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1. System Overview

BluWave
feorvwane
[NEW ReLeASE ]

— — -

Quick Create~ Home Activitiesv Leads™ Contacts» Companies™ Opportunitiess Reports™~ System Setup™ Financials> List Managerv

At the top of the screen, th&enu bar will always be visible to the use€licking on eacMenuwill show a
list of options/pagesthe user can go to.

Home

Activities

Leads

Contacts

Companies

Opportunities

Reports

System Setup

The Homeamenugives the usequickaccess to Appointments, Tasks, Recent
Opportunities, New Leads, Rec&dmpaniesand the Sales Pipeline.

This menu give you access ktome, Edit My Profile, Sales Performance and Active
Pipeline pages

The Activitiesnenuis used for diary management. It allows you to add, view, or ed
your appointments and tasks. Follow ups with prospects and customers are drivel
through this process.

This menu give you access Riary Planner, To Do Ligtdd New Activity, Send Email,
AddNew Cycle& Cycle Planngpages

The Leads page is used for loading and editing Leads that have not yet been qua
Once contact is made with the leads, thegn beconverted toCompaniegProspects)
Leads is designed to receive leads automatically from your website. To see how ti
this see the Leads Web Service section in the Learning Centre on the BluWave w
for more information.

If you receive a qualified Lead (prospect) you can skipptbisessand load the
prospect directly under companies

This menu give you access to: View and Add New Lead pages

The Contactsnenuallows you to view, add and edit contact people at a company.
Specific information relating to a contact can be entered here, e.g Email address.
All contacts are linked to a company, a company name will be requested in order-
add a contact person.ov can also add contact people from the Companies Tab.
This page will only show the contacts entered for Companies only and not for Lea
This menu give you access to: View and Add Nentactpages

The Companiesienuis used to display and edit all relationship information about a
client. From this page, you can view and edit a congp&@entactlist, history of
activities, scheduledctivities,and sales opportunities. Both Prospects (potential
customers) and Customers can be seen here.

This menu give you access to: Viéwld New Cmpany, Contract Pricing, Group
Pricing, View cycles, Price lpsges

The Opportunities pagdisplays alactive and inactive dealndallows you to view,
add and edipotential sales. Each opportunity has a potential value, probability
percentage, and expected order date. An opportunity requires a company and a
contact personThe user can edit their opportunities on this page, update the sales
status,filter, and sort any field in ascending or descending order.

We have also added in a convenient Kanban view to move around the opportuniti
the sales process.

This menu give you access to: View, Add New Opportunity, Kanban viehddridew
Quote pages.

The Reports pagallows the useto access all the reports available in systdine

NB L2 NIIa | NB & dz 2é&ddadibesaved taiaPBF fitkd SN A N
This menu give you access to: CRM and SdRéaperts and Push Repofgtuppages.
Thesystem setup page is used to edit and confgdrop down lists to suit business
requirements.
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2. Home Menu

There are4 pagesaccessiblédrom the Home Menu: Home, Edit My Rufile, Sales Performance and Active
Pipeline

2.1 Home Page

TheHomepage allowghe userto view appointments, tasks, and opportuniti@&e usercan also view

recently added companies and a graphic displaheit Month-to-date Performance and Sales Ranking
.

BluWave Search... Select v 0_@
SOFTWARE e S
[ NEW RELEASE - — ~—
NEW RELEASE B
Quick Create~ Home Activities~ Leads Contacts~ Companies™ Opportunities> Reports~ System Setup>~ Financials~ List Manager-

@ Appointments for Tasks for @ MTD Performance

08:00 1000 Gladyce Adams&Adams Presentation Amy Printex Expo Present Proposal

0%

Quoted
0%
Seld

0%

Go to Diary Planner I To Do List l [ Go to Diary Planner To Do List

‘ 0 Hot Opportunities @® ‘ Recent Leads ‘ G Sales Ranking

Hooligan Halo's Adventures Peter Snyman  Active Lead Name Score

Imperial Logistics Printers- - Office Use 1005

New Printers @ Michelle Bester 0.00

Spar

Printex Expo Vinyl Printing 1001 T

Kuda Wrapping New Printers

Big 5 Guards New Printers

Chet

Go to Opportunities

New Printers

Goto Leads

*I') Recent Companies @Actual vs Budget

Quote Approvals Required

Printer Planet Imperial Logistics 1005  Michelle Bester O

Month to Date

0%

Year to Date

0%

Adams&Adams Special Moments 1002  Daniel Kane O

Embassy of China

Random Comp

SABS

Sunset Hill

Data Uploads

Unitas Hospital

Embassy of Japan

Last Invoice Date: Last Product Update

Grindrod Bank

Go to Companies

Go to Approvals

Revision Date:  30/09/2023 BluWave CRM - Training Manual Page 7 of 91
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TheHomepage now includes a few additional panels:

Sales Ranking

Name Score

@ Michaela Newey 23.25
i Dylan Cooke-Tonnesen 17.00

e Angela Henson 0.00
n Alistair Barker 0.00

Example of thévlonthly Targetsection with the priority %

on the User Profile page:

9+ OK 2F GKS 1020SYSyiGAz2yS
priority assigned to it (all 3 should equal a 100%) which
will then determine the users Sales Ranking score.

TheSales Rankinganel shows the ranking of the users in the same
branch based on their achievements against their targets for:

1 Completed Facéo-Face Activities
i Quoted Values
1 Sold Quotes Values

This will be based on their targets and priority percentages set up on
SIOK dzaSNRa LINRPFTAfSaod

If these have not been set up, their score will show as 0.00.

Monthly Targets Mo of Quotes Priority %

Target Quoted Value [ 1000000 | o
Target Sales Value | 200000 | % R
GP Value [200000 | A2
No of Units [100 |
Mo of Face-fo-Face Visits [ 10 | %
Priority Total = 100 %

This can only be done by a System Admin.

For a quick overview of targets reached, we have also addeMrie (Month to Date) Performancpanel.

@ MTD Performance

This panel shows the percentage of the targ

et reached by

0KS dzaSNJ Ia asSié dz2J Ay (KS dzaSN

80 % i % of faceto-face activities that were completed
i % of Target Quoted Value reached
60 % i % of Target Sales Value reached (based on closing
sold an opportunity/quote not from invoice lines imported)
64 %
Hot Opportunities
Thornwall Associates Office Stationary 1949
TheHot Opportunitiespanel will show a ranked list of New Horizons Vinyl Wrap Printing 1948
opportunities logged by the user. This list is ranked by Jeffersonian Large Volume Printing 1950
hottest status and then value. Apricot Tree Hard Cover Books- A4 1940
TransferMarcketFC Standard- 4%4 1939
TransferMarcketFC Standard- 4%4 1938
Smith & Associates Quoted Products 1937 -

@ Actual vs Budget

Month to Date Year to Date

138% 47%

Go to Opportunities .
| coto 0pp |

-

>

TheActual vs Budgepanel will show the % of th
user has reached with their sales.

This will only populate if the user has a budget

e budget the

figured

associated with their rep code artlu\Waveis integrated with

an accounting package.
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2.1.1 Search, Quick Create & Calendar

TheSearch Field search.  Seledt v
allowsthe userto Select

search throughout the Account Number
system, by clicking on
the dropdown, and
selecting wherghey
would like to search.

- Contacts™ Companies™ Opportunities™~ Jobs Assets™ Re

Companies I
Contacts

Jobs by Ty| | cocs

Name of Opportunity

Opportunities by Company
Quote/Opp No.

The system also allows for a wildcard (%) in the search fihis will search for a string of characters
Fye@sKSNB Ay GKS asSt SO0A2 ¢am (FNxd BRPYWIAIR Bdl GRO2 V¥ RS A ¢
G0 tFSNBYy 0S¢

BluWave TheQuick Create menon the left of theHomepageacts as a short cut to
S navigate to relevant screens within the system to create (for example) a new
appointment, task company, lead, or opportunity.

Quick Create~ Hg
Appointment
Task
Company
Contact
Lead
Opportunity
Quote

Send Email

Cycle

Revision Date:  30/09/2023 BluWave CRM - Training Manual Page 9 of 91
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2.2 Edit User Profile

This page allows the user to access their personal details and allows them to change their passwords and
add their HTML signature for emails. This page is accessed from eitieditidy Profilesub tabon the
home tab or from theJser Profilelink on the top right of the page.

On this page, the user can specify if they want to activate Google Mapping ototéaee activities; the

user also has the option to default the company on new activities to their closest client; and whether they
want the system to post appointments tbeir Email calendar. Specify whethbe userisusing a local
calendar e.g. Outlook or a wdiased calendar e.g. Gmail by selecting the appropriate radio button.

Enterthe relevantBmail Settings, Username and Password on this page to allow semdi@mails from
Bluwave CRM. (Note: Remember to update regularly in order to ensure that BluWave will be able to send
emails and post appointments tbeir calendar)

Only aSystem Administratoican change the following:
1 Roles Indicates the access levels of users
9 Branch Indicates the branch the salesperson is in within the company
9 Active- The Administrator can use this check box to deactivate log ins for users who have left the
company.
1 Monthly Targes- Indicates the monthly revenue target set for the sales representative

Edit User Details and Roles
Full Name Michelle Bester User Name michelle@pplansi co za
Branch Jonannesburg v Date Gaplured 2210912023 09:11:33
Sub-BranchDivision: | ~| Rep Code ME
D [CEO | | HTML Signature |
Telephone +37 625 508 001 ﬁ
Cel +77 74 552 5472 T
Email michelle@pplanet.co.za ‘E‘ H
Active | change Passwora |
Monthly Targets No of Quotes Priority % Start and End GIS Lacation
Target Quoted Value 1000000 % Use Current Location || Select From Map |
Target Sales Value 800000 % Rate Per Km
GP Value 200000 Rale Per Hour.
No of Units
No of Face-to-Face Visis %
Priority Total =

Approval Manager Michelle Bester v

Do you want to copy your active opportunities to the current month?

Do all Quotes from this user Require Approval?

Track Geo Location of Activities?

Default New Activity Company to the nearest Company based on Geo location?

Do you want BluWaveCRM to book appointments info your email calendar?

Allow access to Bluwave Service Manager? [m]

Mobile Technician - Can receive Mobile Job Cards

Tum on Quote Read Receipt?

Please select which email clienticalendar you are using? @smTrPoP3 (Ical) OGmail CExchange CMicrosoft Office 365
Email SMTP Settings : (The SMTP settings are used when sending emails from BluWave CRM)

SMTP SMTP User Name michelle@pplanet co.za
Secure Connection (SSL) SMTP Password
SMTP Port

Roles  user Ewanager Eexecutive Esystemadmin Edsewp Eust Bop Eapproval Eciaim Leass Esenvice Admin
[Cproduct Manager [_IRestricted User [ _Restricled Manager [_IRestrict Pricelist  [_IRestrict Financial Reports

| update Details | [ updsteanew | [ cancal

Revision Date:  30/09/2023 BluWave CRM - Training Manual Page 10 of 91
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The wsermust set their default location (work/home address) on their prefilés will calculate from
where they are leaving to go to appointments most oftdor travel claim purpose<lick orthe Use
Qurrent Location button or the Selectrrom Map button in the dza Spixdile
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Edit User Details and Roles

Sranch Date Captured
Sub-Branch/Division Rep Code

D [529) ] [ KL signature |

Telephone ﬂ

cel T

Emai w

Nu of Quotes Priority % Start and End GIS Localion

Target Quoted Valug % [ use current Location || select FromMap |
Target Sales Valus % —T T 2

P Value Rate Per Hour

Michelle Snyders

Select location from map below

Latitude |-25.860767364502

Map Satellite

ISVILLE

eespoort
=
o @
= =
= [ ==
x —
=2
m @

stroom ~

Longituds |25.1478404938779

To check whiclfor if) location has been setlick onthe SelectFrom Mapbutton A Yy
view the map The selected location will be indicated by a red pin.

0KS dzaSNBRQ LN

Save This Location Cancel

(1 MONTANA PARK
- m EERSTERUST
[Rs14 ] = g M@
m
1422 Em
PRETORIA i
@ CENTRAL Pretoria
oA (17 ] _—
ATTERIDGEVILLE o 115
LAUDIUM MENLYH
e m (1130 S|
CE
W10
2470 ) @ mm MORELETA PARK
DIE HOEWES )
Centurion "WIERDAPARK

M37

m IRENE
[R114 ]
ROOIHUISKRAAL

[ ]
rA
La

15
MA

Silver Lakes E.EI
Golf Estate

Lombardy
Estate

Grootfontein

Country Estates Tierpc
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3. Companies

3.1 View Companies

To view the companies loaded your database, click on thitompanies menuand then theView
Companies option.

Usethe View Companiegageto:
9 Search for the company name to view the details &fclient.
1 Addnew dients tothe database.

This page allowthe userto see all loaded companies (depending on wéeturityrolesare applied to the
dza SNR& LINRPFAE SO

Search fom specificcompary by using
1. The Search Fieldt the top of the pagand selecting thé / 2 Y LJ- y A Sféorh theSeléch 2 v
dropdown menu.
2. TheHilter dropdown menu
3. Typing in theSarch field at the top of the columns in the grid.
4. The Create Filter linkat the bottom of the table.

The usercan also sort each of the columns by clicking onctlemnheadingor clear the filterby clicking

Quick Create~ Home Activities~ Leads Contacts~ Companies~ Opportunities~ Jobs~ Assets'~ Reports~ System Setup~ Financials*~ List Manager-

— on theClear Filter linkn the far lefthand of the grid

+|| BluWave Search
Jreeriie

Hi, Michelle r: ve cg

GView Companies Filte

All Companies v
Add New

e & AccNo  Cal | Sales Person Type Industry Area Created Branch Source Group staws Cuniency| Payment Terms| Price Factor | PriceList | Websile

1024 C  Michelie Bester Goid Securty JHB Eastem Subuibs | 220092023 Johannesburg Website Active Customs Rands 11

oftware | 2346 C  Daniel Kane Platinum JHB Northem Suburos 2210912023 Durban Google AD Wo Active Custome Ranas 11

Hallie Moore 2210912023 Kwa - Zulu Nat Rands 11

Michelie Bester Hot Chemicals 220092023 Johannesburg Phone in Rands 11

Daniel Kane warm Toursm JHB Midrana 22092025 Durban enone in Quote Stage  Ranas 11

P Hallie Moare Hot JHB Northem Suburbs 221092023 Kwa - Zulu Nat Cold Call First Demonstr Rands 11

2323 C  Michelie Bester Platium JHB South-Eastem 220092023 Johannesburg Referral Active Custom Rands 11

1007 C  Danielkane S1atnum Electionics JHB Southem SUDUTDS 221092023 Durban Exnibron Active Custom Rands 1

1007 € DanielKane Platinum Electranics JHB Southem Suburbs 2210972023 Durban Exhibition Active Customt Rands 101

P Michelle Bester Johannesurg Rands 11

P Daniel Kane Hot Retai JHB Westem Suburts Duman Newworking | Spar Verbal Oroer | Rands 11

Hallle Moore Warm PTA Centunon K - Zulu Nat. Walk in Quote Stage | Rands 11

P Michelle Bester Hot 221092023 Johannesturg Website Sols Rands 11

1036 € DanielKane Platinum JHB Eastem Subutbs | 221092023 Durban Phone in Active Customt Rands 11

Hallie Moare Hot JHB Eastem Suburbs 221092023 Kwa - Zulu Nat Website Rands 11

Page size: | 50

(4)

 Create Filler

Page of 1 (15 ftems) < [1]

\

Clicking on th&€ompany namaevill take the user to the Edit Company page for that specific company.
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3.2 Adding a Company

0 View Companies Filter All Companies v

Add New

Company NaPR & AccMo  Cat  Sales Person Type Industry Area Created Branch Source Group Status Currency Payment Terms| Price Factor | Price List Website

024 € Michelie Bester Gold Security JHB Eastem Suburbs 221092023 Johannesburg Website Active Customi Rands 11
e | 2NG C  Daniel Kane Platinum JHB Norther Suburbs 2210972023 Durban Google AD Wo Active Custome Rands 11

Click on theAdd Newbutton to create a new company (prospect/customer) on the system.

Alternatively, a company can be added by using@iéck Creatadlropdownon the left side of the screen.

———— D |
® Add Company ‘ Save ‘ | Save & New | ‘ Cancel |
Company Name* Account Number Opened 06/11/2023 Notes

Sales Staff Michelle Bester " Tax Number
Category Prospect - Website A |
Type v Estimated Budget 0
pa
State £
M Company Size 0 “
Source "
Financial Year End yyyyimmdd )
Area v
Printer Types v
Grou
roup v Printing Range o
Industry
& M Advertising -
Workflow
Payment Terms 30 Days from Invoice v N
Company
PriceList v | Price Factor | q Registration
Currency To Quote Rands “ [J Quote incl VAT?

| save | | save & New | | Cancel |

On this pagé¢he userwill be required to fill in the following information:

1 Company Name

9 Categoryg Prospect; Customer; or Supplier

1 Type & Stateg Both of which are dependent on the category chosen

 Sourceg2 KSNBE RAR @&2dz 3SG (GKS O2YLI yeQa AYyF2NXNIGAZ2

9 Industry ¢ Of the client

1 Areag Geographical location of the client

1 Payment Terms, Currency to Quote, Quote incl. VAT, Price Factor, Prigeligjuoting purposes)

1 Account Number Only if they are alebtorin your accounting package.

1 Groupq Refers to a Holding?arentCompany

1 Websitec Of the client

9 Tax Numberg The clients vat/tax number

1 Userdefined fieldsg 2 numeric fields, 1 date, 3 dropdowns, 2 alphameric fields. (These would
only need to be populated the system has been setup to utilize these fields)

1 Notesg This field can be used for additional information on the company.

Click orthe Saveor Save & Nevbutton when done.
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3.3 Edit the Company Details
Oncethe userhassaved the companyhey will be directed to theEdit Companyage

CRM Training
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Edit Company

Company Name Printer Planet

| Ne-:.-Note_‘ ‘ Financials

Account Number

Tax Number

Opened 06/11/2023

[pate) [

Use Current Location | | Select Location From hap |

YA SAND FOURWAYS

Sales Staff  ichelle Bester v 123456789 om0ss
e g
N
Category Supplier v Website www.printerplanet.co.za = | :
Supp! N\cu\'\m;’yunamno
Estimated Budget ORTHRIDING
Type - g 1000000 OLIVEOALD
pa BRYANSTON
State Active Customer Company Size 0
Source Walk in v Google Map data 2023 AfIGIS (Pty) Ltd
Financial Year yyyy/mmidd ]
Area PTA Centurion v End Notes
Group FNE - Printer Types Ink-jet v
Industry Retail ~  Printing Range Office Use v
Payment Terms 39 pays from Invoice v Advertising  printing v
Workilow
PriceList Retail + Price Factor 4 =
Company  123.456-789/78
Currency Rands + O Quote incl VAT? Registration
To Quote
9 Contacts ~ E]
Scheduled Activities ~ D
Completed Activities Exclude bulk mail activities ~ D
Cycles ~ D
Opportunities New Quote E]
Current Products \ Active v‘ v D
Jobs | open v|v E]
o Document Management 4
0 Workflow N

Companydetails can be updated at any time by making changes and clicking &pttee button to save
these changes.

By using the panels below the company detaiighis pagethe usemwill be able to add and view all

1 Contacts 9 Current Products

1 Cycles 1 Joks

9 Activities 1 Documents

1 Opportunities 1 Workflows related to the company

Note: The map on the rightand side will only appear after a contact has been adddtié@ompany(with
a physical addresgnd Google Maps registers the address.

Alternatively, ithe userisk f NS+ R& G GKS / 2iNgoithelse &@rentIddtiobuitdd a = Of
at the top of the pagavill savethe user@ current GPS cordinates.The usercould also use th8elect

Location From Magbutton to add an address to the Company pagkeis will not add or update the

physical addressf@ny of theContactsassociated with that company

Revision Date:  30/09/2023
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3.4 Add/ Edit Contacts

Contacts can be added from théew Companes page Quick Creatalropdown or Add New Contactink
under theContactsmenu

From theEdit Companyage:
1 Expand the Contact list by clicking on the down arrow on the g@mnactspanel
1 Click on theNewlinkto add a new contact
91 Click on thedontact Nameto open theEdit Contacipage.

Contacts without an email addressll not be availablgor meeting invitationsor email filing

| &
() Ecit contact Update
Company”  Printer Planet Telephone 427 11 462 6871
Title Mrs Initials Fax
First Name* Michelle Cell Phone +27 84 785 2164
Surname* Bester Email michelle@pplanet.co.za
Designation Sales Executive Unsubscribe O
Category Influencer - Date unsubscribed and by whom
Secretary i
! Annic Motes The client will never see these notes
Birthday 01/11 Birthday Email? @
Notes here will not be
visible to clients or on
Physical Address Postal Address reports‘
Update Company Location from Address Building / Office i
GPS Coordinates 26 0561716 27 9948431 Rark
. N Box / Street No &
Building / Office Name
Park
Suburb
Street No & Name 18 Curzen Road
Code
Suburb Bryanston
Country South Africa v
Code 2191
Country South Africa v
Contact Profile
Category A Keyword A
Future Product Inferest Printers
Future Product Inferest Toner
Personal Interests Fishing
Personal Interests Golf
Page 10f 1 (4 items) Mm Page size: |50
Date Created : 2023-11-06 14:26 Last Updated : 2023-11-06 00:00 Updated By : Michelle Bester

o

SaAiRSa (Basc dédilsthé following iformation can also be added:
f DesignationcTheO2y i Ot Qa 2206 GAGE S
1 Categoryg Can be used tamote where in the company the contact fits ifhis can also be used to
narrow down the contact database to a specific audience for newsletters.
1 Secretaryg The contacts gatekeep@dministrator.
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Notes madeon the Add/ Edit Contactgpagewill not appear on any reports.

Please note that with the new release tRéysical Addresshould now be typed on the leftand side of
the page and théostal Addresshould be type on the righhand side of the page.

If there ismore than one contact listed under the company and they have different addrakgessercan
choose which conta€t@ddress should appear as the main address orettie Companypage (map) by
clicking on thdJpdate Company Location from Address buttofhe map on the Edit Company page would
then be changed to this address

At the bottom of theEdit Contacpagethe creation and last updated date as well as who made the update
will show.

After making changes click on thipdate button.
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3.4.1 Contact Profile- Categories & Keywords
On theEdit ContactdJ- 3S> (G KS dzaSNJ OFy | RR OSNgidillhy 1Sé&é2NRA

This can be customized and set up as and how the company would like to utilize the function.
It could be keywords of future interest in a service or product, which newsletters the contact would want to
be subscribed tpor what their personal interests and hobbies are.

At the bottom of theContact Profilepanel click on theEditbutton to add or edit the keywords assigned to
the contact.

Contact Profile

Category A Keyword .
Fulure Product interest Printers

Future Product Inferest Toner

Perzonal Interests Fishing

Personal Interesis Galf

Page 1 of 1 (4 flems) 1] Page size |50

On theContact Profilepage tick the keywordén the left column}hat should be applied to theontact
and then click on thé&dd button.

If there are keywords that need to be removed from the contact, tick the keywords (in the right column)
and then click on th&emove selected ItemButton.

oAy Dirthrdons Comnitat 1

Contact Profiles

Company Name: Grass Gardens | Close |
Contact Name: Gregg Ellis

Available Profiles ‘ Remove selected items ‘ Selected Profiles.
[[] Category A | Keyword A [ Category & | Keyword
@ @ -
v
) e TiEress ockana [ Personal Interests Cooking
[] Personal Interests Family Fun Subscribed
Newsl Additional Services Newsletter

[] Personal Interests Film Fanatic ewsletters
[ Personal Interests Golf [ value Added Monthly Printing- Business Cards
[] Personal Interests Music Lover
[J Personal Interests Rugby Add >>
[] Personal Interests Soccer

Subscribed ) .
O Newsletters Additional Services Newsletter

Subscribed
O Newsletters Fun Facts Newsletter

Subscribed
O Newslatters Monthly Newsletter
— Subscribed - - - - T
Page 1 of 1 (15 items) [1] Page size: |50 [ ] Page 1 of 1 (3 items) [1] Page size: 50

To return to theEdit Contacipage, click on th€losebutton at the top of the screen.
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4.  Activity Management
AnAppointment (Date and Timeanda Task(Date only)are both classified as akctivity.

Toadd a New Activity:
1 On theEdit Companyage click on theAdd (+)button on either theScheduled Activitie®r
Completed Activitiepaneb.
1 On theActivitiesmenu, click on theAdd New Activityoption, or directly on theDiary Planner
option.
9 Select Appointment or Task from ti@uick Createlropdown

When adding an activity via tH@uick Creaté Activities menu, andif the userhasenabled theDefault
New Activity Company to the nearest company based on Geo Locati@tkbox irtheir userprofile, the
system will prepopulatethe useQ@earestO t A SefailsQ &

This helpghe userto quickly create a call report for the compatie useris physically at. This is especially
useful for thesalespersonvho calls on customers without an upfront appointment.

If this is not the correct companthe userwill be able to use the magnifying glass and deompany
Lookup

@ New Activity ‘ Save | | Save & New ‘ | Cancel |
Sales Stafl | wichelle Bester v [ nvitees | Email Names
Checking for nearest Company ... No additional invitees
Company” Q |
Note
Contact” v| 4 Ll Invite?
Activity* v
Task = |
Booking as Appointment
Start ap0ei2023 09:12
End 550012023 09:13 P
Location |
Quote/Opp No ~
Quote/ v
Opp Status
[0 Complete Activity?
Activity is Scheduled in the Past, Defaulting to Completed

Coordinates 258116817 281560151

Linked | | ~0
Documents
‘. Save | | Save & New | | Cancel ‘
>
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4.1 Add an Activity (Task/ Appointment)
Any of thebefore-mentioned ways to add an activity will dirdbie userto this page.

( Use the magnifying gIassW
to search for the relevant

@ New Activity ‘ Save | Save & New | | Cancel |
company. ) o o
Sales Staff | ichelle Bester v fvitees | Email Names
. . daniel@pplanet.co.za Daniel Kane
Company” ig 5 Guards al e
. ’ nallie@pplanet co.za Hallie IMoore
Contact”  irisa Kruger - Sales Manager v I:‘Z Invite?

marisa@bigoguards.com +27 11 452 7438 +27 82 467 2

Task ‘

Booking as Appo\mmenl.

Activity” | arrange Gust Visit

A contact can be

St oz02023 09:00 added editedto
the selected
End " oor10i2023 11:00 company
Location  centurion Mall, Wimpy E| Thte C“itnf: will seithise
notes, Ifthe userchecks
Quote/Opp No 1002 - 2023-09-26 : New Printers v the invite checkbox
Quote/ | enquiry % (appointment)
Opp Status

[ Complete Activity?

Coordinates 258116769  28.1560143

Linked |_‘ ~0
Documents —

| Save | ‘ Save & New | | Cancel ‘

1 Select the type ofctivity from the dropdown.
9 Clicking on thé\ppointment or Taskutton will:
- Enable theTimefields and show thénvitee button for the Appointment
- And disable th&@imefields and hide thénvitee button for the Task.
9 TheLocationof the activity can be changed by typing in the required location.
1 TheMapiconnext to the location fieldvill directthe userto Google Mapsthe usercan then use
this to get directions to théocation of the appointment.
1 Type aNote for the activity if required.
1 Click on theéSavebutton. Ifthe userwishesto create another activitythis can be done bslickng
on the Save & Newbutton.
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4.1.1 |Inviting the selected Contact to an Appointment

Next to theContactfield is a checkbox; if this box is ticked it will automatically sendntti#idualin the
contact field a meetingequest.This box should be uncheckédhie userdoesnot wish to send an
appointment invitation tathe selected contact.

4.1.2 Inviting multiple contacts to an appointment
Bluwave CRM allowhke userto invite additionalcontacts to the same appointment if required.

Step 1 Click on théddditional Inviteesbutton on the appointment screen

Step 2 Selecthe recipients by clicking on thgreen plus icomext to each naméhe userwould like to
invite. The required invitees will appear on the rigitand side with aed minus icon Ifthe userdecides
one of the already selected invitedses notneed to receive an invitehe usercan simply click on theed
minus iconand the invitee will be removed

r |
Add Invitees
@®Client Contacts Clinternal Staff
|Big 5 Guards | ~
* Select contacts to add Required Invitees
Kendall Lowe - Sales Manager + == Paniel Kane
Mirisa Kruger - Sales Manager + == Hallie Moore
Meil Blake - Financial Manager +
. v

Step 3:Toinclude internal recipients to the appointment, select tméernal Staffradio button and this will
show a list of all theiserson the Bluwave CRM system. Add the requinedgteesby clicking orthe Green
plus iconnext to theirnames and they will display underneath the required invitees.

Step 4:If the userwishesto invite contacts from multiple companies to the same appointmém, user

can use the magnifying glass to search for the additional companies. Repeat Step 2 to add them to the
required invitees.

Step 5 Clickon the Donebutton, at the top of the pageonce finishedThe usewill then be directed back
to the Add/Edit Activity page.
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Theadditionalinvitees will appear on the rightand side of the appointment pagklake sure to check the
invite checkboxesext to each person to send them the meeting request.

When saving the gmintment, an appointment invitatiowill be sent toall the contacts with the checkbox
selected

Onthe diary plannetthe userwill only see the main conta@etails.Openingeditingthe appointmentwill
showthe additionalinvitees.

=
@ Edit ACtiVity I Update l [ Update & New l [ Cancel l
Sales Staff | Michelle Bester v Email Names
. ] v i i
Company* | Food Lavers Market Q | & daniel@pplanet.co.za Daniel Kane
o halle@pplanet.co.za Hallie Moore
Contact” | Susan Snyders Mrs - Manager EIZ ) Invite?
sunelia@bluwave.co.za 0889 002 014 Note
I Agenda:
Activity Demonstration M Dg::]o :ew product range
Task 2 |
Booking as Appointment
Sttt g71112023 09:30
End .
071172023 12:00
Locati i — s
ocation 50 Sycamore spread Richards Bay 3900 m | Created By Michelle Bester On 2023/11/06 14:16
Quote/ v
Cpp No
Quote/ -
Opp Status
[ Not yet complete, Complete Now?
Activity is Scheduled in the Past, Defaulting to
Completed
Coordinates -25.833946 28.1473657
Linked 0
Documents
[ Update l [ Update & New l [ Cance l
| o
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4.1.3 Appointment Invitation Emailed to the Customer

All selected invitees to an appointment (either by means of tickingrthige checkboxor additional invites
button) will receive an emailed invitation/calendar request.

Therecipientcustomer carthen accept the appointment into any .ics compliant calendar program
including (but not limited to) MS Outlook Calendar, Lotus Notes Calendar, or Gmail Calendar.

5] "f) Training Michelle - Michelle - Snyders - Implementation Consultant - Admin in Office - Meeting
File Meeting Help Q@ Tell me what you want to do
: —h o R 1 Move ~ : X
m @ q Eﬂ Y Tania Cooke-To... Elmove 57 Mark Unread 55) /O Find A}) q
X <& — To Manager | | [y Rules ~ = [ Related ~
Delete | Mo Response Respond Meeting Calendar = Ermail — B0 i eaorize ~ Translate Read Zoom
Required v Motes gamEmal oa 2 v [ Select ~ Aloud
Delete Respond Meeting Motes | Calendar Quick Steps ] IMove Tags [F] Editing Speech Zoom ~

Training Michelle - Michelle - Snyders - Implementation Consultant - Admin in Office

. (@, NoResponse Required
Michelle Snyders . P q
Required mibpsnyders@gmail.corn; Michelle Snyders /i

Tue 2020/02/11 10:48
@As the meeting organizer, you do not need to respond to the meeting.

® Tuesday, 11 February 2020 15:00-17:00 © 18 Curzonrd Bryanston

W
From: Michelle Snyders Cell: 074 586 3506 Tel: 011 462 6871
Client Cell: 074 586 3056 Tel: 011 462 6871
Note: * Finish up on Qutstanding Admin
* Check and Answer Emails
Revision Date:  30/09/2023 BluWave CRM - Training Manual Page 22 of 91

Revision No: SM0018.10



Bluwave CRM Training
©Bluwave Software (Pty) Ltd

4.2 Diary Planner

Searct Select -

Hi, Michelle ?t 'e 0“

Add New Activity

Diary Planner

Show For  Michelle Bester

To Do List

Show Inactive Users () Show Tasks
Send Email

i Add New Cycle Day  WorkWeek  Week Month Timeline Agenca

Cycle Planner

07 ®0

:rheDiary Planneiis accessed from thactivitiesmenuand selecting th®iary Planneioption.
Alternatively the Diary Plannercan be accessed from thidomemenu, by clicking on th&o to Diary
Plannerbutton.

Access the different diary planner views using the tashe right (Day, Work Week, Week, Month
Timeline& Agendg

TheWork Weekview show the appointments for the day in the bottom section and the tasks at the top in
the grey section.

Toggle between these radio button:
to change whether only Scheduled,
only Completed or All tasks should
show on the diary.

Work Week View
The Work Weekview is the system default; it shows @lboked activities
for the working weeklence,it excludes Saturday and Sunday.

—
@ Diary Planner Show For  Michelle Bester v View Task O Scheduled O Completed ® All
Show Inactive Users [ Show Tasks
{ Today 3 06 Nov— 102023 ~ Day Work Week Week Month Timeling Agenda ¢
6 Monday 7 Tuesday 8 Wednesday 9 Thursday 10 Friday
Printex Expo - Amy Grey Ms - Manager - Checkers Hyper - Amy Lee Ms - Developer Pioneer Foods - Candice Nash Ms -
Decision-Maker - Present Proposal - Sponsor - Call for Order Marketing Admin - Decicion-Maker -
SANPARKS - Danie Moloto Mr - CFO - Deliver Contract
Decision-Maker - Call for Order
(Groenkloof 358-Jr Pretonia)
07 o0 -
08 0o @ Adams8Adams - Gladyce Moore Ms - Printer Planet - Michelle Bester Mrs -
Sales - Influencer sentation (4 Printer Planet - Michelle Bester Mrs - Sales Executive - Influencer - Leave (18
Daventry Street Lynnwood Manar)

09 oo

10 oo - Manager - Decision-Maker - African Bank - Bronwyn Donalds Mrs -
Demonstration (60 Sycamore spread Sales - Influencer - Brochure Follow up
11 o Richards Bay 3900)
(0

Food Lovers Market - Susan Snyders Mrs [l Meeting

Right click on an empty time slot to creat®&aw Activity for that time.

Sales Executive - Influencer - Sales

Curzon Road Bryanston)

Or click on ther New Activity
button to the bottom right of the
S screen to add a new item
)
() —
Send Email

4+ New Activity

—— Note that the dotted blue lin@n the Diary Plannewill indicate the current time.
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4.2.1 Alternate Views of the Diary Planner

hence it excludes Saturday and Sunday.

Day View
day.
Work Week View
Week View
Saturday and Sunday.
Month View

CRM Training
©Bluwave Software (Pty) Ltd

This view shows all appointments and tasks theate been scheduled for a specific
Thisview is the system default; it shows all booked activities for the working wee
This view shows all scheduled appointments and tasks for the week and will inc

This viewshows all the activities in the diary that have been scheduled, from the

current week to the corresponding week in the following month.

Timeline View
Agenda
activity.

4.3 Edit an Activity
4.3.1 Home Page

This view will show all scheduled appointments and tasks fen-@aayperiod.
showsthe activities of the day on chronological order witle notes on each

An activity can be accessed/ edited from tHemepage Edit Companyage &To Do Lispage, by clicking

on theActivity Description

@Appointments for (2023306 0

08:00 10:00 Gladyce Adams&Adams

08:30  10:30  Michelle

e

Presentation Amy

Printer Planet Sales Meeting

Tasks for (202311106 0]

Printex Expo

Present Proposal

| I:-I‘.‘.Ii-.\|
y

4.3.2 Edit Company Page

From theEdit Companyage the userwould expand thescheduled Activitiepaneland click on the
activity descriptionthey wishto edit. It will open the same screen as below.

@ Scheduled Activities

Date Time Task/
Appointment’

Activity

Delete 09/11/2023 08:00 Appointment

@ Completed Activities

Sales Rep Contact

Michelle Bester Mrs , Sales Executive ,
Influencer

Michelle Bester

Notes

Annual Leave

-

Created By

Michelle Bester

Exclude bulk mail activities ~ | +

‘ ——-}

Also note that theAdd(+)button on the Scheduled and Completedciivity panelswill allowthe userto
create a new activity for this client; the company name will be defaulted.

4.3.3 Diary Planner Page

An activity can also be accessed/ edited from the diary plafetivities menu), byleft clickingon the
activity. (for more information look at the previous Diary Planner heading/section)
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Oncethe userhasclickedon the activity, the Edit Activitypagewill open.
The usewill then be able to make the necessary chagigethe activity (to the datetime or notesetc.).

Click on thdJpdatebutton to save the changes made to the activity.

If the usereditsthe appointment in BluWave, the system will etlie dza Sagfdiatment intheir local
calendar.

Opening an existing appointment will default all inviteesitselected.If the appointment is changed with
information that the invitees require (date, time etc), they mustdedectedbefore updating the activity so

that the invitees receivan updated meeting request %
r ) |
@ Edit Activity [ Update l [ Update & New l [ Cancel l
Sales 51aff | Michelle Bester - m Email Names
. — ~ r . 0
Company Eood Lovers Market E| daniel@pplanat co.za Daniel Kane
. i [ hallie@pplanet.coza Hallie Moore
Contact”  Susan Snyders Mrs - Manager « El: | Invite?
sunelia@bluwave.co.za 0889 002 014 Note
o Agenda:
Activity Demonstration v genaa
Demo new product rangs
Task =) |
Booking as Appointment
Sart 07112023 0930
End 971112023 12:00
' 4
Location 60 Sy d Richards Bay 3900 [
JEAMOTS Spread FIehars Bay | Created By Michelle Bester On 2023/11/06 14:16
Quote/ -
Opp No
Quote/ v
Opp Status

[ Not yet complete, Complete Now?
Activity is Scheduled in the Past, Defaulting to
Completed

Coordinates -25.833946 28.1473657

Linked +0

Documents

[Uodatel [u:.date&r\e-:.-l [Cance ]

If an activity is changed to a task, the invite contact checkbox is unchecked, and the user will not be able to
have additional invitees on that activity.
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4.4 To Do List
TheTo Do Lispagewill show all the open activities on the system up until today (by default).
To get to theTo Do Lispage

1 <elect theoption from the Activitiesmenu
1 By clicking on th& o Do Lisbutton on the Homepage

@ To Do List Sales Staff Michelle Bester «| ®Activities  COCycles
Up to and including 06/11/2023
Start Date  Task? Company Name Contact Activity Days Note OppNo /
QuoteNo

Edit Delete  06/11/2023 Printex Expo Ms Amy Grey Present Proposal 0 Prepare for the proposal

Edit Delete 20/10/2023 ADT/Fidelity Ms Candice Laurens Service Call 17

Edit Delete  18/10/2023 The Marketing Team Alex Saltzmann Presentation 19

Edit Delete 17/10/2023 Big 5 Guards Mr Kendall Lowe Call for Demo 20

Edit Delete 16/10/2023 The Marketing Team Alex Salizmann Demonstration 21

Edit Delete  05/10/2023 Special Moments Ran Kemp Book Training 32 Agenda: Setup and Training of
the new printers for the users in
the sales department

Edit Delete 04/10/2023 The Marketing Team Alex Salizmann Brochure Follow up 33 To discuss marketing material
needed for our new product line

Edit Delete 03/10/2023 Bluwave Software Michelle Bester Demonstration 34 Internal training on Sales
Demonstrations and the new
product line available

Edit Delete 03/10/2023 Chet Candice Laas Call for Demo 34 Call to check if she is ready to
meet for a demo yet.

Edit Delete 02/10/2023 Big 5 Guards Mirisa Kruger Arrange Cust Visit 35 Agenda: Discussion of your 1002
requirements and geing through
the samples we have available

Edit Delete 28/09/2023 Kuda Wrapping Lala Modiba Quote Follow Up 39 Follow up Quote/Cpp No: 1000 1000
Opp Name - New Printers

Edit Delete 28/09/2023 Printex Expo Lizanne Kotze Quote Follow Up 39 Follow up Quote/Cpp No: 1001 1001

Qpp Name - Vinyl Printing

Edit Delete 27/09/2023 Big 5 Guards Mirisa Kruger Telephone Call < =
Edit Delete 22/09/2023 New Horizons IMr Peter Gough Email Sent 45 Meeting to discuss project
Edit Delete 22/09/2023 New Horizons Cathey Botes Email Sent 45 Meeting to discuss project

From this pagéhe usercan edit an activity, by either clicking on tBditlink on the left of a lingor by
clicking on theActivity Description

Clickingon the Company Namaelirects the user to thé&dit Companypage.
TheUp to and including datean be changed to any date to show more or less records.

TheDayscolumns shows how many dage activity is overduey, or how many daysn the futureit is
scheduled for:

1 A negative value (i.el) ¢ shows how many days in the future the activityssheduled for

1 A positive value (i.e. 2 shows how many days the activityogerdue

1 A zero value (i.e. @shows the activity is due today.
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4.5 Completing an Activity
In order to complete an activity, the usaould open/ edit an activity (as showpreviously.

On theAdd/ Edit activitypage,the user musensure that thefollowing is done:

1 TheDate andTime fields are set to the past.

- If a user edits an activity where the activity date (for tasks) and time (for appointments) is
in the past, the system automatically checks the completed check box; this makes it easier
for users to complete activities.

- Editing the activity to a future date will automatically uncheck @amplete Nowcheckbox

- Creating an activity in the past will automatically complete the activity.

- Activities dated in the future cannot be completed.

1 TheNotes(call report)are inthe notes section
- A browser extension or cell phone voice to text function can be used by the user to add
their call report into the notes section.
1 TheCoordinatesfields show GPS coordinates (if the activity should belgeated; should it not
display, the user should check their connectivity and location settings).
1 ¢ K Slot ¥et Complete, Complete Now? OKSO1062E A& OKSOl SR 0{ K2 dz
activity has already been completed.)

() Edit Activity [[Update | [ Updete & New | [ Cancel |
Sales Stall | Michelle Bester v Note
Company” | Printex Expo E| Prepare for the proposal
Contact” | amy Grey Ms - Manager - Deci v I:II|
0118 587 896
ACIVItY™ | Prasent Proposal v
Booking as Task P
Sart 31172023 Created By Michelle Bester On 2023/11/05 14:33

End 31112023

Location [|
Quote/ v
Cpp No
Quote/ -
Opp Status

Not yet complete, Complete Now?

Activity is Scheduled in the Past, Defaulting to
Completed
Coordinates  -25.833946 28.1473857
Linked D ~@
Documents
[ Update l [ Update & New l I Cance l

TheUpdate & Newbutton allows the user to complete the current activity and then book a new activity on
that same company (a Follow up activity).

Once an activity has been completed, the colour of that activity changge&mon the Diary Planner
page.
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4.6 New Note (Logging Unexpected Communication)

TheNew Notefunctionallows users ta@uickly log a telephone call, support call or even to just add
additional information to theEdit Companyage.

To add a New Note, go to thedit Companypage and click on thé&lew Notebutton.

-
Edit Company ‘ 
I Use Current Location I [ Select Location From Map I
Company Name Printer Planet Account Number Opened 06/11/2023
YA SAND FOURWAYS
Tax Number
Sales Staff Michelle Bester v 123456789 n BYPASE
. ‘.\,\;.r‘
Category | supplier . Website | www printerplanet co.za E| o
Nicolw yanston
Estimated Budget ORTHRIDING '
Type v g 1000000 T
pa BRYANSTON
State Active Customer v Company Size 50
Source Walk in v . v End Google Map data ©2023 AfriGIS (Pty) Ltd
inancial Year En yyyy/mmidd [n]
Area PTA Centurion v Notes
Printer Types Ink-jet v
Group FNB v
Printing Range Office Use v
Industry Retail v

Advertising Printing v

Payment Terms 30 Days from Invoice ~ Workflow
PriceList Retail ~ Price Factor 1 Company 123-456-789/78 2
Registration
Currency To Quote Rands ~ [JQuote incl VAT?

This will directhe userto the Add Activitypage with the followinginformation already defaulted:

1 TheCompanyandContactdetails (the user might need to select the correct contact person)

1  TheActivity Description(determined byusersystem settings)

1 TheDateandTime(pre-setto current date and timg

1 TheComplete Activitycheckboxicked (This will be ticked, as the system recognises the time and date
to have occurred in the past).

@ Edit Activity ‘ Update | | Update & New | ‘ Cancel ‘
Sales Stafl | ichelle Bester v ‘ Invitees | Email Names
. p No additional invitees
Company™  new Horizons
Contact” | catney Botes - Sales Representative - Influence v [ Invite? Note Met with Cathey and she was happy with our services.

cathey@newhorizons.co.za +27 12654 7842 +27 84 652 7843 i
She did however mention that we should look at expanding our

Actvity” | customer Survey v product offering to include more types of printers such as Dot
Matrix printers

Task | mentioned that we are hard at work on a new product line, but

Booking as Appointment will look at her suggestion in the upcoming year.
St se00m023 13:00
End 9109003 14:00 P
Created By Michelle Bester
Location
Quote/Opp No v
The user would only need to
Quolel v add their feedback/ notego
Opp Status

the Notes section and then

? 3
Not yet complete, Complete Now click on theSave button

Activity is Scheduled in the Past, Defaulting to Completed

Coordinates -

Linked | & | 0
Documents

| update | ‘ Update & New | ‘ Cancel
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ACycle can also either be &ppointment (Date and Timedr a Task(Date only) whichare both classified

as aCyclicalActivity.

To add a NewCycle

1 On theEdit Companyage, click on thé&dd (+)button on the Cyclegpanel.
1 On theActivitiesmenu, click on theAdd NewCycleoption,

1 orfrom the Diary Plannemoption, click on thetrNew Activitybutton (bottom rightof the screen)

and choose thé&lew Cycleoption.
1 SelectCyclefrom the Quick Createlropdown

G Contacts v D

Scheduled Activities v[+]

Completed Activities Exclude bulk mail activities ~ D

Cycles v D +—
Opportunities New Quote D

Current Products [ Acive ~|v D
Jobs |$\ ~ D

0 Document Management

0 Workflow

~

~

On theAdd Cyclepagethe usermaycreateeither a recurringtask or a recurringappointment, by simply

selecting/ deselecting th&ask?heckbox

A recurringtask can be created by the useither for themselvesr for other users, haever a recurring

appointment can only be created by the usfer themselves.

J‘}i‘l‘{!}l Add Cycle |  sae || sseanew |[  cance

* = Required Fields

Service Cycle
Sales Staff:
Company: |Green Leaf |"‘ ~
Contact: | Bobby Roots - Sales Rep - Sales Department V| = Invitees
—— patty@greenleaf.co.za
| Invitees | sungliasnyders@gmail.com
Task: |
Activity: | V|t
Start Date and Time: 11/05/2021 2
Duration: E Minutes
Recurrence: ® Daily
O Weekly @ Every [1 day(s)
O Monthly (O Every weekday
O Yearly
(=) Mo end date
Recurrence End: (O End after: oCcurrences
(O End by:
| Save | | Save & New | | Cancel
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Step 1 Selecthe Company(using the magnifying glass) and the correct Contact person.

Step 2 Decide whether this cycle should bésak or anappointment.
- For aTask only theStart Datewould need to be populated (usually defaulted to today).
- For anAppointment, the Start Date Timeand Duration of the Appointment would also
need to be populated.

Step 3:Add additional invites by clicking on thieviteesbutton (if applicable)

Additional invites may be added to a cycle / recurring appointment. Iatiditional invitees are active
users of BluWave, an entry for the cycle will be created for that active user and appear on their diary
planner. The main contact as well as the invitees will receive a meeting request for this cycle.

Step4: Select the recurrind\ctivity- description of the interaction that should ocurr
Step5: Select the relevariRecurrencesettings.

4.7.1.1 Recurrence Options

Daily
@) Daily This will create a daily activity that will appeattie dza SdiEy a
() Weekly (& Every 1 day(s)  planner as often athe userhasselected it to occur.

() Monthly  (7) Every weekday
() Yearly

Weekly
() Daily Recur every |1 week(s) oy, S€lect the daythe userwantsthe activity to recur in a week
(%) Weekly []Mon [#] Tue []Wed []Thu andhow oftenthe userwants thisreminder(e.g. every 2

{C) Monthly O [Jsat [Jsun weeks). Multiple days can be selected.
() Yearly

Monthly
() Daily
() Weekly  (® Day |1 of every |1 month{s)

Monthly The |Secon Tuesday of every |1 - monthis
(®): Monthl h d [+] d o] of h(s)
() Yearly

For monthly cycles, indicate which date/or day of the mathith userwantsto set the recurring activity for,
as well as the monthly interval.

Yearly

() Daily

() Weekly (& Every [January [«][1

() Monthly  {7) The [Second [+] [Tuesday [~] of [January [+]
(=) Yearly

For yearly cycles, indicate the date/day and month the selected activity will recur.

Step5: Select when the Recurrence should end.

{¥) No end date Setwhenthe userwantsthe recurring activig to end. The user
() End after: nCEurences can either set the actiwtto never end; set it to end after a
{C) End by: particular number of occurrences; or set the specific daey

want the activiy to end.

Step 6 Click on the&savebutton to save this cycle.

Revision Date:  30/09/2023 BluWave CRM - Training Manual Page 30 of 91
Revision No: SM0018.10



Bluwave CRM Training

©Bluwave Software (Pty) Ltd

4.7.2 Viewing/ Editing a Cycle
Once the Cycle has been saved and added to the system, thatd@gpdleenbe found on theEdit
Companypage as well as on thBiary Planneipageand theTo Do Lispage

4.7.2.1 From the Edit Company Page
From theEdit CompanyPage the usemmayview theCycle created, by expanding tRgcleganel

Cycles [+
Edit Overdue NextDate Activity Sales Rep Contact Note Organiser
Delete 3 08/11/2023 Sales Meeting Michelle Bester Mrs Michelle Bester Sales Meeting Michelle Bester

ToEditthe Cycle (the seriég®currencé, clickingon the blue icon on the left of the cycle will direct the user
to the Edit Cyclegpage, where the necessary changesy be maddi.e. the recurrences or activity
description.

I dzASNJ Olyy20 YI 1S &#itayappbidtmeintdn the ganpakyJphige thdroamidorf
a cycle will be stated to assist with who can makanges tdahe cycle.

Whena user edits theicyclical appointmen(as the organizer of that cyclahe related cycles created for
other activeBluWaveusers will also be edited

Tocompleteone specific occurrence of the cyotdick on theDatelink in either theNext DateColumn or
the OverdueColumn.Thiswill create an activity for the usdor the specific instance of the cyalich
must then becompleted,and the call report noteadded The user mustlick on theSavebutton to save
the information to the system.

That activity will then appear in either tfgcheduled ActivitiedJ- Yy St 0 AF (G KS dzaSNJ RARY
activity) or in theCompleted Activitiegpanel (if the user completed the activity) on tkelit Companyage.

4.7.2.2 From the Diary Planner
The Cycles created will appear on iary Planneiin either the Task section or the Appointment section,
depending on their settings. All cycledl be displayedn blue and be prefacedvith the cycle icoq .

@ Diary Planner Show For | Michelle Bester v View Task O Scheduled O Completed @ All

Show Inactive Users [ Show Tasks

{ Today ) 06 Nov — 10 2023 - Day Work Week Week Month Timeline Agenda
6 Meonday 7 Tuesday ] Wednesday 9 Thursday 10 Friday
Printex Expo - Amy Grey Ms - Manager - Checkers Hyper - Amy Lee [s - Developer Pioneer Foods - Candice Nash Ms -
Decision-Maker - Present Proposal - Sponsor - Call fof Order Marketing Admin - Decision-Maker -

SANPARKS - Danie Moloto Mr - CFO - Deliver Contract

Decision-Maker - Call for Order
(Groenkloof 358-Jr Pretoria)

New Appoiniment = ~

07 00

08 oo @ Adams&Adams - Gladyce Moore Ms -
Sales - Influencer - Presentation (4
09 oo [ Daventry Street lynnwood Manor)

Printer Planet - Michelle Bester Mrs - New Task
Printer Planet - Michelle Bester Mrs - Sales Executive - Influencer - Leave (18
Curzon Road Bryanston)

Sales Executive - Influencer - Sales

Annda Food Lovers Market - Susan Snyders Mrs t‘jé?t_ na X Annuzl Lezve
10 oo - Manager - Decision-Maker - R, African Bank - Bronwyn Donalds Mrs -
Demonstration (60 Sycamore spread Sales - InfluengaeBeachusetallow

11 oo Richards Bay 3900)

12 o o °
13 o

ToCreate, Edit o€ompletethe Recurrence activity (thus one occurrence of the cycle), click oAdtety.
The user will then be directed to the page to apel the relevant occurrence (activity).
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4.7.2.3 From the To Do List
From theTo Do Lispage,the usercansee all the cycles thdtave an occurrence due.

On theTo Do Lispage, click on th€yclegadio buttonto change the view of th&o Do Lispage.

@ To Do List Sales Staff Michelle Baster | Oactvites ®@Cycles
From Up to and including 071012023
Edit Overdue Next Date Company Contact Activity Type Route Area

Delete o 01/11/2023 08/11/2023 Printer Planet Mrs Michelle Bester Sales Meeting PTA Centurion

ToEditthe Cycle (the series), click on the blue icon on the left of the cycle. This will direct the user to the
Edit Cyclepage where they can make the necessary changes (i.e. the recurrences or addatyiptior).

ToCreate, Edit o€Completethe recurrence activity (one occurrence of the cycle), click orxatelink in
either theNext DateColumn or theOverdueColumn.

This will direct the user to thAdd Activitypageto add in their feedback or notes on the activity, and then
click on theUpdatebutton to save the information to the system.
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5. Practical Activity
Please use théest companyyou created during the training session.

The Activity will cover the following concepts:

Adding a Contact person

Creating Activities (Task&ppointment) BI u Wa Ve
Completing Activities SOFTWARE
Adding a Cycle

= =4 =4 =

We recommend rading through the whole activity before starting:

The company, Trainingame {he oneyou createdearlier inthe training i.e Training Allisgnhas
appointed a new sales manager.

Youwill need to meet with the new sales manager and present a denyo@fO 2 Y LI y & Q#o LINE RdzO
persuade him to purchase.

hy ¢NIAYAYy3a blYSQa ¢6S0aAirisSs GKS yS¢g altSa Ylyl3aSN
1 Peter Gelden
1 Sales Manager
1 Tel: 011 345 7890
9 Cell phone: 088 900 2010
1 Email: peterg@trainingname.co.za

1 Website:www.bluwave.co.za

Use the above details and create the following under the training compaowy created during
the training session:

1. Create Peter as a contact.

2. Setup anappointment with Peter for next week Wednesday to presedeao ofyourO2 Y LI y & Q&
product (any time may be used).

3. Completeyour appointment call reportAfter having an excellent presentation, Peter was
interested, he had some queries where he wanted to know if the product could be ordered in bulk
and could the colour of the one product be changed to bright pink.

(For training purposes please change the datiethe appointmentcreated for next Wednesday to
yesterday this is to simulate the completion of an activity

4. Create a telephone call (task) that needs to be doneviokingdays.

5. Create a recurring activity with Peter whegreuneed to visit him every second Friday for 4
occurrences (any time and duration may umed) Optional: add an Invitee)
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6. Email Functionality
6.1 Sending Emails from BluWave

Bluwave CRM allowke userto send emails to clientshis also saves a copy of the email sent under the
Completed Activitiegpanelin the Companypage

To send an email, click on ti&=nd Emaibption underActivities menu, or theSend Emaibption available
underthe Quick Crea¢ menu

e,
- BIuWave Search Select v i »
SOFTWARE _t—
' . — ™ —— :

Quick Create~ Home\~ Activities™ Leadsv Contacts: Companies™ Opportunities™ Reports System Setup™ Financials>~ List Managerv

Appointment Diary Planner
Task T List =
) o nd Email
Company Add New Activity
Contact Send Email Sibledt
Lead Add New Cycl R s = 3= - . =
i B X xEEBEE@ ORI W
‘Opportunity Cycle Planne
. ' v [v] [aal Meaw [¥]'s 1 U s’ = = =
Quote
Send Email Good Day.
Cycle
Kind Regards,

PRINTER
PLANET

Michelle Bester
+27 825 508 001

\ michelle@pplanet.coza

Alternatively, click on themail addressyperlinkon the Contacts panel of theEdit Companyageas
shown below to email a specific contact person (which can also be found und€nptitactstab).
\

v

1) Edit Company

Company Name Adams&Adams

I Update ] I Update & New l [ Cancel ]

[ Use Current Location ] I Select Location From Map ]

AccoNnt Number 1 Opened 12/10/2023

TaxWumber Notes
Sales Staff Michelle Bester v

Category Customer - www.adamsadams.co.za
Type Bronze . Estimated Budgi{ 500
pa
State v Company Size
Source | coig call v .
Financial Year [u]
Area ~ End
Group - Printer Types v
Industry v Printing Range Newspaper¥rinting ~
Payment Terms | cop v Advertising  Epsan ~
Workflow
PriceList i Price Factor
Retall v 1 Company
Currency Rands + O Quote incl VAT? Registration
To Quote
~ @Contacts @
# Name Tel Ccell Category Designation E-Mail Unsubscribe Note
Delete 1 Gladyce Moore Ms 0163 542 365 0889 002 014 Influencer sales
Delete 2 Maretha Saayman 0123 542 365 0799 653 598 Decision-Maker Financial Director maretha@adamsattorney.com
Ms
4 »
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Onthe Send Emaipage,the usermustaddthe recipients to vhich the email should be sent

6.1.1 Adding Recipients to the Email
Step 1:Click on thelobutton. All three these buttons will direthe userto the Add Email Recipientpage

Step 2 Search for the compamynderwhich thecontact person is saved.
Open theCompany Lookugcreen by clicking on th&lagnifying Glasscon.
/

| ~N
,'/:‘ Add Email Recipients | oone |
®Company Contacts Olnternal Staff | Add "To" |
[ Add "Cc |
* Tick contacts fo add | Add "Bcc |
1 v

Step 3 Type in the name of the company in tBearcHfield and click on th&obutton. The usewould
need to type in at least the first two characters of the company name. Click dpetleetlink on the left of
the appropriate company.

Company Lookup | x|
- 5 Company Lookup
Search |%ad || Gol | | Add New Compan’
Aﬂame Acc No
Select Adams&Adams 1
Select ADT/Fidelity

Step 4 Add theContactto the relevant section of the email.

All the contacts at the selected company with an email address will display, select all the contacts that are
to be included irthe Tosectionby ticking the checkbox arilen clickngthe! RR & ¢ 2 fRepgatdiorii 2 y
CCandBCC.

/\\I Add Email Recipients B
®Company Contacts Olnternal Staff | Add "To" | maretha@adamsat m.
Adams&Adams E m|
* Tick conlacts fo add | Add "Bec '.|

[J Maretha Saayman - Financial Director
. o

The usemay click the magnifying glass again to select additional companies to email if required.
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Step 5 To include internal staff as recipients on the email, selectriternal Staffradio buttonand this
will show a list of all thesersin the BluWave CRM system.

Add the required recipientby ticking on their checkboxes and adding them to eiffier Caor Bcesection.

?
a Add Email Recipients

maretha@adamsattorney.com;

CcCompany Contacts ®Internal Staff Add "To"

~
Add "Cc"

Add "Bcc"|  halie@pplanet.co.za;

* Tick contacts to add

Daniel Kane

O

O Hallie Moore
O

-

Michelle Bester

Step 6:Return to theSend Emaipage.
Make sure that all the intended recipients are listed on the Figind side.
Oncethe useris sure all the intended recipients have been added, click orDitveebutton at the top of

the page.
r
@ Send Email maretha@adamsattorney.com; -~ l Send l l 3end and Close ] [ Cancel l
Becs hallie@pplanet.co.za; Clicking on the arrowill
e show the CC, BCC and Attac
feids
Subject : Best Wishes
B~ 9 x X EEEEQ0E®B-&E
[Mormal (DIv)  [v] |Arial [~] [2 (100D I¥'B 1 U 8 = =
Good Day Maretha,
Hope you are well.
Please let me know when you are available for a quick visit.

Kind Regards,

PRINTER
PLANET

Michelle Bester

+27 825 508 001
michelle@pplanet.coza

0®

o
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6.1.2 Attaching a Document to the Email

After clicking on théttach button, the DocumentManagementpage will open, and the user can then do
one of two things:

1. Upload a new filgo the system (Step & 3 as described below) and select the document from the
server (the bottom portion of document management page).

2. Select an existing fildfrom the server (the bottom portion of document management page).

To attach the required fileo the form, find the specific file and tick the checkbox on the $&de of the
page(all the relevant files) and then click on tbene, Return to Emalbutton.

Dofument Management

plozid your Files to the Server

Sales Ftaff Michelle Snyders v ﬂ
Save In Folder/Subfolder v
Selec] your file to Upload: Choose File | No file chosen

Descffiplion of your File:

Upload File
Seafch: Search by Field File Mame * File Description
Please type in your search Search 0
Filtdr files: Sales Staff: |Michelle Snyders v | Folder: |(All Folders) v | Sub Folder: v

Select | Uploaded | Folder File Name

03/02/2020 | Company Docs gﬂﬁ;ﬂ: waves_sea_water_sfream_5037_2560x1440 | waves_sea_waler_siream_5037_2560:x1440 jpg

- Kichelle | Quotes Izsued Vs Target By Company for Cuuotes Izsued Vs Target By Company for
29/01/2020 | ServiceRequests | 2020 | o oone o | Fanuany 2020, pdf January 2020.pdf

6.1.2.1 Uploading a New file to BluWave

The process to upload a document to the server, and then attaching it to an enaay @ne of the pages
in Bluwave will be the same throughout.

Step 1: Where to save the File on the Server

The user will choose under whishles staffand thenwhichfolder to save the file under on the secure
Bluwaveserver.

Document Management

pload your Files to the Server

Sales Staff Michelle Snyders A ﬂ
Save in Folder/Subfolder T Add/Edit Folders
Select file to Upload:
siectyourtie fo Bpiea Quotes | 2019
Descriplion of your File: ServiceRequests | 2019
SenviceReguests \ 2020
Search: Search by Field File Name * File Description
Please type in your search Search 0'
Filter filas: Sales Staff: | Michelle Snyders v | Folder: | (All Folders) v | Sub Folder: v

Uploaded | Folder Sub Folder Sales Rep File Description

- Cuotes Issued Vs Target By
: Michelle Cuotes Issued Vs Target By
29/017/2020 | ServiceRequests | 2020 Snyders g;zl"ﬂ]p;;fyfurdanuary Company for January 2020 pdf Diload | View | Del
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Step 2: Finding the Fileontdeda SNR Q / 2 Y LJdzd S NJ
After selectingthe destination folderclick on theChoose Filédutton to search for theequiredfile onyour
computer. Only files with a file size smaller thaWB will beliploaded.

Document Management

pload your Files to the Server

Sales Staff Michelle Snyders v (i)
Save in Folder/Subfolder | Company Docsy” v | | Add/Edit Folders
Select your file to Upload: Choose File | No file chosen

Descriplion of your File:

Upload File

The user would then select the file on their computer and click orCtpenbutton at the bottom of the
screen.

>

» This PC » Pictures » Bluwave v & Search Bluwave »

Organize v New folder =~ O @

3 Quick access i“
@ Onelrive

waves_sea_water
[ This PC _stream_5037_25
1 6 1440
E ) 3D Objects

[ Desktop

|§| Documents

1 ‘ Downloads

J) Music Select a file to preview.
=/ Pictures

m Videos

EE0S(C)

= Data (D:)

¥ Network

S omoapa g e

File name: v| All Rjles ~

T T T TR T T e e

After clicking on thé®penbutton, the name of the file will appear in tH2escriptionfield.

Document Management

pload your Files to the Server

Sales Staff Michelle Snyders T @
Save in Folder/Subfolder Company Docs ' T Add/Edit Folders
Select your file to Upload: Choose File | waves_sea_ wgtdr stream_5037_2560x1440.jpg
Descripfion of your File: waves_sea_water_stream_5037_2560:1440
Upload File

The user could change tlizescriptionof the file or leave it as is.
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Step 3: Uploading the File to the Server
Click on thdJpload Filebutton to save that file orthe BluWavesecureserver.

Once the file is saved, the useillbe able to view tk file in the folder where they have saved it (in the
bottom portion of theDocumentManagementpage).

Document Management

pload your Files to the Server

Sales Staff Michelle Snyders A 0
Save In Folder/Subfolder v
Select your file to Upload: Choose File | No file chosen

Descriplion of your File:

Upload File
Search: Search by Field File Name ® File Description
Please type in your search Search 0
Filter files: Sales Staff: | Michelle Snyders v | Folder: |{All Folders) v | Sup Folder: v

Select | Uploaded | Folder File Name

0350212020 | Company Docs Pg:ﬁ:ﬂ:: waves_sea_waler_sfream_5037_25680x1440 | waves_sea_waler_sfream_5037_2560:x1440 jpg

s o " Michelle | Quotes lssued Vs Target By Company for Quotes Issued Vs Target By Company for
29/01/2020 | ServiceRequests | 2020 Snyders | January 2020.pdf January 2020 pdf

Cancel

@ Send Email | To: maretha@adamsattorney.com; Send | ‘ Send and Close ‘
|. Cc:
| s
|l Aftach 1.2d86e24238b3c8e16d3cTT4ecTse

Subject : Best Wishes

6.1.3 Sending the Email

After adding the recipients and the relevant documentation (if applicable), the user would need to add in a

Subjectline. BluWave il not send an email without a subject line.

Ifthedzd SN & S Y liskaddeddaABHiyavd] idehlBppear in the body of #mail,and they would
simply need to add their messatgethe body.

Click on theSendor Send & Closéutton to send the email.
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6.2 Email filing

The usercan also file emails from any email software prograeither desktop email clients or wetased
email client software includindut not limited ta Outlook, Lotus Notes, GroupWise, and Google Mail.

6.2.1 Saving an Outgoing Email

If the useris sending an email frortheir email client to one ofheir contacts and wansto record theemail

in BluWave, simplBCQhe email to the following email addressmailfiling@bluwave.co.za

Bluwave CRMvill then save the email as a completed activity under the client, with an Email Sent activity
type.

NB: To save successfully, the contact person needs to be already loaded on BluWave with this email
address.

}%' To michelle@hotmail.com:
Send Cc
Bec emailfiling@bluwave.co.za
Subject Follow up
Dear Contact

Hope you are well.

If you have any questions, please do not hesitate to ask.
Kind Regards

In BluWavethe email will be shown in thEompletal Activities panel on theEdit Companypagewith an
Email Sengctivity description

~ Completed Activities Exclude bulk mail activities D

Date & Time Activity Sales Rep Contact Note Email

Subject: Follow up Dear Contact Hope you are well. ... If you have any
questions, please do not hesitate to ask. Kind Regards Michelle
11/02/2020 00:00 Email Sent Michelle Bester Michelle Sugerrush Snyders Implementation Consultant Bluwave Software Email
michelle@bluwave.co.za <mailto:michelle@bluwave co.za» Cell: 074
586 3506 Tel: 011-462-6871 Fax: 011-462-6886

o Create Filter
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6.2.2 Saving a Received Email
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To save aemail thatthe userhasreceived irntheir email client,Forwardthat email to

emailfiing@bluwave.co.za

E. To emailfiling@bluwave.co.z3
Send Cc
Bec

Subject FW: Our Best Wishes

—
. waves_sea_water_stream_5037_2560x1440.jpg -
2 MB

Ensure that the
First Email
Addressin the
body of the email,

isthe Contact . i i
LISNE2Y Q4 : Klichelle Snyders <mibpsnyders@gmail.com:
address(under Sent: Tuesday, 11 February 2020 15:56
which the email  74: <hobby@greenleaf.co.za>

shauldResaugd) ubject: Our Best Wishes

Good Day Bobby,

Hope you are well.

The user may
have to remove
their Email
signature (as it
may contain
their own email

address)

BluWave CRill then save the email as@mpletedactivity under theO 2 Y LJI Go@leted Activities

panelwith an Email Receivedctivity description

Again,the contact from whom the email was received fromeeds tomatchan email addresen Blu\Wave

CRM

~ Completed Activities

Date & Time Activity Sales Rep Contact Note

Email Received

Subject: Fwd: Our Best Wishes

Exclude bulk mail activities E]

---------- Forwarded message ——--—---

From: Michelle Snyders > Date: Tue, Feb 11, 2020 at 3:41 P Subject
11/02/2020 16:13 Email Received Michelle Bester Bobby Roots . Sales Rep Our Best Wishes To- > Good Day Bobby, Hope you are well. Please see

Email

attached the document you requested. Kind Regards, Michelle Snyders &
Sales Consultant Cell: 074 586 3506 Tel: 081 766 4422 18 Curzon Rd
Br... Read Mare
@ Contains([Activity], 'Email Received')
L3
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7.  Opportunity Tracking
Prospect Opportunity
r N r N

wA Client the user
is trying to sell to

Customer

CRM Training
©Bluwave Software (Pty) Ltd

r

wA sales deal which
has a value and
status, which
could be for a
Prospect or a
Customer

Different Types of Statuses found on BluWave CRM

Opportunities can be

created for both a

Prospectas well as a ’

Customer.

Prospect

Enquiry @

The Opportunity
Statuses are
usually the steps
your sales process
follows.

Initial Contact @
Quote Stage @

—»

Negotiation @
Sold ®

Opportunity

Lost @
Decided Not to Buy @

There can be
multiple
Opportunities per
Prospector
Customer.

v

Customer

wA Client the user
has already sold
to

N

Prospects usually
will follow the same
initial sales process
in order to become
a customer.

Once a Prospect’s
_| firstOpportunity is

| Sold, they become
a Customer.
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7.1 View Opportunities- List
This page shosthe list of Qpportunitiesby their Active, Soldor Loststatuses

Search Criteria can

be typed into any of
these fields

View Opportunities List Views @ Active OSold O Lost

| tAdd New | Filter All Opportunities

Company Oppertunity Name Sales Staff Pot. value = Quote No ¥ | Exp.Order
s [+
Edit Del Chet New Printers Michelle Bester 207500 1002 31/12/2023
Edit Del Big 5 Guards New Printers Iirisa Kruger Iichelle Bester 207500 1002 31/12/2023
Edit Del Printex Expo Winyl Printing Lizanne Kotze Michelle Bester 1500 1001 31/12/2023
Edit Del Kuda Wrapping New Printers Lala Modiba Michelle Bester 4850 1000 31/12/2023

The filters on the right can be used to access opportunities as follows:
91 All Opportunities - will displaya list of all opportunitiegreated on the system
1 Recently Added will displayonly the last 5 added opportunitieseated on the system
1 My Opportunities - will displaya list of opportunities entered by thesercurrently logged into the
system.
BranchOpportunities - will displaya list of opportunities for the branch the user is assigned to.
Closing thignonth - will displayall opportunities which have their expected order day set for the
end of the current month.
1 Closing next month will displaythose opportunities with an expected order date set for the end
of the next month.

=a =4

To open an opportunity, select thedit linknext to the relevant opportunity.
7.2 View Opportunities- Kanban
This page showall the opportunities per status in the sales procdsachcolumn shows the total

monetary valudor all the opportunitiesn that status as well as a count of the number of opportunities
allocated to that status.

Opportunities Kanban Branch  Bloemfontein v ®Company Name O Opportunity Name | =
| +Aada New | Sales Staff | Michelle Bester M Reset Fiters [T
[ Show Inactive Users
Y U FE— D
i a er Lost
Total:R328497 Count:12 Total R757704 Count:7 TotalR115236 Count:1 Total:RO Count:0 Total:RO Count:0

Blue Skies- Train to Tracks-Test Apricot Tree-

Quote: 1790 Quote: 1752 Quote: 1941

30/11/2023 R 9400 30/11/2023 R 8000 30/11/2023 R 115236

Green Leaf-5 printers- BluWave Software-Test .

Office Train to Tracks-

o Quote: 12722

ar
Quote 1160 30/11/2023 R 7250 e
g i
30/11/2023 R 9750 Michelle Beste BD_1_1_'2_D2:3____ ket
Steam-Testing

Grass Gardens-S printers-

On this view the user would be ablegoroll horizontally across the pagesing the blue scroll bar across
the top, to view all the opportunity statuses, aolick and drag their opportunitie$rom one status to
another as the sales progresses.

To update any other details on the opportunities, simply left click on the opportunity card to go to the
normal Edit Opportunitypage Or to go to theEdit Companypage, click on th€ompany Namen the
opportunity card.
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7.3 Add an Opportunity

Click onAdd New Opportunityto create a new sales opportunityrhis can also be done from tifslit
Companypage, or theQuick Creatanenu.

Add Opportunity ‘ Save | | Save & New | | Cancel |
Sales Staff* Michelle Bester v Quote / Opp No | Create Quote |
Company”  mperial Logistics Q | Quote Expiry  20/12/2023
) Date
Contact Danie Eksteen Mr - Sab ~ I:‘:|
Product® Quoted Products Q |
E: deksteen@yahoo com T 0110 211 543
C: 074 56 3506 Quote Due Date
Opportunity Printers- 6 Office Use Quote
Name Submitted Date
Potential Value 12000 Order No
GP Value 6000 Note
Probability % 20
Status® Enquiry ~
Next Activity Telephene Call v
Next Activity 08/12/2023
Date
Expected | 31112/2023
Order Date 4
Potential Score 0
Attachment
| Save ‘ Save & New | | Cancel |

On this pagé¢he userwill need to record the following information:
1 Sales Staffiwvho is responsible for thepportunity.
1 Company & Contactwhich client and the specific contact tle@portunity is listed under
1 Opportunity Name:name given to thepportunity for internal reference and reporting purposes
(Will become the quote description).
Expected Order Dateghe date on which the sale is expected todesed(defaulted to the end of
the current month)
Product:the main product which has been quotgtfaulted to quoted products).
Note: Internal notes made for reporting purposes
Attachment: Used to attach an external quote, or any other document to the opportunity
Status:Where theopportunity is currently sitting irthe userpipeline
Probability: The likelihood of the sale being successful clq8etD0%)
Value:Turnover value
GP ValueGross Profit value (if required)
Next Activity & Activity DateFirst follow up booked for this opportunity and when it will occur
Due DateThe date the quote is du® be submitted to the client
Quote Submitted:The date the quote was sent to the client.

=

E R N

Click onthe Savebutton to capture this opportunity and shoultie userwish to create another
opportunity (for the same clientclick on theSave & Newbutton. This will clear the page and alloke
userto enter the new opportunitPd RSO A f &
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7.4 Edit an Opportunity

Edit Opportunity

Sales Staff* Michelle Bester v Opp No
Company™ Imperial Logistics Quote Expiry
) Date
Contact Danie Eksteen Mr - Sal v . )
Product”

E: deksteen@yahoo.com T: 0110 211 543
C: 074 58 3506 Quote Due Date
Opportunity Printers- 6- Office Use Quote

Name

Submitted Date

Potential Value 12000

Order No

GP Value 6000

MNote

Probability % 20

Status™ Enquiry v

NextActivity  telephane call v

08/12/2023

Next Activity
Date

Expected
Order Date

3111212023

Potential Score ]

Attach File

View File

| Update |

| Cancel |

| Update | | Cancel |

1005 | Create Quote |

20/12/2023

QP - Quoted Products ~

On this screen the user can change the expected order date, enter the potential sale value and probability

of this opportunity.

f TheSatus field is used to monitoti K S 2 LILIDMedreds/ This & w8y useful feporting

purposes

1 Afile related to the opportunity can battachedif required (such as an external quote).
1

Click on thdJpdatebutton to save any changes.

Each salesperson can view pigeline visuallypn the Bl platform (or by accessing the Active Pipeline

embedded Bl dashboamh the Home menu option).

Total Active Pipeline

R11151541 (43%)

T
Total value: R25,883,511 R

R11862.223 (46%)

1,300,576 (5%)

® Quote Stage ® Negotiation ® Awaiting Budget @ HotList ® Verbal Order

1 Opportunity Tracking allows
management oNew
Business Acquisitions

1 Define the sales process in
order to track the progress
2T (KS deipSimeD &

I The system generates a new
business forecast based on
expected order dates and
sales probability
percentages.
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8. Quote Automation

TheQuotes Automationfunction generates a quote that can be emailed as a .PDF file to the customer.

When a quote igeneratedfi KS ae&aidsSyYy lFdzi2YlFIGAOIffte& ONBIGSE I NBf
pipeling at the same time a followap activity (action item) is also generated.

Use theNew Quotesub tabunder theOpportunitiestab to create a quote, alternatively use ti@uick
Createmenu The user can also create a quote by clicking orNiae Quotebuttondzy RS NJ G KS / 2 Y LJ

opportunity panel.
e S RNy

Quick Create~ Home Activities~ Leads Contacts~ Companies~ Opportunities~ Reports> System Setup~ Financials>~ List Manager-~

The Quick Creatmenualso
allows the user to create a
new guote.

BluWave

SOFTWARE

NEW RELEASE

View Opportunities

@ View Opportunities List Views  @a AddNewOpporunity Use the New Quote sub tab
Opportunities Kanban to create a new quote.
+Add New Al
Filter New Quote T
| | company | Opportunity Name 1:1 | sales Staf | Pot. value | cuote No v | Exp.Order

\ I I I |7 I I
Edit | Del Imperial Logistics Printers- 6- Office Use Danie Eksteen Michelle Bester 12000 | 1005 31/12/2023 ~
Edit | Del Big 5 Guards New Printers IMirisa Kruger Michelle Bester 207500 1002 31/12/2023
Edit | Del Chet New Printers Michelle Bester 207500 1002 31/12/2023
Edit | Del Printex Expo Vinyl Printing Lizanne Kotze Michelle Bester 1500 1001 31/12/2023
Edit | Del Kuda Wrapping New Printers Lala Modiba Michelle Bester 4850 1000 311212023

Alternatively, if an opportunity already exighen the Create Quotdink on theAdd or Edit Opportunity
pagemay be used

r )
; - The
Edit Opportunity [ Update | | cancel |
Sales Staff* Michelle Bester v OppNo 1005
Company‘" Imperial Logistics Cuote Expiry 20122023
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8.1 Step 1: Client Details
Complete the Quote Header details and then proceed to Step 2.

Company- select the companythe quote is being generatedr by clicking on thenagnifying glassutton.
Contact persoq selectfrom the list ofcontacts at this company.

Quote Statug; select the current status of this opportunifdefaulted toQuote Stagé.

I Quote Detail - STEP 1 Cance
Quote Details * Required Figlds
Queoted By Michelle Snyders v CQuote Mo
Company Grass Gardens il Date
Gontact Gragg Ellis Mr v |+ g Valid For 14
Quote Status Quote Stage ¥ = Expire on 27/02/2020
Quote Description 8 Office Printers Follow up Activity | Quote Follow Up v
Exp Crder Date 29/02/2020 Follow up Date 18/02/2020
Probability % 10 Currency to Quote | Rand v |9
Delivery 2 - 3 weeks ROE Rand ¥ |1
Price List (Mone) Payment Terms 30 Days A

Cuote Incl WAT?

Continue to Step 2 v

Quote descriptiong this is used as the subject line of the emailed quditehould indicate whaproduct/
service the client is being quoted on

Expected Order Date date whenthe userexpectto get the order. This defaults to the last day of the
currentmonth but should be changed if the sale is expected at a future date.

Probability ¢ a percentageto indicate the likelihood of making the sale.

Deliveryc allocated time for delivery of products (will only appear on the quote if it has been entered
during system setup).

Quote Nog the system will insert the nexvailablequote number onto the quot@utomatically
Validity ¢ shows how long the quote is valid for days this will automatically updatéhe Expires Ordate.

Follow upActivity ¢ select the activityand date on which the initial follow up on the quote should take
place.¢ KS | OGA@GAGe oAttt | LIISFENI AYy GKS dzaSNRa& RAI NE

Currency to Quote/ Rate of Exchangeselect the currencyhe quote should be generatedh, and the rate
of exchangerbm the list. These must beonfiguredunder the System Setup beforehand; the system will
automatically default tahe system currency

Payment Termgselect the payment terms from the list. These also must be created under System Setup.

Click onthe Continue to Step dutton once done

LI
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8.2 Step 2: Add the Quote Items

I( I Add Quote Items - STEP 2

Add Quote ltems - Grass Gardens Quote#: 1150 Cumency To Quote: Rand

Go || All Go || Al
Group: | Ink Cariridges v Code: | 2018PPINKELK: Black Tub - Print ¥ Desc.: | Black Tub - Printing Press Y
Qty 5 Cost |3350.00 Selling R [4000.00 Factor |1 Adjusted Price R 4000.00 Disc. 3%

Stock om hand: 0

At Mo Att Rlanstive

Spec: — Mo Spec
Pic: Mo Pic 4
Add To Quote

- Offer: 1 of 1 Select Offer : . |
G Previgus Offer 1-Option 1 v Mext Offer ﬁ.;
Ofier Gross Profit . 7200 Heading: Option 1 CQuote Gross Profit . 7200
Offer Total : 27200 Include Offer in Potential Value? # Cuote Total - 27200

Include Offer Total in Quote? ¢
Include Line Values on Quote?

No. of Guoted Items: 1 Continue to Step 3 “ ?
Code Description Qty Price Disc.% Narrative GP% "E,‘Il::
D —nt - " 2 This printer is svailablz in the -
elete Can Cannon G2400 8 b ST L following colours: Pink, Red, Blue. = Pic

Select a Product Grougif the user selects from this dropdown, then the product code and product
description dropdowns will be filtered by the selected group. If the user does not select a group, the
product code and produalescription dropdownsvill contain all products.

Select a Product Code or Product Descriptipselect the item that should be added to the quote using
either the product code odescription dropdown

Quantity ¢ enter the number of itemsequired This should be adjusted before moving on to make changes
to the price fields.

Priceq the cost price (if set up on the product list) and selling price will show here.

Factorcallows the user to inflate the price of the product to cover for risks that are not accommodated for
in the products costs. E.g. when transporting goods to another country, a factor of 1.2 may be used to
inflate the price by20 %.Note this is not visible to the quote recipient.

Discountg enter a discount percentage to be offered on the line item and this will be subtracted from the
price.

Narrative ¢ the product Narrative will display if it has beset up. The user caadd additional relevant text
to the specific product if required.

If there are anyattachmentsor picturesassociated with the selected product in the price list, the
checkboxes to the left of the Narrative field will be checked. The user can then decide to leave them
checked (which will send the attachment to the client or insert the picture into the quott) ontick the
checkbox and remove the attachment from the email and not insert the picture into the quote.
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dick on the Add To Quote buttog This will insert the product onto the quote and display it at the bottom
of the page.

Continue to add all the items to the quote.
Before proceeding with the quote, the following should also be completed:

_ Qffer: 1 of 1 Select Offer : ) g

G Previous Offer 1:0pti0ﬂ 1 - Mext Offer ‘;
Offer Gross Profit : 7200 Heading: [Option 1 Quote Gross Profit : 7200
Offer Total - 27200 Include Offer im Potential Value? ¥ Quote Total - 27200

Include Offer Total in Quote? |+
Include Ling Values on Quote?

MNo. of Guoted Items: 1 Continue to Step 3 0
Headingq this is a short description of what type of products are included in this specific paragraph.
Include Offer in Potential Valueg ticking this checkbox will include the total value of this offer into the

potential value of the quote on the pipelinBlote this has no effect on the quote document as seen by the
recipient.

Include Offer Total in Quote® ticking this checkbox will show thetal section for thioffer on the quote
document

Include Line Valueson Quote2A O1 Ay3 GKAa OKSOl102E g¢Att akKz2gs S| OK

offer on thequote document

Refer toAppendixA for an example of what the quotgocument output) could look like witithe above
settings
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8.3 Step 3: Finalizing the Quote

This step lists all the quoted items with a quote total. Multiple offers can also be viewed here, and the user
will be able to edit or delete line items from the quote, as well as change the sequence in which line items
appear.

Step 3 will also show the Quote Header detagdghey were on Stepdr the Opportunity, allowingthe user
to change detailsuch as deliveryshould this be necessary.

%/\: Quote Details - STEP 3 | Save & Exit | | Copy Quote |
Quote Details * Required Fields
Quoted By | Michelle Bester v | Quote No/Date 1289
Company | BluWave Software | * valid For Days
Contact |Angela Henson Miss - Office Manager - Sale v | # g Expires on 21/02/2021
Quote Status | Quote Stage v |* Follow up Activity | Quote Follow Up - |
Quote Description | Compressor Replacement | Follow up Date | 12/02/2021
Exp Order Date 28/02/2021 Show Rebate?  [] Show Discount? [
Probabiity% [0 | | Edit Cover Letter | | Linked Docs | e o™ O
Delivery |2-3 weeks | Price List: Row Shading Quote incl vaT? [
PaymentTems  [Debit Order | Doc Heading Curency to
Template |Johannesburg v | Terms Set |Standard Terms S+ | ROE |[Rand v || 1 |
Approval Mgr. | v | App. status | Approval Not Req v | Approval Note | |
G Back to Step 2 (Add Items) | Recalculate | | Terms | Select Offer : | 1.0p + | | Copy Offer | Save & Prgﬂs;; r
# Product Description Qty Cost Price Disc% Net.Price GP% Total Att
Acrylic Fabricated
Edit Delete 1 AFSI Signage - 1 R 300000 R 550000 0 R 550000 45 R 5500.00
lluminated
3D Acrylic fabricated signage, intermally illuminated with LEDs. Includes power supply.
Show VAT Total R 5500.00
VAT R 825.00
Grand Total R 6325.00

Quote Statug; this field should be updated to Quote Stage to update the Pipeline on the Homenjithge
the value of thequote.

Delivery¢ the user can type in the estimated delivery time on this field. If sethip can be displayed in
the terms and conditions section of the generated quote.

Payment Termg the user can select the payment tesrfor this quote Thiscan be displayed in the terms
and conditions section of the generated qudteonfigured ini KS & &eétupS Y Qa

Templateq one or more templatesnay beset up for each branch or product range of the company. The
user needs to choasthe required template for thepecific quote. Templatesuldhave different header
and footer imagesind paragraphs.
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Doc Heading; this field allows the user to edit thegldding inserted on the Quoteity applicable to
Quote Output 1)

Valid Forg¢ changing thenumber ofdays the quote is valid for will automatically update teepires On
date anddisplayaccordingly on the generated quote.

Follow up Activity and Follow up Date by selecting the activity and date, the user can create a follow up
task in their diary to remind them to complete the specific actiwithated to the specific quote

Combine Offer Totalg this adds in a Grand Total section onto the generated quoteitithidesall the
offer totals on the quote.

Currency to Quote or Rate of Exchangehould these change, use tlitecalculatéutton next to these
fieldsto refresh the price and the currency symbol (visible after previewing the quote).

ApprovalManager¢ if the quote requiresapproval before being sent to the client, the user can select an
approval manager frorthis dropdown.

Back to Step 2 allows the user to add morguote itemsand/or offers

Recalculate click onthis button to update the line items of the quote to reflect the new pricing values on
the price list inthe system.

Term Setg; in cases where multiple ternand conditions have been set tipe user will need to choose
the appropriate set that should display on the generated quote.

SelectOffer ¢ view the different offers by selecting the required one from the dropdown.

VAT uncheck the check box to exclude VAT from the quote or leave it checked to include it.

The following topics will be discussed later in the training mangideading 1).

Edit Cover Lettebutton ¢ allowsthe user to choose from an existing cover letter to add it to the quote.
The usemwould also be able to make changes to the cover letter before saving it to the quote.

Termsbutton ¢ additional terms maye added to the quote by selecting theffihesemustbe preloaded
by the system administrator.

Copy this Offeibutton ¢ allows the user to copy one offer adeate a duplicate in a new offer. The user
maythen be able to make changes to that offer.

Copy Quotebutton ¢ enables the user to duplicate the quote under the same company or t@pguote
to another company.

Process Ordebutton ¢ allows the user to create current products and jobs from the quote.

Click on theSave & Preview Quotbutton to generate the quote or click on tt&#ave & Exibutton to
return to the Opportunity page.
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8.3.1 Quote Approval

8.3.1.1 What is required from the User
If a quote requires approvathe user Wi not be able to email or print the quote without approval.

On Step 3 of the Quote process, the userst ensure thatheir Approval Managelis selected andnay
evenenter anoptionalapproval note to the manager.
,.rl

-i_? Quote Details - STEP 3

L

Qsote Details * Required Fieglds Process Order

Quoted By Michelle Snyders r Quote Mo/Date 1150

Company Grass Gardens * alid For 14 Days

Contact Gregg Ellis Mr v|* &9 Expires on 271022020

Quote Status Quote Stage v Follow up Activity | Quote Follow Up T

Quate Description |8 Office Printers Follow up Date  [18/02/2020

Exp Order Date  [39/02/2020 Show Rebate? Snow Diecount?

Probability % 10 Edit Cover Letier Linked Docs %:};‘;E fler

Delivery 2 - 3weeks Price List:  (None) Raow Shading o Quote incl VAT?

Payment Terms 30 Days ¥ | DocHeading |Order Form g}'j:{:"c’“':' Rand v ||1 Cp———

lohanneshurg ¥ Lo ced  Standard Terme Sow BOE Eand L Sk
|ﬂp|:lro'-'a Mgr. Thobanjalo Shan ¥ | App. Status | ADproval Require: Approval Nata

o Eack to Step 2 (Add Items) Recalculate Terms | Select Offer :[1:0p' v | | Copy this Offer | Save & Preview Quate 0

The quote may then be previewéd make sure it is correct, by clicking on thave & Preview Quote
button.

If the quote is ready to send, the usesin request approval by clicking on tRequest Approvabutton at
the top of the Preview page.

Request Approval Exit Preview

Order Form

Doc No: 1150 Date: 13/02/2020
Acc No: valid for. 14 Days
To: Grass Gardens Address:

After clicking on th&kequest Approval buttoran email will be sent to the Approvaldviager to let them
know there is a quote that needs approval.

Once the Approval Manager has approved the quote, ther will receive an email and they can then
return to this page to email the quote to the client.

8.3.1.2 What is required from the Approval Manager
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Once the user has qeiested approvalthe Approval Minager will receive an email thiithe quote requiring
approvalas an attachment.

Quote Approval No: 1150 for Grass Gardens requires your approval.

Michelle Snyders <no-reply@bluwave.co.za>
Fri 2020/02/14 14:37

mibpsnyders@hotmail.com

[ 1150pdf

WE= 186 KB

The Following line items on this quote require your approval:

Product Code: EPTM;  Description: Epson TM88IV; Qty: §; Price: 5000

Sales Person: Michelle Snyders

The Approval Manager would need to then log into BluWave CRM to approve the quote.

hy GKS ! LILINPHGrhetmgethey | 3 S NI |
would be able to see a list of all the quotes - Quote Approvals Required
requiring their approval.

Imperial Logistics 1005 Michelle Bester O

Special Moments 1003 Daniel Kane OJ

The ApprovaManager would then be able to do
the following:
1 Click on theCompanynameto go to the
Edit Companyage
1 Click on theQuote Numberto access/ pd
edit the quote.
1 Click on theCheckboxo instantly —
approvethe quote.

/4

Once the Approval Manag checks theApproval

Checkboxanemail will be sent to the Sales Staff 4
userto notify them that the quote has been
approved/ declined.

Please wait while the quote is being approved

Revision Date:  30/09/2023 BluWave CRM - Training Manual Page 53 of 91
Revision No: SM0018.10



Bluwave CRM Training

©Bluwave Software (Pty) Ltd

If the Approval Manager wishes to editr preview the quote before approving, theganaccess the quote
by clicking on th&@uote Number

This will direct the Approval Manager Step 3of the quote process.

From here the Approval Manager can make changes as necessary as well as preview the quote.

(k"lf Quote Details - STEP 3

Cuote Detsils * Required Fields Process Order

Quoted By Michelle Snyders v Quote MNo/Date | 1150-1

Company Grass Gardens # Walid For 14 Days

Contact Gregg Ellis Mr v| * &) Expireson 25/02/2020

Quote Status Quote Stage LA Faollow up Activity | Cluote Follow Up v

Quote Deseription | & Office Printers Follow up Date  [18/02/2020

Exp Order Date (290272020 Show Rebsta? Show Discaunt?®

Prabability 3 10 Edit Cover Letter Linked Docs %’t:‘lglfe &l

Delivery 2 - 3 weeks Price List:  {Mene) Fow Shading ¢ Quote incl VAT?

Payment Terms 30 Days ¥ | DocHeading |Order Form %::':"Y 1 Rand |1 R —

Template Johannesburg ¥ | Termz Set | Standard Terms S v ROE Rand |1

Approval Mgr. Michelle Snyders ¥ | App. Status | ADproval Requirec v Approval Mote

‘D Eack to Step 2 (Add ltems) Recalculate Approval Required 1:0p v | | Copy this Offer | Save & Preview Quoie o
Approval Not Required

# Product Description Approved ice Disc%  NetPrice GP%  Total  Aft

| Approval Declined

EditDelete 1 Cani Cannon G4400 & R 2500.00 R 340000 25 R 27200.00

This printer is available in the following colours: Pink, Red, Blue.

The Approval Manager would need to change the selection oApe Statudield to either approvedor to
approval declined

Once the manager has made a selection, an email will be sent to the Sales Staff to notify them of the
change in approval status on their quote.
Belowis an example of the notification eméile sales staff would receive

Quote Approval No: 1150-1 for Grass Gardens D Inbox x & 2

Michelle Snyders <no-reply@bluwave.co za> 2:57
tome =

PM (0 minutes ago)

W .

Your quote approval has been granted. Note:

+, Reply m» Forward
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8.4 Step 4: Preview the Quote

From thePreviewpagethe user can scroll down to view the quote (Please see the appendix A for an
example of the quote output)

The user can also use the buttons at the top to eiti@nt, export or emailthe quote.

ail Quote Exit Praview

If the Email Quote button
readsRequest Approval
the user will first need to
seek approval from their

Order Form approval manager (by

clicking on that button)

E— 1150 Dt 13jozsagee DEfOTE the_y wou!d be able

e validfor: 14 Day to email or print the

To: Grass Gardens Address: guate. /

Att: mMr Gregg Ellis

Tel: From: Michelle Smyders

Fax: Tel: 011 462 6871

cell: cell: 074 586 3506

Email: GreggiEgrass. .= Email: mibpsmyders&gmail.com

Dear Gregg

Re:  EBOffice Printers

wie thank you for the opportunity afforded us to quote you on the Lazer Business Equipment. [Quote Header

Faragragh

Option 1

Description aty Price Total

Cannon G4400 B 3,400.00 27,200.00

This printer is available inthe following colour=s

Pink,

Red,

Blue.

Click on theexit Previewbutton to return to Step 3 of the Quote process.
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8.4.1 Email the Quote
To Email a quote to the client, click on tBmail Quotebutton at the top of theQuote Previewpage

VEmaiI Quote Exit Preview

E e D —_— % v e % -Dﬁ réi' e o

Order Form
Doc No: 11501 Date: 14,/02/2020
Acc No: Valid for. 14 Days
To: Grass Gardens Address:
,..:] Email Quote Send Ticking this checkbox saves th
Email Sent under thactivity
o ) history on the Edit Company
| Create Activities for Emails Page.
To: Gregoi@grass.co.za;
Cc:
Boc This email will be sent to the

recipients as well as the Sales
Staff (automatically included to
receive a copy of this email.)

Attach © | Uquote pdf
Subject : Grass Gardens Quote Mo 1150-1 for 8 Office Printers

= 1

L = 2
HNormal Arial (Font Size)

Message :

..
=
®
Ul
i

o i

;

Dear Gregg
Kind Regards,

ﬂ Michelle Snyders

¥ I Sales Consultant
Cell: 074 586 3506

Tel: 081 766 4422

18 Curzon Rd, Bryanston, Johannesburg

The subject linautomaticallyincludes he Customer NameQuote Numberand theQuote Description

The Body of the email contains the default message defined in the Quote &ehemser will be able to
edit the message before sending.
Their email signature will also be automatically added if it is set upa@nuser profile
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Creating a Follow up Activity- Step 3 of the Quote Process

When a quote/ opportunity is created, the user can let the system automatically create a-igh@etivity
for that quote/ opportunitythat will appear in their diary

A follow up activity can be created from the Add/ Edit Opportunity page or Step 3 of the quote process.

>
@ °

uote Details - STEP 3

Cuote Details * Required Figlds Process Order

Quoted By Michsalle Snyders v Quote MaiDate 1150

Company Grass Gardens * “alid For 14 Days

Contact Gregg Ellis Mr v| * Ezpiees oo 27inaon | o]
Quaote Status Quote Stage v = Follow up Activity | Quote Follow Up v
Quete Deserption |8 Office Printers Foliow up Date  [13/02/2020

Exp Order Date  [29/02/2020 Show Rebate? Show Dizoount?
Probabilty % 10 Edit Cover Letter | | Linked Docs Somone ore

Delivery 2 - 3weeks Price List:  {None) Row Shading L Quate incl VAT?
Payment Terms 30 Days ¥ | DocHeading  |[Order Form %:i_"““:‘ Rand v |[[1
Template Johannesburg Y| Terms Set |Standard Terms S » ROE Rand r| (1
Approval Mgr. Thobanjalo Shan. ¥ | Apo. States | Approval Requirec Approval Mote

0 Back to Step 2 (Add Items)

Recalculate

Recaloulale

Terms | Select Offer:|1-0p v | | Copy this Offer | Save & Preview Quote ‘)

The user would simply need to populate tNext Activity/ Follow up Activitywith the relevantFollow Up
Datefor the activity. (The system could be set to automatically fill in Quote Follow Up on Step 3; as well as
to automatically default the date of the next activity to a specific number of days after the creation of the

opportunity/quote.)
Edit Opportunity Upaate | | cancel |
Sales Staff® Michelle Bester v Opp No 1005 | Create Quote |
Company”  mperial Logistics Quote Expiry  20/12/2023
) . Date
Contact® Danie Eksteen Mr- Sal v I:IZ‘
J Product” QP - Quoted Products ~
E: deksteen@yahoo.com T: 0110 211 543
C: 074 58 3506 Quote Due Date
Opportunity Printers- 6- Office Use Quote
Name Submitted Date
Potential Value 12000 Order No
GP Value 6000 Note
Probability % 20
Status” Enquiry v
Next Activity Telephone Call ¥
NextActivity  ogr12/2023
Date

The activities will be created as soon as tiser click®n either theSave and Preview Quoteutton (on
Step 3 of the Quote process) or on tbpdate button (on the Opportunities page).
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9.1.1 Updating the Opportunity Status from a Follow up Activity (Completing)
Once a follow up etivity is created, it will be linked to the opportunity.

This allows the user to easily update the status of the opportunity, provide the system with the feedback on
that activity and complete the follow up activity, all on one page.

A follow up activity can easily be found by looking at TreeDo Lispage(from the Activities menu)

@ To Do List Sales Staff  pichelie Bester «  ®Activities OCycles
Up to and including 0611212023
Start Date Task? Company Name Contact Activity Days Note OppNo /
QuoteNo
Edit Delete 04/12/2023 Imperial Logistics Mr Danie Eksteen Telephone Call 2 Follow up Quote/Opp No: 1005
1005 Opp Name - Printers-
6- Office Use
To Edit and/or Complete this activity, click on #etivity Description
TheNote of a follow up ativity is automatically populated with the details of the related
guote/opportunity.
@ Edit Activity I Update ‘ [ Update & New l I Cancel ‘
Location
Quote! 1005 - 2023-12-06 * Printers- 6- Office Use  w
Opp No
Quote."l Enquiry o
Opp Status
Enquiry
Quote Stage
Verbal Order
Sold
. | Lost
Coordinates | peciged Not to Buy
Linked v 0
Documents
‘ Update ‘ ‘ Update & New | cancel
e i

The user would then be able to type in their notes (feedback) on the activity and chanQeithe Status
of the Opportunity/Quote.
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10. Edit the Quote

The guotecan be edited from th®pportunities page whichcan be

reached from:

1 TheOpportunitiespanel in on theCompaniegpageby clicking on theéProduct Description.
9 TheTo Do Lispage clicking on theQuote/ Opportunity Number.
1 TheOpportunitiestab- clicking on theEditlink next to the Opportunity.

TheCompaniegage

A e Opportunities

ProdiD Product

New Quote E]

CRM Training
©Bluwave Software (Pty) Ltd

Sales Rep Opp Name Potential Expected  Status Notes Quote No L:
Value Date =]}
HEI Heidelberg Five Michelle Bester Commercial Printers R90.000.00 31/12/2023 Quote 1152
Colour Offset Printing Stage
Press
apP Quoted Products Michelle Bester 5 Commodities; 3 R900.000.00 31/12/2023 Negotiation 1149
Blended
TheTo Do Lispage
r N N
@ To Do List Sales Staff Michelle Bester v  @Activities  OCycles
Up to and including 16/11/2023
Start Date Task? Company Name Contact Activity Days Note OppNo /
QuoteNo
Edit Delete 16/11/2023 Apricot Tree Danielle Lubbe Quote Follow Up 21 Follow up Quote/Opp No! 1940
1940
Edit Delete 16/11/2023 TransferMarcketFC Garry Vermeulen Quote Follow Up 21 Follow up Quote/Opp No 1938
1938
Edit Delete 15/11/2023 Smith & Associates Mr Robert Smith Quote Follow Up 22 Follow up Quote/Opp No! 1937
1937
TheView Opportunitiespage
() View Opportunities List Views  ®Actve OSold O Lost = E)
Filter All Opportunities v
‘ | Company | Opportunity Name ‘ Contact | Sales Staff ‘ Pot. Value | Quote No V‘ Exp.Order
\ I | I | || | "
Edit jDel | Star Gazer End Of year Special - Combo Jack Horkheimer | Dylan Cooke-Tonnesen 35000 1952 31/12/2023 ~

From theOpportunitiespage, the user can click on thglit Quotelink to edit the quote.

v
@ Edit Opportunity

Sales Staff* Alistair Barker v Opp No
Company® Acrobatch

i Cluote Expiry

Contact Peter Gelden Mr - sale - Date

E: T +27 11 447 5575 Product”

C. 084 444 4444

[ Update l lCanceI l

16861 Created By Alistair

Barker

131272023

Q

HPBI - HP Ink Blue - 650
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10.1 Quote Revision Increment

When a user clicks on ti#ave and Previewutton onstep 3of the quoting process, théollowing
messagevill appearif any changes have been made to the quote since the first preview

Rewvision close or Esc Key

e Do you want to increment the revision number?

Thisincrementsthe quote with adash and a revisionumberat end of the quote number.

This allows the user to keep track of the various revisions to the quote.
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11. Additional Features/ Functions on the Quote Automation Process
11.1 Adding Additional Offers- Step 2 of the Quote Process

Multiple offers can be added on the same quote.

Clicking on théext Offerbutton on step 2 of the quot@rocessallowsthe user to create a new offer on
the same quote.

This can be used to supply the client with different options to choose fromtennatively to show the
difference between certain products such as hardware and installation.

Repeat the previous steps to add line items to the second offer and this will also show on the final quote
under a different heading.

G Previous Offer Offer: 2 of 2 Select Offer : d ;
v

Offer Gross Profit : 21200 Heading: (Option 2 Quote Gross Profit - 33600

(Offer Total : 72000 nclude Cifer in Potential Valuge? & CQuote Total - 131200

Include Offer Total in Quote? =
Include Ling Values on Quote?

No. of Quoted Items: 2 Continue to Step 3 ‘;
Code Description Qty Price Disc.% Marrative GP% i{:.

Delete EFTM Epson TME3I E = £000.00 0 40 Pic

Delete 2019PPINKELK Black Tub - Printing Press 3 = 4000.00 0 18 Pic

Once all the intended products have been added onto the different offers (and changes made to the
heading and ®heckboxsettings on each offer), click on ti@ontinue to Step dutton to finalize the
quote.
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11.2 Inserting a Pic on the Quote line- Step 2 of the Quote Process

Users can insert a picture into the quote from the quote line and in addition add the picture to the pricelist
(if there is not one yet).

If there is no picture saved in the pricelist, the user would be able to add it to the pricelist (if they have
system setup rightspr otherwise thg would be able to insert a picture (or replace the existing picture
already saved in the pricelist) on that specific line item for that specific quote only.

Step 1 After inserting the quote itemslick on the buttorPic.

No. of Quoted ltems: 2 Continue to Step 3 ¢
. . N . Alt.
Code Description Qty Price  Disc.% Narrative GP% Pic
This printer is svailablz in the
Delete Cani Cannon G400 2 R 3400.00 a fiollowing colours: Pink, Red, 28 Pic
Blue.
Delete 2019PPINKELE Black Tub - Printing Press 3 R 4000.00 0 18 Pic

= Alternative Quote Item Picture
(3!, Grass Gardens Quote No: 11501

Cannon G4400

Step 2 The add image screen allew
the user to either view, clear or
edit/add anew image.

Click on theeditlink to replace the
image.

Clear Image Close

Step 3 The system will then allow the user to then select an image from where it is saved on a computer.
To do this click o@hoose File

—— | Alternative Quote Item Picture
{33' Grass Gardens Quote No: 1150-1

Cannon G4400

L
Picture path
Chooze File | Mo file chosen
Update Cancel
Clear Image Close
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Once an image is chosen the picture path will be displayed next tGlibese Fildutton.
Step 4 Click on theJpdatebutton. If the user has system setup rights and there is no previous picture
added to the pricelist, the user will see the next dialogue box. Clickitvgswill save the picture towards

the line item for future use.

Update Product Pictune close or Esc Key

Would you like to save this image to the product
details for future re-use?

Yes Mo

Once the user has chos#esor No, they areableto either clear the image, edit the image, or close this
screen to return to the quote steps.

’t:’;f‘:“ Alternative Quote Item Picture
('z'} Grass Gardens Quote No: 1150-1

Image specifications:
Cannon G4400 X Maximum Sizd 00kb
X Accepted Formatgpeg/ .jpg/ .png
X Aspect Ratio with of 200 pixels
(the imagewould be set to keep the aspect
ratio and be proportionallyesizedihe
system will keep the width at 200px)

& 0101 N

Clear Image Close

Click on theClosebutton to return to Step
2 of the quote process.
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11.3 Adding a Quote Cover Letter- Step 3 of the Quote Process

On Step 3 of the quote, the user can adQuaote Cover Letteto the quote by clicking on the
Edit Cover Lettebutton.

tf\: Quote Details - STEP 3 | Save & Exit | | Copy Quote
Quote Details * Required Fields
Quoted By | Michelle BesYr v Quote No/Date 1152
N\
Company |Vodacom '\ | = valid For Days
\
Contact | Nicola Potgieter\qs - Branch Manager ~ | = 9 Expires on 28/02/2020
Quote Status | Quote Stage N v|* Follow up Activity | Quote Follow Up v |
N\
Quote Description | Commercial Printers "\ | Follow up Date | 19/02/2020
Exp Order Date 28/02/2021 Show Rebate? O Show Discount? [
Probability % | 0 | | Edit Cover Letter | | Linked Docs | %{r;ggm omer
Delivery | | Price List: Row Shading Quote incl vaT? [J
Payment Terms | bl | Doc Heading gﬂggncyto Rand >
Template |J0hannesburg hd | Terms Set |Standard Terms S v | ROE | Rand ||1 |
Approval Mgr. |Th0banja|o Shang | App. Status | Approval Requirer v | Approval Note | |

Save & Preview ©

0 Back to Step 2 (Add ltems) | Recalculate | | Terms | Select Offer : | 1.0p + | | Copy Offer | e

On theQuote Cover Lettepage, the user can either seleat axistingcover letter template (idded to
the system setup or type and create a new cover letter to add to the quote using the editarpre
existing template iselected, the user will be able to make changes to the template that will only be
applied to the current quote

Quote Cover Letter

Company : Vodacom Quote No - 1152
Select Default Cover Letter (If Required)

Preview

Company introduction

Home Insert Page Layout View Printer Spec

Calibri 11 A A Aav | 2 = & B ~| @ Find
B I US X X, A-B- & q a = = m || AS8bCcDS «| £ Replace
- Mormal
= - L S select Al
Undo Font 4 Paragraph 4 Editing
L 3 2 1 & 1 2 3 4 5 6 7 g8 el 10 11 w7 18
& a

After addingthe cover letter to the quotethe user can click on th@reviewbutton to see how the cover
letter will display on the quotand adjust as necessary.

Clicking on th&Jpdate button will save the changes and retutine userto Step 3of the quote process.
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11.4 Adding Optional Terms to the Quote- Step 3 of the Quote Process

On Step 3 of the quote, the user can &ddtional Termso the quote by clicking on the
Termsbutton.

%f \: Quote Details - STEP 3 | Save & Exit | | Copy Quote
Quote Details * Required Fields
Quoted By | Mickglle Bester v Quote No/Date 1152
\
Company |Vodac§q1 | * valid For Days
\
Contact | Nicola P\ﬁ\tgieter Ms - Branch Manager ~ | = 9 Expires on 28/02/2020
Quote Status | Quote Stagk v |® Follow up Activity | Quote Follow Up v |
AV
Quote Description | Commercial Pnters | Follow up Date | 19/02/2020
Exp Order Date 28/02/2021 Show Rebate? ] Show Discount? [
Probability % | 0 | | Editk“?ver Letter | | Linked Docs | %f{;gi,ne ofer 4
Delivery | Price List: Row Shading Quote incl vaT? [J
Template |J0hannesburg hd | Terms et |Standard Terms S v | ROE |Rand v ||1 |

Approval Mgr. |Th0banja|o Shang | App. Stat | Approval Requirer v | Approval Note | |

Save & Preview ©

0 Back to Step 2 (Add ltems) | Recalculate | | Terms | Select Offer : | 1.0p + | | Copy Offer | Quote

Clicking on th&@ermsbutton will pop up theAdd Optional Quote Termgrm.

On thisform, the user will click on th&ditlink to include the term on the gque (checking the checkbox)
and/or edit:

x  TheSequencen whichthe terms shouldoe displayed.

x  TheHeadingand Descriptionof the optional term.

ajls = STEP 3 | Save & Fxit | | Conv Quate |

B ) Add Optional Quote Terms

gi *Tick Terms to Include and use Seq# to define the sequence the terms should print

é Incl. Seq.# Term Heading Term Description

é Update Cancel [ Rate of Exchange This quote is done using the following rate of exchange: {QuotedROE}
Edit ROE Rate of Exchange: {ROE}

x

3

m

de
oL

After editing the Optional Term and making the appropriel@nges, the usanustclick on theUpdatelink
to the left of the line to save the changeand then click orthe Donebutton to insert the term on the
guote and close the form.
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11.5 Copy Offer Function- Step 3 of the Quote Process

Users can duplicate offers on tlagote. This allows the usdp quicklymake minor changes to an
alternative option that the client could choose from.

Click on theCopy this Offeibutton on Step 3 of the Quote process.

0 Back to Step 2 (Add ltems) Recalculate Terms | Select Offer: [ 1:0p 7| Copy this Offer | Save & Preview Quote "

# Product Description Oty Cost Price &% Net.Price GP% Total Att

dif Delete 1 Cani Cannon G4400 5 R 2Z500.00 R 3400.00 3400.00 26 R 27200.00

This printer is available in the follewing solours: Pink, Red, Blue

EditDelete 2 50 8FF MK SaekTub - Frintng g R 2350.00 R 400000 O 400000 18 R 32000.00
Show VAT + 15 Total R 59200.00
VAT R 28580.00
Grand Total R 62080.00

Please note that the current offer the user is viewing will be duplicated. (In this example it is offer 1).

A confirmation message will be shown, select O&otatinue with the duplication.

www.bluwavecrm.co.za 5ays k

g Ty o e = L=

Are you sure you want to Copy this offer?

The user will then be directed to the newly created offer. As can be seen below it is now offer 4 but has the
same heading as the offer it was duplicated from.

G Back to Step 2 (Add ltems) | Recalculate | | Terms | Select Offer Copy this O

Save & Preview Quote ‘)
1-Option 1]
2:Option 2
# Product Description Qty Cost P 3:Option 3 c Met.Price GP% Total Att

Edit Delete 1 Can1 Cannon G4400 8 R 2500.00 R 4:Opfion 1 R 3400.00 26 R 27200.00

This printer is available in the following colours: Pink. Red, Blue

Edit Delete = 20HBPPINK.  Black Tub - Printing

2Lk Sreas 2 R 235000 R 4000.00 i R 4000.00 168 R 2200000
Show VAT v 15 Total R 59200.00
VAT R 3830.00
Grand Total R 63080.00

Theusermayclick onthe Back toStep 2button to make any changes to the products included in the offer
and to rename the offer.
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Theusermaychoose the correct offeto viewfrom the offer dropdownlist.

: Offer: 4 o%lect Offer : y
0 Previous Offer 4-Option 1 v Mext Offer ﬁ)

Offer Gross Profit © 12400 Heading: (Option 1 Quote Gross Profit - 74000
Offer Total © 59200 Include Offer in Potential Value? # Quote Total © 242400
Include Ofier Total in Quote?
Include Line Values on Quote? &

No. of Quoted ltems: 2 Continue to Step 3 o
c . . . . Alt.
ode Description Qty Price Disc.% Marrative GP% Pic
This printer is availablz in the
Delete Cani Cannon G400 2 R 3400.00 a fiollowing colours: Pink, Red, 28 Pic
Blue.
Delete 2019PPINKELK Black Tub - Printing Press 3 = 4000.00 o 18 Pic

The user will then be able to make changes to the products and rename the offer appropriately, in this
example theoffer couldberenamedd h LG A 2y né€ @

Click on theContinue to Step dutton to continue with the quote process. Biep 3of the quote process
the usercanmake changeto the quantities, narratives, and pricing of the products by clicking ortlie
link next to the products.

‘; Balk to Step 2 (Add ltems) Recalculate Terms | Select Offer: |4:0p v | | Copy this Offer | Save & Preview Cuote d

# Product Description Oty Cost Price  Disc% MNet.Price GP% Total Att

EditDelete 1 Cani Cannon G4400 5 R 2500.00 R 2400.00 0 R 2400.00 26 R 27200.00

This printer is available in the following colours: Pink. Red, Bluse

Sdit Delate 2 20 BFTIMK Black Tub - Printing g R 3350.00 R 400000 ©O R 400000 16 R 32000.00
- ELK Press
Show VAT ’ 15 Total R 50200.00
VAT R 8830.00
Grand Total R 62030.00
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11.6 Copy Quote Function- Step 3 of the Quote Process

Users carropy a quoteriom one company to either the same or another company, and then decide to
keep the currency and exchange rate the same or change it before copying.

This can save a user time when a customer asks for the same quote in another curtestogners have
recurring similar ordersr if different customers ask for similar quotes.

OnStep 3of the quote process, click on tl&opy Quotebutton.

?\ Quote Details - STEP 3 | Save & Exit | | Copy Quote
Sk

Quote Details * Required Fields

Quoted By | Michele Bester v | Quote No/Date 1152

Company |Vodacom | * Valid For Days

Contact | Nicola Potgieter Ms - Branch Manager v | * Iy Expires on 28/02/2020

Quote Status |Quote Stage v Follow up Activty | Quote Follow Up v |

Quote Description
Exp Order Date
Probability %
Delivery

Payment Terms
Template

Approval Mar.

0 Back to Step 2 (Add Items) | Recalculate | | Terms | Select Offer:| 1:0p ~ | | Copy Offer |

| Commercial Printers |

28/02/2021

|D | | Edit Cover Letter | | Linked Docs |

| | Price List

| 7] ooceates
|J0hannesburg A | Terms Set |Standard Terms S+ |

|Th0banja|o Shang v | App. Status | Approval Requires v |

# Product Description Qty Cost
Heidelberg Five
Edit Delete 1 HE! Colour Offset 1 R 71000.00 R

Printing Press

Follow up Date

Show Rebate?

Combine Offer
Totals?

Row Shading

Currency to
Quote

ROE

Approval Note

19/02/2020

[l Show Discount? [
(|

Quote incl vaT? [

[Rand v |[1 |

Save & Preview .

Price

Disc%

90000.00 0 R

Quote
MNet.Price GP% Total Att
90000.00 21 R 90000.00

On the next page, the user can either keep @@mpany Names is or use the magnifying glass to select a
different company and contact to copy the quote to.

Copy Quote

Quote Details

Copy Quote No:

Copy From Customer:
Copy to Customer:
Contact:

* Required Fields

1152

Vodacom

From Currency: Rand

| Vodacom

| Nicola Potgieter Ms - Branch Manager

v|*

You can choose to change the output currency and/or exchange rate for this new quaote.

Exchange Rate o Use:

Currency to Quote:

Copy Quote

TheCurrency to Quoteand Exchangedrate can also be changed, before clicking on @apy Quotebutton.
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After clickingon the Copy Quotebutton, the user will instantly be directed ®tep 3of the NEW quote
copied. Te user will see the Quote Number has changed and can continue to edit the agiotquired

i:’j\ Quote Details - STEP 3

Quote Details

* Required Fields

Quoted By | Michelle Bester v|
Company |\-’odacom | o
Contact | Micola Potgieter Ms - Branch Manager ~ | = 9

Quote Status
Quote Description
Exp Order Date
Probability %
Delivery

Payment Terms
Template

Approval Mgr.

GBaCk to Step 2 (Add ltems) | Recalculate | | Terms | Select Ol’fer:|1:0p bt | | Copy Offer |

| Quote Stage v F

| Commercial Printers |

28/02/2021

|D | | Edit Cover Letter | | Linked Docs |

| | Price List

| <] oscteasns
|J0hannesburg v | Terms Set |Standard Terms S+ |

|Th0banja|o Shang+ | App. Status | Approval Require: + |

Process Order

Quote No/Date
Valid For

Expires on

Follow up Activity |

Follow up Date

Show Rebate?

Combine Offer
Totals?

Row Shading

Currency to
Quote

ROE

Approval Note

| Save & Exit | | Copy Quote |
1291
Days
28/02/2021
v]

15/02/2021

O Show Discount? [
O

Quote incl vAT? [

Dollars v

[Dollars v /145 |

Save & Preview .

Quote
# Product Description Qty Cost Price Disc% Net.Price GP% Total Att
Heidelberg Five
Edit Delete 1 HEI Colour Offset 1 USE1000.00 uUss 620690 0 USs 6206.90 -1044 USS 6206.90

Printing Press

After editing the NEW quote, the user can either click onShge & Preview Quoter the Save & Exit

button.
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When a quote is generateslithout raising an opportunity firsthe systenwill automatically create a
opportunity withalink to the quote.

Quick Create~ Home Activities~ Leads Contacts~ Companies~ Opportunities~ Jobs» Assets~ Reports~ System Setup™ Financials> List Manager~

appeinmers [ e opporcniies
Task yortunities List Views @p 04 NewOpportunity =
Company Opportunities Kanban
Contact Filter Ally I New Quote I v
Lead ny ‘ Opportunity Name }:I ‘ Sales Staff | Pot. Value | Quote No v‘ Exp.Order
— [ —T LT
Job azer End Of year Special - Combo Jack Horkheimer  Dylan Cooke-Tonnesen 1952 31/12/2023 ~
Failer Makers End OF year Special Dylan CT Dylan Cooke-Tonnesen 1961 31/12/2023
- atch test ROE Brad Pitt Alistair Barker 1959 31/12/2023
e
1ot atch Colour printers Peter Gelden Alistair Barker 1881 31/12/2023
Send Email
mp Street printers for Paper piant Channing Tatum  Alistair Barker 1954 31/12/2023
Cycle
Vehicle Services 2in 1 out Monday Fred Johnson  Michaela Newey 1953-1 31/12/2023
onian |_aroe Molume Printing aly Bonth Michelle Bester 1950 31/12/202.

Clicking on thé=dit Quotebutton will open the quote to edit or previewsrequired.

r

Sales Staff*
Company”

Contact®

Edit Opportunity

Alistair Barker

Acrobatch

Peter Gelden Mr - sale v -

E- T +27 11 447 5575
GC: 084 444 4444

[ Updatel [ Cancel l

Opp No 1881 Created By Alistair

Barker

Quote Expiry
Date

Product®

13/12/2023

HPBI - HP Ink Blue - 650

Revision Date:  30/09/2023
Revision No: SM0018.10

BluWave CRM - Training Manual

Page 70 of 91




Bluwave CRM Training

©Bluwave Software (Pty) Ltd

11.8 Process Order Function- Step 3 of the Quote Process
Once the client has accepted theote, the usemaycreateCurrent Products (Contractg)s well ag Job
from the Quote Line Items.

This can be done by clicking on fRmcess Ordebutton on Step 3of the Quote process.

‘;L_' Quote Details - STEP 3

«

Cuote Details * Required Fields Process Order

Quoted By Wichelle Snyders v Quote No/Date | 1150-1 [7
Company Grass Gardens * \alid For 14 Days

Contact Greaqg Ellis Mr | * '\;‘ Expires on

Quote Status Sold v Follow up Activity | Cluote Fallow Up v

Quote Description

& Office Printers
29/02/2020 |~|

Edit Cover Letter

Follow up Date

18/02/2020 |~

Show Rebate? Show Discount?

Exp Order Date

R 10 Linked Docs Coméine Cffer

Taotals?
Delivery 2 - Jweelks Price List:  [Mone) Row Shading ¥ Quoteincl VAT?
Payment Terms 30 Days ¥ | DocHeading |Order Form gf::?w 1 Rand r|[1 Racaiculate
Templzte Johannesburg ¥ | Term=Set |Standard Terms S » ROE Rand v |1
Approval Mgr. Michelle Snyders ¥ | apo. Status | ADproved v Approval Nate

Q Back to Step 2 (Add ltems) | Recalculate | | Terms | Select Offer:| 1:0p ¥ | | Copy this Offer | Save & Preview Quote d

—
—
——rai )

e Process QOrder

a

Please select the applicable line items on this quotation to be processed.
Grass Gardens Quote:1150-1

Cancel |

Job Team: Main Team v Customer Order No: 123456
Job Type: Printer Maintenance ¥ Job Date: [14/02/2020 [~]
Create Job |
|Description
1
No Product Descripfion Narrative Gty Price JobNo Contract #
14 Cani Cannon G4400 This printer is available in the following colours: 8 B 3400.00 Fo s
’ Pink, Red, Blue. ’ —_—
1.2 2019PPINKELHElack Tub - Printing Press 2 R4000.00 Create
2
No Product Descripfion Narmrative Gty Price JobNoe Contract #
2.1 EPTM Epson TM231V 2 REDOQ.0D Creste
2.2 21 9PPINKBLMBlack Tuk - Printing Press £ R4000.00 Create

ToCreate a Current Produgtlso known as an Asset or Contjagtlick on theCreate linkon the right
hand side of the product. (The user will be diegtto the CurrenProduct pagevith the relevant details
populated)

ToCreate a Job Caititk all the line items that werpurchasedor require installation and then click on
the Create Jolbutton.

For the job card, the following fields at the top of the page would also need to be populated:

1 Job Team the team the job cardhouldbe allocated to.

1 Jobtype: the type ofJob the Job Carshouldbe created as.

9 Customer Order Nothe Order numbeprovided bythe customer(could be a standard order number).
i1 Job Datethe date the Job should be created for.
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11.8.1 Current Product Created

Once a Current Product is created, the user will be directed to the page below. The user can enter the
outstanding information on this page before clicking on thedate button.

Edit Current Product
l Transfer H Cancel ]

l Update H Update & New

& Previous l2 of 13 l Next — l

Sales Staff [Michelle Bester vl Agreement Status: |Active v| [own +]
Company: Adams&Adams Agreement Type: [12 Month v]
Contact: |Gladyce Moore - 4 Daventry Strv| = Agreement Number: |1202 |

Location: 4 Daventry Street Lynnwood Manor 0081 ZA

Quote Ref: 1202 [ View Quote l Agreement Start: 02022021]+]  Endt [ 0si022023]v |
Product: |Cannor| G4400 o, Service Details: Annual Escalation Date: 011052022~ |
Serial Number: 120231 -« Service Call Cycle?:

Asset Number: | | Service Frequency: Months

Purchase Date: 14/05/2020 Price {3060 Last Service Date: uzmzzum Next: uzmafzum
Details: Reason Expired: v
Details Competitor: -
Payment Frequency: 1| Months
Recurring Payment: 500
Last Payment Date: 031032021 B Next: [31/03/2021
Calculate Budget
y; Paper Order pm 20 | I
Preferred Delivery D 15th v |
Special Instructions: (For Jobs) |
Notes Reseller?
-
i O

Link Agreement: | | |

Creating Jobs from EquipmentiContract:

Default Job Type: | Printer Maintenan v | Team: | JHB Team v| Job Date: 0711212023 | |

Request Order Number for each Job?:  |No +| If not, use this Standard Order Number:  [123456 Expires on: |06/03/2022|~ |
Linked Documents Add Link
Uploaded Folder Sub Folder Sales Rep File Description File Name
06/12/2023 Client Docs Michelle Bester  1.ad86224238b3cBe16d3cTT4ecT880efe 1.ad86e24238b3c8e16d3cTT4ecTi80efe.png Dload \iew  Unlink
l Update H Update & New H Cancel l
Last Updated: 07/12/2023 Updated By:Michelle Bester

1 Equipment Statusshowsif the Current Producis Active, Inactive, On Hold or Lost (depending on
setup entries).

Agreement Typethe type of agreement this Current Product is subject to.

Agreement Start and Endhe date the agreement starts and ends.

Service Detailsdetails of when and how often the current products should be serviced.

Payment Detailsdetails of how much and how often payments should be made on this current
product.

User Defined Fieldsany additional pertineninformationrequired, defined in setip.

Linked Docan attachment can be associated with this current product. (i.e. the digital copy of the
agreement)

=A =4 =8 =9

=a =4

This current product cathen be viewed/ edited fronthe Edit Companyage
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11.8.2 Job Card Created

Once the Job Card is created, the user will be directed to this page. Theansenteranyinformation
outstanding before clicking on tHepdate button.

@ saton (i) (o]
JobNo 1053 Logged 17/02/2020 08:37:11 Additional Information
Logged By Michelle Bester v Cust Order No 123456 Cust Ref No
Team™ | JHB Team v UDF 1
Company” Grass Gardens UDF 2
No of Open Jobs: 1 AccNoo  Type UDF 3 0
Contact™ Gregg Ellis UDF 4
E: Gregg@grass.co.za T +27 121231574 C: +27 87 265 4879 UDF 5
JoD Type™  Printer Maintenance ~ Test 1 .
O critical O ® Normal Test2 .
Assel  1150-111 - Cannon G4400 5
Job Information
® Open O Closed
Agreement No: 1150-1
Asset No: Exp Solution Date/Time 1710212020 12-00 AM
Expiry Date: .
Next Service Date: pate/fime Closed
Product  Can1- Cannon G4400 Invoice No & Date 17/02/2020
Satisfaction Rating ~ || Rating Comment
Quote 1150-1
[ Send Quote ltems to Job Card
Last Updated
_ Job Status " Booked Technicians " Fault Codes || Job Costing " Quoted lfems:
Actity Arrange Customer Visit - -
HNote
File
‘ Date Logged | Activity Description | Sales Staff | Description ‘ Aftachment
Edit 25/02/2020 10:00 Presentation Michelle Bester jobcard
. -

This is covered in Service Training.

This Job Card and its Status carviesvedfrom the Edit Companypage
v GContacts

Scheduled Activities

Exclude bulk mail activities E]
New Quote E]
B

<

<

Com