Master Data creation. See Sales Master Data for more
details.

Preferences

As a User you can setup your personal preferences and also manage your password through this section. See
Preferences for more details.

Application Administrators can add / delete Users and control role based access from Manage Subscriptions
section.

Mouse-over Commands

Mouse-over commands allow Users to perform some actions without going to the details page. This functionality
should be used when Users do not want to view details but are sure of their actions and can complete them on the
summary table itself.

Table Filters
Department Name Employee Hame Employee Code Designation Location Phone
Development Wivin TPCS TPC,Delhi
Development John TRCZ Director-Applicatien Dev| TPC,Delhi
Development Paul TRCT TPC,Delhi
Development Tony TPCE TPC,Delhi

This feature allows to quickly narrow down the data from a bigger data set. You can enter a text string in the box
on the top of the column and the table data will get filtered down to show only the rows which have the matching
text (in the same column).

Sales Management User Guide v1.0 4
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On Screen Help

Contacts Loads Sales Regunts Salus Setup

Each page is provided with a context specific help which provides Users with basic information about the page.
This can be accessed by clicking on Quick help on this page link. Additional information can be accessed through
Related Topics.

New Button, Quick Links and Calendar

. Possible Actions
Add New Contact
e A New Request can be created from the button on

the right pane

e Quick links can take Users to tasks which are
frequently done

e  Users can view Calendars which will show Holidays
and Leaves applicable to them

Add New Invoice

‘We would like to hear from you. Click
Here to send us your suggestions.

Sales Management User Guide v1.0 5
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Roles in Sales Application

Sales application mirrors the roles which are there in a typical company with a focus on direct sales. For any user
an understanding of the various roles and their function is necessary before the application can be fully used.
There are two types of roles — Unique Roles and Non-unique Roles. Unique Role can be given to only one User at a
point of time while Non-unique Role can be given to multiple Users at any point of time.

User
This is the role given by default to all the subscribers of Sales including the Application Administrator.
Unless you are a User you cannot log into the system. All other roles are in addition to User role. In a way
the User role is same as a typical Employee in the company, first you have to be an Employee before you
can be anything else. This is a Non-Unique Role.

Application Administrator
Application Administrator is the most important role. He is responsible for various tasks like — managing
the Application setup, adding / deleting Users, managing roles and access of Users and interacting with
the EazeWork Customer Manager for maintenance and other tasks. It is a Unique Role i.e. only one User
can be Application Administrator at any point of time. This is a common role across applications, i.e. if you
subscribe to Payroll and Sales also the Application Administrator role is handled by one person.

CEO
This role is given to the head of the company. As the CEO he is on the top of the organization hierarchy
and responsible for some key processes. He also is able to view most of the data in the system through
reports. This is a Unique Role.

Account Head
This role is used in Sales to ensure that the credit limits for customers are maintained properly. Any
change in credit limit is done by the Account Head. This is a Unique Role.

Accountant
Accountant role is given to the persons who are responsible for collection of money from the customer
either directly or through the Sales team. This is a Non-unique Role, i.e. there can be multiple Users
mapped to Accountant role.

Sales Support
Sales Support role is given to a operations person who is working in the back end and helping the Sales
team. Typically this role is used for Lead generation, Invoice creation and Customer support. In Sales
application the Sales Support person can create Contacts, Leads and assign them to any Sales Executive.
He can also fill up the Sales Register or create Invoices on behalf of the Sales team. This is a Non-unique
Role, i.e. there can be multiple Users mapped to Sales Support role.

Types of Licenses

There are two types of licenses for Sales application trial and paid. A trial license is useful for startups and small
companies and also for larger companies who want to try out the application before deciding to buy. For Sales two
different editions are available for paid users, these are Lite and Standard editions — Enterprise edition will be
launched soon.

Sales Management User Guide v1.0 6



Features which are available in the various editions and differences are detailed below.

Eaze\Work

Trial Lite Standard
General
Number of Users 5 No limits No limits
Space per User 5 MB 15 MB 25 MB
Bandwidth per User (download and upload per | 10 MB 20 MB 30 MB
month)
Common Features
Configurability Y Y Y
Customizable Workflow N N Y
Multiple Users with System Roles N N Y
Email alerts N N Y
Dashboard alerts Y Y Y
Standard Reports Y Y Y
Custom Reports N N Y
Export, Print Reports Y Y Y
Sales Processes
Multiple Units of Measure N Y Y
Multiple Prices N Y Y
Discounts Y Y Y
Multiple Locations 3 Locations max No limits No limits
Product Groups and Products 10 Products max No limits No limits
Product Document Mgmt N N Y
Sales Hierarchy Y Y Y
Define and Track Sales Targets Y Y Y
B2B and B2C Contact Management 20 Contacts max No limits No limits
Customize Contact fields N N Y
Customize Lead Properties N Y Y
Lead Teams and Task Assignment Y Y Y
Lead Document Management N N Y
Cross Location assignment of Leads Y Y Y
Daily Sales Register Y Y Y
Credit Control N N Y
Invoicing N N Y
Collection Management Y Y Y

Besides these differences there also are differences in services and other aspects. For more details you can refer to

http://wwww.eazework.com/apps/sales.aspx.

See Also
Application Features
Setting up and Using Sales Application

Sales Management User Guide v1.0
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For Application Administrators - Application Setup and Account
Management

Welcome to EazeWork’s Sales management application. As an Application Administrator you have a critical
role to play, understand how to start using this application.

Setting up and Using Sales Application

This section explains how to manage the initial Setup and adding Users.

Three activities have to be completed before Sales application can be used by the Users. These activities can be
completed by Application Administrator or can be done by EazeWork Customer Manager also. Please email us at

support@eazework.com to find out who is the Customer Manager for your company (only available to paid users).

Application Master Data Adding Users and
Setup Creation Assigning Roles

1. Sales Setup
During this activity the Application Administrator of the company configures the Application with the help
of EazeWork Customer Manger. This configuration ensures that the application is mirroring the business
process of the company to the extent possible.

Application Setup can be changed at any point of time in future but if the change has an impact on the
data or transactions then the associated changes have to be managed.

2. Sales Master Data Creation

Products, Locations, Sales Hierarchy, Price Lists are some examples of Master Data which needs to be
created by the Application Administrator before the end users can start using the application.

3. Adding Users and Role Assignment
In the final step the Application Administrator adds Users and gives appropriate roles to these Users. The
Users need to validate their accounts after which they can start using the application.

Sales Management User Guide v1.0 8
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Account Management

Manage Account section is accessible only to Application Administrator. Using this section the Application
Administrator can add or delete users and maintain the company profile.

Account Summary
B Cormpary Dutats
Elae_ 2 )
Bing Address
32 o~

Possible Actions
=  You can update the billing address for your Company and view the access URL from this page.

Manage Subscriptions/ Add Users

In this Section Administrator can manage the subscription and roles of all the Users of the Company. By default all
the roles of Sales application are inherited by the Administrator when he activates the subscription the first time.
After that he needs to complete two critical tasks of Adding Users and Defining Roles

B Account Status
-
U CAN A0S LANE, LOPRaE YO 0820 2F Duy 4 RIAge » tucar ;0 s e
SWIGTase o 4 X wae »pe al - saved caly e o
bafore you are redrechas far payment © rato
¥ Upgrade Downgrace Arce
Appk w1 tanon Sopses Licen n Us Lo Date
caho LD ; wenses | e na Date
i Avalaie o
EazedR T 1 Apahacie
Eazedam Tra 0 Lpgicaoe
B Manage Sunscrgnons
—————— e
User Hame Elnall i Sales Stetus
———— —

Sales Management User Guide v1.0 9



Eaze\Work

Possible Actions

You can review the Subscription details like Applications and License subscribed to, Number of Users, End date
of Subscription

You can Add Users by clicking on the button

You can Deactivate an existing User by using the mouse-over action<Deactivate |

You can Edit an existing User and manage roles which have been assigned to him

Adding Users

1.
2.

Enter the email id of the User

Define the roles which the User is supposed to perform. By default all Users will have the User role, this
cannot be removed. Any additional role can be given to them based on their profile. Refer to Section Roles in
Sales for more details on the different types of role.

Click on Save. The User gets added to the Company but his status is Not Validated. Only when he completes
the Account Validation process will his status change to Validated.

Deactivating Users
As an Administrator if you Deactivate any User, the deactivated Users will not be able to access their EazeWork

account. Use this feature if you want to prevent some User from accessing the application. This is a reversible
process and when you Activate the User again he can start using the application.

Deactivating a User does not remove any role or links in the application, in fact except the Administrator and the
User no one else gets to know that an User has been Deactivated. So all work flows where this User is linked can
be initiated but will stop where action from him is required.

Role Assignment
Add | Edit User Roles | x|
Email
T ‘.Q ‘
Fole HR Sales

Possible Actions

Select the Common Roles you want to give to the User. If you select any one common role automatically the
user will get access to all the applications the company has subscribed to. If there are not enough licenses
available in any application then this action will not be allowed.

Select the Application Roles you want to give to the User. Like Common roles these roles are also to be given
across all the Applications where the role is available.

Sales Management User Guide v1.0 10
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e  You can remove an existing role from a User by deselecting the checkbox — removing the access to the
application will also remove all the Application Roles which have been given to the user.

A Unique Role cannot be removed from the User to which it is assigned. Instead of this the role has to be assigned
to the New User and automatically it will get removed from the previous User to which it was assigned. Refer to
the section on Roles in Sales Application for more information.

See Also

Preferences

Sales Setup

Sales Master Data Creation
Adding Users

Role Assignment
Account Validation

Sales Management User Guide v1.0 11
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For Users - Account Validation, Application Access and Preferences

Users of the applications should read this section to understand how to validate their account, access the
application and setup their preferences.

Account Validation

Access to all EazeWork applications are controlled through the unique user name which each User is asked to
create. This user name is associated with a primary email which is validated during the registration process. The
sequence of activities to be followed is —

1. You will receive an email in your mail box from either your Application Administrator or EazeWork Customer

Manager.
2. When you click on the validation link you will be taken to the Registration page

.
Company Name The Premier Compan

A i @ Create a unique URL for your company of not more then
Access URL tpc 6 characters

Name -Title-

.
Email

User Name

Password

Re-enter Password

.
Country -Select- v

How did you hear
5 T~ v
about EazeWork? i

Fields marked * are mandatory

Actions to be completed

e Create a unique User name for yourself

e  Enter and reconfirm the password. Please remember this password and keep it in a safe place.

o Accept the Terms of Use and Privacy and Security Policy. You can read the documents available on the
website.

3. When you have filled up the Registration details you will be redirected to your dashboard from where you can
start using the application.

Sales Management User Guide v1.0 12
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Logging In
Logging on to Sales application has to be done through https://www.eazework.com/login page. When you go to
this page you will see a login window.

Login to your EazeWork account

URL: hitpey) toc eazework.com Focrgot URL

Username: ohn 2ot Utermame

Password: T3E Forgot Patsword
Cancal Login

You can enter your User Name and Password and login.

Auto time-out

You will get timed out if there is no activity for a period of 15 minutes. This is done to ensure safety of your
information.

Force Login

You cannot login to the application from two different browsers or two different locations — only one active
session can be maintained at any point of time. If you have an active session from one location or you have been
not logged out from the session for any reason and you try to login again you will get an error message “You are
already logged into the application or your previous session would not have closed properly. If you click on Force
Login you will be logged out from the other session. Any unsaved work there will be lost.” In such a scenario you
will get a button using which you can log out from the other session and login.

Password Retrieval

If you have forgotten your password you can request a password reset. This link is available to you on the login
page. You will be sent a hyperlink to your registered email using which you can reset your password.

Registration for first time Users

The sections explained above work for a User who has already been added by the Application Administrator to be
a part of the application setup. If you are a new User and do not have an EazeWork registration you can go to
www.eazework.com/registration and register.

Sales Management User Guide v1.0 13
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Accessing the Application

Application can be accessed through multiple methods. This section explains the various application access
mechanisms available to a user.

Using the Website
The default method for logging is through the website. This is explained in the previous section on Logging In.

From email alerts

Emails are sent to users as notifications when certain actions take place in the application. For example, when an
employee raises a leave request his manager gets an email with links to certain actions. On clicking on these action
buttons / links the manager will be routed to the application page for completion of the action. If you are using
latest browsers and have saved your login / password details you will be automatically routed to the page where
the action has to be completed.

From Mobile phones

Mobile phones can be used in to access the application as a browsing device — if you have a mobile through which
you can browse the internet you can use it to also browse the application.

Preferences

Preferences Module allows Users to manage their profile and password. Users can also see the roles they
have access to in the Sales application.

User Profile
Update and manage the User Profile from this section.

B Frrsanal Detaie

Upesd m

Possible Actions
e Update your Personal details, upload your photograph, update your contact details

Sales Management User Guide v1.0 14



B Address Details

Home Address

Agoress

GKIl

India

e | Dethi (UT)

Delhi

Permanent Address [Z] Same 4s Home Address

Address

Here you can update your home and permanent addresses.

Applications / Roles
£ Roles
‘ Role ﬂ Sales
User
Sales Support

H User Name and Password Maintenance

Change Passward

User Mame

Confirm Password

Current Pagsword |......

ey Password |oooou

EazeWork

You can view the Roles you have within
Sales application in this section. You
cannot make any changes to this table
and if you need any roles added or
removed from your profile you should get
in touch with the Application
Administrator of your company.

Here you can view your User Name and update the Password. You cannot change your User Name.

See Also
Sales Setup

Sales Master Data Creation

Account Management

Sales Management User Guide v1.0
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Products

Defining and managing Product information is one of the most important tasks in this application. This section
gives an overview of the Product definition and maintenance.

Products and Services are the items which are sold by a company. In this application Service has not been modeled
separately but the option to model a typical service unit of measures have been designed which can be used to
create Service offerings.

Products are linked to Price lists and also assigned to Locations, these associations help in defining the price and
whether a product is available for sale in a location or not.

Attributes which make a Product are given below

= Product Code / Description: both are used to refer the product in various places.

=  Product Group: each product belongs to a Product Group. Read here to understand about Product Hierarchy.

= Unit of Measure: the unit on which the Product is sold is known as Unit of Measure. It could be liters, kgs,
mtrs, each, case. Standard units of measure are predefined and available as a drop down. You can create a
custom unit of measure for your use in the Setup Section.

=  Base Price: the default price which is automatically added to the Base Price List. Read here to understand
about the Price Lists.

=  Maximum Discount (%): Discount available to Sales Executives which they can give to the end customer
without any additional approvals.

Product Group

Product Group is a logical grouping of products with similar attributes. Product Groups are used to control the
access, prices, availability or even discounts at an aggregate level and doing so helps in reduction of effort to
manage.

Unit of Measure

Products are stocked and sold in a pre-defined set, this is called as Unit of Measure. This might be different from
the production or purchasing unit of measure. For example if an importer is purchasing large quantities his
purchasing might be in crates or in tones and the same product if after some value add is being sold in the
wholesale or retail market the unit of measure will be in dozens or pieces.

Each Product can have only one unit of measure so if the company wants to have multiple units of measure for the
same Product the recommendation is to create a different Product with the second unit of measure.

Base Price

Base price is the default price which is used when no other price is associated with the Product. This can be
thought of the basic price which is agreed upon with the finance / senior management and variations due to
regional costs or competitive activity is managed through the Price Lists.

Maximum Discount

Each Product can have a maximum discount percentage which can be allowed to the Sales Executive to be given to
the customer. This discount percentage is common across all Locations and Sales Executives. This discount can be

changed at any point of time but the change will be only applicable to the leads or invoices which are created after
the change.
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Sales Period

Products have a period in which they can be sold by the Sales team. This period is called as the Sales period and
defined by the Sales Start and Sales End dates. No invoice can be created before the Sales Start date or after the
Sales End date.

Product Status

A product has three statuses — Draft, Active and Inactive. Each status is explained below

Draft: Product is not visible to any other part of the application and Application Administrator can make any
changes or delete it without any issue.

Active: Product is available to be added to Price Lists and Locations and is visible in drop downs in Leads, Sales
Register or Invoices. This is the status when the Product is in the Sales period.

Inactive: Product is not visible anywhere in the application and it is no longer available to users. This is the status
when the Product is outside the Sales period.

Note: A product once created cannot be deleted.

See Also

Adding Products
Product Hierarchy
Mapping across Objects
Price Lists
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Price Lists

Information of Product pricing is captured in Price Lists. Price Lists are used to implement the desired pricing
strategies across regions and product groups and can also be used to provide time bound schemes.

Sales Management application has a pre-built Price List which is known as Base Price List. All Products have a base

price which is stored in the Base Price List. Using this Base Price List you can create multiple Price Lists, typically

Price Lists would be used in the following scenarios

=  Company wants to follow a uniform pricing policy across the country but there are different taxes or freight
costs which when added to the price lead to different sales price. Prices can be back calculated to account for
this difference, places with higher tax or freight would have lower prices. These prices can be stored in region
specific price lists

=  Company wants to sell the same product at different prices to different channels as the channel discount
structures vary. In this case also the price would be calculated taking into account the final price at which the
products have to be sold. Note — the discount in this example is different from the Maximum Discount
available to the Sales Executive as a part of Sales process.

=  Raw material prices for one set of products have gone up and company wants to pass on part of the increase
only to some regions. A new Price List with the increased price can be created which can then be applied to
the locations falling in the region.

Future Effective Date

Prices can only be changed in future. Application Administrator has the flexibility of creating a new variant of an
existing price list which can capture the information of the future date and price which will be applicable in the
future.

Deleting Price Lists

To delete a Price List you will have to do the following

1. Remove the Price List from all the Locations where it is currently being referred to.

2. When this is done the Products which are linked to this Price List in the locations will also be removed
automatically.

3. This has a cascading effect and the Product information which is listed in in-process Leads or draft Invoices will
be removed.

4. If the Product is to be added back to the Lead / Invoice then first the Product information is updated with a
new Price List at the Location and then added to the Lead / Invoice

See Also
Adding Price Lists
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Locations

Location is a geographical territory which can be equated to the concept of either a retail point or a sales
territory.

Sales Locations (called Locations in short) are very important for a Sales Organization. Locations are used to
= Define and manage the geographical territory over which a Sales Executive has direct control

=  Map Prospects, Customers and Channel Partners

=  Define prices and sale-ability of Products across regions

A location is defined and maintained in Setup by the Application Administrator and is mapped to

=  Sales Executive

=  Products and Price Lists

A location can be made inactive and removed from all future transactions but we cannot delete a location once

created.

See Also
Adding Locations
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Understanding Hierarchies

Hierarchies are used in various places to aggregate and group objects. Read this section to gain an
understanding of hierarchies used in Sales Management application.

Sales Hierarchy

Reporting relationship across the Sales team are key to defining the Sales hierarchy. In any organization as we

move from the frontline up the seniority chain the Sales focus and responsibilities change. In Sales management

application we use the Sales hierarchy for two reasons

- It helps to define the reporting relationships and in Setup the access control can be managed by reporting
teams

- Reporting of closures, pipelines and losses can be done at any level and performance across various verticals
can be compared.

An example of a typical company engaged in Exports and Imports is shown below. This is an example of a Sales
organization with 5 levels.

Director (Sales)

Sales Head (Exports) Sales Head (Domestic)

Level 1 -Sales
Head

Level 2 -

Divisional
| Heads

Level 3 -

Europe Americas Rest of World North East West South Regional

[ Managers
| | |

State 1 State 2 State 3 State 4

Level 4 -

Zonal

| Managers

Level 5 - Sales
Area 1 Area 2 Area 3 Area 4

Persons

This hierarchy can be modeled using the Sales Executive — Manager relationship in the Sales Team Structure
section. This can be done only by the Application Administrator. Sales Executive is a generic term used to refer any
Sales user in this hierarchy.

The important things to note are

a) Each Sales Executive is mapped to one and only one manager, except the senior most person who also has the
CEO role

b) Asyou go up the hierarchy the data of the team below you is visible to you in the application and you can also
perform some actions like lead assignment
c) Thereis no limit and you can have any number of levels in this hierarchy
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Product Hierarchy

In the application Products are mapped using a two level hierarchy. When you define a Product Group in setup
you will have to create and assign Products under this Product Group.

Product Group

Product 1 Product 2 Product 3 Product n

The important things to note are
a) There is no linkage across different Product Groups
b) Products within one Product Group should have some uniform attribute which makes it a logical grouping

Location Hierarchy

At this stage in the application there is no location hierarchy and you can model only level of locations. We plan to
introduce a hierarchy of locations at a later date. The concept of location hierarchy is similar to Sales hierarchy and
each level of hierarchy will be equivalent to a sales territory and should map to a level in Sales hierarchy.

Level 1 -Sales
Head

Aggregate \«

Countr Level 2 -
dl |-
v - ” | Divisional
Heads
Zone < > Level 3 -
Regional
State < > Managers
Level 4 -
District < p | Zonal
Managers
Market < p |Level5-Sales
Persons
See Also
Products
Price Lists
Locations
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Mapping across Objects

Understanding the relationships between various aspects of Sales management application can be gained
easily by understanding the basic objects and inter-relationships between them.

Objects in Sales Management Application

The main objects which are used in Sales Management application are

Contacts
A detailed description of Contacts is given in the Contacts section; in brief these are all the Prospects and
Customers which are managed through the application.

Leads
A detailed description of Leads is given in the Leads section; in brief Leads are the opportunities for selling
products or services to the Prospects or Customers.

Invoice
Invoice captures the details of a Sale which has been made and the products / services are ready for delivery.

Sales Executive
Sales executive is the user of this application; he can be at any level of the Sales hierarchy.

Location
Location is a geographical territory which can be equated to the concept of either a retail point or a sales territory.

Products
Products are used to define both the Products and Services which are being sold by the company.

Price Lists
A price list has a set of products and a price.

Contact can be associated with a
Location but this is optional

—; )

Location x Prospect m

Lead 1
Lead 2

™~
9 When a sale is

made the

Contact can b
Location is assigned assigned to a

to Sales Executive different Sales

Product a, Price List i

Product b, Price List j

Executive

Sales Executive y ]

Product / Price list
combinations are mapped

[ Sales Executive z

to Locations

Customer n

Invoice 1

Products Price Lists

—>

Prospect gets

changedtoa
Each product is assigned to €

Customer

one or more Price Lists Invoice 2
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The graphic above highlights the various mappings between the data objects. The important ones are

=  Sales Executives are mapped to Locations. Each Sales Executive is mapped to one or more locations and each
location should have one and only one Sales Executive.

= Each Prospect or Customer can be mapped to a Location but this is not compulsory.

= Each Location has clearly identified Products and Price Lists which tells which Products can be sold at which
Locations at what Price.

= A Product can have multiple Prices but these have to be captured in different Price Lists. One Price List can
have only Price for a Product.

= A Prospect or Customer can have multiple Leads and multiple Invoices. If the Prospect or Customer

=  Each Lead can be assigned to only one Location - this will be the same location as the location assigned to
Contact (if that has been done)

See Also
Products
Price Lists
Locations
Contacts
Leads

Sales Register
Sales Invoices
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Setup

This section explains the process of Setup which is managed by Application Administrator. Setup gives the
flexibility to map application processes in line with the Company requirements.

Setup section allows the Administrator to access the Setup of all applications which they have subscribed to. If you
have subscribed to only one application Sales then only Sales will be visible from the Sub-menu. Setup for Sales is
divided into two parts

1. Sales Application Setup: Here all the necessary Application Setup tasks are completed.

2. Sales Master Data: Here all the required Master Data is created and maintained.

Sales Setup

Menu Path: Sales > Sales Setup
Accessible to: Application Administrator

Sales Setup is divided into multiple sections. Each section is a group of activities which have mapping to a module
or behavior of the application.

General Setup

low Sales nooking wimhout Customar Name o (o3
e n Cre Lmit new Customaers 3
sdit Lim ) R
Allow 3o dearing o INVOss .y
B reabon of Sales Registar b Y
1 35 0afins F )&t Pricing *3
n penersiec or Manuslly assgned 2! Syster Ganw U Haruny Asagre
Arg Cusiomer Codes System generatad or Maowally assgnes + System Genermed Harusly L3sgren
@ o Manualls assgneg 2/ Sywem Generaced ATUNly A
Are irvvoice Plumbers Systern generaded or Manually 3ssigned & System Genwrwnd Intunly Anegre

Allow Sales booking without customer name in Sales Register
- Yes: sales can be booked without a customer name in Sales Register
- No: sales can be booked only against a customer in Sales Register

Default Credit Limit for new customers
- Yes: a default credit limit can be set here which gets automatically updated for all new customers
- No: a default credit limit of zero gets automatically updated

Auto clearing of invoices: Once an invoice is stuck due to insufficient credit limit it can be released either by

increasing the credit limit by the Account Head or by realization of sufficient payment over time. Auto clearing of
invoice would help in clearing invoices which are stuck automatically once the payment is realized and if this is not
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selected then the Account Head will have to go and clear the invoice from a “Credit Hold” status manually but only
after sufficient payment has been realized.

Allow creation of Sales Register in past: Sales register is meant to capture daily cash based sales which are typically
not associated with a customer. If this option is selected then the Sales Executives can create a Sales Register with
a past date otherwise they don’t have this flexibility.

Allow all Sales Users to give discount as defined in Product Pricing: if this is selected as No then the Sales
Executives cannot give any discount and will have to sell as per the price in the price list. If this is selected as Yes
then the Sales Executives can give the maximum discount as specified in Product Master.

System Generated Vs Manually Assigned Codes

If System Generated codes / numbers are selected then all the numbers will be automatically generated whenever
a new record is created. If Manual Assignment is selected then the number will have to be inputted manually,
these codes/ numbers could be as per the numbering convention your Company wants to follow. We strongly
recommend that you use “System Generated” setting but if you want to use special codes / numbers which follow
your company’s standard you can select “Manually Assigned”

Note: The above features provide the Administrator with immense flexibility and should be setup after discussions
with the person heading the Sales function.

Unit of Measure

Unit of measure is a Product attribute and is used to define the unit in which products are bought and sold. For
more details please read the section on Unit of Measures.

You can select unit of measures from a set of system defines values. Only if a Unit of measure has not been used in
a product it can be deleted.

Unit Of Measure

Category Unit Of Measure Co_de'
Other Custom CusT
Unitz Pieces PCS
Unitz Pack PCK

To create a custom Unit of measure you need to select Other in Category dropdown and enter the text you want
to create in the Unit of Measure column.

See Also

Sales Master Data

Setting up Lead Details

Application Setup and Account Management
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Setting up Lead Details

Setting up lead details involves defining various lead parameters which are to be used by the company. There are
four different setups in this section

- Lead stages

- Lead actions

- Win criteria

- Lead source

The system comes with a set of default values in these categories which can be modified by the Application
Administrator.

Lead Stages

There are four pre-defined Lead Stages which the Application Administrator cannot edit or delete, these are
- Unqualified : this is the first stage for all leads

- Won: this is the final stage used to close a lead as won

- Lost: final stage used to close a lead as lost

- Duplicate: used if the lead has been created twice and one needs to be closed

- Deferred: used if the customer has deferred the purchasing decision

Besides this the application comes with preconfigured lead stages which can be deleted or edited by the
Application Administrator. Lead Stages are also linked to win probability which can be edited by the Application
Administrator. But he cannot edit the win probability of last 4stages i.e. Won, Lost, Duplicate and Deferred
probabilities can only be 100% or 0%, for Unqualified win probability % can be edited.

For more details please refer to Leads section.

Lead Stages

Lead Stage Win Probability(%)
A —————————

Unqualified 3

wen 100
Lost 0
Deferred 0

Duplicate - !

Possible Actions

e Add and Edit Lead stages

o Delete saved drafts

e Manage the win probabilities
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Lead Actions

There are a number of activities which need to be completed from the time a lead is identified to its successful
closure. Tracking and successfully executing these activities is critical for a high lead conversion rate. Lead Actions
are a set of actions available to the Lead Owner and Team Members which they can select for the lead and assign
responsibility to the right person for completion. The list of Lead Actions is maintained and can be customized by
Application Administrator in Setup.

Win Criteria

Each opportunity has a primary condition which when met would be instrumental in winning the deal. This is
captured as a part of the lead as Win Criteria. The objective of including it as a part of the lead is that everyone
associated with the lead and the Sales leadership should be aware of it.

Lead Source

Administrator can define the various sources through which the lead has originated. A set of pre-configured lead
sources are available as default.

Invoice Terms

Administrators can define the Payment Terms and General Terms and Conditions that should be sent with every
invoice in this section.

Manage Invoice Terms

Payment Terms
Before delivery

With in 15 days
With in 30 days

Invoice Terms and Conditions

Goods once sold will not be taken back

Please receive the goods in good condition

The Payment Terms defined here can be selected in the invoice but there is no linkage between these terms and
the Payment due date which has to be entered manually while creating the Invoice.

Any changes in the Payment Terms and General Terms and Conditions would not impact submitted Invoices.

See Also
Sales Master Data

General Setup
Application Setup and Account Management
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Sales Master Data

Products, prices, locations and sales team structure are all important data which needs to be maintained
accurately for the Sales application to work properly. This section explains how to manage this master data.

Adding Products

Products and Services can be created and maintained for your company in this section. We have not kept a
different section for Services but using an appropriate unit of measure and attributes you can model any service
which your company is offering. To get a better understanding please read Products section.

Product Groups

Products in Sales application are grouped under Product Groups. Any number of Product Groups can be created
and maintained for a Company.

B Product Groups

Prodwct Growup Acthne Display Order

Possible Actions

e Add and Edit Product Groups using the button or the mouse over Edit command
e  Activate and Deactivate Groups

e Manage the display order

e Delete unused Product Groups (those in use cannot be deleted)

B Products
Pdt Code Product Description Product Group Unit of Measure Status
00001 | Pencil Stationary PCK Active
000002 | A-45ize Paper Stationary PCK Active (
000003 | Keyboards Hardware PCS Active
00004 | CPU Hardware PCS Active

Possible Actions

e Add and Edit and Delete the Products through button and<Edit_] mouse-over command

e  Activate and Deactivate products
e Delete unused Products (those in use cannot be deleted)
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Add New Product

Creating a Product is a critical activity and needs to be done carefully with the help of the department responsible
for maintaining the Product details. For Services companies this needs to be done with the help of the Services
design department.

Create Product | x|

Produtt Description® CPLU

Ui of Measura® (PCS - Product Grouwp* | Hardware v

Base Price* 250 Madmum Discourt (%) =
Documents o= Hame Descnpton

Available Locations Selected Locations
Alncs Alnca
Asia Asia
Europe > Eurape
<
»
«
Products Table
Field Input Explanation
Upload Photo Optional Product picture
Product Code Compulsory  Product code
Product Description Compulsory Detailed description of product
Unit of Measure Compulsory  Defines the unit of sale for this product. In this application if a product has multiple
Saleable units it should be modeled as different products.
Product Group Optional Group to which this product belongs
Base Price Compulsory  Default price which gets stored in the Base Price List
Maximum Discount (%) Optional Maximum discount available to Sales Executives
Sales Start Date Optional If entered then this date controls the date from which the product can be sold
Sales End Date If entered then this date controls the date till which the product can be sold
Documents Optional Application Administrator can upload product documentation which can be viewed
by Sales Executives when they view product information.
Assign Locations Compulsory Locations where this product is available for sale

If you are not sure of your entries you can save the record by clicking on | Save as Draft | with this record will get
saved but not submitted and once you have completed the details you can click on | Submit |On submission the
Product will become Active.

Activate and Deactivate Products

When a record is Deactivated it is not deleted from the database but is only removed from viewing. This allows the
Administrator the flexibility of removing a record from User’s view but retaining it in the database. Only when the
record is again Activated it would become visible in drop-downs or forms.

When a Product is deactivated it would be removed from the list and cannot be seen in any new Invoices or Leads.
It will also be removed from existing Leads which are Active and Invoices which are not yet Submitted.
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See Also

Sales Setup

Adding Locations

Adding Price Lists

Maintaining Sales Team Structure

Defining Sales Targets

Application Setup and Account Management
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Adding Locations

Location is a geographical territory which can be equated to the concept of either a retail point or a sales territory.
To create a Location you need to specify only a text based description which captures the Location description.
Each location is assigned to one and only one Sales Executive.

Locations

Locabon Name Deacripgon Salen User Status

Possible Actions

e Add, Edit and Delete the Location through button and<edit_| ,<Delete | mouse-over

commands. Only location in draft status can be deleted.

e You can duplicate all the products in a location in a new location by using the mouse-over
command
e Activate and Deactivate Locations

Create Location
To create a Location you have to fill up the following form.

Create Location [ x]

Location Mame* |Eurcpe

Location Description |211 Eurcpean Countries

Sales User* |Robert b

Products and Price List Mapping

Pdt Group Pdt Code Product Description Price List
—

Hardware 000004 CPU Base Price List
Stationary oooon Pencil Basze Price List

Location Table

Field Input Explanation

Location Name Compulsory Name of location

Location Description Optional Description of the location

Sales User Compulsory  Assign this location to a Sales User (this should be a Sales Executive who is
responsible for making sales in this location)

Product Group Compulsory Identifies the Product Group which is being added to the location

Product Code Optional Products which are to be sold in this location

Product Description System Description of the product

Price List Compulsory  Select the price list which is applicable for this product in this location

Possible Actions
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e Add, Edit and Delete the Products through button and <Edit_], <Delete |mouse-over command
If you are not sure of your entries you can save the request by clicking onh this your request will

get saved but not submitted and once you are sure of your entries you can click on . On submission the
Location will become Active.

If a Product Group is selected and is clicked then all the Products within this Product Group which
have not been selected so far will be added and the Base Prices for all the Products will be also added. The user
can go and change the Price List from the drop down and delete any product which he does not want to add.

Deactivating Locations

When a Location is deactivated it is not removed from the database, it also continues to be linked with all existing
transactions. But it is not available for any new assignment, i.e. a new Sales Executive or a new Product cannot be
assigned to it. Deactivation is like a temporary removal from the application and the action can be reversed by
activating it again.

See Also
Sales Setup
Adding Products

Adding Price Lists
Maintaining Sales Team Structure

Defining Sales Targets
Application Setup and Account Management
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Adding Price Lists

Price Lists are used to capture the pricing information for a product. Base price of a product is by default a part of
the Base Price List but you can also create additional Price Lists and add products to it. The three way combination
of Product, Price List and Location actually defines which product at what price is being sold at a particular
location.

Prios L=t

Base Price L Easa prce for ol prodoas

Price Limt Descnpsos | S

Possible Actions

e  Edit and Delete the Price List through mouse-over commands
e  Add New Price List through button

Add Price List
To create a Price List you have to fill up the following form.

Add Price List 8

Price List* Low Price List

Description: |Lowest Prices

Product Code Product DescriEtion Base Price % Change Assigned Price
—

000001 Pencil 12.00 -187 10.00 Edit | Delete |
000003 Keyboards 130.00 -5 123.50

Price List Table

Field Input Explanation

Price List Compulsory  Name of price list

Description Optional Description of the price list

Effective Date Compulsory  Date from which this price list will become effective

Product Code Compulsory  Products which are part of this price list

Product Description System Description of the products

Base Price System Base price of the product as defined in the Base Price List

% Change Optional % change from the Base Price List price

Assigned Price Optional You can enter this directly or if you have entered the % change then this price is

automatically filled up

Possible Actions
e Add, Edit and Delete the Products through button and<kdit_| mouse-over command
If you are not sure of your entries you can save the request by clicking onh this your request will

get saved but not submitted and once you are sure of your entries you can click on . On submission the
Price List will become Active.

If a Product Group is selected and is clicked then all the Products within this Product Group which

have not been selected so far will be added and Base Prices of these Products will also be added. The user can go
and change the Price List from the drop down and delete any product which he does not want to add.
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See Also

Sales Setup
Adding Products

Adding Locations
Sales Team Structure

Maintaining Sales Team Structure
Defining Sales Targets
Application Setup and Account Management
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Maintaining Sales Team Structure

To define the Sales Team Structure you need to select the Sales Executives who are part of the Sales teams and
map their Manager. This mapping has to be completed for all the levels and only the overall Head of Sales team
who is given the role of CEO in the application will not have any one mapped as the manager.

Sales Team Structure

Sales Executive Manager
John Jenking David Smith hd
paul John Jenkins v
Tony Alex e’
Robert Idary b
Mark Yivin hd
Hate Alex b

o] Coneer

Possible Actions
° to change the Manager for any Sales Executive
. to add a new Sales Executive and define his Manager in the table

You can change this mapping at any point of time and this will impact the structure of the Team immediately. If a
sales executive is not assigned a manager the system will still work but his data will not be visible to anyone above
him in the hierarchy.

Note: If EazeWork’s HR application is also subscribed to then the mapping of Sales Executive to Manager is
managed in HR for all the common users. This is done to all the control of the process of changing Managers with
HR.

See Also

Sales Setup
Adding Products
Adding Locations

Adding Price Lists
Defining Sales Targets

Application Setup and Account Management
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Defining Sales Targets

Monthly Sales Targets for all Sales Executives can be defined in this section. This feature is useful if you want to
track Month to Date performance against target. The application allows you to view the target and achievement
for past three months and define targets for next 6 months.

§ ok 'UEQ

Saan Cxncutive May 2010 un. 709 583018 Oct 2018 | Now: 708 | Dec.2i1B an 20t

Possible Actions
e You can enter modify the Sales Target for any Sales Executive by entering the value in the table

Note: Sales targets can be modified only for the current and future months.

See Also

Sales Setup
Adding Products
Adding Locations

Adding Price Lists
Defining Sales Targets
Application Setup and Account Management
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Contacts

Contacts are persons or companies with which your organization has a business relationship. A contact can be of
many types — in Sales application Prospect and Customer contact types are available.

Categories of Contacts

Prospects

A potential customer is called a Prospect. Prospects can be of two types B2B or B2C, this depends upon your
business model — this application is able to manage both B2B and B2C prospects and customers. While defining a
Prospect there are some compulsory fields but a majority of data is optional.

Customers

After we successfully close a sale the Prospect migrates to become a Customer automatically in the application.
We can also create customers directly into the system. Like Prospects, Customers also can be B2B or B2C.
Information of orders, invoices, credit history, payments gets associated with the customer record.

Person Contact

Both B2B and B2C contacts have actual persons behind them with which the Sales Executives interact, in case of
B2C this person contact is same as the B2C contact but in the case of the B2B there can be multiple person
contacts. One of these multiple person contacts is identified as the Primary contact for a B2B contact.

Adding Contacts

Contacts can be added by anyone who has access to the application; this Contact is not visible to anyone else
unless it is Submitted but once submitted the information is available to all. This access can be controlled through
General Setup.

Editing Contacts

Only the Sales Support person or the Sales Executive assigned to the contact or his Manager can edit the Contact
information. If the Contact is not assigned to a Sales Executive then anyone can edit it.

Deleting Contacts

There are two scenarios when under which a Contact can be deleted

1. Tillitis not submitted or even after submission no dependent records have been created like Leads, Invoices
or Sales Register entries then the Contact can be deleted by the person who is assigned as the Contact Owner

2. After Leads, Invoices etc have been created then the Contact cannot be deleted unless the Leads, Invoices etc
are deleted. The option of deleting Leads, Invoices which have been closed is not given in this application as of
now.
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Viewing Contacts

Menu Path: Sales > Contacts
Accessible to: Sales User

On this page the user can view all the Contacts of the company. These Contacts can be seen as a list or as a card. In
the list view you can filter the values to narrow the search down by any parameter which is listed in the table.

You can also Edit existing Contacts or Add new Contacts from this page in the list view. In the card view you get a
snapshot of all the contacts in one page but you cannot edit from this view.

List of Contacts Thange 2 Card View

Company Name Person Rame Emm Otice Phone Category Salen Lanc Location

List of Contacts Change to List View
All
B2B-C1 B2E P Prospects
Singh Sharma Gupta
Zales Manage East Plant In-charge Area Sales Manager Customers
Wiest A-F
zingh@gmail. com zzharma@yahoo.in
rg@hotmail.com F-J
K-0
Anu Acharya P-T
Plant In-charge u-z
;;;l:a;:;'lar).fa@gmail.ccrr
List of Contacts Table
Field Input Explanation
Company Name  System Name of the B2B contact (this is empty in case of a B2C contact)
Person Name System Name of the person contact associated with this contact
Email System Email of the person contact
Office Phone System Office phone of the employee
Category System Category of the contact
Sales Executive System Name of the sales executive who has added the contact
Location System Location to which this contact is mapped

Possible Actions
e Edit and Delete the contacts through and mouse over command

e View Details: Click on hyperlink Company Name/Person Name to see the details of Contacts

To add a new contact you can click on the button on the right hand side.

Mapping of Sales Executive to Contact
Each Contact can be assigned to a Sales Executive. This is not a compulsory requirement but if this is done then all
the activities of that Contact are taken care by this Sales Executive.
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Adding and Editing B2B Contacts

Menu Path: Sales > Contacts > Create
Accessible to: Sales User

Through this section you can add and edit both B2B and B2C Prospects or Customers. You need to fill all required
details in the form. This form is divided into 4 sections:

- Company Contact Information

- Person Contact

- Billing and shipping Address and

- Additional Information

Adding B2B Prospect or B2B Customer

To add a B2B Prospect or B2B Customer select the appropriate Category drop down in Add Contact page. The
sections which open up on this selection are given below.

Add Contact

Office Phone |8673521 Emad  MNinb2og@yahoo com
y (4673522 cnsite
B Person Contacts

Name Pamary

E3 Bikng and Shipping Address

K3 Acditional infocrmation
IR I

Add Contact grid

Field Input Explanation

Category Optional Select contact category from drop down

Location Optional Select the location of the sales executive from the drop down

Sales Executive System Select the Sales Executive from drop down. This also get auto populated once Location
is selected

Company Name  Compulsory  Enter name of the company whose details to be added

Company Contact Information

Field Input Explanation

Customer Code Compulsory  This can be manually entered or can be auto-filled by system and is only needed when
you are creating a Customer
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Office Phone Optional
Email Optional
Fax Optional
Website Optional

Enter Company’s office phone number
Company’s email address

Enter company’s Fax numbers

Enter the name of company’s website

Person Contacts

A B2B Prospect or Customer will have at least one person contact which will be marked as the Primary Contact. If
you create more than one person contact you can change the Primary Contact.

Quick Add : Company and Primary Contact

FirstMame |-Select-
Mohile* 9876786778

Designation

Mitin LastMame* [Sharma

Email* nsharma@h-:ntmail.c-3m|

You can add a person contact
minimum details and at a late
below. This will open the Edit

through the(_quickAdd_] button. This will open up a popup where you can enter the
r point of time add more details if you want to by clicking on the hyperlink as shown

Person Contact area.

B Person Contacts
———————————————
Name Primary
': Nitin Sharma > ®
K3 Ecit Person Contact 1t Sharma
First Name edect- W Miar LasiName® Sharma
Nobije® S875704778 Phone(Ofce
Designat Email* |nshamag@hotmail com

O omce Address & Homa Address

A

Edit Person Contacts Table

Field Input Explanation

First Name Optional Enter the first name of the contact

Last Name Compulsory Enter the last Name of the contact

Mobile Compulsory Enter the mobile number of the contact

Email Compulsory  Enter the email address of the contact (either this or mobile number is compulsory)
Phone(Off) Optional Enter the office phone number of the contact
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Iyeal A

Person Office Address and Home Address Table

Field Input

Explanation

Office Address Optional
Street Address Optional

Country Optional
State Optional
Other State Optional
City Optional
Pin/Zip Code Optional
Home Address Optional
Other Details Optional

Office address of the person contact, you can copy it from Company billing address
Street number

Enter the name of the country where company is located

Enter the name of the State where company is located

If the state name is not in the drop down then Other can be selected there and the
name can be entered here

Enter the name of the city where company is located

Enter the Pin/Zip code of the country where company is located

Click on check box if the home address is same as office address

Same as office address

8 sadnons miomsatioo

Person Additional Information Table

Field Input Explanation

Upload Photo Optional Provision is there to upload a photo of the person contact

Ratings Optional This rating gives an indication of the relationship shared with this person contact
Marital Status Optional Marital status of the contact

2" Email Optional 2" email address of the contact

Phone(Residence) Optional Residence phone number of the contact

Birthday Optional Date of birth of the contact

Anniversary Optional Anniversary of the contact

Comments Optional Comments to capture any internal information on this person contact

Billing and Shipping Address

Billing and Shipping addresses are needed for Invoicing and Shipping of goods. This information is stored at the

Contact level.
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B Biling and! Shipping Address

Bling Audress Shipping Adaress

countr Inha v Countr

Deihi

Billing and Shipping Address Table

Field Input Explanation

Billing Address Optional Billing address of the company

Street Address Optional Street number

Country Optional Enter the name of the country where company is located

State Optional Enter the name of the State where company is located

Other State Optional If the state name is not in the drop down then Other can be selected there and the
name can be entered here

City Optional Enter the name of the city where company is located

Pin/Zip Code Optional Enter the Pin/Zip code of the country where company is located

Shipping Optional Click on check box if the address is same as billing address

Address

Other Details Optional Same as billing address

Additional Information
Information on the industry, turnover, customer rating and internal comments about the contact are saved in this
section. Customer rating is given by the Sales User and can be used to prioritize between customers.

B Acditional Infarmation

Additional Information Table

Field Input Explanation

Industry Optional Select the type of Industry from the dropdown

Ratings Optional The higher the number of stars the higher is Customer rating
Annual Revenue System Annual revenue in the chosen currency in Setup

Comments Optional Comments about the customer for internal purposes

Adding and Editing B2C Contacts

Steps to be followed to create a B2B Prospect or Customer are similar to the steps to be followed in the previous
section. For a quick reference see the section on Adding a B2B Prospect or Customer.

The differences are following
- There are no Company details in a B2C contact
- Thereis only one Person Contact
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Converting a Prospect to a Customer

When the company successfully makes a sale to a Prospect it gets converted into a Customer. There are three

ways of creating a Customer in this application

1. Winning a Lead: When you close a Lead with the status Won, the Prospect with which this Lead is associated
automatically gets converted into a Customer. Refer to the section on Closing Leads for more details on how
to close a Lead.

2. Manually creating a Customer: The process has been explained in the previous sections. When creating
customer manually you will not be able to migrate his history of purchases but you can start using the
application for subsequent activities.

3. Manually converting a Prospect: In case you have not entered a Lead in the system against a Prospect but
there is a sale which you want to capture in the Sales Register or make an Invoice. In both the cases you will
have to manually convert the Prospect into a Customer. Please refer to xxxx for more details.

See Also
Leads

Sales Register
Sales Invoices
Credit Limit
Collections
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Leads are sales opportunities that come from a “Lead Source” and get associated with a “Contact”. A Lead is
managed by a team of Sales Executives with one of them have the role of “Lead Owner”.

Lead Sources

Lead could be captured from multiple sources like
- Call center enquiry
- Web site enquiry
- Customer referral
- Conference contacts
- Sales man
- Channel partners
- Other..
These sources are pre-defined and can also be customized using Setup.

Lead Stages

Depending upon the nature of the business a typical Lead can go through one or many stages before it matures
into a win or a loss. This application comes preconfigured with a set of Lead Stages which can be modified using

Setup.
Lead Stage Win Description
Probability
Unqualified 5% Default first stage of a lead
Validated 10% Second stage and can be customized, deleted by Application Administrator
Price Quoted 20% Third stage and can be customized, deleted by Application Administrator
First Negotiation 30% Fourth stage and can be customized, deleted by Application Administrator
Demonstration 45% Fifth stage and can be customized, deleted by Application Administrator
Final Negotiation 60% Sixth stage and can be customized, deleted by Application Administrator
Won 100% One o f the Final stages of a lead, cannot be deleted
Lost 0% One o f the Final stages of a lead, cannot be deleted
Deferred 0% One o f the Final stages of a lead, cannot be deleted
Duplicate 0% System defined stage for a lead which was closed since it was already existing
as another lead

Lead Owner and Lead Team

Each Lead is assigned to a Sales Executive who is known as the Lead Owner, besides the Lead Owner there can be

other Sales Executives also assigned to the Lead as Lead Team Members.

Lead Qualification

A lead can move from Unqualified to a later stage only if some information is provided. This information is called as
qualification details and is available in Qualification details section. Price, Win Criteria, Expected Closure Date are
some of the fields which are to be entered. If the Lead is in an early stage and product and price information is not

available then these details can also be captured at a summary level.
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Action Points

A set of pre-configured action points can be added to a Lead. These can be customized using Setup. Each Action
Point has a description, due date, action type and is assigned to one of the Lead Team Members.

Internal Discussion

Lead Team Members can exchange notes on the lead with each other in a confidential manner. This feature helps
in keeping a track of critical information which at times gets lost in emails.

Documents

Presentations, Product brochures, Account plan and any other documents which are associated with the Lead can
be added.

Managing the Lead Process

Sales Management application helps in keeping track of leads and ensuring that information on its progress is
available to all the interested parties. Table below gives a snapshot of the access levels given in the default setup
to various types of person who interact with the lead.

Activity Lead Owner Team Members Managers Sales Support
View Add / View Add / View Add / View Add /
Edit Edit Edit Edit
Lead Details section Y Y Y N Y Y Y Y
Additional Details section Y Y Y N Y Y N N
Lead Team section Y Y Y N Y Y N N
Qualification Details section Y Y Y N Y Y N N
Action Points section Y Y Y Y Y Y N N
Internal Discussions section Y Y Y Y Y Y N N
Documents section Y Y Y Y Y Y N N

Note: Option to delete a lead is not given directly but closing a lead as Duplicate is as good as deleting it. The
information of a lead closed as duplicate is not used for any reporting or analysis.

As the Lead matures the status of the Lead is to be updated and if required the ownership of the Lead can also be
transferred to a different Sales Executive.
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Viewing Leads

Menu Path: Sales > Lead>View Lead
Accessible to: Sales User

In View Lead sales user can view leads and its details.

View Leads
Quidk help on this page
List of Leads
Al ~|||an v All v | A v
Description Contact Lead Source Stage Expected Closure Date Value Lead Ohwner
B2B Lead B2B P1 Custemer Referral Won 01/08/2010 1001 - 10000 Robert
B2C L=ad Gupta Tele Calling Firzst Negotiation| 23/08/2010 <=1000 Tony
B2C Prospect Lead Anu Acharya | Advertizement Price quoted 25/08/2010 <=1000 Mark
View Leads Table
Field Input Explanation
Description System Hyperlinked. Click on the hyperlink to see the details of the Lead
Contact System Company Name /Person Name
Lead Source System Can be multiple sources like, call center enquiry, customer referral
Lead Stage System Can be different lead stages as defined in setup by Application Administration
Exp Closure Date System Expected closure date for Lead
Value System Total expected value of this Lead
Lead Owner System Sales Executive who owns the Lead

Possible Actions
e  Edit the Request: Click on hyperlink or the<tdit | mouse-over command.

See Also
Contacts
Sales Register
Sales Invoices
Credit Limit
Collections
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Adding or Editing Lead

Menu Path: Sales > Leads>Add/Edit Leads
Accessible to: Sales User

Eaze\Work

To create a new Lead there are a recommended sequence of activities to be followed
1. Check the Leads to ensure that this opportunity is not already captured. This can be done by viewing the
existing Leads mapped against the Contact in the View Lead page.

You can also do a search for the Contact with which you want to map this new Lead by using the Search For

box which opens when you click on . You need to only enter the name of the person or company
against which you want to add this lead. An intelligent search will show you all the companies and persons in
your database which match the input string. If you find your company / person in the results you can click on
mouse-over command

3. If you don’t find the company / person in the results you can either go to Contact section and add a new
contact or use button for a B2B contact or a button for a B2C contact.

Search

Add Lead / Edit Lead

B Add Lead
SearchFor |82
Company Person Address
828-C1 Singh 528 Customar
B28 P1 Sharma B28 Prospect @
Gupta c lom2
Any Acharya ) pect
‘ Quick Add Company | Quick Add Person .
I Quick Add : Company and Primary Comact =
Compans Hame* Dasuza Transpon g OfMice Phone |BO022356722
Laacion | ANca - sUnNs
FirstMame | -Selact- % [Daniel Lastoame® Aan
Motile® DTTEES98782 £ I* m@omad. cor
Dasipasion
Quick Add : Persen Contact &
First Name  -Sglact- ¥ [Prans Lastnama® [Kumar
Modile® 9878233100 Email* pranay@sahoo.com|
Location AS&a v
Search Box
Field Input Explanation
Search For Compulsory Click on the hyperlink on the Voucher No to view details
Company System Names of companies matching the search string
Person System Names of persons matching the search string
Address System Address of the contact
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Lead Details
Information on Lead like date of creation, lead source, lead owner and lead stage is updated in this section.

A0d Load Detaits

Lead Details Table

Field Input Explanation

Lead Ref No System Reference number of the Lead

Creation Date System Date on which the lead was created

Company Name Compulsory Company to which this lead is belongs

Location System Location of the contact (this cannot be edited here)

Person Name Compulsory Primary person contact of a B2B contact or the B2C person contact

Assign Lead to Optional Select the sales executive from drop down

Lead Description Optional Enter lead description

Lead Source Compulsory Select the lead source from drop down

Lead Stage Optional Select the lead stage from the drop down

Other Source Optional If the lead source is not a part of the drop down you can add a new Source here
Lead Team

Lead Owner can add or remove Sales Executives from the Lead using this section.
& Load Toam

Currentiy Shared Vieh

“actoteam Sele 2

Possible Actions

e  Click on hyperlinked through mouse over command to remove sales executive from the
team

e Clickon button to add Sales Executives to the Lead Team

Qualification Details

Information on competition, win criteria, closure date and products and prices which are being discussed with the
prospect are captured in this section. Lead Value can be captured at a Summary level or Detailed level, if Summary
is selected then product and price details are not required to be added but if Detailed is selected then product and
price information is to be added.
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B Qualification Details

+

Win Criteria

Competitors

Lead Valug |Detail hd
—
Product Group Product Number of Units Unit Price Discount Value
Hardware CPU 12 450.00 5 5130.00
Stationary A-4Size Paper 10 150.00 2 1470.00
-Select- v -Select- hd A

Range of products

v | Expected Close Date” [01/09/2010

Qualification Details

Field Input Explanation

Lead value Compulsory  You can select either Summary or Detail from the drop down. If you select Detail then
the information about the lead in terms of the product, units, discount has to be
entered

Product Group Compulsory Select the product group from drop down

Product Compulsory  Select the product from the drop down

No of Units Compulsory  Enter the number of units

Unit Price System Gets updated automatically based on product

Discount Optional If you are discussing a discount with the customer you can enter that here. It has to be
within the Maximum discount range for the product.

Value System Enter product value

Win Criteria Optional Select from drop down

Expected Close Date  Compulsory Enter the expected closure date of lead

Competitors Optional Enter the names of the competitors if any

Possible Actions

e Click on<pelete | through mouse over command to delete the entry
e Clickon button to add Product Details

Action Points

A set of pre-configured action points can be added to a Lead. These can be customized using Setup. Each Action
Point has a description, due date, action type and is assigned to one of the Lead Team Members.

B acton Poms

Action Points

Prepare propess 1HRa281¢ T " Process

Mabe customer presar ™

Rcben ~

Field

Input

Explanation
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Description Compulsory Enter the description of the action point

Action Type Compulsory Select action type from drop down

Due Date Compulsory Date on which this action is expected to be completed

Assign To Compulsory Select Team member to whom the action has to be assigned from the drop down

Possible Actions

e You can Edit and Submit through mouse over commands< Edit_| &< Submit |
e Only Lead Owner can delete the action though mouse over command
e Clickon button to add Action Point

Updating Action Points
Only the Lead Owner or the Team member to whom the Action Point has been assigned can update it.

Internal Discussion

Lead Team Members can exchange notes on the lead with each other in a confidential manner. This feature helps
in keeping a track of critical information which at times gets lost in emails.

Ratert P w0kl D¢ tre Trat presaniaton 0 the TED Gesss Se pragered

e5d Comments® We have 1o grepere proposal 20r CusIORer

Possible Actions

e Clickon button to add a discussion point

Note: Once submitted the discussion cannot be edited or deleted.

Documents

Presentations, Product brochures, Account plan and any other documents which are associated with the Lead can
be added in this Section.

B Add Documents

File Hame Description
_ e ———
Salary Slip Of John-Dec 2009%.pdf Salary Slip Of Jehn-Dec 2008, pdf Edit | Delete | Download b
Payroll Error - Ranjest 27 June. xlsx Payroll Error - Ranjest 27 June.xlzx

[Save as orori | submit | Conce |
Possible Actions

e  You can Edit, Delete or Download the documents through < Edit | <Delete |, <Download| mouse over
commands
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e Afterfilling all the required fields in the form click on button to complete the action

Closing Leads
When we assign the Lead one of the following stages
- Wong
- Lost
- Deferred
- Duplicate
Then the Lead is treated as “Closed”. A closed Lead cannot be edited or used again.

Edit Leac Detalis

Crastion Date

' Leadw

Lesg Comments ustomer vwas demanding huge discoun

Close Leads Table

Field Input Explanation

Lead Ref No System Reference number of the lead

Close Date System Closing date of the lead

Description System Description of the leave

Lead Owner System On whose name the lead was first assigned

Lead Value System Can be multiple sources like, call center enquiry, customer referral

Current Status System Current status of the lead

Final Lead Stage Compulsory  Select the final lead stage from drop down

Assign To Optional Select Employee name from drop down — this is applicable only when the Lead is closed
as Won

Final Comment Optional Any comments which are to be put

Possible Actions

= If you are not sure of your entries please click on, with this your request will get saved but not
submitted and once you are confirmed that your entries are valid click on . On submission the lead will
get closed successfully.

When you close a Lead as Won and assign it to someone this lead is stored as an Invoice in draft status on the View
Invoice page. Refer to Creating an Invoice for more information on how to create an Invoice.

See Also
Contacts
Sales Register
Sales Invoices
Credit Limit
Collections
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Sales Register

Sales can be done against an invoice or against cash. Cash sales are typically done over a counter or with
customers who do not need an invoice. Sales Register is a used to capture such cash sales.

Sales Register is meant to capture cash sales on a daily basis and the application also allows Sales Executives (or
Sales Support or their Manager acting on their behalf) to update sales for some days in past. The number of days in
past is customizable in Setup. For any given day the Sales Executives can update the sales any number of times.

Once the Sales Register is submitted for processing an alert goes to the Accountant who is responsible for
collecting the cash from the Sales Executive and he is made aware of the sales done by the Sales Executive.

Allowing Sales without Customer name

If in Setup the setting to allow booking sales without customer name is selected then the Sales Register can be
created without a customer name — otherwise each sale has to be made against a customer.

Creating Sales Register

Menu Path: Sales > Sales > Sales Register
Accessible to: Sales User, Sales Support, Managers

To submit a Sales Register there are a recommended sequence of activities to be followed

1. If you are the Sales Support person select the Sales Executive for whom you have to create the Sales Register.
If you are a Manager you can create the Sales Register for any Sales Executive in your team

2. Enter the Customer Name or Code if you want to but this is optional

3. Ifit’s a new customer you can use [Quick Add Company ] or [Quick Add Person ] buttons to add a new B2B or B2C
customer. If you want to select from existing list of Prospects you can use [Convert Existing Prospect to Customer
button

4. Enter the Product — you can enter the first few letters of the product description or product code and the
options will come from where you can select the right product

5. Enter number of Units sold

6. Select the rate — there should be only one rate but sometimes Sales Executives is authorized to sell the same
product at different rates in different locations

7. Enter the discount you want to pass on to the customer

8. Enter any tax which is to be added to the product price

9. You can repeat steps 2 to 8 for any number of times and once you have created multiple rows you can submit
the Sales Register for processing
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H sales Register

Sales Executive |J|:|hn Jenkins

v| Quick Add Company

Date | 17/08/2010

v| Quick Add Person

Convert Existing

Prospect to Customer

Customer Product Unit Sold Unit Rate Discount % Tax % Net Price
oooo01 : B2B-C1 000001 : Pencil 20 12.00 2 0 940.3
If I Il v | Il Il |
Total 940 80

Month to Date Sales:  INR 0.00

Days Remaining: 19 Required Sale Rate:  INR 5333

Customer History for B2B-C1

Product

000004: CPU 12

[ X]
Unit Sold Unit Rate Discounti Tax%a Net Price
450.00 5.00 5.00 5386.50

Save As Draft Submit for Processing m

Sales Register Table

Field Input Explanation

Date Compulsory  Select the date for which you want to create the Sales Register

Sales Executive Compulsory  Name of the Sales Executive for whom the Sales Register is to be created
Customer Optional Provide the Customer Name or Code to select the Customer

Product Compulsory  Provide the Product Description or Code to select the Product

Units Sold Compulsory  Number of units sold (this should be in the units of measure as defined in setup)
Unit Rate Compulsory  Price as per the Price Lists available to the Sales Executive

Discount % Optional Discount to be passed on to the customer

Tax % Optional Tax applicable on the sale

Net Price System System calculates the final price which is to be paid

Possible Actions

= If you are not sure of your entries please click on (save as Draft , with this your request will get Saved but not
submitted and once you are confirmed that your entries are valid click on {submit for Processing_]. On submission
the Sales Register will get transferred to Accountant.

Sales Target Information

As the Sales are updated the Sales figures for Month to date sales are also updated. This together with the number
of days remaining in the month for sales will give the required daily rate of sale.
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Reviewing Cash to be Submitted

B sales Cash to be submitted

Sales Executive |John Jenkins v
[late Total Sales Amount Total Recieved Amount Amount Pending
1710812010 832730 0.00 8327.30
Total 6327.30 0.00 G327.30

Sales Executives can also find out the amount of cash they need to deposit with the Accountant. To do this they
can view the Cash to be Submitted table and find out the total amount which is pending on them for depositing.
This feature can also be used by the Managers to find out the amount of cash which is pending with the Sales
Executive for submission.

See Also
Contacts
Leads

Sales Invoices
Credit Limit
Collections
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Sales Invoices

Sales Invoice is the document which indicates the shipment of goods or fulfillment of services by the Company.
This is an important document which captures the commercial and legal terms between the Company and
Customer.

Sales Invoices is a document which captures critical information about the sale which is made to a customer. Some
companies require a Purchase Order from the customer and a Sales Order in their own system before they
proceed to create an Invoice. In this application Sales Orders are not captured and Purchase Orders provided by
the customers can be referred to in the Invoice.

Elements of an Invoice

Following information is needed to complete an Invoice.

Invoice Number and Date
These are system generated by default but Application Administrator can configure in Setup to allow for Invoice
number to be manually created.

Customer Name
Each Invoice is created for one and only one customer.

Delivery Date

This is the date on which the customer is expecting the delivery. When the invoice is created this date is an
estimate since at the time of invoicing it is not known with certainty as to when the Products will be delivered. This
date can be updated when the delivery is made. A comparison of Invoice date and Delivery date can tell a company
the time it takes for products to reach the customer.

Shipping and Billing Addresses

This information is inherited from the customer but if the addresses have to be changed at the Invoice level they
can be changed. In other words, one customer can have one standard shipping and billing address but these can
vary at Invoice level.

Payment Terms

Payment terms are standard terms which are allowed by the Accounts department of the company. The
Application Administrator can customize these in Setup to meet your company’s requirement. These cannot be
modified by the Sales Executive at the Invoice level.

Payment Due Date

A target date for realizing 100% payment is entered here by the Sales Executive or Sales Support staff creating the
invoice. This should be in line with Payment terms but since it is an independent manual entry there is no check as
such.

Purchase Order Number

PO given by customer can be referred to in the Invoice.
If customer has given a Purchase Order then its number can be entered here. If there is a new PO then it can
added
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Product and Pricing Details

Number of units sold, unit rate, discount, tax, freight, insurance all these details have to be entered for every
Product which is to be put in the Invoice.

Customer Notes

Any communication which has to be printed on the Invoice to inform to the customer can be captured.
Invoice

Internal Notes

Points for internal discussion can be entered here, for example instructions to the shipping team or to the
accounts. These are not visible to the customer and can only be seen by the company people.

Payment Details

Payment against an Invoice can be collected in various ways - all these details including advance collections need
to be captured. If the customer has an outstanding Credit Note it can also be adjusted against the Invoice.

Invoice Terms and Conditions

A set of standard terms and conditions which are associated with each Invoice can be maintained in the setup in
Invoice Terms section. These are visible in the printed copy or the pdf of the Invoice.

Invoice Statuses

An Invoice can have the following statuses

Draft

This is when the Invoice is not submitted and is only available with the Sales Executive in a draft state.

Credit Hold

On submission of Invoice if there is insufficient credit balance in the customer’s account the Invoice gets held up in
the credit check process and its status is marked as Credit Hold.

Due

On submission and if the Invoice is not held up due to credit check the status of Invoice immediately becomes Due.
This implies that the payments are expected against this Invoice.

Overdue

When the Payment due date is crossed the Invoice is assigned Overdue status. Overdue Invoices are tracked and
reported in Aging analysis.

Paid

Invoice for which all payments have been made is shown in Paid status.

All these statuses are assigned automatically through the system as other events are captured. These statuses
cannot be modified manually.

See Also
Contacts
Leads

Sales Register
Credit Limit
Collections
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Creating an Invoice

Menu Path: Sales > Sales > New Invoice
Accessible to: Sales User

This page is used to create Invoice. An Invoice can be created in two ways

1. Using button on the Sales > Invoice page

2. Converting an Invoice which is auto created with a draft status when a Lead is closed with the status Won

To create an Invoice there are a recommended sequence of activities to be followed

1. Click on Add New Invoice button or Edit an Invoice in draft state to go to Sales > Sales > New Invoice page

2. Ifit’s a new Invoice first search for the Customers or Prospects for which you want to create the Invoice. This is
done by entering the name or code of the Customer or Prospect in the Search For box.

3. If you want you can also add a new Customer by using (Quick Add Company ] or (Quick Add Person ] to add a B2B or
B2C customer

4. Once the customer name is entered you are taken to a form where you can enter other invoice details like —
delivery date, payment term, payment due date, shipping and billing address (if different from customer
records), product details and payment details

5. Once all the information is entered you can submit the Invoice. On submission of the Invoice the automated
Credit check process is carried out. Click on Credit Check to understand how credit check process works.

Changing Shipping and Billing Address

If the shipping or billing address have to be changed you can click on the hyperlink, this will open up a form where
you can modify and save the new shipping or billing address. This change is done locally and does not impact the
Customer’s primary shipping and billing addresses.

Quick Add : Bllling and Shipping Address a
Sweet A0%sss  Gorden Stoet Slrael 2065
Han Uy
e (inga v
P aharasht - TMe
Other State " st
-
’ ¢ de ' .
Adding PO

If the customer has sent a PO and you want to refer to it in the Invoice then you can click on

button to enter the details of a new PO.

Quick Add : Purchase Order a
PO Mumber* |AD000Z FQ Date [18/08/2010
PO Value Valid Till |15/09/2010

Adding Product Details

All the details like Product Code, Units, Discount, Tax, Freight, Insurance have to be entered. These details cannot
be modified once the Invoice is submitted.
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Product Details

Product Unit Sold Unit Rate Discount % Tax % Net Price
ooo0a4 : CPU 15 450.00 0 5 T087.50
| I “| Il Il

Total 7087.50
Freight 200
Insurance 4000
Total 287 50

Adding Payment Information
Any payment received before the Invoice is created as an advance needs to be recorded in this section.

Payment Details

m Detail Received Date Amouunt
Cash 17/08/2010 3000
-Select “ |l I I
Total 2000.00

Viewing or Editing an Invoice

Menu Path: Sales > Sales > Invoice
Accessible to: Sales User

Viewing an Invoice
All the Invoices can be viewed from this page.

View Invoice
Customer Code Company Person Invoice Number Sales Executive Invoice Status
oooooz Abhinav Gupta oooo0z2 Jehn Credit Hold
000001 My Corp Gurgaon Ashish Jain oooom John Paid

Editing an Invoice

The invoice can be edited at any time till it is released from Credit Check. After it is released it cannot be edited.
To edit an Invoice you can click on the Invoice number or you can use the mouse-over command.

See Also
Contacts
Leads

Sales Register
Credit Limit
Collections
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Credit Limit

Credit Limits are used to control the financial exposure of a Company with a Customer. Supplies which are
being made to customer are allowed as long as the total outstanding amount is less than the credit limit. Credit
limit is defined and maintained by the Account Head for each customer.

A default credit limit is used to assign a value to a new customer. This default credit limit value is configurable and
can be managed by Application Administrator in General Setup.

Invoices on Credit Hold

When an Invoice is submitted it goes through a credit check process. The process is illustrated with the following
example.

Example

a) Credit Limit of customer A is 100,000

b) Aninvoice of 55,000 is submitted — there is no advance payment against this invoice. This invoice
clears the credit check and available credit limit is reduced to 45,000

c) Another invoice of 80,000 is submitted. This invoice will not clear the credit check because

Credit required = 80,000 is greater than 45,000 (available credit limit)

d) Although the second invoice is held up due to insufficient credit the available credit limit remains at
45,000

e) A third invoice of 30,000 is submitted; this gets cleared as the credit required 30,000 is less than
45,0000 the available credit limit but now the available credit limit gets reduced to 15,000

f) The second invoice can be cleared only when
a) payment of atleast 65,000 is collected against it

Note: if payment is collected as advance against an invoice — 40,000 against invoice 2 in the above example the
invoice will only move out of credit hold when the Accountant updates this payment as realized in Collections
section.

Releasing Invoice on Credit Hold
Release of Invoices on Credit Hold is governed by a setting in Setup “Allow auto clearing of Invoices”.

Auto clearance of Invoices

When “Allow auto clearing of Invoices” is selected as Yes, Invoices will get cleared on a first in first out basis as
soon as payments are received and available credit limit goes up above the outstanding payment in invoice. This is
shown with an example

Example
A regular customer would have multiple invoices at various stages of payment, suppose two of his invoices are

in credit hold
1) Invoice 1 : Value 80,000 : dated 14-Mar-2010, payment received = 0
2) Invoice 2 : Value 90,000 : dated 18-Mar-2010, payment received =0
3) Credit limit = 100,000 Available credit limit = 40,000
4) There are two possibilities now
a) Suppose now a payment of 45,000 is received against some other invoices for this customer. The
available credit limit goes upto 95,000. Since Invoice 1 is earlier and its value is less than the available
credit limit this invoice will automatically get cleared. When more than one Invoice is eligible for
clearance the earlier one gets the priority
b) Instead of a) suppose the payment of 50,000 is received against Invoice 2 then Invoice 2 will get
cleared automatically as its credit shortfall is 40,000 which is equal to the available credit limit
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Manual clearance of Invoices

When “Allow auto clearing of Invoices” is selected as No, Invoices will have to be released manually. Taking the
same example which is outlined above - whether a payment is received against another Invoice or against Invoice 1
or 2 the invoices will have to be released from credit hold by the Account Head. It is going to be his decision on
which Invoice is to be released.

See Also
Contacts
Leads

Sales Register
Sales Invoices
Collections
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Managing Credit Limits

Menu Path: Sales > Sales > Credit Check
Accessible to: Account Head

There are two sections in this page — to review and release Invoices which are on credit hold and to review the
payment history of a customer and change his credit limit. Both these functions are necessary to ensure that credit
control is managed properly.

Review and Release Invoices
Use the table Invoiced Pending due to Credit Shortfall to see which invoices are on credit hold and release them.

B Invoices Pending due to Credit Shortfal

Customer Code Customer Fwoice lumber Credit Shortisll
P e
5501 : @
B28 71 2 158
Release : 000001 1x]
oice o oice Date
Dellvery Dats
Amount Realized
Commants
L Avallable 160t Shonfak
TotaiCL Redsed Ume* 110000

Invoice Pending due to Credit Shortfall Table

Field Input Explanation

Customer Code System Customer code

Customer System Customer name

Invoice Number System Invoice number

Credit Shortfall System Amount by which the invoice is held up

Possible Actions

e Account Head can release these invoices by using mouse-over command or clicking on Invoice
number hyperlink. This command has different function whether the Setup of auto Invoice clearance is on
auto or manual.
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Increasing Credit Limit

Account Head can access the payment history for any customer through this section. Using this he can take a
decision if the credit limit of a customer has to be increased, decreased or maintained at the same level.

B Creat Linwis
Customer Code Cumtomer Croditl ims Avall CraditLinnit
300331 828-1) 2 008 @
Customer Name : B28.01 [x]
Customer since 15082010 Ssles Persen .  Marnd
Totad Value Purchase INR 17604 Rating
Order Details

Stant Date |17208:201( EndDate |1300812010 m

rrcuceto Value Paymant Ancaivec

cument Lamit

Restasd Limit* 20000

Revision History

Credit Limits Table

Field Input Explanation

Customer Code System Customer code

Customer System Customer name

Credit Limit System Current total credit limit
Available Credit System Currently available credit limit

Possible Action

e  Edit a Credit Limit by clicking on the mouse-over command, this will open up a new div which is shown
below

e  Clicking on hyper linked Customer Code you can view the details of Customer
By entering a Start date and End date the Account Head can do a query on all the orders received in this period

and the total payment realized. Account Head can then enter a new value in Revised Limit field and save it.

See Also
Managing Collections
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Collections

Payments are collected by the Sales Executives and updated in the company accounts through various
methods. Once the payments are realized the records of Sales Register and Invoices are updated by the
Accountant.

Companies have different processes when it comes to collecting money from the customers. Some assign this
responsibility to Sales, some assign it to Accounts. In either case it’s a two step process of collecting the money
from the customer and then the company realizing it into its accounts. The gap between collection and realization
is due to delays in checks or online payments being processed or even if cash is received the tallying of cash against
sales records.

Collections are managed by the Accountant; multiple users can have this role.

Managing Collections

Menu Path: Sales > Collections
Accessible to: Accountant

Updating Payments against Invoices

Payment against an Invoice can reach the company from various channels. The responsibility of first recording the
receipt of payment and then realization of the amount is with the Accountant. This section is used to update and
maintain payments

Collections
Customer Code Company Person Invoice Number Sales Executive Invoice Status
———— —— —
- e — .
000003 B2B M Sharma 000002 John Jenkins Credit Hold { UpdateCollection )
———
000001 B2B-C1 Singh oonoo1 Jehn Jenkins Credit Hold

Possible Action

e Use mouse-over command, this will open up a new div which is shown below
e  Clicking on hyper linked Customer Code you can view the details of Customer

e  Clicking on hyper linked Invoice Numbr you can view the details of the Invoice

Use this form to update the collections which are received. Assigning collections to Invoices is very important since
that allows tracking of payment at an Invoice level.

Update Collection: 000002 B

MNode Detal Rovetved Date  Recioved Amount  Reslized Date Reslized Amount
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Possible Action

e Enter the details of mode of payment, details, receipt date, received amount, realized date, realized amount.
These details can be edited and corrected till the Invoice is in Due or Overdue status. Once the Invoice is in
Paid status these changes cannot be made.

Invoice status would change to Paid only when all the payment due agains the Invoice is realized.

Updating Payment against Sales Register

For Sales captured through the Sales Register the payments are received almost immediately. Sales Executives are
responsible for collecting and transferring the money collected to the Accountant.

B Sales Register Realization

Sales Executive |John Jenking w Date | 17/08/2010 =
Date Customer Jotal Sales Total Recieved Amount Amount Received Comments
——— Amount
17/08/2010 B2B-C1 §327.30 3500
Total 6327.30 ] 3500

To update collections against sales captured through Sales Register there are a recommended sequence of

activities to be followed

1) Select the name of the Sales Executive and the Date for which the collection is to be updated

2) Arecord of sales captured through Sales Register opens up with following details
a) Total Sales amount as recorded by the Sales Executive
b) Total Received amount — this is a sum of all the receipts updated by the Accountant so far

3) Accountant updates the Amount Received in a separate column. He has the option to enter this information
for each row or to just enter the total value in the last row.

4) He can also enter the comments in the last column.

5) If the total value entered is less than the total amount which was to be received then the allocation against
the records will be done from the top rows. The gap between total sales and total received amounts will
remain in the bottom rows.

6) Onclicking the information is saved.

7) At any point of time Accountant can recall this page and update additional receipts. He can also edit and
reduce the amount if there have been totaling errors but he cannot receive more than the sales value.

See Also
Contacts
Leads

Sales Register
Sales Invoices
Credit Limit
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Sales Application Reports

Standard reports are available with EazeWork these reports are accessible from Reports Menu. All Users,
Sales Support, Account Head, Accountant, Sales Managers, CEO can access these reports but can view only
relevant data.

Reports in Sales application have the following features

e  Export to Excel: reports can be exported and saved as a Microsoft Excel document
e  Export to PDF: reports can be exported and saved as an Adobe Acrobat document
e  Print: you can print the report locally

e Email : report can be emailed to your registered email id

Users can decide what is the level of aggregation which they want in numbers and reports can be generated in
thousands, millions, lakhs, crores etc.

Standard Reports
There are 4 sections and 13 reports in total which are available as Standard Reports in Sales.

Custom Reports
At this stage the feature to create custom reports is not there.

Sales Activity Reports

Wins
This report shows the leads that have been won in a period and some summary information. This report is
available to all Users to view, download and print.

Losses
This report shows the leads that have been lost in a period and some summary information. This report is
accessible to

e Users: For their own leads

e Managers: to see leads of their teams

e CEO: can see all leads

Leads with No Activity
This report shows the leads that have had no activity for a certain number of days; the number of days is taken as
an input. This report is accessible to

e Users: For their own leads

e Managers: to see leads of their teams

e CEO: can see all leads

Product Sales by Month
This report shows the monthly sales across all products. This report is accessible only to the CEO who can see all
sales data.
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Target Vs Achievement
This report will show the performance of Sales Executives on Target Vs Achievement. The period for the report can
be selected by the user. Report is accessible to

e  Users: For their own records

e  Managers: to see records of their teams

e CEO: can see all records

Sales Funnel
Sales funnel is useful report to get a snapshot of the leads and their closure dates. The Sales funnel can be viewed
for a Product, Product Group, Location, and Sales Executive. This report is accessible to

e  Users: For their own records

e Managers: to see records of their teams

e CEO: can see all records

Summary Reports

Top Leads
This report shows the top leads by probable lead value. Probable lead value is a product of the lead value and win
probability. This report is accessible to

e  Users: For their own leads

e Managers: to see leads of their teams

e CEO: can see all leads

Top Customers

This report shows the top customers by sales. The report can be run for any time-period and sales booked only in
the time-period will be considered in the report. This report is accessible to all.

Top Prospects

This report shows the top prospects. This is similar to Top Leads report but this is aggregated at the customer level.
Report can be filtered for top x customers where x is entered by the user. Report is accessible to

e Users: For their own prospects

e Managers: to see prospects of their teams

e CEO: can see all prospects

Top Locations

This report shows the top locations in terms of sales for a period. Sale at a location is measured through sales
recorded by the Sales Executive of that location. This report is accessible to all.

Top Sales Executives

This report shows the top performing Sales Executives on sales for a given period which can be entered by the
user. This report is accessible to all.
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Outstanding Payments

Customer Outstandings
This report shows the aging analysis of the accounts receivables. All the invoices which have pending payments
against them are covered in this report but information is presented in an aggregate form. Report is accessible to
e Users: For their own customers
e Managers: to see customers of their teams
e Account Head and CEO: can see all customer outstandings

Outstanding Invoices
This report shows the outstanding by invoice and through this report users can track down invoices which are
delayed. Report is accessible to

e Users: For their own invoices

e Managers: to see invoices of their teams

e Account Head and CEO: can see all outstanding invoices

Sales Masters

Product Location Price Report

This report shows the list of Products with their Sales Price available at a location for sale. Report is accessible to
e Users: For their own locations
e Managers: to see locations of their teams
e CEO: can see all locations
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