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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

Sales Calendar

Presales Calendar

oy (Q0)

August 2018 August 2018
SUNS MON- TUE WED - THU PRI SAT SUN  MON  TUE  WED  THU  FRI SAT
1 2 3 4 1 2 3 4
Rajiv Rajiv Demo
hj”
o 5 6 7 8 9 10 1
5 6 7 8 9 10 1"
12 13 12 15 16 17 18
12 13 14 15 16 17 18
19 20 21 » P ] 2% 2
19 20 21 2 3 2 5
. . . . “ . 2% 27 28 29 30 31
2.2.Total Counts

02

TOTAL ACCOUNTS

lll 1000

FORECAST
(QUARTER 2)

v 2

NEW

(QUARTER 2)

© 416

TARGET
(QUARTER 2)
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3. Account Management

3.1.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.

Search

No

Accounts

Created On

19:07-2018

19072018

19072018

1907-2018

19.07.2018

1907-2018

19-07-2018

19.07-2018

19.07-2018

20.07-2018

Account

Prashant

Karthik

Sonall

Magnum Heart Institute
Niramaya Hospital
Rellance Foundation
SRV Hospital

Deepak

Employee

Sales Head

Sales Head Sales Mgr

Sales Mgr

Sales Mgr Sales Mgr1

Sales Mgr Sales Head !

Sales Mgr

Sales Mgr

Sales Mgr

Sales Mgr

Sales Head2 Sales Mgr2

¥
5
BEEEEEEEEAAY

Status

Enabled

Enabled

Enabled

Enabled

Enabled

Enabled

Enabled

Enabled

Enabled

Enabled

Action
x|[®
x|[®
x|[»
x|
x|[»
x|
x|[»
x|[=
x| =
x|[»
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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

Add Account
Add Account Back
| Account Information
Terriory* Select Territory ,]
Employea*
Account Name*
Business Model*
Specialty® Select Specialty -J
Number of Beds/Samples Processed®
Size* Select Size -J
Address 1%
Address 2
Country* Select Country -‘
Scate® Seloct State -]
City*
Pincode*
Software Used*
Lead Source® Select Lead Source -J
Account Status® Select Account Status 'J

| Contact Information

No Contact Found

Adaitional Remarks

Status* Select Status &

Submit
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3.2.Edit Account

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

Ed

i.  ASales Head can edit all the Accounts presented

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

e | Accounes

Accounts

Search

No Created On

1 19:07-2018
2 19-07-2018
3 19-07-2018
4 19-07-2018
5 19-07-2018
‘ 6 19-07-2018
|
7 19-07-2018
8 19-07-2018
9 19-07-2018

10 20-07-2018

Account

Prashant
Karthik
Rrya

Amir

Magnum Heart Institute
Niramaya Hospital
Reliance Foundation
SRY Hospital

Deepai

Employee

Sales Head

Sales Head Sales Mgr

Sates Mgr

Sales Mgr Sales Mgr1

Sales Mgr Sales Head!

Sales Mgr

Sales Mgr

Sales Mgr

Sales Mgr

Sales Head2 Sales Mgr2

¥

'oduct

DO00OB00AE
BEE0EBEAE0EAB

£

Status

Enabled

Enabled

Enabled

Enabled

Enabled

Enabled

Enabled

Enabled

Enabled

Enabled

Add Account

%[ H
x|[= 2
x|[= g
x|[= H
e -3
x|[= E
x = -
x|[= F
x|[® e
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3.3.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

Accounts Add Account

o

No Created On Account Employee Product Task Status Action
19.07-2018 Prashant Sales Head m m Enabled = B s
2 19072018 Kartnik Sales Head Sales Mgr m m Enabled x|[e sla
3 19072018 Riya Sales Mgr m Enadied x|l 78
E 19-07-2018 Amir Sales Mgr Sales Mgr1 m Enabled x| 78
5 19.07-2018 Sonal Sales Mgr Sales Head! m m Enabled =1(e)7)[s
‘ 6 19-07-2018 Magnum Heart Institute Sales Mgr m m Enabled xlle|lsle
|
7 1907-2018 Niramaya Hospral Sales Mgr m ﬂ Enabled x| ® =
8 19.07-2018 Rellance Foundation Sales Mgr m Enabled =|[e)(7\[=
B 19:07-2018 SRV Hospral Sales Mgr m m Enabled x|« s[a
|
10 20-07-2018 Deepak Sales Head2 Sales Mgr2 m m Enabled x[el/[s
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3.4. Delete Account

Only Admin and Sales Head can delete accounts.

a. To delete account click on Delete Icon

Accounts

@ Accounts
) ==

No Created On Account Employee Product Task Status Action
19072018 Prashant Sales Head m m Enabled x|[®] s E

2 19-07-2018 Karthik Sales Head Sales Mgr m m Enabled x ®» ’ s

3 19.07-2018 Rya Sales Mgr m ﬂ Enabled =1[el71[s

s 19072018 Amir Sales Mgr Sales Mgr1 El B oo =[e)(7\[e

5 19.07-2018 Sonal Sales Mgr Sales Head! m m Enabled =1[e)(7[s
‘ 6 19-07-2018 Magnum Heart Institute Sales Mgr m n Enabled x|l 7|8
|

7 19-07-2018 Niramaya Hospra: Sales Mgr m Enabled x|l®| 7|8

8 19.07-2018 Rellance Foundation Sales Mgr m m Enabled =\(el(7)(s

9 19-07-2018 SRV Hospital Sales Mgr m m Enabled x el s l8
|

10 20.07-2018 Deepak Sales Head2 Sales Mgr2 m m Enabled x[e| /s
\

Dsanies Empioyees are m -

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

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

= | Accourts

Accounts Add Account

s o

No Createa On Account Employee Product Task Status Action
paster Management T —

g i b 1 19.07-2018 Prashant Sates Head m m Enabled =[] 7=

AuCT LOEg
2 19-07.2018 Karmnik Sales Head Sales Mgr m m Enabled =(=)71[s
3 19-07-2018 Rya Sales Mgr m m Enabled x|[= =
& 1soraom  Ame Sates Mgr Sales Mgy EE B -~ =06
5 19-07-2018 Sonali Salies Mgr Sales Head ! m ﬂ Enabled x|[= =
6 19-07-2018 Magnum Heart Insttute Saies Mgr m m Enabled =|[= -
7 13072018 Neomayatospes Saes i EEm B -~ HE0E
8 19.07-2018 Reliance Foundation Sales Mgr m Enabled x|[= =
) 19.07-2018 SRV Hospial Sales Mgr m m Enabled =l=)Z1[=
10 20-07-2018 Deepak Sales Head2 Sales Mgr2 m m Enabled x|l /[

Dizavied Empoyees are markes - Bea

— Products (Prashant)

Target Management

B

No  Product Employee  Proposal Attachment Amount  Bugget  Time Asditonal Information Stage
Quotea Value o
Decide
IS Salles 5792181158931 jpeg 120 101 180 Addwonal informaton Cold
Head
2 Spectra Sates 152 15 Addtnal info Cold
Heaa
3 QaimBook > untided png 100 123 165 ai Lo
Head Won
a uMs Sstes 100 15 Additional Information Cold
Head
%) = S
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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

Add Product (Prashant) Back

| Add Product

Employee® Spiect Employee B
Procuct* Select Product

Model* Select Mode! =

Proposal Submitted® Select Proposal Submitted [2
Budget Value™

Time to Decide(Days)* Select Time 10 Decide b
Additional Information®

Stage™ Select Stage =

Status* Select Status T

3.6.Edit Product

a. To edit product click on the Edit Icon |~ |
i.  ASales 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

Products

Daznboara Products (Prashant)

Account Management

Torget Management
@ Products

Sales Documents
o
Presales Requests

Report Management

Stage  Payment Deal  Proposal Reason (o loose Createa Saws  Acion
Mode Value  Atzachment on
Master Management
Avcx Cola 0072018 Enavied  [x|[ D
Cold 28072018  Enavled [x|[®
o Mant y 200 Enanied =|[=

Enavied

& Logout
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3.7.View Product

a. To view product click on the View Icon

Dasnboard Products (Prashant)

Account Management

@© Products

Sales Documents
Search u Refresh
Presales Requests

Report Management

Stage  Payment Deal  Proposal Reason to loose Created Staws  Action
Mode Value  Attachment On
Master Management
AuoR Log =
SHERSO8 Cold 30072018  Enabled  [x
Cold 28072018  Enabled  [x|[®
tf’* Monthly 200 28072018  Enabled x|[=
Von

19-07-2018 Enabled

® Logouwt

3.8.Enable/Disable Product

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

Dashboard Products (Prashant)

Account Management
Target Management
Sales Documents
Presales Requests
Report Management
Master Management

AudttLog

® Logouwt
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3.9.Add Task

a.

b.

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

In Task L

it Management

arget Management

Sales Documents

Accounts

Add Account

Searcn

No

Created On

19.07.

2018

9.07.2018

7.2018

)7.2018

07.2018

172018

7.2018

17.2018

07-201%

2018

Account

Prasnant

Karmni

Amir

Sonau

Magnum Heart Institute

Niramaya Mospitai

Reliance Foundation

SRV Mospital

Deepak

Employee

Sales Heaa

Sales Head Sales Mgr

Sales Mgr

Sales Mgr Sales Mgr)

Sales Mgr 53

Sates Mgr

Sales Mgr

Sales Mgr

Sales Mgr

Sales Head2 Sales Mgr2

B
*

Status

Enabied

Enabied

Enabled

Enavied

Enatiea

Enatied

Enavied

Enabied

Enatied

Enatied

Acvon
x|[= B
x| 0
x| 0
“ (= 0
x| e
x| 0
|- 0
I s
x|[= e
x|[= 0

ist Page click on Add Task button to fill details.

Dashboard

t Manag)
Target Management
Sales Documents

Presales Requests

Hame

Tasis.

Tasks (Prashant)

No

Employee

Sales
Head

Sales
Head

Sales
Head

Sales
Head

Sales
Head

Sales
Head

Sales
Head

Sales
Head

Sales
Head

Product

Lims.

Specra

LIMS

His

ClaimBook

ClaimBook

LiMs,

ums

Task Date

31-07-2018

31.07.2018

30-07-2018

3007208

30-07-2018

25.07.2018

28-07-2018

19-07-2018

19.07.2018

Follaw Up
Date

3147-2018

01.08-2018

3047-2018

3072018

3007-2018

30.07-2018

2947-2018

20407-2018

20.07-2018

Follow Up
Task

Phone Call

Negotations

Phane Call

Phone Call

Pnane Call

Froposal

Proposal

Closure
Meeting

Phone Call

Proposal
Amacnmant

Follow
Up
Staws

New

In
Progress

New

New

Closed

Closed

Closed

Closed

Back

Follow Up Task Remarks

testoy agni

remark

remarks

remar

remmarks

remarks

Remarkss

Remarks

Page 130f 25



CRM User Guide - Sales

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

Home / Accounts / Tasks / Add Task

Dasnboara Add Task (Rajiv) Back

Account Management

Target Management

Employee*  gaies Mgr6

Sales Docurnents
Presales Requests

Report Management Product® Select Product -

TaskDate* (1000

Follow Up Date*

01-08-2018

Follow Up Task*

Select Follow Up Task -
Follow Up Task Status* New
Stage* Select Stage -

Remarks*

3.10. Edit Task

a. To edit task click on the Edit Icon |E|

-1 n m
wx  folow Follow Up Task Remarks Stage  Reason  CloseWon TAT  Amon  Seus Ao
up w Proposal Taken  Acton
Stacus Losss  Atachemant
o o T - -
aee
Cowd s oy
sales
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in the Task List.

b. To change Status Action from New to In Progress click on the In Progress Icon

Dashboard Tasks (RaJIV) Back Add Task

Account Management

Target Management
@ Tasks
Sales Documents
Search n Refresh

Presales Requests

R Mana n
PR MEnAgement et Follow  Follow Up Task Remarks Stage  Reason  Close-Won TAT  Action  Status  Action
Up w0 Proposal Taken Action
Status Loose Attachment
New New Task Cold 1Day .
Action
done
Closed Task remarks Cola 0 by . »*
sales
team
Done
Close- 1 v §
Closed  Remarks from Sales Manager : 0 for B
Won f
now
v

® Logout

in the Task List.

¢. To change from In Progress to Closed click on the Closed Icon E

Dashboard Tasks (Rale) Back Add Task

Account Management

Target Management
® Tasks
Sales Documents
o

Presales Requests

Ry Ma
rsigh bl t  Follow Follow Up Task Remarks Stage  Reason  Close'Won TAT  Action  Status  Action
Up w Proposal Taken Action
Status Loose Attachment
In
New Task Cold 1Day D .
Progress
Action
done
Closed Task remarks Cola 0 by B -
sales
team
Done
Close- anthe
Closed Remarks from Sales Manager ¢ 0 for -
Won eliy
now
" B

® Logout
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d. Also can edit Status Action in Edit Task.

Edit Task

& Edit Task

Employee®  Sales Mgr
Product® ums

Task Date*

FollowUpDate® o300 20

Follow Up Task®

Pnone Ca -
I Follow Up Task StUs* (1 progress Tl
Sage® o -
Remarks* New Task
Submet

3.11.View Task

a. To view product click on the View Icon

8 Durox Tasks (Rajiv) Bk AddTst

O Aot Management

@ Torge Management
Searh n Retresn

"t Follow Follow Up Task Remarks Stage Reason  CloseWon TAT Action Status  Action
Up w0 Proposal Taken  Action
Status Lloose  Attachment
e , ol o
ne
e Task remark .
sales
team
- one
3 a % Close- =
Oosed  Remarks from Sales Manager o i 0 tor N
e 0w
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4. 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

CRM
& cebo View
J Account Management

Target Management

Sales Documents
Presales Requests

Report Management

® Logon

View Targee

Target

14 View Target

TargetFor  Quarter2
TargetYear 2018

Target

Back

5. Sales Documents

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

on |+

Dashboard

ACTOuNt Management

Search

No

Sales Documents

@ Sales Documents

Folder /fikes Name Open Folder Download Files

]

Chrysantnemumm jpg
2057921811588a1 jpeg
205792181158%a1 png
Crypeo TRAC Screens. docx
RAMAN paf

Test Folder -
IC Blockehain REP Guide docx

asvi paf

Course Outiine_CBPA_Certsfied_Blockehain_Professional_Architect docx
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6. Presales Requests

6.1.Add Presales Requests

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

e | Presaies Requests

Presales Requests

© Presales Requests
-] e

Terrtory  Requested Request Product Demo Date and Mode Status. Action

b. While assigning Sales SPOC
i.  ASales 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

=
2

Add Presales Request

L Add Presales Request

Account® Seiec
Terrnory

Burness Madel

L
=)
-
(s}
;e
s
*
m

Date of Request ey

Custormer Attendees and Designation®

Prooucts Seiec Produs -
Date of Dema ween Time s0802 145 AM o
Made of Dema® Select =

Demo Linkil applicabie)

I\..;.. PO Seim - I
Sales First level Demodone  #Yes Chio
What Customen is looking for/ Current

Challenges*

Sales Comments®

Page 180f 25



CRM

User Guide - Sales

6.2.Edit Presales Request

a. To edit presales request click on the Edit Icon

Presales Requests

Dashooard

Presales Requests
Accour Management
Target Management
Sales Documnents

Search n

No PRID Account Territory

Presales Requests

Report Management
By

Super
1 CRM1017  Lalt Nortn A
Super

A .
2 CRM1016 Lalit Nortn Admin

Super

3 CRM1015 Rajiv Nortn Admin

@ Logout

Requested

a

® Presales Requests

Request

Date

2018-08.02

2018-07-31

2018-07-31

Add Presales Request

Product Demo Date and Mode Status Action
Time

2018-08-02 200
PMS m Webinar -

2018.08-01 11:30

spera Webinar o I
L 201808011000  Onsite =
M Webex b Ld | b

6.3.Add Sales Comments

a. Toadd sales comments click on Sales Comments icon

the Demo Completion.

Presaies Requests

Dashboard Presales Requests

Account Management

Target Management

Sales Documents
Presales Requests

Report Management

@ togout

No  PRID Account  Territory  Requested
By
s
1 CRMI017  Lalk North pe
Admin
Super
2 CRM1016 Lalit Nortn
Adenin
3 CRMI01S R North Supir
] aiv ot i

Request

Date

2018-08-02

2018-07-31

20180731

Product  Demo Date and Mode Staws  Action
Time
2018.08-02 2:00

PMS Webinar .
M
2018.08-0111:30 =

Specra L\ Webinar ¢ E ~
201808011000  Onsite

s AM Webex 5 L) s

(»] Sales Comments icon will enabled only after

Add Presales Request
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7. Report Management

7.1.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.

Dashboard

August 2018

MON TUE WED THU FRI

1 2 3
6 7 8 9 0
13 14 15 16 17
20 2 n b ] 24
P 28 29 30 N

> .’
D)) 19
August 2018 ot
TOTAL EMPLOYEES
SUN MON TUE WED THU Rl SAT
1 2 3 4
g . TOTAL ACCOUNTS
6 7 8 £l 0 n"
13 14 15 16 7 18
Al 1085325
0 ) z 2 " s FORECAST
bl 28 b 0 N SR
< >

© 73016

TARGET

(GUARTER 2)
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b. To get Report,
i.  ASales Head has to enter Employee Name and,
e if user selects Target Year and Quarter, it will show report for the selected quarter and year
e orif 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

¢ | Employee Reports

Employee Reports

& Account Management

Target Management

@ Search Report

Sales Documents
Employee* cger Employee B
B Presales Requests 8
2 Report Management - Target 15 v SelecTargetFor v
Master Management YiD

Audt Log

® Accounts

No Record Found

O Tasks

No Record Found

© Sales

No Record Found
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Sales Team can download Report by clicking on Export button

Employee Reports

soarch Report

Employes® Sales Mead )
Target 008 .l Quarer 2 2
| |

¥1o

' 20000 00 Cloie Close
i Col  Warm Mot
Won Lost

Ordurs £5300

ums v 0 0 0 0
Balance 19447 00

10 0 0 ' 0
Spectra o 0 0 6 0
ey 0 0 0 0

No Tereiory Account Number of Sire Country State Cny Software !
Name Deas/Sarnpies Used Source
Pressed
1 North Prasnant  Lats 123 ] Jharkhan Jamdesnpur Soif
Social
2 Karthin Horvpetal A India West Dangal Kolkais Metia
) Noan Aces Laboratery 11 Afghanisten  Bads Ag Attune Confarance
. - '
@ Tanks
No  Account Task Date 1 otlow Up Tollow Up Tollow Up Homarks L4
Name Daie Task
1 Prashart UMs 3.07.208 51.07.2018 Prone Cail New estny agr
4 Prasham Specira n.0720Mm 01.08.2018 emark .
] Pr ashoart LiMe 3007200 300720 New teat
Kl Prashart 072018 N.07.2018 Prone Call Hew emarey
s Prashant 30072008 30.07.20'8 Prone Call Neow A
6 Prashant Caimlloos  2907.2018  30.07.2018 Closed e
] Prashant Clam ook 28072008 29.07.2008 Closed reman =
Sales Total $5%300

Accoumt Proauc Stage Dats Asmansnt
1 [ Cold 3.07.2018 100,00
2 Specira Cold 3.07.2018 15200
) Cold %.07.2018 10100
a Clanfioos Close Won 29.07.20'8 20000
5300
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7.2.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.

</ Seies Repors

Sales Reports

sanagement

t Management

© Search Report

J ‘

Scage® Select Stage M|
Dme* 03082018
Product

No Record Found

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

e | Sales Reports

Sales Reports

© Search Report

Stage* Cold -
Dane* 01-07-2018 31-08-2018
tanagement
Product *ClaimBook | [ * Spectra

Audtt Log

MRR (INR) 20200 MRR (USD) 294

License (INR) 152.00 License (USD) 22

No  Country  Region  Account  Product  Model  MRR MRR  License  License  Stage  Follow Comments
Name (NR)y WSe)  (INR) wso) Up Task
Status
1 India South Sameer Spectra  Rental 10200 148 000 000 Cold New remh
2 India North Prashant  Spectra  License  0.00 0.00 15200 221 Cold N remark
Progress
3 India South Laxmi Spectra  Rental 10000 145 000 0.00 Cold  Closed grenghn

202.00 293 15200 n

® Logu
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8. 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.

Dashboard

Sales Calendar

Target Management

Sales Documents S 2 ..:‘
i ' August 2018 e 7
TOTAL EMPLOYEES
SUN MON TUE WED THU 1] SAT
2 3 4
6 7 8 G 10 "
jrang Lo O
13 14 - '15 16 - 'Yf 18 60200000
: ' TARGET
— (QUARTER 2y
20 n ."I 23 24 25
.l 70000
7 » Fe k] n
e FORECAST

[QUARTER 2

v 3

NEW

(QUARTER 2)

Presales Calendar

< >
August 2018
SUN MON TUE WED THU m SAT
3 4
6 7 8 9 10 |
13 14 15 6 7 18
0 21 2 23 24 25
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b. OnIy Admin and Sales Head can Add, Edit, View, Delete and Enable/Disable all the master fields.

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).

To edit master fields (Territory, Designation, Product, Mode of Demo, Specialty, Lead Source and
Account Status) click on Edit Icon

To view master fields (Territory, Designation, Product, Mode of Demo, Specialty, Lead Source and
Account Status) click on View Icon [«

To delete master fields (Territory, Designation, Product, Mode of Demo, Specialty, Lead Source and
Account Status) click on Delete Icon  [#]

To enable/disable master fields (Territory, Designation, Product, Mode of Demo, Specialty, Lead
Source and Account Status) click on Enable/Disable Icon IEI

9. Audit Log

Only Admin and Sales Head can see all the Logs.
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