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1. Overview 

CRM is the developed for managing the Customers, their Products and the related Sales & Presales Tasks. 

2. Dashboard 

2.1. Calendar 

Only Admin and Sales can see all the tasks in the Calendar. 

 

2.2. Total Counts 
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3. Employee Management 

Only Admin can Add/Edit/View/Disable Employees. 

3.1. Add Employee 

a. Click on Employee Management in menu to navigate Employees List. 

b. To add employees click on Add Employee button from Employees List. 

 
c. Fill all the details and click on Submit button. 
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3.2. Edit Employee 

To edit employee click on the Edit Icon 

  

3.3. View Employee 

To view employee click on the View Icon 
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3.4. Disable Employee 

a. To disable employee click on the Disable Icon 

b. While disabling employee Admin can assign other Employee (only the employee from same Territory). 

 

4. Account Management 

4.1. Add Account 

a. Click on Account Management to navigate to the Accounts List. 

b. To add account click on Add Account button from Accounts List. 

 



CRM                                     CRM – Administration Guide 
___________________________________________________________________________________________________ 

  Page 8 of 30 

c. Fill the details in the Add Account page and click on Submit button. 

i. A Sales Head can select any Employee with the selected Territory 

ii. A Sales Manager gets Territory and Employee field disabled. Employee field is prefilled with the 

logged in user 

 
 



CRM                                     CRM – Administration Guide 
___________________________________________________________________________________________________ 

  Page 9 of 30 

4.2. Edit Account 

a. To edit account click on the Edit Icon of the Account 

i. A Sales Head can edit all the Accounts presented 

ii. A Sales Manager can edit only the Accounts mapped with him/her 
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4.3. View Account 

a. To view account click on the View Icon 

i. A  Sales Head can view all the Accounts presented 

ii. A Sales Manager can view only the Accounts mapped with him/her 
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4.4. Delete Account 

Only Admin and Sales Head can delete accounts. 

a. To delete account click on Delete Icon 

 
b. Admin and Sales Head can Delete Account only if the account is not mapped with any products or tasks. 
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4.5. Add Product 

a. Click on Product button from Accounts List to get the Product List Page. 

 
b. Click on Add Product button from Products List. 
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c. Fill all the details and click on Submit button. 

i. A Sales Head can add products for multiple employees who is mapped with single account 

ii. A Sales Manager gets Employee field disabled. Employee field is prefilled with the logged in user 

and can add product for account who is mapped with him/her 

 

4.6. Edit Product 

a. To edit product click on the Edit Icon 

i. A Sales Head, if the account is mapped with multiple employees then user can edit all the products 

which is mapped with account 

ii. A Sales Manager can edit products which is only mapped with him/her 
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4.7. View Product 

a. To view product click on the View Icon 

 

4.8. Enable/Disable Product 

Only Sales Head can Enable/Disable the product. This operation is allowed only when the Product is not mapped 

 with Tasks. 
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4.9. Add Task 

a. Click on Task button from Accounts List to get Task List Page. 

i. Sales Team can add tasks only when the account is mapped with product 

 
b. In Task List Page click on Add Task button to fill details. 
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c. Fill all the details and click on Submit button. 

i. A Sales Head can add products for multiple employees who is mapped with single account 

ii. A Sales Manager gets Employee field is disabled. Employee field is prefilled with the logged in user 

and can add task for account who is mapped with him/her 

 

4.10. Edit Task 

a. To edit task click on the Edit Icon 
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b. To change Status Action from New to In Progress click on the In Progress Icon in the Task List. 

 
c. To change from In Progress to Closed click on the Closed Icon in the Task List. 
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d. Also can edit Status Action in Edit Task. 

 

4.11. View Task 

a. To view product click on the View Icon 
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5. Target Management 

a. Click on Target Management to navigate to the Targets List. 

b. Sales Head can Add/Edit/View targets and Sales Manager can only View targets by clicking on the View Icon  

 

6. Sales Documents 

a. Sales Head can Create Folder and Upload Files. Sales Manager can Open Folder/Download Files by clicking 

on 
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7. Presales Requests 

7.1. Add Presales Requests 

a. To add presales requests click on Add Presales Request button. 

 
b. While assigning Sales SPOC 

i. A Sales Head can assign any sales team member as Sales SPOC 

ii. A Sales Manager gets Sales SPOC field is disabled. Sales SPOC field is prefilled with the logged in 

user 
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7.2. Edit Presales Request 

a. To edit presales request click on the Edit Icon 

 

7.3. Add Sales Comments 

a. To add  sales comments click on Sales Comments icon Sales Comments icon will enabled only after 

the Demo Completion.  
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7.4. Assign Presales Demo SPOC 

a. To assign presales demo SPOC click on the Assign Icon 

b. Only Admin and Presales Head can assign Presales Demo SPOC. 

 

7.5. Demo Completed 

a. Admin, Presales Head and assigned Presales SPOC can change status as Demo Completed by clicking on the 

Demo Completed Icon  

 



CRM                                     CRM – Administration Guide 
___________________________________________________________________________________________________ 

  Page 23 of 30 

b. After demo completion icon will change as 

  
c. After demo completion comment icon will enable. Presales Team can give comment by clicking on the 

Comment Icon 
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d. Once the demo has been completed Admin, Sales Team, Presales Team cannot edit presales request. User 

can view presales request by clicking on the View Icon 
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8. Report Management 

8.1. Employee Report 

a. To see employee report click on Report Management menu button, it will list Employee Report and Sales 

Report and click on Employee Report button. 
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b. To get Report, 

i. A Sales Head has to enter Employee Name and , 

 if user selects Target Year and Quarter, it will show report for the selected quarter and year 

 or if user selects Year Till Date(YTD) it will show the report till date 

ii. A Sales Manager gets Employee Name field is disabled. Employee Name field is prefilled with 

logged in user 
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iii. Sales Team can download Report by clicking on Export button 
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8.2. Sales Report 

a. To see sales report click on Report Management menu button, it will list Employee Report and Sales Report 

and Click on Sales Report button. 

b. Only Sales Head can see Sales Report. 

 
c. Sales Head wants to select stage, date and product (can select multiple products also). 
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9. Master Management 

Master Fields are Territory, Designation, Product, Mode of Demo, Specialty, Lead Source and Account Status. 

a. Click on Master Management in menu to list all the above fields. Click on individual fields to Add, Edit, 

View, Delete and Enable/Disable. 
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b. Only Admin and Sales Head can Add, Edit, View, Delete and Enable/Disable all the master fields. 

i. To add click on Add button located on right corner of the master fields page (Territory, Designation, 

Product, Mode of Demo, Specialty, Lead Source and Account Status). 

ii. To edit master fields (Territory, Designation, Product, Mode of Demo, Specialty, Lead Source and 

Account Status) click on Edit Icon 

iii. To view master fields (Territory, Designation, Product, Mode of Demo, Specialty, Lead Source and 

Account Status) click on View Icon 

iv. To delete master fields (Territory, Designation, Product, Mode of Demo, Specialty, Lead Source and 

Account Status) click on Delete Icon 

v. To enable/disable master fields (Territory, Designation, Product, Mode of Demo, Specialty, Lead 

Source and Account Status) click on Enable/Disable Icon 

10. Audit Log 

Only Admin and Sales Head can view the Audit Log. 

 


