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This document describes the functionality available through the Green 4 Corporate Sales module.

© Green 4 Solutions Ltd

While every effort has been made to ensure the accuracy of the information contained in this publication, the information is
supplied without representation or warranty of any kind, is subject to change without notice and does not represent a
commitment on the part of Green 4 Solutions Limited. Green 4 Solutions Limited therefore, assumes no responsibility and
shall have no liability, consequential or otherwise, of any kind arising from this material or any part thereof, or any
supplementary materials subsequently issued by Green 4 Solutions Limited. Green 4 Solutions Limited has made every effort
to ensure the accuracy of this material.

Version Date Change Initials
00.01 15/03/13 This is a new document MR
00.02 14/05/13 Updated to use opportunity and order MR
00.03 03/12/13 Updated to include service activities MR
00.04 11/04/14 Updated to include quotes MR

Any correspondence should be addressed to Green 4 Solutions Limited:

Green 4 Solutions Limited
16-17 Midland Court
Central Park

Lutterworth
Leicestershire

LE17 4PN

UK

Phone: +44 (0) 845 508 8149
Email: support@greendsolutions.com

Web: www.green4solutions.com
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The purpose of this document is to introduce you to the Green 4 Corporate Sales module and guide you through the
functionality available. Depending upon your installation of Green 4 Corporate Sales, and the permissions that have been
granted to you, this guide may describe functionality that is not currently available to you, for more information please
contact your system administrator. The Green 4 Corporate Sales module is built on Microsoft Dynamics CRM.

When working in Microsoft CRM, there are a number of functional areas that you should be aware of. In order to help you to
complete the tasks described in this guide, the following section identifies and describes the areas you will encounter.

The key functional areas of the Microsoft CRM window are:

e Navigation Pane. Used to select functional areas of the application, for example select Contacts to manage
individuals within Microsoft CRM. The functionality available via the navigation pane is spread across a number of
folders, which can be accessed by selecting the appropriate folder in the navigation pane, e.g. Workplace, Sales,

Marketing, etc.

e Ribbon. The ribbon will display the options available to you in the current view. The options available on the ribbon

will differ as you move around the application.

e Tab Headings. The options available via the ribbon may be spread across a number of tabs. To view the options on a

tab, select the appropriate tab heading.

e Work Area. The information held in Microsoft CRM will be displayed in the work area of the window. The content
displayed will differ depending upon the option selected in the navigation pane and may include views, dashboards

and calendars.

I Tab headlngs 44 Microsoft Dynamics CRM
Iﬁ Contacts View Charts Add Customize l .
Ribbon =
1o Activate 1o Share - fx » Export to Exce 5
S b # & o o E A
4 Deactivate i EE] alink + . = “F Filter
New Edit Merge Send Direct Add to Marketing Connect Assign Run Start Run Impeort Advanced
X Delete . E-mai List - e E-mailaLlink , Workflow Dislog Report. Data~ Fin
Records Collaborate Process Data
Py . .
Workplace ab | G2 Contacts: My Active Contacts ~
oo
E‘ e A (] Full Name E-mai Parent Customer Business Phone
Activities
B Calendar 1185 James wall james.wall@greendsolution..
+ 7 Tmports []&s Marian Routiedge mariznroutledge@smartau...
4 Duplicate Detection /8 Paul Routiedge paul.routiedge@ntiworld.c...
&‘?3 Queues
Q Articles
d Reports
_; Announcements
4 Customers
[Er Accounts v
8] Contacts I
(Z] workplace 1 Navigational Pane
B sales Work Area
L
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VIEWS

Within Microsoft CRM, lists of data, for example a list of contacts, are displayed in views. Views have filters applied to limit
the data that is displayed. For example My Active Contacts will only display contact records that you own and that are set to

active in the database. An example is shown below:

Contacts: My Active Contacts ~

[l | Full Mame | E-mai | Parent Customer
[]8 James Wall jameswall@greendsolution...
183 Marian Routledge marianroutledge@smartau..
[J83 Paul Routiedge paul.routiedge@ntiworld.c...

A number of actions are available to help you identify the information you are interested in within the view:

Change View. When you select an entity (for example contacts) in the navigation panel, your default view will be
automatically displayed. However you can select an alternative view using the tab headings at the top of the view. A
list of available views will be listed. To pick a different view click on the appropriate option in the list:

Contacts]| My Active Contacts ~

O | Ful System Views mai | Parent Customer
[J]83 J1amd Active Contacts mes.wall@greendsolution..
&3 Mari Contacts: Influenced Deals That We Won arianroutiedge@smartau...
(183 Paul Contacts: Mo Campaign Activities in Last 3 Months |5 rout edge@ntiworld.c..

Contacts: Mo Orders in Last & Months

Contacts: Responded to Camipaigns in Last & Mo..
Inactive Contacts

My Active Contacts

My Connections

Create Personal View

Search for a Record. All views are searchable, for example a list of contacts can be searched using the contact’s
name, email or linked account. To carry out a search, enter the search term into the text box at the top of the view
and click the # button.

Contacts: My Active Contacts ~ | marian X O
O | Full Marme | E-mai | Parent Customer | Business Prz' <
O 8= James Wall james.wall@greendsolution.. I'th
]85 Marian Routledge marianroutiedge@smartau., 0
1&g Paul Routledge paul.routiedge@ntiworld.c... =

=-
7]

The list of records displayed will update to shown only those records matching the keyword entered. If you are
unsure of the exact search term, you can enter the wildcard character (*) before the search term. For example to
search for all accounts with “electrical” in their name, enter *electrical.

Sort the List. You can sort the list on any of the columns displayed. To sort on a column click in the column header.
An arrow head will be displayed in the column header to indicate the sort order. Click the column header again to

reverse the sort.
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O

Full Marne

[llsd
L1184
L1184

James Wall
Marian Routledg
Paul Routledge

=

Contacts: My Active Contacts ~

E-rmai
james.wa
marianrg

paul.rout

Within Microsoft CRM information is collected using forms (an example of which is shown below).

[} Contact

* General
Full Name
First Name *
Middle Name
Last Name *
Parent Customer
Currency
MSH

Skype Mame

"~ Marian Routledge

|Marian

|Rout|edge

,_} Green 4 Salutions Limited

4 pound Sterlin

£l &l

Salutation

Ext Mumber
Business Phone
Home Phone
Maobile Phone
Fax

Pager

E-mail

E-mail Address 2

|rnarian.routledqe@qreen4so|utions.com

When using forms to enter information, you will be faced with a number of field types, which are described in the following

table.

Field Name Appearance Description

Text | Address Name | Enter the requested information directly into the box
provided

Date sirthday B | Enter the date directly into the box provided, or, click
the calendar symbol (#+) alongside the field to open a
calendar from which the date can be selected.

Selection Archived & No  Yes Click the required answer.

Drop-Down Registration Type *  Player Registration - Select the required option from the list of values
provided. To access the list of values click the arrow
head (') alongside the field.

Look Up Cantract * = | Select the required value from those displayed in the
Look Up Record dialog. To open the Look Up Record
dialog select the =¥ icon alongside the field. Using the
Look Up Record dialog you will be able to search for the
appropriate record. If the required value is not
displayed, select New to create a new record.
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Contacts and accounts are key records within Microsoft CRM. Contacts are used to represent individuals, whereas accounts
are used to represent the organisations and businesses that you interact with. Contacts and accounts can be linked within
Microsoft CRM.

The following sections describe how to work with contacts and accounts in Microsoft CRM.

To create a contact in Microsoft CRM:

1. Select Contacts in the Workplace > Customers Navigation Panel. A list of contacts meeting the current view criteria
will be displayed.

2. Before creating a new contact in Microsoft CRM, it is important to carry out a search to ensure the contact details
do not already exist in the database. To search for a contact:

a. Enter the contact’s name into the search box at the top of the view. You can use name, email or parent
customer. To widen the search use the wildcard (*) character.

b. Click the # button.
c. Alist of all contacts matching the search term entered will be displayed.

3. Once you are satisfied the contact does not already exist, select New on the ribbon to create a new contact record.

E Contacts Wiew Charts Add Customize
Activate
=

44 Deactivate
Mew Edit Merge  Send Direct Add to Marke
>( Delete . E-mai List
Records

Workplace @ | B2 | Contacts: My Active Co

H Calendar -

K38 Imports allC] | Full Name

@3 Duplicate Detection L1 James wall

& Queues 1185 Marian Routledge
R

s Articles (183 Paul Routledge
ﬂ Reports

= Announcements

4 Customers
3

Accounts W)
8= Contacts :
;ﬁ Workplace

B sales

4. A blank Contact form will be displayed. Complete the requested information before selecting Save & Close on the
ribbon.

Use the Parent Customer field to link the contact to an account record (for example the company the contact
! represents). When you select the icon alongside the field a list of existing account records will be displayed,

select the appropriate record from those listed. If an appropriate account record is not listed, select New to
create a new account record.
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To edit a contact in Green 4 CRM:

1.

Select Contacts in the Workplace > Customers Navigation Panel. A list of contacts meeting the current view criteria
will be displayed.

Carry out a search for the contact of interest.
Double-click over the appropriate contact record. The details will be opened in the form view.

Modify the details as required and select Save & Close on the ribbon.

It is recommended that when a contact is no longer active, their record in CRM is deactivated rather than deleted from the

database. When a record is deactivated the details remain in the system but are hidden from the majority of views.

To deactivate a contact record in Green 4 CRM:

1.

Select Contacts in the Workplace > Customers Navigation Panel. A list of contacts meeting the current view criteria
will be displayed.

Carry out a search for the contact of interest.
Double-click over the appropriate contact record. The details will be opened in the form view.
Select Deactivate on the ribbon.

The Confirm Contact Deactivation dialog will be displayed. Select OK to continue.

:-"'I *-. A contact record can be re-activated at a later date if required. The Advanced Find dialog may have to be used

to search for the deactivated record. A record that has been deactivated cannot be changed.

To create an account in Microsoft CRM:

1.

Select Accounts in the Workplace > Customers Navigation Panel. A list of accounts meeting the current view criteria
will be displayed.

Before creating a new account in Microsoft CRM, it is important to carry out a search first to ensure the account
details do not already exist in the database. To search for an account:

a. Enter the account’s name into the search box at the top of the view. To widen the search use the wildcard
(*) character.

b. Click the # button.
c. Alist of all accounts matching the search term entered will be displayed.

Once you are satisfied the account does not already exist, select New on the ribbon to create a new account record.
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m Accounts Wiew Charts Add Customize

§ Activate i T
= - e |
— 44 Deactivate F . g 1
Mew Edit Merge  Send Direct Add to Marketing Connect  Ag
" Delete . E-mai List =
Records Collaborate

Workplace fad | 52~ || Accounts: My Active Accounts -

Hi Calendar
kgl Imports AllC] | Account Name
43 Duplicate Detection (0[5 Green 4 Solutions

& Queuss
|}, Articles
|ﬂ Reports
_g Announcements

4 Customers

.

,?-__,=E| Contacts

] Workplace

% sales

4. A blank account form will be displayed. Complete the requested information before selecting Save & Close on the
ribbon.

as this will allow you to look-up and assign the address details to orders. The names used for addresses are

:f "-i, When adding address details for the organisation it is useful to name the addresses (e.g. shipping or accounts)
arbitrary, but should be carefully selected to ensure you can identify the correct address from the name only.

ADDING CONTACTS TO AN ACCOUNT

To add contacts to an account record:

1. Select Account in the Workplace > Customers Navigation Panel. A list of Accounts meeting the current view criteria
will be displayed.

2. Carry out a search for the account you are interested in.
3. Double-click over the appropriate account record. The details will be opened in the form view.

4. Inthe Form Navigation Panel, select Contacts. A list of contacts associated with the account will be displayed:

+44 (0) 845 508 8149 | support@greendsolutions.com | www.green4solutions.com 10 |
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5.

ﬁ Account Add Customize Contacts

List Toals A4 Microsoft

Add New Add Existing Edit
Contact  Contact

Records

Information
Details
Additional Details
Administration

N
Send Direct Add to Marketing Quick
E-mail List Campaign -
Collaborate
Account
Green 4

- Contacts: Contact Associated View ~

MNotes T
Full Mame
Conflicts Tab g |
[[118 Marian Routledge

Related

4 Common
|| Mare Addresses
[Z activities
[& Closed Activities

5 Sub-Accounts
85 Contacts I
! Relationships

lﬂ] Connections

To link a contact that already exists in the database to the account carry out the following:

e Click Add Existing Contact on the

e The Look Up Records dialog will be displayed:

ribbon.

2] Look Up Records -- Webpage Dialog .

=

Look Up Records
Select the type of record you want to find and enter your search criteria. Filter your results

Look for: [] show only My Records

View: Contacts Lookup View

Search: | Marian] »
(7] | Fulbame | Parent Customer
[EIE3 Marian Routieage Greend

[EI&d Marian Routiedge
[[]89 Marian Cleworth
[E1&2 Mariana Davies
[C][8d Matian Obrien
[C]8d Marian Mctoughiin
[[]83 Mariana Davies

<

1-17 of 17 [0 selected)
Selected records:

[T
izt
[T | —r—

columns of data by using the View options. Repeat this process for different types of records.

and view different

Adaress 1: City @

Page 1

ttp://demo-crm:5555/STADIUM/_cc €i Local intranet | Protected Made: Off

e Alist of contacts meeting the search criteria will be displayed.
e C(Click on the contact you wish to add to the account.

e  Once the details are complete select OK to return to the Account form.

In the Search box enter the name of the person you wish to add to the account (the wildcard * can be used
to broaden the search) before clicking the # button.

Multiple contacts can be added simultaneously using the method described above.

To link contact that doesn’t already exist in the database to the account record, use the New button on the Look Up
Records dialog to open a blank contact form allowing you to enter the details of the new contact. When you select
Save& Close on the contact record you will be redirected to the Look Up Records dialog, where you will be able to

select the newly created contact.

Once the details are complete select Save & Close on the ribbon to save the account details.
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To edit an account in Green 4 CRM:

1.

Select Account in the Workplace Navigation Panel. A list of Accounts meeting the current view criteria will be
displayed.

Carry out a search for the account.
Double-click over the appropriate account record. The details will be opened in the form view.

Modify the details as required and select Save & Close on the ribbon.

It is recommended that when an account is no longer active, the customer’s record in CRM is deactivated rather than deleted
from the database. When a record is deactivated the details remain in the system but are hidden from the majority of views.

To deactivate an account record in Green 4 CRM:

1.

Select Account in the Workplace > Customers Navigation Panel. A list of accounts meeting the current view criteria
will be displayed.

Carry out a search for the account.
Double-click over the appropriate account record. The details will be opened in the form view.
Select Deactivate on the ribbon.

The Confirm Account Deactivation dialog will be displayed. Select OK to continue.

used to search for the deactivated record.

| : An account record can be re-activated at a later date if required. The Advanced Find dialog may have to be
-
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ACTIVITIES

Microsoft CRM provides a basic activity management system that enables you to schedule or log activities associated with

the various records in the database, such as opportunities, leads, contacts, accounts, or cases. Activities are used to record

interactions you have with customers, and therefore allow you to build up a history of the interactions you have had with

each of your customers. Example activities include:

Recording an incoming telephone call

Recording an outgoing telephone call

Linking emails sent and received to the customer
Adding a to-do task to an order e.g. print tickets

Creating a record of an appointment with a client

VIEWING YOUR ACTIVITIES

To view the activities that have been assigned to you carry out the following:

1.

In the Workplace > My Work navigation pane, select Activities. The activities list view will be opened displaying all
activities that meet the view criteria.

To view your activities, select the All Activities > My Activities from the drop-down list at the top of the view.

Eder
| File Activities View Charts Customize

= | I Edit 3 .. Cance 03 _‘% ol Share - ;g - [F3
g | = [ [ﬁ
X Delete . / Set Regarding | £5R . Vit By Copyalink < i LI F
Mew Mark Add Connect Addto Assign Run Start Run Import Advanced
- Complete Mote - Queue @ E-mail a Link , Workfiow Dialog Report- Data- Find
Records Actions Include Collaborate Process Data
Workplace fa | G- | Activities: My Activities ~ |
4 My Work ~ E [ Al Activities ’ System Views
= | Actvi & Task » Al Activities |
LY —
R @# Fax 3 Closed Activities
Calendar ;
53 Imports & Phone Call , My Activities vt
2 Duplicate Detecion FE Emai R My Clesed Activities W"}‘_A
& Queues Q Letter . My Team Members” Activities
[3 Artictes B9 Appointment R Open Activities
2] Reports v — o Scheduled Activities
= . f e Service Activity ]
foounTEmeATE = . Create Personal View
;ﬁ ‘ﬁ Campaign Response b
Workplace - A ecords are available in this view
‘ﬁ Campaign Activity k
'!-E Sales EE Recurring Appeintment ]
L% Marketing I_:% Vetting Outcome b

The view will be refreshed to display only the activities that have been assigned to you. To open the details of an
activity, double-click over the row of interest.

You can select to view activities of a particular type only, for example to view your telephone calls select
Phone Calls > My Phone Calls from the drop down list.
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VIEWING OPEN ACTIVITIES LINKED TO A CONTACT OR AN ACCOUNT

To view the activities related to a contact or an account:
1.

2.

Open the appropriate contact or account record in the form view.

To view activities that are still open (i.e. have not been completed) select Activities in the form navigation panel. A
list of open activities linked to the contact or account will be displayed.

Related

4 Common

List Tools
Contact Add Adtivities
” . s X B |4
P a0
Add Mew Add Existing  Edit © Indude
Activity »  Activity .
Records Actions
Information I&: Contact
Record Wall Steve F
General
Details [} Activities:
Preferences = Al
Notes & Activities feron:
Marketing Preferences | Subject

=
— e
{2 Activities
w

e ekiviki

=

VIEWING ACTIVITY HISTORY

To view the activities related to a contact or account that have been closed and completed:

1.

2.

Open the appropriate contact or account record in the form view.

Select Closed Activities in the form navigation panel. A list of completed activities linked to the contact or account

will be displayed.

List Tools

Adtivities

Contact Add
e ch=s 5
4

Add New Add Existing  Edit
Activity »  Activity

Records

: Include

Actions

Information
Record Wall
General
Dretails
Preferences
Motes & Activities
Marketing Preferences

Related

4 Common
._:,:l More Addresses

] Activities
[ Closed Activities

@fn_l Contact

Steve H

Filter on:  All

| Subject
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To create an activity within Microsoft CRM:

1. Inthe Workplace > My Work navigation pane, select Activities. The activities list view will be opened displaying all
activities that meet the view criteria.

2. Select New followed by the activity type that you wish to create on the ribbon, for example select Task, Phone Call
or Appointment.

ﬁ Activities View Charts Customize
—"j £ Edit = Cance 19
~ ..I ) o
X Delete . " Set Regarding L EE
Mew Mark Add Connect |Addto  Assign _
- Compiete Nate - Queue I B
o s &P Phone Call Iﬁ 18 service Activity Collaborate
|.'|:I 5
|2f‘ Letter *ﬂ Campaign Response
Task  E-mail Appointment o
(8 Fax - =& Other Activities » H
New
Ii"& SRt | Activity Type | Subject
:ﬁ Calendar
=

3. Once the activity type has been selected, the appropriate form will be displayed. Complete the requested
information including:

e Subject. Enter a descriptive name for the activity.

e Regarding. Use to link the activity to another record, for example event or person.
e Owner. Your Microsoft CRM username will be automatically entered.

e Duration. Enter the duration of the activity.

e Due. Enter when the activity is due to be completed.

il 2 If you select to create an Appointment, it will be necessary to select View in CRM on the ribbon to view the full
= CRM form.

4. Once the information is complete select Save and Close on the ribbon.
5. The following activity types will be displayed in Outlook:
e Appointments will appear in the your Outlook Calendar

e  Tasks will be added to your Outlook Task List.

+44 (0) 845 508 8149 | support@greendsolutions.com 15 |
Page



To create an activity related to a contact or account:
1. Open the appropriate contact or account record in the form view.
2. Select Activities in the form navigation panel. A list of activities linked to the contact or account will be displayed.

3. Select Add New Activity from the ribbon. A list of available activities will be displayed:

4| 7= [

Add Mew| Add Existing  Edit
Activity | Activity

L & Task | —
@ Fax

& Phone call

bed E-mail

Q Letter

;@ Appointment

9 service Activity

]5"};1 Campaign Response
:E Recurring Appointment

_& Wetting Cutcome
56 AUD-LONTacs

B Relationships

4. Once the activity type has been selected, the appropriate form will be displayed. Complete the requested
information including:

e Subject. Enter a descriptive name for the activity.

e Regarding. Use to link the activity to another record, for example event or person.
e  Owner. Your Microsoft CRM username will be automatically entered.

e Duration. Enter the duration of the activity.

e Due. Enter when the activity is due to be completed.

i ' j If you select to create an Appointment, it will be necessary to select View in CRM on the ribbon to view the full
= CRM form.

5. Once the information is complete select Save and Close on the ribbon.

The Regarding field enables you to attach an activity to an additional record within CRM, such as an order, opportunity or
case. By associating the activity with an additional record, you can then see the activity from any of those records. For
example if the regarding field is set to an Opportunity, when the opportunity record is viewed the activity will be listed under

the Activities area of the opportunity form. Essentially, setting a regarding field allows you to develop a rolled up view of your
Activities.

To set the regarding record for an activity

1. Inthe Workplace > My Work navigation pane, select Activities. The activities list view will be opened displaying all
activities that meet the view criteria.

2. Highlight the activity that you wish to set the regarding for.

+44 (0) 845 508 8149 | support@greendsolutions.com | 16 |
Page



3. Select Set Regarding on the ribbon.

4. The Set Regarding dialog will be displayed. Click the Look Up button to open the Look Up Dialog and select the
appropriate record. When using the Look Up Dialog, ensure the Look For field is set to the correct record type.

5. Click OK to save the changes.

By default activities that you create will be assigned to you. To assign an activity to another user carry out the following:

1. Inthe Workplace > My Work navigation pane, select Activities. The activities list view will be opened displaying all
activities that meet the view criteria.

2. Highlight the activity that you wish to assign.

3. The Assign to Team or User dialog will be displayed. Click the Look Up button to open the Look Up Dialog and select
the appropriate record.

4. Once the details are complete select OK to save the changes.

Once an activity has been completed, it is necessary to set the record to complete in Microsoft CRM as described below:

1. Inthe Workplace > My Work navigation pane, select Activities. The activities list view will be opened displaying all
activities that meet the view criteria.

N

Highlight the activity that you wish to set to complete.

3. Select Mark as Complete from the ribbon.

4. The Close dialog will be displayed. Complete the details before selecting OK to continue.
5. Alternatively, depending upon the activity type you may be able to

e Convert the activity to an Opportunity

e  Convert the activity to a Case

e Promote the activity to a Response

e Convert the activity to a Lead

When one of the above options is selected from the ribbon, the convert dialog will be displayed allowing you to
define the properties of conversion. Enter the requested details before selecting OK to continue.

When managing telephone calls you may wish to create a follow up call, for example to remind you to contact the customer
to confirm their order details a week later. To automatically create a follow up call carry out the following:

1. With the Phone Call details open in the form view select Followup Call in the Navigation Panel:
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Eden Project Test

Phane Call Customize
——
Save & New Sharing -
cNERERS ‘g8 g B @S
X Delete A | & .7 Copy a Link =W
Mark Save Save & Attach  Add Ta Connect Addto Queue Item Assign Process Run
Complete Close File MNote COpportunity - Queus Details ] E-mail a Link - Report -
Save Include Convert Activity Collaborate Data
Information E,-‘? Phone Call o c -
- Phone Call New
- Followup Call I o FD"DWI.IFI call
S Follow up Date [m vl [ ] gt:,:rlr?:\: Up Call Ej
4 Common Followup Details
4
4 Processes
=

2. Complete the following details:

e Follow up Date. Enter the date and time when the follow up call will be due.

e Follow Up Call Owner. Select the CRM user who will be responsible for making the call. The owner field will

determine the “My Activities” schedule the call will be placed on.

e Follow up Details. Enter the details required to make the follow up call.

3. The follow up call will be automatically created using the details entered when the original call is set to complete

(select Mark Complete on the ribbon). The follow up call will be assigned to the user entered into the Follow up Call

Owner field. If this field is left blank, the owner of the original call will be set as the owner of the follow up.

TRACKING EMAILS

When you use the Microsoft Outlook CRM client, you have the ability to automatically track emails against a contact in CRM.

When you select to track an email (either incoming or outgoing) all replies are automatically tracked into CRM, ensuring the

whole conversation is recorded against the customer record within CRM. The tracked emails are saved under the Completed

Activities tab of the contact form.

To track an email:

1. With the email open, click the Track button on the ribbon as shown below:
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File Message Insert Options Farmat Text Review Fowwownow

= ] ‘i;:l é 9] Lm -4 4 Insert Template
_j 53 @ ‘g"/j S Insert Article

Paste Show | Basic  Mames Incude Track Set .
- - Text = - - Regarding = |[B] Attach Sales Literature
Clipboard = CRM
To.. | Catherine Perryman (Catherine.Perryman @greendsolutions. com);
E[ _au
:;‘I Ce |
Send
Bec... |

Subject: |CRM Testing

Marian Routledge
marian.routledge@areendsolutions.com

You

The Track button will be available on both outgoing and incoming emails.

2. When the email is sent (or immediately if you are tracking an incoming email) an activity will be created against the
contact in CRM.

3. If the contact does not already exist in CRM you will need to create a new contact record. To create a new record:
a. Open the sent email in Outlook

b. Scroll to the bottom of the email to view the Microsoft CRM area:

From: ¥ Marian Routledge

To: [® Catherine Perryman (Catherine, Perryman @greendsolutions. com)
Cc

Subject: CRM Testing CRM:0002001

Testing tracking emails...please ignore!

Marian Routledge
marian.routledge@areendsolutions.com

=] — Microsoft Dynamics CRM
'%‘é Regarding: MNone

=3 This e-mail is being tracked in CRM.
2y Related records:

|85 Marian Routledge
@Y Catherine Perryrnan (Catherine.Perryman@greendsolutions.corm)

c. Any email addresses that cannot be matched with CRM will be listed in red.

d. To create a new contact from the email address, click over the name to display a pop up menu:
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=l — Microsoft Dynamics CRM
%é Regarding: Mone

= This e-mail is being tracked in CRM.
2 Related records:

|85 Marian Routledge
@Y Catherine Pernyman (Catherine.Pernymani@greendsolutions.com) 83 Create as contact

'f?b Create as lead

e. Select Create as Contact from the menu.

f. A CRM contact form showing the information known will be displayed. Complete the information, ensuring
all mandatory fields are filled, before selecting Save & Close on the ribbon.

g. The email message will be redisplayed with the CRM details updated:

=] — Microsoft Dynamics CRM
'%‘é Regarding: MNone
=3 This e-mail is being tracked in CRM.

[Zh Related records:
|5 Marian Routledge: Catherine Perryman (Catherine.Perryman@greend solutions.com)

Once an email has been tracked, any replies received will be automatically tracked providing the CRM token
(highlighted below) in the subject heading remains unchanged:

From: (¥ Marian Routledge

To: [# Catherine Perryman (Cath
Cc

Subject: CRM Testing CERM:0002001

BREAKING CONTACT & ACCOUNT RELATIONSHIPS

When you create an activity record against a contact that is linked to an account, a copy of the activity will be automatically
saved against the account record. Consequently if the contact — account link is broken (because the employee leaves for
example), a record of the activity will always remain with both the contact record and the account record, ensuring you have

a complete picture of all activity with an organisation and an individual.
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MANAGING OPPORTUNITIES

CAPTURE AN OPPORTUNITY

Using Microsoft CRM, opportunities can be recorded and linked to the relevant account or customer. Opportunities can be

considered as potential orders, and therefore they contain the same information as an order, but the details remain

unconfirmed. You may create an opportunity when you contact a customer and they appear interested in the offering, but

cannot confirm the order immediately. You can link scheduled activities to the opportunity, for example a call back can be

scheduled for a week’s time, ensuring that you follow up on any potential sales in a timely manner.

To create an opportunity in Microsoft CRM against a contact:

1. Select Contacts in the Workplace > Customers Navigation Panel. A list of contacts meeting the current view criteria

will be displayed.

2. Carry out a search for the contact

3. Double-click over the appropriate contact record. The details will be opened in the form view.

4. Select Opportunities under the Sales heading on the form navigation panel (highlighted below).

Contact Add Customize Oppd

Lis

[& Closed Activities

[E sub-Contacts

@ Relationships

'-Ej] Connections

|4 Audit History

_% Accreditation Applic...
._& Community Vetting ...

4 Sales
I Lj Opportunities I
|j§ Quaotes

) — » K -4 Mail Mg
= .
= x :&,Q 5l Conneg
Add Mew Edit send Direct
Opportunity E-mail
Records
Information - I% =] Contd
Other Details Ada
Administration
Motes ~£F Oppor|
Filter on: IO 2
Related 2
[0 | Topic
4 Common -
L_:';] More Addresses
(5 Activities

\&F| Orders

5. Select Add New Opportunity on the ribbon.

6. A blank Opportunity form will be displayed:
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4l Microsoft Dynamics CRM Green 4 DEA @
Opportunity Add Customize Eden Project Test o
u I %Sa\re & Mew | 44 Sharing - [
— { J
7 Delete . ? 7 Copy a Link = ) —
Save  Save & Recalculate Connedt Assign Run Start Run
Close Opportunity - 7] E-mail a Link Workflow Dialog Report~
Save Adions Collaborate Process Data
Information Opportwnity | Qgpporu MEIES
General New
U e Fotential Customer Est. Revenue Est. Close Date
P
Motes & Activities B3 Adam Law
Quotes
Preferences -
> General
Related Topic * ||
4 Common Potential Customer* @ Adam Law ﬁ Opportunity Contact @ Adam Law ﬁ
@; Where did you hear | ﬂ ‘Where did you hear |
Lo about us?* about us - Details
g Description
@
A
4 Sales
S Forecast Information
& RcuEnUE (®) System Calculated () User Provided
Pl
P'C:;e“es Est. Revenue [ Probability (3) [
= Est. Close Date | [mv] Rating | warm [~
Currency * 4 Pound Sterling @
-
Status Open Pipeline Phase

7. Complete the following details:

e Topic. Enter a topic for the opportunity, for example the name of the event the opportunity relates to.

e Potential Customer. The name of the potential customer will be automatically entered. If the opportunity
was generated from an account record, the name of the primary contact at the organisation will be entered
into the Customer Contact field. The Customer Contact can be changed if required.

e  Where did you hear about us? Use the drop-down list to select the source of enquiry.

e  Currency. The currency field will be automatically set to the default currency for your system. Leave

unchanged.

e  Price List. Use the Look Up Records dialog to select the price list to be linked to the opportunity. The price
list selected will determine the products available to you and the prices charged for products added to the

opportunity.

8. Select Save on the ribbon to save the details entered but leave the opportunity form open.

9. Select Line Items in the form navigation panel. The Line Items grid will be displayed. The Line Items grid is used to
add the products the customer is interested in purchasing.
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Opportunity Add Customize Eden Project Test &
Save & MNew by N 4 Ny ) Sharing - =
b 3 gL &g &g © EH 8
X Delete L @Copya Link Qo
Save Save & Close as Close as Recalculate Connedt Assign Run Start Run
Close Won Lost  Opportunity - @ E-mail a Link Workflow Dialog Report~
Save Adtions Collaborate Process Data
Information [~ Opportunity Opportunities ME IR 4
L Canssal Sales Opportunity
[ l'%e izms I Potential Customer Est. Revenue Est. Close Date
' 84 Adam Law £0.00
r Quotes
— Preferences -
> Line Items j
Related Price List |§ Events @
4 Common O | Ficture | Existing Product - | WriteIn Product | Price PeruUnit | Quani@
[ Activities =
[ Closed Activities

. . Mo Cpportunity Product records are available in this view. -
& Relationships

l@] Connections Al I
,13; R EImEnTS 0 -0 of 00 selected) M 4 Pagel b
A Audit History Discount (%) | Product Totals | £ 0.00
4 535 Discount | £ Pre-Freight Amount | £ 0.00
Zi| Orders —
TrEes Freight Amount | £ Total Amount | £ o000

10. Using the mouse, click inside the grid (highlighted above). The ribbon will change to display the List Tools
Opportunity Products tab:

List Tools A4 Microsoft Dynamics CRM greendsolutions Last name @

Opportunity  Add Customize Opportunity Products Exeter Chiefs o

3 " L . 7 —

= ¢ X Delete Opportunity Product 7 Copy a Link Y A s i P g r':ﬂ

—= l,»:{ﬂulk Delete A E-mail a Link 'é | u kv D E;ﬁ;‘

Add New C‘?:pm'tunihcI Edit Filter Set As Default Chart Run Start Run  Export Opportunity
Product View Pane » Workflow Dialog Report- Products
Records Collaborate Current View View Process Data

11. Select Add New Opportunity Product on the ribbon.

12. A blank Opportunity Product form will be displayed:

44 Microsoft Dynamics CRM greendsolutions Last name ©
Opportunity Product Customize Exeter Chiefs o
| I EjSawa&New Jr]Copya Link 5 = |
X Delete 4] E-mail a Link \/ o=k =k
Save  Save & Run Start Run
Close Workflow Dialog Report-
Save Collaborate Process Data
Information I Opportunity Product
L General New
Related - General A
4 Common Select Product ® () Writedn Write-In Product |
& Audit History
Existing Product * Unit *
4 Processes ] =
Ggﬁ Workflows
Dialog Sessions Season/ Fixture/ @
Event ™
Pricing
Fricing @ Use Default O Owverride Price
Price Per Unit | £
Volume Discount | £
Quantity* |
W
Amount | £

13. Complete the following details:
e  Existing Product. Use the Look Up Records dialog to search for the product the customer is interested in.

e Select Product. Ensure the Existing option is selected. The Write In product should only be used if entering
the details of an ad hoc product that is not in your product catalogue.

e Unit. Use the Look Up Records dialog to select the default unit for the selected product.
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e  Write-In Product. Use to enter the name of an ad hoc product that does not exist in your catalogue.

e Event. Use the Look Up Records dialog to search for the event that the product relates to. If the event does

not already exist, select New on the Look Up Records dialog.

e Quantity. Enter the number of places the customer is requesting.

14. Select Save on the ribbon to save the details entered but leave the form open.

15. The Pricing information will automatically update using the prices held within the system for the selected product. If

required you can manually change the price charged as follows:

e Manual Discount. To offer a manual discount on the total price charged, enter the amount into the Manual

Discount field. For example to discount the price by £100 enter 100.

e Override Price. To discount each individual place, for example to charge £80 pounds instead of £100 per

place booked, select the Override Price option. When this option is selected you will be able to manually

enter a

price per unit.

To see the effects of the changes made to the prices, select Save on the ribbon. The form will remain open but the

pricing details will be updated to reflect the changes made.

16. Once the details are complete select Save & Close on the ribbon.

17. The Opportunity form will be re-displayed. The newly added product will be listed in the Line Items grid.

[0\

not have to relate to the same event.

Multiple products can be added to the opportunity using the method described above. The products added do

18. Select Save on the ribbon to update the opportunity pricing information (note it may be necessary to select the

Opportunity tab (highlighted in the image below) at the top of the form):

List Tools

44 Microsoft Dynamics CRM

Green4DBA @
Eden Project Test &

Cpportunity Add Customize Opportunity Products
X Delete Opportunity Product i Copy a Link : == 3
=2 ¥ p i il © 36 = S
] e B = - 7 = i= Plix
4, Bulk Delete E\'E-mall aLink "
Add New OCFportunity Edit Filter Set As Default Chart Run Start Run  Export Opportunity
Product View Pane~ Workflow Dialog Report« Products
Records Collaborate Current View View Process Data
Information Opportunity n
General sales opportunity
Eingrems Potential Customer Est. Revenue Est. Close Date
s Activiti
Motes & Activities 83 Adam Law £0.00
Quotes
Preferences i -
v Line Items
Related Price List = Events =]
4 C?.Tmon ) Fixture Existing Product Write-In Product Price Per Unit Quane
|= Activities " X X
= e WMCa Med Biome Venue Hire £4,000.00
L@ Closed Activities
@ Relationships
(S connections 4 4
:1] Documents 1-10f1 (L selected) Pagel
3 -

If the opportunity relates to a limited resource, for example a venue booking or a guided tour booking, it is necessary to

create a service activity to tentatively book the resource as described below:

1. With the Opportunity open in the form view, select Activities in the form navigation area.

2. Ontheribbon select Add New Activity > Service Activity.

3. Ablank service activity form will be displayed:
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44 Microsoft Dynamics CRM Green 4 DBA ‘—‘J
Service Activity Customize Eden Project Test e
%Sa\re & New %Schedule 1 r i~
= v e 3 BT e
X Delete 4 | L=Hr Pl I =0
Mark Save Save & Attach  Add To Connect Addto Queueltem Assign Process Run
Complete Close File Mote Opportunity - Queue Details b= - eport ~
Save Include Actions Convert Activity Collaborate Data
Information E_ Service Activity 5 ekl g ME IR 4
t Service Activity New
Details
- Service Activity o, FmGEESET 2
Related
Subject * | | |Form Assistant Help W
4 Common
& c Service * = Site re| Form Assistant Help -
Ep H Customers [83 Adam Law = Select a lookup field.
4 Processes Resources a
@ - Location | |
Show Time As Pending v Order |
Scheduling Information
Start Time * [03/12/2013 |[EEv| 1200
End Time * [03/12/2013 |[EEv| 1230
Duration 30 minutes
All Day Event O
Notes
Add a new note...
v

Enter the following details:

e Subject. Enter the subject for the activity, for example Booking — Smith.

e Service. Use the Look Up Records dialog to select the appropriate service, for example Venue Booking.

e  Customer. The customer field will be automatically created with details from the opportunity.

e Resources. When you click into the resources field the Form Assistant area will become populated with the
resources available for the service you have selected. For example in the image below a list of venues are

listed. Pick the appropriate resour

Form Assistant >
Resources A
Customer Preferred -
Resources -

= 'I:I' Choose 1 From The sa...
= Venues
Core Suite
Gallery
Med Biome
Rainforest Biome

ce you wish to book.

e Show Time As. By default this will be set to Pending, however you can use the drop-down list to change the

status of the activity.

e Start Time/End Time. Enter the start and end dates and time of the event.

Select Save on the ribbon. If the resource picked does not have availability for the time selected an error will be

displayed:
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a Scheduling Alerts -- Webpage Dialog =]

Scheduling Alerts

The following potential scheduling problems have been found, You might not be able to schedule this activity
until these problems are fixed.

'ZQE' Core Suite does not have the required capacity.

‘ Ignore and Save | | Schedule... || Cancel |

6. Once the details are complete select Save & Close on the ribbon to return to Opportunity record.

7. Select Save & Close on the ribbon to close the opportunity.

To edit an opportunity in Microsoft CRM:

1. Select Opportunities in the Sales Navigation Panel. A list of opportunities meeting the current view criteria will be
displayed.

2. Carry out a search for the opportunity.
3. Double-click over the appropriate opportunity to open the details in the form view.

4. Edit the details as required before selecting Save and Close on the ribbon.

To create an activity related to an opportunity:
1. Open the appropriate opportunity record in the form view.
2. Select Activities in the form navigation panel. A list of activities linked to the opportunity will be displayed.

3. Select Add New Activity from the ribbon. A list of available activities will be displayed:

List Tools
Opportunity Add Customize Activities

IS = 7 Pelete Activity d}j
a.g = 3
=4 Bulk Delete

\Add Mew| Add Existing  Edit - Inclu
Activity - Activity I
[ Task Actions

@@ Fax

@ Qpportunity

Phane Call
ot Sales Opportu

b E-mail

& tetter Patential Custamer

. 84 Adam Law
£ Appointment
B8 service Adtivity

[ Activities: Open Ad
# rampaign Response

F3 Recurring Appointment ER) Next 30 days

| subject
ﬁ WVetting Outcome Dﬁ‘ LIS
4 AcviTies [J5% Booking - Adam

L@ Closed Activities

$ Relationships
Connections

(31 Documents

¥ Audit History

4 Sales
|7 Orders

1. Once the activity type has been selected, the appropriate form will be displayed. Complete the requested
information including:

e Subject. Enter a descriptive name for the activity.
e Regarding. Use to link the activity to another record, for example event or person.

+44 (0) 845 508 8149 | support@greendsolutions.com | 26 |
Page



e Owner. Your Microsoft CRM username will be automatically entered.

e Duration. Enter the duration of the activity.

e Due. Enter when the activity is due to be completed.

2. Once the information is complete select Save & Close on the ribbon.

CLOSE AN OPPORTUNITY AS LOST

If an opportunity does not result in an order, it is best to deactivate the opportunity record. Deactivated opportunities

remain within Microsoft CRM, but are not displayed in most views. Deactivated records can be re-activated if necessary,

please contact your system administrator for assistance.

To deactivate an opportunity in Microsoft CRM:

1. Select Opportunities in the Sales Navigation Panel. A list of opportunities meeting the current view criteria will be

displayed.

2. Highlight the opportunity to be deactivated as shown below:

File Opportunities View Charts Add Customize iCloud

E b,iﬁ:, X Delete ~ Qj _é _t‘ﬂ rjj % gg ol Share

52 Copya
Mew Edit Close Close Recalculate | Send Direct Connect Assign . .
as Won as Lost Opportunity E-mail - lﬂ E-mail 3
Records Actions Collaborate

<

4 Eden Project Test -
e - 4 My Open Opportunities

» (] workplace

a ,;53 Sales Search My Open Opportunities
Ty Leads [ Topic
Bl [ Sales Opportunity
= Accounts
|85 Contacts

"@ Marketing Lists

e

3. Select Close as Lost from the ribbon.

4. The Close Opportunity dialog will be displayed.

5. The Status will be automatically set to Lost. Use the drop-down list to select the Status Reason.

24 Close Enquiry ﬁ
Close Enquiry
Provide the following infarmation about why this opportunity is being closed,
Status * Owon (@ Lost
status Reason *
Actual Revenue [ &£ o000
Close Date * [03n2/2013 By
Competitar Em
Description

6. Once the details are complete, select OK to continue.
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QUOTE MANAGEMENT

The quote entity within Microsoft CRM is used to record the details of a quote you are submitting to your customer. A quote

can be created from an existing opportunity or be standalone.

CREATING A QUOTE FROM AN OPPORTUNITY
To convert an opportunity into an quote, carry out the following:

1.

With the opportunity open in the form view, select Quotes in the form navigation panel:

(6 Closed Activities
@ Relationships
l@] Connections
'{:ﬂ Documents

¥ sudit History

4 Sales
|j Orders.
ﬁ Invoices
s Competitors

All

List Tools
Opportunity Add Customize Orders
: — 7 Delete Order &) Connect
]
—= [+ Bulk Delete R
Add New  Edit Send Direct Assign
Order E-mail Orders
Records Collaborate
Information [ Opportunity
L.
- General test
[ BnzlEEns o Potential Customer
[ Notes & Activities L;‘.El Ben Weston
r Quotes I
— Prefi e .
reterences -5 Orders: Order Associatg
Related O | Name
4 Common
[ activities

0-00f 0 (0selected)

# A B C

o

Ensure you click into the Quotes table on the form. Select Add New Quote on the ribbon.
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3. A new quote will be created and opened in the form view. The quote will automatically carry forward all of the
information entered during the opportunity phase, for example product lines.

File Quote Add Customize Blackpeol o
(e
Iy Save & New =) i =Ny =D e 1 Sharing » Z
= DE I & 05 & B, TR0 |
>( Delete =] @Copya Link o
Save Save & Lock Up Recalculate  Get Print Quote for Create Activate Revise Close Connect  Assign Run Start Run
Close Address Products  Customer Order Quote Quote - lﬂ E-mail a Link Workflow Dialog Repori-
Save Actions Collaborate Process Data
Information £l Quote Quotes || @
General test
Shipping
Addresses + General A
Administration
Notes QuoteID * | Revision ID * |
Mame * = >(|
Related
Potential Customer * ||_3 Green 4 Solutions ﬁ Currency * % Pound Sterling
4 Common
[ Products Price List * = Group Sales =
|93 other Contacts Totals
[ Activities )
Detail Amount
Lé Closed Activities I
Lﬂ] Connections Quote Discount (3%) |
) Documents i~ .
uote Discourt £
] Audit History Q I«
4 Proo Pre-Freight Amount |
Q{g Workflows Freight Amount | £
|Z] pialog sessions
Total Tax |
Total Amount |
v
> Clai

4. Additional products can be added by selecting Products in the form navigation area. Select Add New Quote Product
on the ribbon.

5. Once the details are complete, select Activate Quote to lock the detail of the quote.

6. Quotes will be listed in CRM on the Sales > Quotes tab of the navigation area.

REVISING A QUOTE

If you wish to revise a quote, for example the customer has returned to you with additional/changed requirements carry out
the following:

1. Open the quote details in the form view.
2. Select Revise on the ribbon.

3. A new quote record will be created (the previous quote will be deactivated). The new quote will copy the details
from the previous version, but move the Revision ID on by 1.

4. Once the changes have been made, select Activate Quote to lock down the details.

RUNNING QUOTE REPORT

From the quote you can generate a report using the information entered. This report can be issued to your customer.
1. Toreview a copy of the qupte, select Run Report followed by <report name> from the ribbon.

2. The quote details will open in the Report Viewer:
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Edit Filter
Select infarmation that needs to be displayed in the ftem Details area: | Product 1D, Quantity, Price perunit | %] View Report

Quote: Green 4 Solutions

To: From:

Green 4 Solutions CRM-VPC Administrator

Total Amount: £200.00 Quote ID. QUO-01002-F4DEX2
Shipping Method: Date: 4112014
Requested Delivery Date: Effective From:

Payment Terms: Effective To:

Due By:

Shipping Information

Ship To: Bill To:

|ProductII}‘Pmduct ‘ lenlitv| Prine‘ SanntaI|

3. From the Report Viewer you can carry out the following actions:

e Export the Report. Select the Export button (= ~) to export the report. A drop-down list will be displayed
allowing you to select the format used to save the report (e.g. CSV, PDF).
e  Print the Report. Select the Print button ( e ) to print the report to an appropriate printer connected to
the computer.
4. To close the report select Close from the File menu.

The order entity within Microsoft CRM is used to record the details of confirmed orders within the corporate sales process.
An order record can either be created from an existing quote, opportunity, or, can be created as a standalone record. Once
an order record has been created, the management of the record is the same.

To convert a quote into an order, carry out the following:
1. With the quote open in the form view, select Create Order on the ribbon.
2. The Create Order dialog will be displayed. Complete the requested information before selecting OK.

3. The order will be displayed. All information entered during the creation of the quote will be displayed. The
underlying quote and opportunity (if applicable) will be marked as closed.

To convert an opportunity into an order, carry out the following:

1. With the opportunity open in the form view, select Orders in the form navigation panel:
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ﬁ Opportunity

Add

List Tools

Customize Crders

=
=
=

2 Delete Order

) Connect .

P

(& Closed Activities
$ Relationships
l@] Connections
33 Documents

= Audit History

4 Sales
|j Orders
|j Invoices
a Competitors

i Bulk Delete i
Add New  Edit Send Direct Assign
Order E-mail Orders
Records Collaborate
Information Opportunity
General test
e . Potential Customer
Notes & Activities 45 Ben Weston
Quotes
Prefi : -
reterences = Orders: Order Associate
Related O | Name
4 Common
| Activities

0 -0 of 0 (0 selected)
All # A B C D

2. Select Add New Order on the ribbon.

3. A new order will be created and opened in the form view. The order will automatically carry forward all of the
information entered during the opportunity phase, for example product lines. When the order is created, the
opportunity is automatically closed with a status of Won.

Order | Add Customize Exeter Chiefs &
[
H I I | gl save & New —i [ Fulfill Booking %, Get Products % ke, EASharing + @ @
X Delete = bﬁCarce\ Booking g3 Lock Pricing = L‘{E]Ccpya Link =W i
Save  Save & Create Connect Assign Run start Run
Close Invoice E‘z Recalculate [l Look Up Address - =E\1 E-mail a Link Workflow Dialog Report-
Save Actions Collaborate Process Data
Information I;‘] Order Tele
General test
ez Customer %3 Ben Weston Total Amount £11 250.00
Additional Information
Addresses
Administration ~ General ~
Notes OrderID* Status Reason New
Name *
Related frest
* * = "
D — Customer 85 Ben Weston fﬂ Currency £ Pound Sterling ,ﬂ
|i5 Products a Order Contact |85 Ben Weston fﬂ Price List * |_§ Diamond fa
8= Other Contacts
7:;] o Totals
= Activities
[® Closed Activities Detail Amount | £ 1125000 Prices Locked * O
[®) Connections
Total Amount £ 11,250.00 Payment Method * e
4 Audit History [ £ 125000 o I
?} Service Activities Total Amount Inc | £ 13,500.00 PO/ Authorisation | v
VAT Mumber
4 Sales
B mwoices Status Active

4. Complete the additional information requested, for example event details and group booking details. In addition
you can open the individual line items and edit the details relating to those.

5. Once the details are complete, select Save to commit the order.

UPDATING SERVICE ACTIVITIES

If you are using service activities to book the use of resources carry out the following to update the activity:

1. With the order open, select Service Activities under the service area of the form navigation.
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List Tools el

Order Add Customize Service Activities

= =] el o s
-=| -=| . 7 1

by,
Add New Service Add Ex\st\_n%ySemice Edit Assign Service Fi
Activity Activi Lf

Activities
Records Collaborate Curl
Information @ Order
— Sales Opportunity
Line ftems Customer 83 Adam Law

Event Details
Group Bookings
Addresses

"_r‘?: Service Activities: Service Appoi

Administration | Subject

Notes

Related

4 Common
| Products
=] Other Contacts
[ Activities
L& Closed Adtivities
l@] Connections
A Audit History

4 Sales

4 Service
[ seniice Activities

0-0 0f 0 [0 selected)

2. Select Add Existing Service Activity on the ribbon.

3. The Look Up Records dialog will be displayed allowing you to find the service activity created during the opportunity

phase of the sales process. Select the activity before clicking OK to continue.

4. The activity will be listed under the Service Activities view on the opportunity form (it may be necessary to refresh
the grid). If you need to update the activity, for example changed the status, double click over the activity name to

open the details in the form view.

RUNNING SALES ORDER REPORTS

From the order you can generate a booking confirmation and event sheet using the information entered

5. Toreview a copy of the order, select Run Report followed by <report name> from the ribbon.

6. The order details will open in the Report Viewer:

=
Edit Fitter
Select information that needs to be displayed in the ltem Details area:  Product ID, Quantity, Price per unit [V]
———
4 4 1 of1 b Pl @ 100% - Find [Net - % @&

Order: Marian Routledge

To: From:

Marian Routledge CRM2011 Administrator

Total Amount: £12,700.00 QOrder ID: ORD-01038-G5YBL7Y

Shipping Method: Date: 18/03/2013

Requested Delivery Date:

Payment Terms:

Shipping Information

Ship To: Bill To:

Product ID | Product Quantity Price| Sub Total

BCFCSEAQ1 |Boardroom Club 4.00 £3,200.00( £12,700.00
Total Tax £0.00
Total £12,700.00

18/03/2013 13:40 Prepared by : CRM2011 Administrator Page 1of 1
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7. From the Report Viewer you can carry out the following actions:

8. Toclose the report select Close from the File menu.

To create an order without an opportunity, carry out the following:

e  Export the Report. Select the Export button (= ~) to export the report. A drop-down list will be displayed

allowing you to select the format used to save the report (e.g. CSV, PDF).

e  Print the Report. Select the Print button ( e ) to print the report to an appropriate printer connected to

the computer.

1. Select Contacts in the Workplace > Customers Navigation Panel. A list of contacts meeting the current view criteria
will be displayed.

2. Double-click over the appropriate contact record. The details will be opened in the form view.

3. Select Orders under the Sales heading on the form navigation panel (highlighted below).

ﬁ Contact Add Customize Orders

List Tools

j /% Delete Order &) Connect
- [ Bulk Delete
Add New  Edit Send Direct Assign
Crder E-mail Orders
Records Collaborate
i Contact
Information %

General

QOther Details
Administration
Motes
Conflicts Tab

Related
L Lredit Accounts
Lg% Product Beneficiaries A
_% Product Users
_& Referrer
_& Referral
£f opportunities
|5 Orders
_& Associated Cashless ...
4 Sales
,_j Opportunities
|_:3 Quotes

| |51 Orders I

=] Invoices

"~ Marian Routledge

i Orders: Order Associate|

Filter on: | Active

| Mame

1. Select Add New Order on the ribbon.

2. Ablank Order form will be displayed:
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W oroer | oo

Eden Project Test &

04 Service Activities

4 Processes
@ Workflows
Dialog Sessions

Total Amount

Total Amount Inc.

n—.

)

0.00

Payment Terms

PO/ Authorisation

Customize
I I I ! Iy Save & New j |2 Fulfill Booking "% Get Products (] y FASHaring - C) =1 =
X Delete |} Cancel Booking %} Lock Pricing [ % Copy a Link E g -
Save Save & Create Connect Assign : Run Start Run
Close Invoice [T Recalculate [ Look Up Address - 7] E-mail a Link Workflow Dialog Report~
Save Actions Collaborate Process Data
Information Order Orders v| i | ¥+ |
General New
e litEme Customer |83 Marian Routledg Total Amount
Event Details
Group Bookings
Addresses ~ General ~
Administration Orderio* | Status Reason v
Motes
Mame * | |
Related Customer * %= Marian Routledge @ Currency * &% Pound Sterling @
4 Common Order Contact %= Marian Routledge @ Price List * @
=b
B Products
Lic Braduc Accreditation e |
[@3 other contacts Application
.ng ALITES How did you hear | V| Where did you hear |
@ Closed Activities about us?* about us - details
l@] Connections Description
B Audit History A
4 Sales W
Invoices Totals
4 Service Detail Amount Payment Method * | M

Status

Complete the requested information ensuring all mandatory fields are completed.

Select Save on the ribbon to save the details entered but leave the order form open.

Select Products in the form navigation area.

Select Add New Order Product on the ribbon.

A blank Order Product form will be displayed:

441 Microsoft Dynamics CRM Green 4 DBA @
Order Product | Customize Eden Project Test o
%Save&New [1& ad Sharing - O =) [
H X Delete @ % Copy a Link - ok _g
Save Save & Look Up Run Start Run
Close Address j E-mail a Link Workflow Dialog Report+
Save Actions Collaborate Process Data
Information Order Product Order Products v
General New
Food and Drink
~ General ~
I JE— i
Select Product @ Edisting O write In ‘Write-In Product
4 Common o
B audit History Existing Product ™ ﬁ Unit *
4 Processes
& oo e e E—
Dialog Sessions (Comma Separated)

Pricing

Pricing

Price Per Unit
Volume Discount
Quantity *
Amount

Manual Discount

Extended Amount

~ Food and Drink

(®) Use Default () Override Price

Start Time

End Time

II &l fﬂ“

Complete the following details:
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Select Product. Ensure the Existing option is selected. The Write In product should only be used if entering
the details of an ad hoc product that is not in your product catalogue.

Existing Product. Use the Look Up Records dialog to search for the product the customer is interested in.
Unit. Use the Look Up Records dialog to select the default unit for the selected product.

Write-In Product. Use to enter the name of an ad hoc product that does not exist in your catalogue.
Seat Numbers. If seats are to allocated to the customer, enter the details in a comma separated list.

Event. Use the Look Up Records dialog to search for the event that the product relates to. Use the New
option on the Look Up Records dialog if the event does not already exist.

Quantity. Enter the number of places the customer is requesting.

Start/End Time. Enter the start and end times for the product (e.g. guided tour times).

9. Select Save on the ribbon to save the details entered but leave the form open.

10. The Pricing information will automatically update using the prices held within the system for the selected product. If

required

you can manually change the price charged as follows:

Manual Discount. To offer a manual discount on the total price charged, enter the amount into the Manual
Discount field. For example to discount the price by £100 enter 100.

Override Price. To discount each individual place, for example to charge £80 pounds instead of £100 per
place booked, select the Override Price option. When this option is selected you will be able to manually
enter a price per unit.

To see the effects of the changes made to the prices, select Save on the ribbon. The form will remain open but the

pricing details will be updated to reflect the changes made.

11. Once the details are complete select Save & Close on the ribbon.

12. The Booking form will be re-displayed. The newly added product will be listed in the Line Items grid.

' Multiple products can be added to the order using the method described above. The products added do not
= have to relate to the same fixture, series or event.

13. Select Recalculate on the ribbon to update the order pricing information (note it may be necessary to select the
Order tab (highlighted in the image below) at the top of the form). Note, to update the Price Including VAT price

select Re

calculate a second time.

14. To review a copy of the order, select Run Report followed by <report name> from the ribbon.

l] I Iy Save & New |5 Fulfill Booking 48 Get Products % ;, ,.‘.S_lsharingv @ Eg
X Delete |5 Cancel Booking g3} Lock Pricing e (% Copy a Link a —
Save  Save & Create - Connect Assign ___ Run Sta Run
Close Invoice E‘z Recalculate G Look Up Address - E\' E-mail a Link Workflow Dial Report -
Save Adtions Collaborate Process Run on Current Record
G4 5P Order
Information D Order
General test
LT L Customer 85 Marian Routledc  Total Amount £1,500.00 Total Amount Inc. VAT £1,800.00
Additional Information
Addresses
Administration ~ General
Mame *
Related ftest |
15. The order details will open in the Report Viewer:
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Edit Fiter
Select information that needs to be displayed in the Item Details area:  Product ID, Quantity, Price per unit || View Report
{4 41 oft b bl @ 100% - Find | Next b » (3 @&

Order: Marian Routledge

To: From:

Marian Routledge CRM2011 Administrator

Total Amount: £12,700.00 QOrder ID: ORD-01038-G5Y8LT
Shipping Method: Date: 18/03/2013
Reguested Delivery Date:

Payment Terms:

Shipping Information

Ship To: Bill To:

Product ID | Product Quantity Price( Sub Total

BCFCSEAD1  |Boardroom Club 4.00 £3,200.00| £12,700.00
Total Tax £0.00
Total £12,700.00

18/03/2013 13:40 Prepared by : CRM2011 Administrator Pagelof1

16. From the Report Viewer you can carry out the following actions:

e  Export the Report. Select the Export button (= ~) to export the report. A drop-down list will be displayed
allowing you to select the format used to save the report (e.g. CSV, PDF).
e  Print the Report. Select the Print button ( e ) to print the report to an appropriate printer connected to
the computer.
17. To close the report select Close from the File menu.

Once an order has been created within Microsoft CRM it is possible to continue to update the record whilst it remains active,
for example you can enter the details of when the order has been fully paid and when tickets have been distributed.

To edit an order:
1. Select Orders in the Sales Navigation Panel. A list of orders meeting the current view criteria will be displayed.
2. Carry out a search for the order.
3. Double-click over the appropriate order to open the details in the form view.

4. Edit the details as required before selecting Save and Close on the ribbon.

To create an activity related to an order:
1. Open the appropriate order record in the form view.
2. Select Activities in the form navigation panel. A list of activities linked to the opportunity will be displayed.

3. Select Add New Activity from the ribbon. A list of available activities will be displayed:
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| List]

ﬁ Order Add Customize At
"”_’.’i q}:jl X Delete Actiy
7 = a

; = =i Bulk Delete

Add New| Add Existing  Edit
Activity | Activity

L 2] Task L\\:
@ Fax o
! P
&9 Phone Call te
4 E-mail
Q Letter e

% Appointment

8 service Adtivity

‘& Campaign Response
[E Recurring Appointment

_& Vetting Outcome

4 Common
|:c@ Products
&3 Other Contacts
[ Activities

[ Closed Activities
EL .

4. Once the activity type has been selected, the appropriate form will be displayed. Complete the requested
information including:

e Subject. Enter a descriptive name for the activity.

e Regarding. Use to link the activity to another record, for example event or person.
e  Owner. Your Microsoft CRM username will be automatically entered.

e Duration. Enter the duration of the activity.

e Due. Enter when the activity is due to be completed.

5. Once the information is complete select Save & Close on the ribbon.

i ! ": Service activities can be created to book resources using this method.

Once an order has been fulfilled, i.e. all of the fixtures, series and events linked to the order have been completed, the order
can be deactivated. Deactivated orders will remain within Microsoft CRM, but will not appear in the majority of views. To
fulfil an order:

1. With the order open in the form view, select Fulfil Order on the ribbon.
2. The Fulfil Order dialog will be displayed.

3. Update the details as required before selecting OK to continue.

: ! "-\, You will be unable to edit fulfilled orders.

If an order is cancelled, it is best to deactivate the order record. Deactivated orders remain within Microsoft CRM, but are not
displayed in most views. Deactivated records can be re-activated if necessary, please contact your system administrator for
assistance.

+44 (0) 845 508 8149 | support@greendsolutions.com 37 |
Page



To deactivate an order in Microsoft CRM:

1.
2.
3.
4.

5.

Open the order record in the form view.
Select Cancel Booking from the ribbon.

The Cancel Booking dialog will be displayed.

The Status will be automatically set to Cancelled. Use the drop-down list to select the Status Reason.

:,‘3 Cancel Booking -- Webpage Dialog PS

Cancel Booking

Provide cancellation information for this booking.

Booking ID ORD-01027-J0J5Q0

Status Reason

Cancel Date [03112/2013 |

Description

v
0K || Cancel |

& Internet | Protected Mode: On ﬁ

Once the details are complete, select OK to continue.
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The Corporate Sales module uses standard CRM products and price lists to populate opportunities and orders. Setting up

products

in Microsoft CRM is a three stage process:

1. Create your price lists

2. Add your products

3. Link your products to your price lists

Within M
common

icrosoft CRM you should create a price list of each set of products you sell. For example the following would be a
example for a sports club:

Price List

Usage

A Games

B Games

C Games

Season

Event

Used for pricing products sold for A fixtures (i.e. your premium fixtures).
Used for pricing products sold for B fixtures (i.e. your second tier fixtures).
Used for pricing products sold for C fixtures (i.e. your lowest tier fixtures).
Used for season-long products.

Used for special events, e.g. golf days

The above table is only an example, and using Microsoft CRM it is possible to create price lists to meet the needs of your

organisat

To create

ion.

a price list:

1. Select Product Catalog in the Settings Navigation Panel. The Product Catlog Work Area will be displayed:

ikl Microsoft Dynamics CRM

Home
232 7 A

Mew Mew Import Advanced
Activity » Record » Data Find

Mew Tools

Settings fit | B2~ | Product Catalog

-

4 Green 4 Settings

™ Product Variant Edit It is recommended that you set up your product catalog in the following order:
rodu arian itor

Product Channel Edi... . i i
| ' H Discount Lists
é Promotion Types H A discount list contains the specific discounts that can be applied to a produdt, based on volume purchased. In this section, you create,
Communication Setti... manage, and delete discount lists in the product catalog.
19; Communication Plug...
g skidata p= Unit Groups
4 Business A unit group contains the base unit a product is available in, such as a liter, and then lists all the different increments that this base
unit is packaged for sale. For example, if the base unit is a two-liter bottle, then that product could be sold individually as a two-liter

i .
&4 Business Management bottle orin a case containing 6 two-liter bottles. In this section, you create, manage, and delete units and unit groups in the product

-}j Templates | catalog.
(] workplace
=| Price Lists
—lﬁ Sales L A price list specifies what prices can be charged for each unit in the unit group of a product. In this section, you create, manage, and
- ~ w— delete price list line items and price lists in the product catalog. You associate and disassociate products with price lists, You also specify
L-’:)?? Marketing various pricing options in the price list line items, such as the gquantity selling option, the pricing method, and the rounding options.
ﬁ Loyalty
Products
ﬁ Booking Management A product is an item in the product catalog that you want to sell to your accounts. In this section, you add new products to and modify
information for existing products in the product catalog. You activate or deactivate products, and also reclassify them to move them to
ﬁ Venue Management other areas of the product catalog (and subject tree).
ﬁ Service
| settings -
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Select Price Lists in the work area.

A list of price lists meeting the current view criteria will be displayed:

Price Lists
I

View

Charts Customize

Al Microsoft Dynamics CRM

Activ =3 C Link - _ i
= 1] Activate =3 Copy aLin Ch % U‘:; fx» Export to Excel lﬁ
— 144 Deactivate ﬂ E-mail a Link . = . — “F Filter
Mew Edit Run tart Run Import Advanced
X Delete . Workflow Dialog Report~ Data~ ind
Records Collaborate Process Data
Settings fa Ca- L . s
= 2 Price Lists: Active Price Lists ~

4 Green 4 Setti -
reen -2 [l | Mame | Currency
T Product Variant Editer 3 Ac pound Sterii
T eroduet Channel Edi... (] ame ound sterling
& Promation Types [I[Z= BGame Pound Sterling
Communication Setti... DL% C Game Pound 5terling
{GF Communication Plug...  ||[F[2 Bxec Pound Sterling
-‘% skidata DL% Premium Pound Sterling

4 Business [l season Pound Sterling
'I%f LB [T e [l season 201213 Pound Sterling

-
=1 Templates |:||__§ standard Pound Sterling
a3
[ workplace
| B sales

To create a new Price List, select New on the ribbon.

A blank Price List form will be displayed:

Price List Customize STADIUM  2x
1
%SEVEB{NEW 1 Sharing - |
H (w')
/7 Delete {7 Copy a Link = . —_
Save Save & Run Start Run
Close 7/ E-mail a Link Workflow Dialog Report~
Save Collaborate Process Data
Information ul*. Price List — )
L General New
Related +* General
4 Common Mame *
L=
9 Start Date [Fw| EndDate =20
4 Processes Currency * B4 pound Sterling [
G Description
(=]

Complete the following details:

list and should therefore be relevant.

]
[ ]
immediately.
[ ]
available indefinitely.
]

+44 (0) 845 508 8149 | support@greendsolutions.com | www.green4solutions.com

Name. Enter a name for the price list. The name will be used by others to identify the purpose of the price

Start Date. Enter a date when the price list comes into use. Leave blank if the price list will be available

End Date. Enter the date when the price list will cease to be available. Leave blank if the price list is to be

Currency. Your organisation’s default currency will be automatically displayed. Leave unchanged.
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e Description. Enter a description of the price list.

7. Once the details are complete, select Save & Close on the ribbon.

STEP 2: ADD YOUR PRODUCTS

To add a product to the product catalogue:

1. Select Products in the Sales Navigation Panel.

2. Alist of products meeting the current view criteria will be displayed:

Products View Charts Add Customize
".g 1) Activate . 53 Copy alink » Pe A g% UE_; =¥ Export to Excel [ﬁ
=] C 151 Deactivate — gl E-mail a Link . ~ i 7 Filter
New  Edit Reclassify Run Start Run  Import Advanced
)( Delete o Workflow Dialog Report~ Data« Find
Records Actions Collaborate Process Data
Sales fab < .
G Products: Active Products -
{=) MaiRELny Loty =
& competitors [T | Product Name D Product Type
%Pmd“m [C]# Abonnement 2013-2014 ABQ2013 Sales Inventary
*| Sales Literature
® Quotes ] Allen Suite Match HOSP24 Sales Inventory
|| Bookings [T AMC Communication Lounge Gold - Members Guests BCFCMZM10 Sales Inventory
5] Invoices D@ AMC Communications Lounge Gold BCFCM2MOS Sales Inventory
‘@ Quick Campaigns [C]#® AMC Communications Lounge Gold Under 165 BCFCMZMOG Sales Inventory
assel uite Matdl ales Inventory
G‘""‘ Bassett Suite Match HOSPOO Sales Invent
Goal Metri
ROIT ;”cs_ [7]# Bassett Suite Season HOSPOE Sales Inventory
ollup Queries -
[[]:#® Boardroom Club BCFCSEADL sales Inventory
-
QE Sales D@ Car Park Accadamy HOSF19 Sales Inventory
% Marketing ] carParkD HOSP1 Sales Inventory
B Loyatty [T Car Park East Stand HOsP2L sales Inventory
oyal
o [C]#® Car Park ECP HOSP22 sales Inventory
& Booking Management [C]C@ Car Park Pipeline HOSP20 Sales Inventory
ﬁ Venue Management D@ Centenary Club Seat HOSPO2 Sales Inventory
& [T]C# Executive Box Additional Match Seat HOSsPOT sales Inventory
Service
[C]#® Executive Box No Food HOSPOG sales Inventory
Z| Settings 1 -46 0f 46 (0 selected)

3. To create a new Product, select New on the ribbon.

4. A blank Product form will be displayed:
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Product | Add Customize Eden Project Test &
[
%Sa\re & MNew = 4d Sharing - =
H &S B @ . © &
144 Deactivate 4 L] (% Copya Link d '
Save Save & Add Price ConvertTo Run Start Run
Close ) Delete List Item Kit EE\:‘E-mailaLink Workflow Dialog Report-
Save Actions Collaborate Process Data
Information DJ Product Products ME IR
General ~ Admission & Guided Tour
Description
Motes ~+ General A Form Assistant >
Related GRPOO1 |
T — Name * |Admission & Guided Tour | Form Assistant Help o
(@ Substitutes Subject &  ProdudType Sales Inventory V] Select a lookup field.
2 Price List Items Unit . = - ity On Hand
B Documents nit Group %peautunt [ QuantiyonHand [ ]
< Audit History Default Unit * S PimayuUnit [  URL ]
4 Sales Currency B4 pound Sterling [G]  Resource =
IE] Sales Literature Cost
a Competitors osts
4 Processes Default Price List * |_§ Group Ea List Price | £
G{@ Waorkflows Decimals Supported I:I Standard Cost I £
@ Dialog Sessions *
Current Cost I £
~ Description
o rao

5. Complete the following details:

ID. Enter a unique ID for the product.

Name. Enter a name for the product. The name will be used by others to identify the product and should
therefore be relevant.

Resource. Use the Look Up Records dialog to select the resource the product uses. For example the room
you are selling hospitality for.

Unit Group. Use the Look Up Records dialog to select the default unit group.
Default Unit. Use the Look Up Records dialog to select the default unit.
Currency. The currency field will be automatically set to your organisation’s default currency.

Decimals Supported. Enter 0.

Leave all other fields unchanged.

6. Once the details are complete, select Save on the ribbon to save the details but leave the form open.

STEP 3: LINK PRODUCTS TO PRICE LISTS

The prices charged for products are determined by price list item records, which link the product to the price list. A product

may have a number of linked price list items, which allows you to charge different prices for the same product depending

upon the price list selected.

To create a price list item:

1. With the product open in the form view, select Price List Items in the form navigation panel.

2. Alist of price list items that have been previously added to the product will be shown:

+44 (0) 845 508 8149 | support@greendsolutions.com

42 |
Page

www.green4solutions.com



| List Tools 48 Microsoft Dynamics CRM
—
Product Add Customize Price List Items
= /4 Delete Price List Item 7 Copy a Link ‘:‘:‘:|
— | | ] L =
= 7 E-mail a Link z - Six
Add Mew Price List  Edit Set As Default Run Start Run  Export Price List
Item View Workflow Dialog Report~ Ttems
Records Collaborate View Process Data
Information [\’| Product
General ~ AMC Communication Lounge Gold - Members Guests
Description
Motes {2 Price List Items: Product Price List - Products ~ |
[ | Price List | Product | unit
Related -
Dk;%‘ C Game AMC Communication Lounge Gold -1 Primary Unit
4IIIIIT DL,% E Game AMC Communication Lounge Gold -1 Primary Unit
Substitut -
k? Hbstitutes Dk;%‘ A Game AMC Communication Lounge Gold -1 Primary Unit
.= Price List Items
31 Documents
& Audit History
To create a new price list item, select Add New Price List Item on the ribbon.
A blank Price List Item form will be displayed:
Price List Item Customize STADIUM &
u I % Save & New 124 Sharing |
7~ Delete 7 Copy a Link - —
Save Save & ~Run Start Run
Close 7| E-mail a Link Workflow Dialog Report-
Save Collaborate Process Data
Information E“" Price List Item .
L General New
Related ~ General
4 Common Price List * @ Currency 3
i
Product ™ (¥ AMC Communicstion Lounge Gol |G  Discount List =
4 Processes
¢ Unit * = Primary Unit @ QuantitySelling No Contral -
s Option
= Pricing
Pricing Method * Currency Amount A
Amount ™ ‘
Percentage ‘
Rounding
Rounding Policy
Rounding Cption
Rounding Amount

Complete the following details:

Price List. Use the Look Up Records dialog to select the price list the price list item relates to.
Product. The product will be automatically entered.

Unit. The unit will be automatically entered.

Currency. Use the Look Up Records dialog to select your organisation’s default currency.

Discount List. Use the Look Up Records dialog to select the discount list that applies to the product.
Pricing Method. Ensure Currency Amount is selected.

Amount. Enter the cost of the product.

Leave all other fields unchanged.

Once the details are complete select Save & Close on the ribbon
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7. Repeat the above process to link the product to each relevant price list. For example a hospitality product could be

linked to your A Game, B Game, C Game and Season price lists, with a different price charged for each. Whereas

your golf day would only be linked to the Events price list.

8. Once the price list items are complete, select Save & Close on the ribbon to save the product details.

DISCOUNT LISTS

Discount lists are used to provide volume related savings on products. To create a discount list:

1. Select Product Catalog in the Settings Navigation Panel. The Product Catlog Work Area will be displayed:

Home
232 7 &

Mew Me
Activity » Record » Data Find

MNew Tools

w Import Advanced

4#l Microsoft Dynamics CRM

Settings

fab | G3-

-

4 Green 4 Settings
T Product variant Editor
[T Product Channel Edi...
_% Promotion Types
Communication Setti...
{9} Communication Plug...

@ skidata

4 Business
% Business Management
.l:j Templates haall f

:ﬁ Workplace

I sales

|'__%a Marketing

ﬂ Loyalty

ﬂ Booking Management
ﬂ Venue Management
ﬂ Service

QSeﬂings -

Product Catalog

It is recommended that you set up your product catalog in the following order:

Discount Lists

A discount list contains the specific discounts that can be applied to a produd, based on volume purchased, In this section, you create,
manage, and delete discount lists in the product catalog.

Unit Groups

A unit group contains the base unit a product is available in, such as a liter, and then lists all the different increments that this base
unit is packaged for sale, For example, if the base unit is a two-liter bottle, then that product could be sold individually as a two-liter
bottle orin a case containing 6 two-liter bottles, In this section, you create, manage, and delete units and unit groups in the product
catalog.

Price Lists

A price list specifies what prices can be charged for each unit in the unit group of a produdt, In this section, you create, manage, and
delete price list line items and price lists in the product catalog, You associate and disassociate products with price lists, You also specify
various pricing options in the price list line items, such as the quantity selling option, the pricing method, and the rounding options.

Products

A product is an item in the product catalog that you want to sell to your accounts, In this section, you add new products to and modify
information for existing products in the product catalog. You activate or deactivate products, and also reclassify them to move them to
other areas of the product catalog (and subject tree],

2. Select Discount Lists in the work area.

3. Alist of price lists meeting the current view criteria will be displayed.

4. Select New on the ribbon.

5. The Create Discount List dialog will be displayed. Complete the following:

e Name. Enter a name for the discount list.

e Type. Select either Percentage (if you are going to offer a percentage discount) or Amount (if you are going

to offer a monetary discount).

6. Once the details are complete select OK to continue.

7. The Discount List form will be displayed.
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E Discount List | Customize Blackpool g
o . .
I I s34 Deactivate | Sharing ~ @ @ ;g
x Delete L‘]ﬁ Copy a Link J
Save  Savedt ; Run Start Run
Close ‘ﬂ E-mail a Link Workflow Dialeg Report -
Save Collaborate Process Data
Information @ Discount List Discount Lists ME AR 4
L General o 5/10/20 %
Related v General
4 Common Mame * 5/10/20 % | Type Percentage W
4} Discounts
H Audit History CLEEncy =
P Description
@{g Workfiows |
[E] pialog Sessions ~

8. Select Discounts in the form navigation area.

9. Alist of discounts that have been linked to the discount list will be displayed. Select Add New Discount on the
ribbon.

10. A blank discount form will be displayed. Complete the following details:

e Begin Quantity. Enter the number of items the purchaser has to add to their order before the discount will
be applied.

e End Quantity. Enter the number above which the discount will no longer apply.
e Percentage / Amount. Enter the discount to be applied either as a percentage or amount.

44 Microsoft Dynamics CRM CRM-VPC Administrator ‘¢

Discount | Customize Blackpool &
I I % Save & New ] Sharing - 3 |

)

X Delete 7 Copy a Link =t i ="
Save  Save & Run Start Run
Clase :f E-mail a Link Workflow Dialog Report«
Save Collaborate Process Data
Information l_@. Discount Discounts ME IR
L General New
Related - General
4 Common Begin Quantity * | |
B Audit Histor
End Quantity * | |
4 Processes
G{f— IS Percentage * | |
HIE::.’&:::':

11. Once the details are complete, select Save & Close to return to the discount list. Repeat the above process for all
price breaks.

FACILITIES

Within the Green 4 Corporate Sales Process module, the standard facilities entity is used by products. To create a facility
record, carry out the following:

1. Select Business Management in the Settings > Business Navigation Panel. The Business Management Work Area will
be displayed:
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iCloud

BNEE | Home

Mew Mew
Activity - Record =

Mew

Import Advanced
Data Find

Tools

7 A @

Help

Help

4 Eden Project Test
1> [[£] Workplace

13 @ Sales
3 @ Marketing
[ ﬂ Accreditation Management
U i service
4 @ Settings
[> [ Green 4 Settings
4 [ Business
& Business Management
D Templates
Ld Product Catalog
[> (3 System
[> [ Customization

£
FY

[ O3 Process Center L 4
[ ﬁ Resource Center -

I [~ mai

I_g;"' Eden Project Test

‘Calendar

Contacts

el -

Which feature would you like to work with?

Fiscal Year Settings

Set the start date, template, and display options
for the fiscal year and fiscal period used for
tracking sales goals.

Business Closures

Create a list of holidays and other times when the
business is closed,

Queues

Create new queues. Modify existing queue
information, such as business unit and owner,
and delete queues,

Salespeople with Quotas

Add new salespeople, Add quotas to salespeople.

Edit information about salespeople and
deactivate salesperson records,

Services
Add new services for service scheduling. Modify
i i : A rhinimb o macicdi

Goal Metrics

Define and manage the kinds of goals that your
organization tracks.

Facilities/Equipment

Add facilities and equipment for service
scheduling. Modify information about resources
and delete existing resources.

Resource Groups

Add new groups and new members to existing
groups for service scheduling, Modify the group
description and delete members from groups or
the groups themselves,

Sales Territories

Create new sales territories and assign territory
managers. Add and remove members, modify
territory information, and delete territories.

Sites

Create new sites or office locations where service
bimme falon

ID

diysiaqualy 0041 % -~

syse] 7 :Aepo) 4

SPEIUOD HIND B

2. Select Facilities/Equipment in the work area.

3. Click New on the toolbar above the list of existing facilities:

B View: |Loca| Facilities/Equip

Mew | |(5 | x @]Add Connection GﬁRunWork‘flow... StartDiang | More Actions =

O Rainforest Biome

Eden Project Test

O | mame = | Business Unit |
O Core Suite Eden Project Test
O Gallery Eden Project Test
O Med Biome Eden Project Test

4. Complete the requested details before selecting Save & Close on the ribbon.

SERVICES

To set up a service that can be called from the service calendar carry out the following:

1. Select Business Management in the Settings > Business Navigation Panel. The Business Management Work Area will

be displayed:
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4[] Settings g
[ [ Green 4 Settings . s . F
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LS Product Catalog E"
_ &
" [ System - Queues "% Resource Groups B
s ﬁ Customization Create new queues. Modify existing queue Add new groups and new members to existing =
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[
. ﬁ R CEpIEe Sy vl the groups themselves,
[~ mail 8
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2. Select Services in the work area.

3. Click New on the toolbar above the list of existing services:

Search for records 2 View: |ﬁctive Services

gNew = | | @ﬁRunWork‘Flow... StartDiang | More Actions -

O | Mame = | Duration |

(1€ venue Booking 1 hour

4. Complete the following details:
e Name. Enter the name for the service.

e Scheduling. Complete the default scheduling information.

e Required Resources. Click on Resources in the dialog that is shown:

= Required Resources

Commaon Tasks os5e 1 From The same site From 1& Click to select QGuantity=

Diefine the resources reguired to schedule
thiz service

&]. Add Resources

Add users, fadlities/equipment, and
teams to 3 selection rule.

Add Resource Groups

ﬁ Add a Selection Rule Click to add| Resources,|Resource Graups or a Selection Rule

The Look Up Records dialog will be displayed. Select the resources that can be used for the service you are defining. For

example select the rooms that can be hired. Click OK to continue.

5. Select Save & Close on the ribbon.
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