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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
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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
———— —
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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

Sales Management User Guide v1.0 20



Eaze\Work

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
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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®