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ABOUT THIS DOCUMENT

This document has been prepared as a User Guide for the CRM 2015 Corporate Sales Cycle.

NON-DISCLOSURE

All information contained in this document is to be treated as confidential information provided for the
purpose of using Green 4 Solutions modules.

COPYRIGHT

© 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.

DOCUMENT CONTROL
Version Initials
V1.0 15/10/2015 This is a new document JW
CONTACT

Any correspondence should be addressed to:
Product Development

Green 4 Solutions Limited
16-17 Midland Court
Cenftral Park

Butterworth
Leicestershire

LE17 4PN

UK

Phone: +44 (0) 845 508 8149

Email: support@green4solutions.com

Web: www.green4solutions.com
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INTRODUCTION

The purpose of this document is to infroduce you to
the Go's Corporate Sales module and guide you

through the functionality available. Depending upon
your installation of Go's Corporate Sales and the
permissions that have been granted to you, this guide
may describe functionality that is not currently
available on your system, for more information please

contact your system administrator.

APPLICATION LAYOUT

When working in 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 CRM window are:

SOLUTIONS@

CORPORATE SALES CYCLE

CEal

e Navigation Bar. Used to select functional areas of the application. The functionality available via
the navigation bar is spread across a number of folders, which can be accessed by selecting the
appropriate tab in the navigation bar, 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 change as you move around the application.

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

iy Microsoft Dynamics CRM «

ft | WORKPLACE v

Contacts

w

=+ NEW T DELETE | ~

O] COPYALNK | ~ & EMAILALINK | ~

[F] RUN REPORT =

{3 EXPORT TO EXCEL i,mpom%m v e

N

Navigation Bar

My Active Contacts ~

Ribbon

«* Full Name E-mail Parent Customer Business Phone
o Amy Coote CAmy@gd.com Beachwood School 0823461123
Andrew Duncan andrew@greendsolutions....  Green 4 Solutions
Andy King Kingy@g4.co.uk Frampton College 073671240
Annabelle Lane Alane@gd.com Stanley Moore Secondary... 8333412
Catherine Perryman catherine.perryman@gree..  Green 4 Solutions 084445553333
Charlotte Wright R.Charlotte@g4.com Wright Consulting 789-563-2345
Chris Theodorson chris.thecdorson@greends...
Danny Drinkwater D.Drinks@g4.co.uk Huntington Primary Schoal 0833724563 WorkS AreO
Elizaheth Atherton LAtherton@ad com Lislers Secondary School 1455438

+ 44 (0) 845 508 8149 | support@green4dsolutions.com | www.green4solutions.com
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VIEWS
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Within CRM, lists of data, for example a list of Contacts, are displayed in Views. Views have filters applied,
fo limit the data that is displayed. For example My Active Contacts will only display Contact records that
you own and that are sef to active in the database. An example is shown below:

Y | WORKPLACE ~

Contacts

-

At Microsoft Dynamics CRM «

+ My Active

W' Full Name
Amy Coote
Andrew Duncan
Andy King
Annabelle Lane
Catherine Perryman

Charlotte Wright

=+ NEW T DELETE  ~

O copy a UK | -

Contacts v

& EMAILALINK | ~

E-mail

CAmy@gd.com
andrew@greendsolutions..
Kingy@gd.co.uk
Alzne@gd.com
catherine.perryman@gree...

R.Charlotte@g4.com

[¥] RUN REPORT ~

Parent Customer
Beachwood School

Green 4 Solutions
Frampton College

Stanley Moore Secondary...
Green 4 Solutions

‘Wright Consulting

{3 EXPORT TO EXCEL

Business Phone

0823461123

073671240

8333M2

084445553333

T789-563-2345

i IMPORT DATA

- (1T}

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

view:

¢ Change the View. When you select an entity (for example Contacts) in the navigation panel, your
default view will automatically be displayed. You can also choose alternative views by selecting
the small arrow next to the name of the existing view. A selection of available views will be listed.

To pick a different view click on the appropriate option in the list:

A Microsoft

DynamicsCRM +« #

WORKPLACE v

Contacts

NEW

DELETE =~ a4 CO

+ My Active Contacts ~

System Views

Actwe Contachy

Active Contacts Subgria View
BenTest

Contacts Being Followes

Contacts | Fokow

Contacts: influenced Deas That We Won

Contacts: No Campaign Activities in

Contacts: Mo Qrdes i Last € Mot

Last 3 Months

Contacts: Responoed t0 Canmpaigns in Last & Mo.

i=actve Contacts
My Active Contacts
My Connections

On roig Cortacts
My Views

Last Name

Creste Personel View

gve Siters a5 N

ey =]

sen d

- o wge
anhe e Sex

05429542
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e 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.

= My Active Contacts -

The list of records displayed will update to show 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.

e 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.

+ My Active Contacts ~
| v | Full Mame E-mai Parent Customer Business Phone
Amy Coote CAmy@g4.com Beachwood School 0823461123
Andrew Duncan andrew@greendsolutions..  Green 4 Solutions
Andy King Kingy@g4.co.uk Frampton College 073671240
Annabelle Lane Alzne@gd.com Stanley Moore Secondary.. 8333412
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FORMS

Within CRM, information is collected using Forms (an example of which is shown below).

4is Microsoft Dynamics CRM « CORPORATE SALES v  Contacts | v  Lara Green | v
+ new [ DEACTIVATE 33 CONNECT | = [ ADD TO MARKETING LIST §3 ASSIGN & EMAILALINK X DELETE ==+
CONTACT ™
Summary
CONTACT INFORMATION POSTS
Full Name ® Lara Green Enter post here POST
Job Title Consultant Both Auto posts User posts
Parent Customer = D — | Matchday Mascot
E-mail greendlara@gmail.com ro Opportunity: Created by Systerm Administrator for Contact Lara Green.
User Name greendlara@gmail.com On Matchday Mascot's wall
Today
Password greendsolutions
Lara Green
Business Phone 07815125533 FB  Contact Created By svsTEM,
Mobile Phone 07815125533 On Lara Green's wall
20/02/2015 11:28
Fax --
Preferred Method © Ay
Address 19 Butterscotch Avenue
Tilton
Harod H21482

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

Appearance Description

Text ) Enter the requested information directly info
E-mail - .
the box provided

Date Birtheay = -|| | Enfer 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 Available Offline No Click for the required answer.

Drop- Beneficiary Requirer Not Required Select the rgquired option from The list of

Down values provided. To access the list of values
click within the field.

Look Up B [ “] | Select the required value from those

displayed after selecting the magnifying
glass. If the value is not displayed, select
Look Up More Records or to create a new
value select +New

+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 7|Page
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1. CONTACT AND ACCOUNT MANAGEMENT

Contacts and Accounts are key records within CRM. are used to represent individuals,
whereas are used to represent the organisations and businesses that you interact with.

Contacts and Accounts can be within CRM.

The following sections describe how to work with Contacts and Accounts in CRM.

1.1. CREATE A CONTACT

To create a Contact complete the following instructions:

a) Select or hover over the Microsoft Dynamics CRM tab before clicking Corporate Sales from the
drop down list of the navigation bar.

Ih Microsoft Dynamics CRM ] Iy

CORPORATE SALES +~

‘7. .'.(.

WORKPLACE CORPORATE SALES

MARKETING

b) Hover over the Corporate Sales tab and from the drop down select Contacts.

CORPORATE SALES Sales Literature | v

Al Microsoft Dynamics CRM ~

Unknown0

= 2]

ACCOUNTS CONTACTS

‘OPPORTUNITIES

c) The Contact View with the list of My Active Contacts will be displayed. Select New in the ribbon.

Contacts | v

Ay Microsoft Dynamics CRM ~ Y

CORPORATE SALES ~

4+ nEw ]| W DELETEl » [ COPYAUNK | v e EMAILAUNK | ~ [F] RUNREPORT > [ EXPORT TOEXCEL iy IMPORT DATA
+ My Active Contacts ~
~*  Full Mame E-mail Parent Customer Business Phone
B Amy Coote C.Amy@g4.com Beachwood School 0823461123
Andrew Duncan ancrew@agreendsolutions...  Green 4 Solutions
Andy King Kingy@g4.co.uk Frampton College J73671240
Annabelle Lane Alzne@gd.com Stanley Moore Secondary.. 8333412
Anft Richards
Bob Bradley
Catherine Perryman catherine.perryman@gree..  Green 4 Solutions 084445553333
Charlotte Wright R.Charlotte@g.4.com Wright Consulting T89-563-2345

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

e

f)

g
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A blank Contact Form will be displayed. You must enter all of the mandatory fields (all fields with a
red asterisk) and any fields marked with a blue cross are recommended fields but do not have to
be completed. As the field is selected, an outline to the field will appear.

CONTALT INIURME TN

SOCINT (RS

SOCINT OB

Vo Wt paaa . M R

"oy e regr— -
e

i . i

COMTACT PITIRWTEY

| en i

Click Save and Close on the ribbon. The new contact is now saved in CRM.

A Contact can be edited at any point by reopening the relevant Contact form, making the
changes and selecting the save icon in the bottom right hand corner of the form.

If a Contact is no longer active, their record in CRM can be deactivated 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 open up the relevant Contact record in form view before
selecting Deactivate on the ribbon.

A Microsoft Dynamics CRM v #Y | WORKPLACE v  Contacts | v Andrew Duncan | v

=+ new | [8 DEACTIVATE "'},CONNECT ~  [F ADD TO MARKETING LIST éﬁ- ASSIGN =5 EMAILALINK X DELETE ==

d Note. You can use the Parent Customer field to link the Contact to an Account record (for
: 1 5

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.

+ 44 (0) 845 508 8149 | support@green4dsolutions.com | www.green4solutions.com 9|Page
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1.2. CREATE AN ACCOUNT

To create an Account complete the following instructions:

a) Select or hover over the Microsoft Dynamics CRM tab before clicking Corporate Sales from the
drop down list of the navigation bar.

Microsoft Dynamics CRM v CORPORATE SALES +

L 0

WORKPLACE MARKETING

Sales Literature | v

22

CONTACTS

soft Dynamics CRM v Y | CORPORATE SALES ~

4+ NiW DELETE  » YOO ALK+ oo [MAILA LN * [3) RUN RESORT « 8 ©0RT 10 D & MPORT DATA =

+~ Active Accounts ~
fame ™ frimary Cortart E-mal (Paracy Contacy,
007 lamves Bone JAmes00m0B g reendofoNs com
Beacnwood Scnoo &y Coote C Ay -‘r;-: Lo

Ovmgonas Lid

Frarepion College Angly rg gy O o
GGG Ls
Green & Soatons Ohristopes jefheyt Cletre S gesrdcom

Green 4 Gowg

G 4 Solitome

d) An Account Form will be displayed. Again, you must enter all of the mandatory fields (all fields
with a red asterisk) and any fields marked with a blue cross are recommended fields but do not
have to be completed. As the field is selected, an outline to the field will appear.

! INew Acco Stz

- — -

o r———

N S—— Py
+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 10 |
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e) Click Save and Close on the ribbon. The new account is now saved in CRM.

f)  An Account can be edited at any point by reopening the relevant Account form, making the
changes and selecting the save icon in the bottom right hand corner of the form.

g) If an Accountis no longer active, their record in CRM can be deactivated 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, open up the relevant Account record in form view before
selecting Deactivate in the ribbon.

A4 Microsoft Dynamics CRM v #f | WORKPLACE v  Accounts | v+ Beachwood School | v

+ new | [S DEACTIVATE | &3 CONNECT | » [ ADD TO MARKETING LIST S8 ASSIGN = EMAILALINK X DELETE ===

Shipping or Accounts) as this will allow you to look-up and assign the address details to
orders. The names used for addresses are arbitrary, but should be carefully selected to
ensure you can identify the correct address from the name only.

When adding address details for the organisation it is useful to name the addresses (e.g.
: 7 }

1.3. BUILDING RELATIONSHIPS BETWEEN A CONTACT AND ACCOUNT

CREATING A LINK BETWEEN A CONTACT AND AN ACCOUNT
Below is a step by step guide to creating a link between a Contact and an Account:

a) Select or hover over the Microsoft Dynamics CRM tab before clicking Corporate Sales from the
drop down list of the navigation bar.

s Microsoft Dynamics CRM o CORPORATE SALES v  Sales Literature = v

[ S i
WORKPLACE CORPORATE SALES MARKETING

b) Hover over the Corporate Sales tab and from the drop down select Contacts.

Al Microsoft Dynamics CRM v CORPORATE SALES Sales Literature | v

Unknown0

22

CONTACTS

c) Select the view Active Contacts and search for the relevant Contact using the search bar in the
top right hand corner of the contact view.

Syt Admnnt

)

= My Active Contacts l

Ary Coete CAry@ohcor Seacrvacod Seras T A

Ascy Ory g rSphitas Sravrplion Codepe W=

Arrassw iwe AL D340 vy Voot Sectrtnty [ITE SN

d) Double click on the Contact and the Contact form should appear.

+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 11 |
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e) On the Contact form there is a field called Parent Customer, click the look up button.

B COMMEZT v TRRADD TO MARETIK B8 a5onh  me EMALALNK X 0

& w3 DeadTvaTE
B " qCather

ine Perryman

SystRm Al

Summary 3
CONTACT INFORMATION POSTS  ACTWITIS  MITES
ot Cotorrm byrmyrras t et
ds Thie Propect Marece Bath A Ve pud PLCINT CASES +
I"""" - I Catherine Perrymos Case T4 N———_—
por— BB | Cormmcs Crented By Frest rurme Lt haese
2 + Catrering Perrrar s e .
T A0 ¢ X
L -

This will display a list of 10 Accounts. If the Account that you would like the Contact to be related
tois displayed, select it. If not, select the Look Up More Records option, this will allow you to
search for the relevant Account you wish to associate the Contact with.

g) Ifthe Account does not exist, select the + New icon and capture the Account details.

h)

CONTALT INFORMATION POST
Full Name * Catherine Perryman
Job: Tithe Project Manager Both
Parert Customes -
B 2
Bas M ~
Business Phone - 5
- Scho
Maobile Phone
Fa - e ke
Preferred Method
& Lotaee Schoo

v

+ New
The specified credentials are invalld, You can sign up for a free
developer account at hitpy//www.bingmapspoctal.com

Once the account you wish to associate with this Contact is found or added, select it and click
Add.

oGk {1;1—‘5':\':.: x
Lowd e Aot v, Vww [y Wy b i
1000 0 - At oot Weew ™
To—, [

+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 12 |
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i) You will automatically be returned to the Contact form, and the Parent Account field should now
have the appropriate account occupied.

i) Click Save.

CREATING A LINK BETWEEN AN ACCOUNT AND A PRIMARY CONTACT
Below is a step by step guide fo creating a link between an Account and a Primary Contact:

a) Select or hover over the Microsoft Dynamics CRM tab before clicking Corporate Sales from the
drop down list of the navigation bar.

Microsoft Dynamics CRM v CORPORATE SALES v  Sales Literature v

" & I
WORKPLACE CORPORATE SALES MARKETING

b) Hover over the Corporate Sales fab and from the drop down select Account.

Ay Microsoft Dynamics CRM v | [eLIZoLTN{ AT NI | Sales Literature | v

Unknown0

o - Yo . (3
LEADS ‘OPPORTUNITIES CONTACTS

c) Select the view Active Accounts and search for the relevant contact using the search bar in the
top right hand corner of the contact view.

RN Teacranas Ary Coorw CarySptnon

STl Fangn Anay Gog NgrOps oo

2eans 008 148 Lusturacren

Pev g S paii Wy trrag Mot Bk Sh Pyrperndict £3oey (i

d) Double click on the Account and the Account form should appear.

e) On the Account form there will be a field called Primary Contact, click the look up button.

BN (S CEATHATE SLCONMETT <+ [SealD TO MARKETR Saonin O ML AUNE X DELETE s * & 7
mGl‘een 4 Solutions O
Summary M
ACCOUNT INFORMATION POSTS ACTIVITES mOTLS ) A
a3 143 Dot Aure pouts Lar pon CONTACTS +
+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 13 |
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e) This will display a list of active Contacts. If the account that you would like the contact to be
related to is displayed in this list select i, if not, choose the Look Up More Records opfion. This will
allow you to search for the relevant account you wish to associate the contact with.

Primary Contact
jo

BB Catherine Perryman
Green 4 Solutions

B James Wall
Green 4 Solutions

B lenny Murphy
Green 4 Solutions

B loe Walker
Green 4 Solutions

Lock Up More Records

4 results

f) Search for the Contact you wish to associate with this Account, select it and click Add.

Laok Up Record *
ook Sas |Caviact V] T Shaw Osty My Seconts

Ltoskin  Acthe Cortacts V1 L piter Sy selated Parent Cuntomse

Sedn  Senck e oo ju]
Pt Hame L o
# braCoote Carrpdgloon ~
oy Org OrgrPod ok
LoD Lire ALareSpasom

Tatterre ey cattrarreswTyTn Boree.

Cnenome wignt.
Duvyy Dercame

B53em Avenon

RCtcneSgacon
0 Derka@odcait

LA eNErS0d Com

g) You will automatically be returned to the Account form, and the Primary Contact field should now
have the appropriate contact occupied.

h) Click Save.

ADDING A CONTACT THAT IS NOT THE PRIMARY CONTACT
To add a Contact that isn't the Primary Contact complete the following instructions:

a) With the Account Form open, find the Contacts field which has a small fable beneath it. If any
contacts have already been related to this Account, the names of these will be displayed in the
table.

CONTACTS +

Full Name
.Catherine Perryman
Jarmes Wall
Jenny Murphy

Joe Walker

E-mail
catherine.perryman@gr...
James.Wall@greendsol...
Jenny.Murphy@greend...

Joewalker@greendsolu..,

b) To add a new Contact to the Account select the Plus symbol.

+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 14 |
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CONTACTS

Full Name
lCaﬂ'lerine Perryman
James Wall
Jenmy Murphy

Joe Walker

B3=E

E-mail

catherine.perryman@agr...
lamesWall@greendsol...
lenny.Murghy@greend...

joewalker@greendsolu...

'S OLUTIONS

c) A smaller Contact form will drop down, complete the relevant details before selecting Save.

Contact

Camact Infarmaton

IRA%S 248 1

16-17 Midaed Coert
Cavrrxd Park

[FL

d) A new Contact has been created and this new contact is now assigned to the Account.

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

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 allows you to build up a history of the interactions you have had with each of your

customers.

2.1. VIEWING YOUR ACTIVITIES

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

a) Hover over or select the Microsoft Dynamics CRM tab in the navigation bar, from the drop down
choose Workplace.

VTRVl (o i EN T KO IV # | WORKPLACE v Dashboards | v

[14] -
& e 1.‘
WORKPLACE CORPORATE SALES MARKETING

b) Inthe navigation bar select the Workplace tab before choosing Activities from the drop down.

Ay Microsoft Dynamics CRM v #t  [ILUCINNG I Dashboards | v
My Work

DASHBCARDS ACTIVITIES

CALENDAR

c) The My Activities view will be displayed showing all Activities that have been assigned to you. To
open up a specific Activity, double click on if.

M Microsoft Dynamics CRM v« | WORKPLACE ~
(M 7ask Eemar [JAPPONTMENT ~ & PHONECALL (W LETTER (WiFAX (B SERVICE ACTIVITY
+ My Activities ~
Due: A v;
L Phore ™ oY Decemebe: ™
= | o " % 400 14 0%
M 1 wrve oot G.l - g 4 V2004
;J‘ o oot "] A e 3 I “
8 com A1 - Detalts (Ackm o . i ;
0 m Detai (Acm £ order m
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It is possible to change the view to particular type of Activity only, this can be done by
selecting the small arrow next to the My Activity. A drop down will appear with all of the
Activity types. Depending on which Activity is o be viewed, select the appropriate tab.

[>

+ My Activities ~
r All Activities

Task

Fax

Phone Call

Email

Letter

Appointment
Service Activity
Campaign Response
Campaign Activity

Recurring Appointrent

* v v w w w w w w w w w

BRidAdNBOWN~ TR

Communication Activity

2.2. VIEWING OPEN ACTIVITIES LINKED TO A CONTACT OR AN ACCOUNT

To view the Activities related to a Contact or an Account, complete the following instructions:

a) Open the appropriate Contact or Account record in the form view.

b) Within the Contact or Account form select the small arrow next to the name of the Contact or
Account in the navigation bar, from the drop down select Activities.

Aiy Microsoft Dynamics CRM v #f | WORKPLACE v  Contacts | v Andrew Duncan

Common

8=

SUB-CONTACTS

CLOSED ACTIVITIES

MORE ADDRESSES ACTIVITIES

c) The Open Activity Associated View will be show, displaying a list of open Activities linked to the
Contact or Account.

OynamicsCRM v % | WORKPLACE ~

Andrew Duncan

Open Activity Associated View ~

Filler ooy Next 20 aays M1 Wadugde: Feiates Regaroing” Reconss >
L? ADD NEW ACTIVITY » 1?.;_ 0 DOSTING ACTITY ) ALK DELETE .l::,n;m PANE » :3“ BN REPONRT = ﬁl AT ACTIVITIEY
+ 44 (0) 845 508 8149 | support@green4solutions.com | www.green4solutions.com 17 |

Page



S OoOLUTII

2.3. CREATING AN ACTIVITY

To create a new Activity complete the following instructions:

a) Hover over or select the Microsoft Dynamics CRM tab on the navigation bar and from the drop

down select Workplace.

F Microsoft Dynamics CRM « |

(4] .
& e 1.‘
WORKPLACE CORPORATE SALES MARKETING

Y | WORKPLACE v  Dashboards | v

b) In the navigation bar choose Workplace and from the drop down, select Activities.

Ay Microsoft Dynamics CRM «  #t | R eJ:VG:IV.Xd ¥

DASHBOARDS ACTIVITIES CALENDAR

c) The My Activities view will be displayed. On the ribbon select the Activity type that you wish to

create. It is possible to choose from; Task, Email, Appointment, Phone Call, Letter, Fax and Service
Activity

Al Microsoft Dynamics CRM +  #% | WORKPLACE ~  Activities | v

[7] TASK & EMAIL  [T] APPOINTMENT | ~ L PHONECALL [ LETTER (= FAX  [2k SERVICE ACTIVITY

+ My Activities ~
Due: All

' Activity Type Subject Regarding Pricrity Start Date Due Date

d) 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 an Account or Contact.
e Owner. Your Microsoft CRM username will be automatically entered.
e Durdation. Enter the duration of the Activity.

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

e) Once the information is complete select Save and Close on the ribbon.
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2.4. CREATING AN ACTIVITY FROM A CONTACT OR ACCOUNT

To create an Activity related to a Contact or Account the following instructions must be completed:

a) Open the appropriate Contact or Account record in the form view.

b) Inthe Contact or Record form, select the small arrow next to the name of the Contact or
Account on the navigation bar. From the drop down select Activities.

Ait Microsoft Dynamics CRM v #% | WORKPLACE v  Contacts | v Andrew Duncan

Commaon

E 2 f

MORE ADDRESSES ACTIVITIES CLOSED ACTIVITIES SUB-CONTACTS.

c) The Open Activity Associated View will be show, in the ribbon select Add New Activity.

A Microsoft Dynamics CRM v« Y | WORKPLACE v Contacts | v Andrew Duncan | v

SNTACT INFORMAT o

Andr wMDuncan

Open Activity Associated View ~

Filter on:  Neet 50 capy V1 Include: Reistec Regerong’ Recors v

2] ADO NEW ACTIVITY » | (25 ADD EXISTING ACTIVITY [ BULK DELETE o CHART PANE > [9) RUN REPORT ~ (B EXPORT ACTIVITIE

d) A drop down will appear displaying all Activities that can be created. Select the relevant Activity.

Open Activity Associated View v
foter on:  Net X0 coys :_I Include: Selstec “Hegaroing” Recoros hd|

32 ADD REW ACTIVITY = _7. ADD EXISTING ACTIVITY [ x BULK DELETE .I; CHART PANE ~ ) RUN REPORT = @ EXPORT ACTIVITIES

[ Task

= Fax

L Phone Ca
2 Email

-
[® Letter

] Appointment

Service Activity

A e

v Campaign Response
(3] Recurng Appointment

I A
L3y Lommuncation Acm
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e) 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 Durdation. Enter the duration of the Activity.

e Due. Enfer when the Activity is due to be completed.

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

2.5. SET REGARDING FOR AN ACTIVITY

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.
Essenftially, setting a regarding field allows you to develop a rolled up view of your Activities.

To set the regarding record for an Activity

a) Hover over or select the Microsoft Dynamics CRM tab on the navigation bar and from the drop
down select Workplace.

Fi Microsoft Dynamics CRM v|

L & e 1.‘
WORKPLACE CORPORATE SALES MARKETING

b) Inthe navigation bar choose Workplace and from the drop down, select Activities.

Y | WORKPLACE v  Dashboards | »

Al Microsoft Dynamics CRM «  #t | Rl NN 2"

My Waork

mE

H=

DASHBOARDS

ACTIVITIES CALENDAR

c) The My Activities view will be displayed. Highlight and place a tick in the Activities that you wish to
set the regarding for.

Ay Microsoft Dynamics CRM v #Y | WORKPLACE v Activities | v

[ Task & EMAIL  [T] APPOINTMENT | ~ { PHONECALL [B LETTER QP'FAX I:;}SERVICEACTIVITY

+ My Activities v

Due: All ﬂ
W Activity Type Subject Regarding Priority Start Date Due Date 4
' t Phone Call Call Trudi to confirm availability for 15th Decemeber Maormal
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d) Intheribbon, select the icon that replicates 3 dots and from the drop down choose Set

Regarding.
At Microsoft Dynamics CRM v # | WORKPLACE v  Activities | v
TASK & EMAIL 7] APPOINTMENT | ~ & PHONE CALL LETTER Ln FAX IE} SERVICE ACTIVITY D
Ty Campaign Response
+ My Activities ~ [2] Other Activities ,
Due: Al # Edit
ﬁ Delete 3
(¥ Activity Type Subject Regarding Priority M
— v Mark Complete
" L Phone Call Call Trudi to confirm availability for 15th Decemeber Mormal
X Cancel
Tazk Foliow up Special Events Guided Castle Tour MNormal n . /117201
.m Set Regarding
w I ] - . ;
Task Email price lists and wvenue options &3 Trudi Bissett High éﬁ Assign 11201
® i W
Task Compile menu and quote [ Amy Brown..  Mormal Q Copy a Link " 311,201
3 Communication... BC1 - Details (Admission) ,_% order 27/03... MNormal @ Email a Link » 303201
3 Communication...  BC1 - Details (Admission) ,_ﬁ order 27/03.. Normal E+ Add to Queue 303,201
5 Communication...  BC1 - Details (Admission) ,_% order 27/03..  Normal f% Run Workflow 303,/201

e) The Set Regarding dialog will be displayed. Click the magnifying glass 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.

Set Regarding Record x

se & record that the seiected 1 Actiy € in regaed 10

f)  Upon adding the appropriate record, select Set on the Set Regarding Record dialog.

2.6. ASSIGNING AN ACTIVITY TO ANOTHER USER

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

a) Hover over or select the Microsoft Dynamics CRM tab on the navigation bar and from the drop
down select Workplace.

(Wl EI B ETNIE RGN #Y | WORKPLACE v  Dashboards | v

(4] .
& e 1.‘
WORKPLACE CORPORATE SALES MARKETING
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b) Inthe navigation bar choose Workplace and from the drop down, select Activities.

Ay Microsoft Dynamics CRM ~

L

WORKPLACE

M=

" }-1

DASHBOARDS

ACTIVITIES CALENDAR

c) The My Activities view will be displayed. Highlight and place a tick in the Activities that you wish to

assign fo another user.

Y | WORKPLACE v  Activities | v

Ay Microsoft Dynamics CRM «

TASK & EMAIL  [T] APPOINTMENT

+ My Activities ~

Due: Al [v]
' Activity Type Subject Regarding Pricrity Start Date Due Date
(v ‘ Phone Call Call Trudi to confirm availability for 15th Decemeber Mormal

~ G PHONECALL [ LETTER (= FAX [k SERVICE ACTIVITY  e=e

d) Intheribbon, select the icon that replicates 3 dots and from the drop down choose Assign.

WORKPLACE ~  Activities | ~

4is Microsoft Dynamics CRM ~  #y

TAsk & EMAIL 7] APPOINTMENT | ~ . PHONE CALL LETTER ‘_n FAX |§}. SERVICE ACTIVITY || | ===
paign Response
+ My Activities ~ (2] Other Activites ,
Due: Al [v] # Edit
ﬁ Delete 3
' Activity Type Subject Regarding Priority A
’ . v Mark Complete
e t Phone Call Call Trudi to confirm availability for 15th Decemeber MNormal
X Cancel
Task Follow up Special Events Guided Castle Tour Normal n . 3117201
tm Set Regarding
Task Email price lists and venue options ‘.‘.‘ Trudi Bissett High I éﬁ Assign I 201
Task Compile menu and quote [ Amy Brown...  Normal g Copy 2 Link » 3117201
3 Communication...  BC1 - Details (Admission) ﬁ order 27/03.. MNormal 5 Email a Link N 303/201
.
#| Communication.. BC1 - Details (Admission) ﬁ order 27/03.. MNormal _@+ Add to Queus 303/201
.
# Communication.. BC1 - Details (Admission) _% order 27/03.. Mormal r‘!{' Run Workflow 303720

g) The Assign to Team or User

dialog will be displayed. Use the magnifying glass 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.

Assign to Team or User

Avugs Lo avolher uses o feam

£ASyt Toe LeeCied he 0 e UAOWINg wie

d) Upon adding the appropriate record, select Assign on the Assign fo Team or User dialog.
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2.7. COMPLETING AN ACTIVITY

Once an Activity has been completed, it is necessary to set the record to complete. To do this complete
the following instructions:

a) Hover over or select the Microsoft Dynamics CRM tab on the navigation bar and from the drop
down select Workplace.

(Wl EI B ETNIE RGN #Y | WORKPLACE v  Dashboards | v

(4] .
& e 1.‘
WORKPLACE CORPORATE SALES MARKETING

b) Inthe navigation bar choose Workplace and from the drop down, select Activities.

WORKPLACE

Ay Microsoft Dynamics CRM «  #

My Work

mE

H=

DASHBOARDS

ACTIVITIES CALENDAR

c) The My Activities view will be displayed. Tick and highlight the Activities that you wish to mark as
complete. It is only possible to mark the same type of Activities as complete in one attempt.

Al Microsoft Dynamics CRM v  #Y | WORKPLACE v  Activities | v

M TASK & EMAIL [T APPOINTMENT | ~ & PHONECALL [E| LETTER ¢=FAX  [Ek SERVICE ACTIVITY  »e»

+ My Activities ~

Due: Al [v]
W Activity Type Subject Regarding Pricrity Start Date Due Date
' t Phone Call Call Trudi to confirm availability for 15th Decemeber Mormal

e) Intheribbon, select the icon that replicates 3 dots and from the drop down choose Mark
Complete.

At Microsoft Dynamics CRM v # | WORKPLACE v  Activities | v

M TASK & EMAIL [T APPOINTMENT | ~ & PHONECALL [E LETTER (R FAX (S SERVICE ACTIVITY | | ==e

'.H\, Campaign Response
+ My Activities ~ [2] Other Activities ,
Due: Al [v] # Edit
ﬁ Delete 3
(¥ Activity Type Subject Regarding Priority
v Mark Complete
" 'h Phone Call Call Trudi to confirm availability for 15th Decemeber Mormal
X Cancel
Tazk Foliow up Special Events Guided Castle Tour MNormal n . if11/201
.m Set Regarding
w I ] - . -
Task Email price lists and wvenue options ‘.3 Trudi Bissett High éﬁ Assign 11201
® i W
Task Compile menu and quote [ Amy Brown..  Mormal Q Copy a Link " 311,201
3 Communication... BC1 - Details (Admission) _% order 27/03... MNormal @ Email a Link » 303201
3 Communication...  BC1 - Details (Admission) _% order 27/03.. Normal E+ Add to Queue 303,201
5 Communication...  BC1 - Details (Admission) _% order 27/03..  Normal ._r?',' Run Workflow 303,/201
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d) The Confirm Deactivation diclog will be displayed, depending on the Activity Type selected the
values given in the Status drop down within the Confirm Deactivation dialog will differ. Select the
appropriate Status before selecting Close.

Confirm Deactivation X

Do you want to deactivate the selected 1 Phone Call? You can reactivate it later, if you wish.

Select the status of the closing Phone Call.

Status: Made

Cancel

2.8. BREAKING CONTACT AND ACCOUNT RELATIONSHIPS

When you create an_Activity record against a Contact that is linked fo 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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3. CREATING PRODUCTS

For every Product that is to be sold in the Corporate Sales Process a Product should be created. S
such as the individual hospitality areas that are available or the sponsorship packages.

To create a Product, complete the following instructions:

a) Select or hover over the Microsoft Dynamics CRM tab in the navigation bar and from the drop
down select Corporate Sales.

VR ViTa (eIt Yl e NG VIV #h | CORPORATE SALES v  Leads | v

@

& e l.‘
'WORKPLACE CORPORATE SALES MARKETING

b) Choose Corporate Sales in the navigation bar and from the drop down select Products.

c) The Active Products view will be displayed, select New in the ribbon.

Ay Microsoft Dynamics CRM v #% | CORPORATE SALES »  Products

M DELETE | * [ COPYALNK | v e EMAILALNK | *  [F RUMREPORT* [ EXPORTTOEXCEL il IMPORTDATA | v ess

+ Active Products ~

+  Product Name [} Product Type Subject

d) A New Product form will open, complete the following details.

PROOUCT

New Product

PRODUCT DETAILS

»

1,

PRICE LIST ITEMS
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ID. Enter a unique ID for the product.

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

Quantity On Hand. If applicable enter the quantity of the product that is available.
Unit Group. Use the Look Up Records dialog to select the applicable Unit Group.
Default Unit. Use the Look Up Records dialog to select the applicable Default Unit.
List Price. If applicable enter the price at which the product will be sold for.

Currency. The currency field will be automatically set to your organisation’s default
currency.

Decimals Supported. Enfer the amount of decimals that the system will be supporting.

Leave all other fields unchanged.

e) When the details are complete, select Save on the ribbon. A warning will appear showing that a
defaultf price list has not been set. Unftil all the applicable Products have been created, the
Default Price List does not need to be entered. Repeat the above steps until all of the Products
have been created.

4. CREATING PRICE LISTS

a) Select or hover over the Microsoft Dynamics CRM tab in the navigation bar and from the drop
down select Settings.

RV e i@n)ET [ NGV IV # | WORKPLACE v  Dashboards | v

IV £
SERVICE VENUE MANAGEMENT SETTINGS

b) Choose Settings in the navigation bar and from the drop down scroll across and select Product
Catalog.

PRODUCT CHANNEL EDIT.
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d) The Active Price Lists view will be displayed, select New in the ribbon.
Ay Microsoft Dynamics CRM + [y Product Catalog
= NEw | T DELETE | + [0 COPYALINK | ~ = EMAIL A LINK [ RUNREPORT [ EXPORT TO EXCEL iy IMPORTDATA | = sse
+ Active Price Lists v
+*  Mame Start Date End Date
A new Price List form will be displayed, complete the following details
2 Price Lt New Price Lt - Microsoft Dynamics CRM < hider
™ 3 sImpeaam toey
Em
H br\!’ e & e
» Nﬂ\ Price List
, iy |
e Name. Enter the name of the Price List.
e Start Date. Enter the start date of the Price List.
e End Date. Enter the end date of the Price List
e Currency. The default currency will be automatically completed.
e Description. Enter a descriptfion of the Price List if this applicable.
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Upon completing the above information, select Save in the ribbon. With the Price List form still

open, select Price List ltems in the related entities area.

Ayt | gedemn ompormom S ) ot e g tete o 1L Bertiatss SO0 goid ! bo e SN UV SRt SO LIRS T D
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% Room Hire
|
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e R
Ayt sty St D By &oee
Currarey * o Poura fedng =
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e Active

Fras Lty

-* 4

e

ys -

g) Each Product that is to be related to this Price List can now be added to it, this can be done by
selecting Add New Price List Ifem in the ribbon. When a Product is added to a Price List, it
becomes a Price List Item.

h)

=) Price List: Roam Hire - Microsaft Dynamics CRM - Internet Explorer - O
My godme ¢mqnum“m S Spame‘men anpod ete= V17 Boevtrage= %Y gridTypeSad 1022 Sihet e S5 NI WG NI d NI TRITREFDSI
157 1008
UATOMUE PRICE LST iTEWS
Oviete Pocr Uit Hem Sriow Covy 4 Lk g "
U fodow Lradl 3 Link Bix
Se1 26 Defautl un Sxant Run  Expon Price Lst
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i X
Room Hire
- -

Selatra ¥ Price List Items  Product Price List - Price List ¥ Secn fof recors =]
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A Price List Item form will open in a new window. The following details must be completed:
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: ) System Administ...
At v M | New Price List Item @ Sports
[ save [;j] SAVE & CLOSE =+ NEW FORM EDITOR
PRICE LIST ITEM : PRODUCT PRICE LIST
General ~
Price List ™ Room Hire D Currency B Pound Sterlin
Product ™ - Discount List
Unit™ a8 - Quantity Selling Op * Mo Control
Pricing
Pricing Method ™ Currency Amount
Amount ™
Percentage B -
Rounding
Reunding Paolicy B -
Rounding Option a8 -
Rounding Amount B - v

e Price List. The Price List field will automatically be completed with the Price List you have
currently selected.

e Product. Use the magnifying glass to look up and select the relevant Product that was
previously created that is to be linked to the chosen Price List.

e Unit. Select the applicable Unit for how the Product is to be sold.
e Currency. The default currency in the system will automatically be entered.

e Discount List. If applicable use the magnifying glass to look up and select a Discount List
for the Price List Item.

¢ Quantity Selling Options. From the drop down, select the applicable Quantity Selling
Option.

e Pricing Method. From the drop down, select the applicable Pricing Method, this usually
being Currency Amount.

e Amount. Enter the amount that the Product is o be sold for.

i) Select Save and Close on the ribbon to create the Price List Item. The Product will be added to
the Price List. Repeat the above steps to create any further Price Lists and add the Products as
Price List Items to the applicable Price Lists.
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5. CORPORATE SALES CYCLE: LEAD> QUOTE> WON OPPORTUNITY>
INVOICE

The Corporate Sales cycle describes the steps that are to be followed to furn a potential sale (A
Lead) into a fulfilled order and invoice within CRM 2015. As each step is undertaken the form view
will change, from a Lead, Opportunity, Quote, Order and finally to Invoice. The Corporate Sales
module also offers the opportunity for Order Confirmations and Invoices to be created within CRM
so they can be sent to the client when the appropriate stage is reached.

STEP 1. CREATE A LEAD

A Lead represents a potential sales contact and should be created to begin the Corporate Sales Cycle
process.

To create a Lead within CRM, complete the following process:

a) Select the Microsoft Dynamic CRM tab in the navigation bar and from the drop down, choose
Corporate Sales.

Aig Microsoft Dynamics CRM CORPORATE SALES ~  Opportunities | v+ Sponsorship |

@ 2
~ b
WORKPLACE CORPORATE SALES MARKETING LOYALTY

b) Inthe navigation bar select Corporate Sales and from the drop down choose Leads.

A Microsoft Dynamics CRM « CORPORATE SALES v

Unknowng1

[=t,
]

ACCOUNTS

Huor (Pavaamt +aw 7w e T 1O Lo
F! New Lead __— e o | S
2 T Y X T
Summary A
CONIAY nasTs STAKEMOLDERS
Ban ‘Am: ety
COMPETITORS
M AN
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d) The progress bar at the top of the Leads form will allow the user to see which stage they are at in
the sales process

e) Complete the Contact area of the Lead form and if applicable enter the Company details.

LEAD ~
Qualify (Active) m
Existing Contact? click to enter Estimated Bu
Existing Account? click to enter | Purchase Prod
Purchase Timeframe click to enter Identify Decisi
Summary
CONTACT
Topic ™ Hospitality Box Hire
Mame ™ Fred Perry
Job Title Consultant
Business Phone 0843564267
Mobile Phone 07342563
Email f.pery@greend.com
COMPANY
Company * Greeen 4 Soluutions
Website http:/fwww.greendsolutions.com/
Address 16 - 17 Midland Court
Central Park
Lutterworth
Leicestershire
LE19 3LW
UK

f)  Upon completing the details, select Save in the ribbon.

STEP 2. QUALIFY THE LEAD AND CREATE THE OPPORTUNITY

Upon saving the Lead form it will now be possible to Qualify the Lead and move onto the next stage of
the progress bar; this being the stage where the Opportunity is created and therefore moving from
business development to sales.

To Qualify the Lead and create the Opportunity, complete the following:

a) With the Lead form open, select Qualify in the ribbon.

Aly Microsoft Dynamics CRM + Y | CORPORATE SALES v  Leads | v

+ new [ DELETE | & quaury |89 DISQUALIFY ~  [f ADD TO MARKETING LIST
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b) The Contact added to the lead will become a Contact within CRM and the user will move into
the next stage of the progress bar, this being the area where an Opportunity is created.

Hospitality Box Hire

-
< an ST — e g

c) Within the Opportunity form, the Potential Customer field will automatically be completed as this
has been taken from the details entered into the Lead. Additionally an Opportunity Contact can
be added to the form as well as a Description of the Opportunity.

d) Forecast Information such as the Estimated Revenue and Close Date of the Opportunity can also
be entered.

Forecast Information

Revenue User Provided

Est. Revenue £5,000.00 Probability (%)

Est. Close Date 31/08/2015 Rating Warm
Currency * Pound Sterling

e) Next, the Line ltems which include the Price List that is to be used and Products should be added.
This is done by scrolling down the page to the Line ltems section, entering either a New or Existing
Price List before selecting the plus sign in the table below and entering the applicable Products.
When the product has been added to this table the Price Per Unit and Quantity as well as any
Discount can be added.

Line Items

B 8 vomptakty - The Sremiar & Prmacy it @ (100000 1 0o & 00000

f)  Further reductions can be made to the Opportunity below the Line ltems product box if
applicable.

’ Note. It is possible to recalculate an Opportunity (For example if discounts have been
# applied) by selecting the Recalculate Opportunities tab in the ribbon.

g) Select the Save icon in the bottom right hand corner to save the Opportunity at any time.
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STEP 3. CREATING A QUOTE FROM AN OPPORTUNITY

Quotes are created from an Opportunity, to create a Quote complete the instructions listed below.

a) With the applicable Opportunity form open, scroll down to the Quotes section of the form.

Quotes

b) Simply select the plus icon at the edge of the Quotes table. A Quote form will open taking t
information that was entered info the Opportunity form such as the list of products that were
added. Additionally the system will create a unique Quote ID number.

Lammary

1w [t + SELLS BOORMANIH

GETTIYG BV RN

LR

vttt
e e
[T
[ respe—— panm
o1 oA At
el tar &
Tetdd fee exnm

he

c) If applicable additional information such as shipping information can also be added to the quote

form.

d) Within the Product table of the Quote form further discounts can be added easily by enterin
amount as highlighted below. After entering any discounts, refresh the Quote form by select
the save icon in the bottom right hand corner of the form.

PRODUCTS R
Produtt Nane  Properiies Uit Price Pee Urst  Quandiy Dacount Extend et Amoust gt
. @ vosptany Pomarylng & 1100000 100000 £000 # 0,000
Rl A i Lx0m
I ) Dincosmt (%) 1000
Ty DRt
Pre Fruight Amoent 8 19000
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(o) Tonsd Tax W 000
Tutsl Amoent 8 192000
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e) The Quote can be printed out and sent to the customer by selecting the dot icon in the ribbon
and from the drop down choosing run reports before selecting Quote.
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f)  The Quote will be generated:
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g) When the Quote has been generated, it is possible to activate the Quote so that it becomes
locked down and no additional changes can be made to if. To do this refurn to the Quote in form

view and select Activate Quote on the ribbon.

Ay Microsoft Dynamics CRM «+ Y | CORPORATESALES v Quotes | v Good Prospect | v

= nEw T DELETE [l LOOK UP ADDRESS | (5} ACTIVATE QUOTE |5 PRINT QUOTE FOR CUSTO...  “# GET PRODUCTS éﬁ ASSIGN  wes

h) Next the Opportunity can be closed. This should be done if it is confirmed that the Opportunity
has been won. To do this simply select Create Booking within the Quote forms ribbon.

At Microsoft Dynamics CRM v #Y | CORPORATESALES v Quotes | v Good Prospect | v
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i) A new window will open asking you to confirm the booking and the date the booking was won.
Select Ok.

Create Booking

Use this quote to create an order.

Status Reason  |Won
Date Won 20/08/2015 FEv

Description

= )
(@) Close Enguiry
. PN
Actual revenue is: L) £
—
(@) Calculated from quotes

':::' Deon't update Enguiry

oK Cancel

i) This will automatically close the related Opportunity, closing and winning the Quote at the same
fime as closing the Opportunity. The Quote form will update intfo an Order form giving details of
the Opportunity and Quote that is related to it as well as a unique Order ID number.

Additional information can be added to the order form such as Shipping Information if this is
applicable, as well as a Bill To Address.

CORPORATE SALES

B . b’ .
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aummary
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k) Select the Save icon in the bottom right hand corner of the Order form.
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STEP 4. FULFILLING AN ORDER AND CREATING AN INVOICE FROM AN ORDER

When an Order has been confirmed, it must be fulfilled, this will complete the order and from here an
Invoice can be created from the Order form.

To fulfil an order and create an Invoice, complete the following instructions:

a) With the order form open, select Fulfil Booking on the ribbon.

Ay Microsoft Dynamics CRM v #Y | CORPORATESALES v  Orders | v Good Prospect | v

= new 1 DELETE [ CREATE INVOICE | |5 FULFILL BOOKING ‘."x CANCEL BOOKING [ RECALCULATE [ LOOK UP ADDRESS ===

b) A Fulfil Booking window wiill open, select the Status Reason to Complete and the Date that the
order has been fulfilled. If applicable, add a Description to the Fulfil Order window.

Fulfill Booking

Provide fulfillment information for this booking.

Status Reason Complete ﬂ
Date Fulfilled 21/08/2015 =2
Description

Fulfill Cancel

c) Upon completing the Fulfil Booking window, select Fulfil.

d) The booking will be fulfilled, from here it is possible to create an Invoice.

e) An Invoice can be created from the fulfilled order by simply selecting Create Invoice in the
ribbon.

4y Microsoft Dynamics CRM v #f | CORPORATESALES v  Orders | v Good Prospect | v

= NEwW T DELETE |} CREATEINVOICE | %, CANCELBOOKING S8 ASSIGN € SHARE e EMAILALINK  se»
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f)  The Order form will update and change to an Invoice form.
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g) To create aninvoice that can be sent to the customer select the dots icon in the ribbon and from
the drop down select Run Report before choosing Invoice.
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h) A new window will open displaying the invoice which can then be printed and sent to the
customer.
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i) Once the Invoice has been paid, the Invoice form can be reopened within CRM and within the
Invoice form select Invoice Paid on the ribbon.

VRV ARG EN (e \VIVIN ' | CORPORATE SALES v Invoices | v  Good Prospect | v

= NEw T DELETE [} LOOK UP ADDRESS | B} INVOICE PAID |§.;CANCELINVDICE B RECALCULATE ?} USE CURRENT PRICING ~ »s=

i) Anew Paid Invoice window will open where it is possible to select a Status Reason of Complete
before choosing Ok.

Paid Invoice x

Select the information for the payment of this invoice.

Status Reason ™ Complete ’ ﬂ

Cancel

k) The Invoice form will update to a Paid status and the sale will be complete, the page can no
longer be edited.

*End of Document *
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