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1. System Overview

~

/ BluWave

P'—‘-nFTWARF

Getting_Started User Profile | Log Out?

Contacts || Companies ||0pporlunilies|| Reporis || Y Setup” Fir || Ijsthlanager|
11 11 11 1[ 1[ 1[ 1

Search

Jo!

Search

Show On Startup? td

5 Getting Started

Home

The Home Tab gives the user access to Appointments, Tasks, Recent Opportunities, New
Leads, Recent Companies and the Sales Pipeline.

The Calendar allows the user to navigate to any date and the Quick Create menu is a
shortcut to relevant pages in the website. The user’s dashboard with a graphical
summary of his key statistics is also accessed from the Home tab.

Activities

The Activities Tab allows the user access to all the pages used to manage all your daily
appointments and to-do’s.

Leads

The Leads page is used for loading and editing Leads that have not yet been qualified.
Once contact is made with the leads, they are converted to the Companies tab —see
below.

Contacts

The Contacts page allows the user to search on all contacts entered.
New contacts can also be added from this page.
This page will only show the contacts entered for Companies only and not for Leads

Companies

The Companies page is used to display and edit all relationship information about the
client. From this page you can view and edit a client’s contact people, history of
activities, scheduled activities and sales opportunities.

Opportunities

The Opportunities page allows you to see all your active and inactive deals. You can edit
your opportunities on this page, update the sales status, filter and sort any field in
ascending or descending order.

Reports The Reports page will allow you to access all the reports available in system. Examples
of reports included are Activity reports, Opportunity reports, Company reports and Lead
Reports.

System Setup | The system setup page is used to edit and configure drop down lists to suit their

requirements.
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2. Home Tab

There are 3 sub tabs accessible from the Home tab: Home, Dashboard and Edit my Profile.

2.1 Home Page

The Home Page allows you to view appointments, tasks, and opportunities. You can also view recently
added companies and a graphic display of your pipeline.

Getting_Started User Profile | Log Out?
14; BluWave
SOFTWARE

Home || Activities || Leads || cContacts || C ies || Opportunities || Reports || System Setup || Financials || List Manager |
1L 1L 11 1L 1L 1L 1L 1L 1
|

Heme | Dashbeard | Edit My Profile

p Search a Appointments for Today E Tasks for Today

Search
. T
Within Please Select.. Mo Data fo Display Mo Data to Display
"' a Quick Create Go to Diary Planner To do list Go to Diary Planner To do list
Please Select... v g . .
ﬂi Recent Opportunities ‘A,_ New Leads
& m
. . Michelle Qualified
Calendar EluWave Software Extrusion Training Michelle Snyders Converted
EluWave Software HP MFP m277dw . " Michelle Qualified
T — S —— Training Michelle - .
< January 2020 > BluWave Scftware HP Ink Pink - 550 Snyders Convertzd
BluWWave Software Cuoted Products Tiger Brands Tamara Kenny Active Lead
Mo Tu We Th Fr Sa Su Thoba's Training Qusted Products Ministry of Magic Harry Potter  Active Lead
an 3 1 2 3 4 5 Ezra Music Lable Goerge Ezra  Active Lead
§ 7 2% 9 10 1 12 Go to Opportunities Go to Leads

20 21 22 23 24 25 26 \B‘ Recent Companies \JY Pipeline for January

27 28 29 30 3 1 2
3 4 5 6 I & 9 Training Michells
Training Pieter
o s [RLA33,785]
Test Stuart
Grass Gardens
SABS

Testing Workflows

0p Lompany, W First Demonstration
Y Quote Stage

Y Megotiation

Y ‘erbal Order

Go to Companies

E Quote Approvals Required _]Y GP Pipeline for January
Michelle
Spur Steak Ranches 1107 Snyders
- Michelle
Spur Steak Ranches 1106 Snyders
" Michelle
Michelle Home 110. Snyders |
. Michelle Y First Demonstation
Michelle Home 1103 Snyders Y Guote SEge
W Megotation

W werkal Order

Go to Quote Approvals
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2.1.1 Search, Quick Create & Calendar

,;—) Search

Search

within | Fle@5e Select... ¥

() Quick Create

\Please Select... v |

Appointment
Task

| Company
Contact
Lead
Opportunity
Ciuote
Send Email

The Search Field allows you to search throughout the system, by clicking on
the dropdown, and selecting where you would like to search.

The system also allows for a wildcard (%) in the search fields.

The Quick Create menu on the left of the Home Screen acts as a short cut to
navigate to relevant screens within the system to create (for example) a new
appointment, task company, lead, or opportunity.

The Calendar allows you to easily switch the Home Page & your Diary Planner
to another date and shows the relevant activity information for that specific
date.
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2.3 Dashboard

The Dashboard provides an overview of your sales data for the selected date range, including an Actuals
Pipeline and a GP Pipeline, as well as two bar graphs showing your Actuals vs. Target and your Actual vs.
Target GP (both measuring a ZAR value).

It also breaks down through which marketing channels you received your Leads, in a percentage format.

Your Top 10 Opportunities will also be listed on this page, according their monetary value.

Getting Started | Change Password? | Log Out?

| BluWave
EoOrFTWARS
e[ i | e | ot | comvaes | oopries | s [y e s | s
Please select a branch [Johannesburg [+]

p Search

Search

winn | Please Select ¥ Please select a Period 01/09/2018  [~|  [30/11/2018

0 Quick Create

Please Select.. v Pipeline for 01/09/2018 - 30/11/2018 Leads By Source

Please select a sales consultant Michelle Snyders L]

. Referal: 5%

B Exhibition: 25%

B Fhone ini 139

B Markcating Promation| 1334
B Google AD Woeds: 12%
[ Hemwarking: 135

ﬁ| Calendar

ast Invoioe Diate:

W Lead

W Fiest Demonstration

W oute Stage

W virbal Order

Top 10 Opportunities for 01/09/2018 - 30/11/2018  Actual vs Target for 01/09/2018 - 30/11/2018

Spur 3teak Ranehes R1,200,000.00 ] I:. Actual
SANPARKS R300.000.00 30 Bl Torget
Spur Steak Ranches R78.410.00 10
Adams&Adams R30,000.00 a0
Adams&Adams R&.700.00 20
Adzms&Adams R4,300.00 n
MTH R3,400.00 50
Adzms&Adams Ri.00
Spur Steak Ranches RO.00
Michel
b T T T T T T T T
¢ 1@3 ﬂ-ﬁu& @)@ wﬁﬁ@ﬁﬁl@@\hﬁ\w

(Continued on the next page)
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On this page you will also find a gauge indicating the number of Completed Activities for the current

month, and the percentage of how many are completed.

Completed Activities for November 0

P
AR RV
A\ 50 ///
40 &0 P
-,
L
) B
-
-
s
80 =
3
o
=y
90 &5
o
~
00 4
o

GP Pipeline for 01/11/2018 - 30/11/2018

[ke]
W Lead RO
W First Demonstration
Y Quote Stage
YW erbal Order

Target GP vs Actual GP for 01/09/2018 - 30/11/2018

[ Target GP
1 Actusl 6P

i

S O S
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2.4 Edit User Profile

This page allows the user to access their personal details and allows them to change their passwords and
add their HTML signature for emails. This page is accessed from either the Edit My Profile sub tab on the
home tab or from the User Profile link on the top right of the page.

On this page, the user can specify if they want to activate Google Mapping on face-to-face activities; the user
also has the option to default the company on new activities to their closest client; and whether they want the
system to post appointments to their Email calendar. Specify whether you are using a local calendar e.g. Outlook
or a web-based calendar e.g. Gmail by selecting the appropriate radio button.

Enter the relevant Email Settings, Username and Password on this page to allow sending Emails from the
BluWave CRM. (Note: Remember to update regularly in order to ensure that BluWave will be able to send
emails and post appointments to your calendar)

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

Getting_Started User Profile | Log Out?
111 BluWave
SOFTWARE

Home || Activites || leads || «© [ e ies || Opportunities || Reports || System Setup || Financials || List Manager |
11 1[ 10 1 1[ 11 1 10 1[ 1
CRM Setup Administer Users | Edit Profile | Impaorts | Quote Setup | Pricelist Management | Documents | Volume Pricing | Workflow |
SO search Edit User Details and Roles
Search - =
Full Name Michelle Snyders User Mame michelle@demo.co.za
within | Please Select... v
Eranch Johanneshurg v Date Captured 03/0%/2018 00:00:00
Sub-Branch/Division: v Rep Code AC16
L) Quick Create Designation Implementation Consultant Change Password HTML Signature
Please Select .. v Telephane 011 462 6871 To Change your Password, first click on the Change Password button
Cell 074 536 3506
Email mibpsnydersg@gmail.com
Calendar @
Active Ld
= January 2020 >
5 3 i
e =—— Monthly Targets Mo of Quotes |0 Start and End GIS Location
30 3 1 2 3 4 5 Target Quoted Value 0 Use Current Locafion Select From Map
6 7 & 8 10 M 12 Target Sales Value 50000 Rate Per Km 25
13 14 15 16 17 18 19
_______ GP Value 10000 Rate Per Hour: 0
20 21 22 23 24 25 26
o7 28 29 30 M 1 2 Mo of Units 0
3 4 5 6 7 & 8 Mo of Face-to-Face Visits |0
Last Invoice Dab Approval Manager v
Do you want fo copy your active opportunities to the current month? b
Do all Quotes from this user Require Approval? L
Track Geo Location of Activities? L4
Default New Acfivity Company to the nearest Company based on Geo locafion? bl
Do you want BluWaveCRM to book appointmenis into your email calendar? L
Please choose which email client/calendar you are using? POP3 (ICal} '* Gmail Exchange/Cutlook 365

Email SMTP Settings +  (The SMTP settings are used when sending emails from BluWave CRM)

SMTP smtp.gmail.com SMTP User Name mibpsnydersi@amail.com
Secure Connection (S5L) |« SMTP Password
SMTP Port 25
Roles 4 User ¥ Manager ¥ Execulive ¥ System Admin Ld Setup < List Gp ¥ Approval Claim Leads
Product Manager Resfricted User Restricted Manager Restrict Pricelizt Create Non-Stock ltems
Update Details Update & New Cancel
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2.4.1 Set Location for Travel Claim Report

User must set their default location (work/home address) on their profile- this will calculate from where the
users are leaving to go to appointments most often, for travel claim purposes. Click on the Use Current
Location button or the Select From Map button in the users’ profile.

Getting_Started User Profile | Log Out?
14; BluWave
SOFTWARE
Home || Activites || leads || Contacts || c |[ opportunities ||  Reports | system Setup|[ Fi |[ List Manager |
11 1[ 10 11 1[ 11 1 11 1[ 1
CRM Setup Administer Users | Edit Profile | Impaorts | Quote Setup | Pricelist Management | Documents | Volume Pricing | Workflow |
SO search Edit User Details and Roles
Search 8 -
Full Name Michelle Snyders User Mame |m|chelle@demu_ca_za
within | Please Select . v
Branch Johannesburg v Date Capiured 03/09/2018 00:00:00
Sub-Eranch/Division: v Rep Code AC16
@ Quick Create Designation Implementation Conzultant Change Password HTML Signature
Please Select .. v Telephane 011 462 6871 To Change your Password, first click on the Change Password button.
Cell 074 588 3508
Email mibpsnydersi@gmail.com
Calendar @
Active i
= January 2020 =
= Ty T T B & G Monthly Targets Mo of Quotes |0 Start and End GIS Location
30 31 4 2 3 4 5 Target Quoted Value 0 Use Current Location Select From Map
6 I & 2 10 1 12 Target Sales Value 50000 TR -
L1815 1817 1819 GP Value 10000 Rate Per Hour: 0
20 211 22 23 24 25 2
27 28 29 30 31 1 2 Mo of Units 0
3 4 5 6 7 8 9 Mo of Face-to-Face Visits |0
Last Invoice Dats #Approval Manager v
Do you want fo copy your active cpportunities to the current month? b

To check what or if a location has been set- click on the Select From Map button in the users’ profile to
view the map. The selected location will be indicated by a red pin.

14; BluWave

Getting_Started User Profile | Log Out?

Home || Activities || Leads |[ c |[ companies || Opportunities || Reports || System Setup|| Financials || List Manager |
1L 1L 1L 1L 1L 1L 1L 11 1L 1
Search Michelle Snyders
; earc Select lecation from map below
Latitude -25.860767364502 Longitude |28.1478404938779 Save This Location Cancel
Search
within | Please Select . v m "™ MONTANAPARK u
: ma rA
Map Satellite s EERSTERUST ELL 4
) ] En L '
@ Quick Create i - o a o MA
[M22]
Please Select... v Z
eespoort - F&%ﬁ?%‘ﬂf Pretoria .
Z 12 il s
(=] @ Silver Lakes
2 ATTERIDGEVILLE 15 T ] L3 GolfEstate B
Calendar ; ,:—Z' LAUDIUM MENLYN Lombardy | R223]
m 5] = [ mao | Estate
= January 2020 > stroom =i 1424 [Was] (o)
Mo Tu We Th Fr Sa Su [ R511] M0 | (s |
B3 12 3 e MORELETA PARK
g I & 9 10 M 12 —— Q mm
DIEHOEWES g
il B WIERDAPARK
: Al
20 21 22 23 24 25 26 = Centurion 131 |
27 28 29 30 3 1 2 M7 IRENE Grootfontein
_____ - states Ti
3 4 5 6 I &8 9 & ROOIHUISKRAAL Country Estates Tierpt
4]
Last Invoice Dats E
Basl|
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3. Companies
3.1 View Companies
When clicking on the Companies tab, the View Companies page will show by default.
Use the View Companies Screen to:
e Search for the company name to view the details of the client.
e Add new Clients to the database.

This page allows you to see all loaded companies (depending on what roles [user rights] you have).

Search for particular companies by using the filters on the far right; typing in the search field; or using the
letters listed beneath the search field.

This page allows you to see all loaded companies.

You can also sort each of the columns by clicking on the underlined heading.

Getting Started | User Profile | Log Out?

|| BluWave
SOFTWARE
Home H Activities H Leads H Contacts H Companies H Oppornnuu]”[ Reports H y Selup“ Financial H List Manager !
Add Company |  View Companies| ContractPricing|  Group Pricing|  View Cycles|  PriceList|  Generate Jobs|  AssignJobs|  PostCollection|  Monthly Billing |

Search 1 i i
p earc| ”Q View Companies

Search

within | Please Select... v

Search || Gol | Filter | All Companies v
lus) Quick Create
AlB| C|D|IE|F|G|HJ1|J|KILIM|N|O|P|Q|R|SI|T|UJ]VI|WI|X|Y]Z]
Please Select A
Company Name Acc No Cat Type Industry Area Sales Rep Created
- - Fe Financial : Michelle 097"
ﬁ e —— Edit Delete Adams&Adams P On The Fence o JHB Midrand Snyders 12/09/2018
" S Defnite . Michelle .
Edit Delete ADT/Fidelity P Security C 12/09/2018
< February 2020 > = r Interest Y Snyders
Mo Tu We Th Fr Sa Su  Edil Delele Affox P OnTheFence Reta JHE Midrand Cﬂ!l‘ﬁ';i”; 1210972013
27 28 29 30 3 Y -
Z028 29 30 31 1 2 by Daete BighGuards 1024 C  Commercial Securily MMbEastem  Byron Cooke-  pgper2017
304 5 & EgES JHB Mortt Byron Cook
r Wave — v r - N— orthern yron Cooke- GI05/
10 1 12 13 14 15 16 Edit Delete BluWave Software 2346 c Residential Software Gl T 26/05/2017
17 18 19 20 21 22 23 Edit Delete Brittan Health Care (Zwelethu Capital) P Engiring Only g;';i”r: 2771172018
24 25 26 27 28 29 1 icha
****** Edit Delete Chet c Michol 260772017
2 3 4 5 6 1 8 ==
- . Defnite . Byron Cooke- anar
et nvaice Do Edit Delete Chet Chemicals P Interest Chemicals Tonnesen 04/08/2017
Edit Delete Explorenet P Engiing Only Tourism JHB Migrang  Byron Cooke- ogp6017
. Michelle 05
Edit Delete Grass Gardens P Snyders 17/052019

To access/edit the company, click on either the Company Name or on the Edit link on the left-hand side of
the company.
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3.2 Adding a Company

Getting Started | User Profile | Log Out?
|| BluWave
m”i—if WARE
Home H Activities H Leads H C H Ci HOpporummeoH R H Y Setlm!! Fii !!Lis"hnaoerj]
o Add Company View Companies | Contract Pricing | Group Pricing | View Cycles | Price List | Generate Jobs | Assign Jobs | Post Collection | Monthly Billing |

A new company (prospect or customer) can be added to your system, by clicking on
tab.

Add Company sub

Alternatively, a company can be added by using the Quick Create dropdown on the left side of the screen.

Getting Started | User Profile | Log Out?

|| BluW
V£ uvvave
Home || Activites || Leads
Add Company |

p Search

Search

H Contacts ]”{ Companies HOpporn.n‘bes“
View Cycles |

Reports H Y Setllp]“I Fi ial HL‘Mlmml!

View Companies |  Contract Pricing |  Group Pricing | Price List|  Generate Jobs |  AssignJobs|  Post Collection |  Monthly Billing |

Save & New Cancel

\]i:iw_s Add Company Save

within | Please Select...

v

Company Name

Account Number

Date Opened [07/02/2020

Sales Staff Michelle Snyders v Group v
. Category Prospect v \Website
() Quick Create ot
Type v Staff
Please Select v i
State v Number of Printers
it
Source v Financial Year End —
<AL
HiN Calendar Industry v Printer Type v
= February 2020 = Area v IMain Application Use v
Mo Tu We Th Fr Sa Su Payment Terms v Current Supplier A
27 28 29 30 31 1 2
_____ - = Currency to Quote Rand L4 Quote incl VAT?
3 4 5 68 I &8 9
Price Factor 1 Price List v
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 1 Save Save & New Cancel

Last Invoice Date:

On this page you will be required to fill in the following information:

e Company Name

e Category — Prospect; Customer; or Supplier

e Type & State — both of which are dependent on the category chosen
Industry — of the client
e Area - geographical location of the client

e Payment Terms, Currency to Quote, Quote incl. VAT, Price Factor, Pricelist (for quoting purposes)
e Account Number - only if they are a Customer with a debtor’s number

e Group — Refers to a Holding Company

e Website — of the client

e User-defined fields — 2 numeric fields, 1 date, 3 dropdowns, 2 alpha-numeric fields. (These would

only need to be populated if your system has been setup to utilize these fields)

Click on the Save or Save & New button when done.
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3.3 Edit the Company Details

Once you have saved the company you will be directed to the Edit Company page.

Getting Started | User Profile| Log Qut?
x-i;rBluWave
fsorrwane
Home || ivites || Leads || contacts |[C | | Reports || system setup|| Financials || List Manager |
10 il 10 1 I I 10 10 10 1

I 1 1
Add Company | View Companies | Contract Pricing | Group Pricing | View Cycles | Price List | Generate Jobs | Assign Jobs | Post Collection | Monthly Billing |

Search 0 A
p JM Edit Company Update Cancel Print Card New Note Financials Use Current Location Select Location From Map
|
Search
Within Please Select.. v Company Detail
Company Name Training Michelle Account Number Opened 05/02/2020 Open in Google Maps in new window
() Quick Create Sales Staff Michelle Snyders v Group v {10
Please Select v Category Prospect v Website ww.bluwave.co.za (]
Type Defnite Interest v Staft 200 m alevew
— State Enquiry v Number of Printers |5 DORAIGNE
] Calendar =
. cen 2020 . Source Exhibition v Financial Year End | 29/02/2020 | WIER PARK
-ebrual
= v Industry Info Technology v Printer Type Chain v — mE HENNOPSPARK
Mo Tu We Th Fr Sa su Main Application i 1425 | ZWARTK(
R, Area PTA Centurion v e Marketing Materials v e
27 28 29 11 2 Use
3 4 5 6 7 8 9 FPayment Terms 30 Days v Current Supplier Epson v
_______ Google Map data ©2020 AIGIS (Pty
10 1 12 13 14 15 16 Currency to Quote Rand ¥ | Quote incl VAT? 9 o Ll
17 18 19 20 21 22 23 Price Factor 1 Price List | Price List01 v
2 2 6 24 2% 2 1| Contacts W New
2 3 4 5 6 s Cycles W  New
Last Invaice Date: Scheduled Activities W  New
Completed Activities W New
Opportunities. New Quote W New
Current Products W New
Product Usage Edit Usage w
Jobs Open M 4
Workflow v

At any point in time if the user wishes to update the details of the company, they can make the changes,
and click on the Update button to save these changes.

By using the panels below the company details on this page, the user will be able to add and view all:
e Contacts

e Cycles

e Activities

e Opportunities

e Current Products

e Jobs
e  Workflows related to the company

Note: The map on the right-hand side will only appear after a contact has been added to the company (with
a physical address) and Google Maps registers the address.

Alternatively, if you are already at the Companies’ premises, you could click on the Use Current Location
button at the top of the page to save your current GPS co-ordinates. You could also use the Select Location
From Map button to add an address to the Company page. This will not add or update the physical address
on any of the Contacts.
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3.4 Add/ Edit Contacts

Contacts can be added from the Company Page, Quick Create dropdown, or Add New Contact link under
the Contacts tab.

From the Edit Company page:
e Expand the Contact list by clicking on the down arrow on the green Contacts panel
e C(Click on the New link to add a new contact.
e Click on the Contact Name in order to open the Edit Contact page.

Contacts without an email address won’t be available for meeting invites or email filing

Notes made here will not appear on any reports.

1 Getting Started | User Profile | Log Out?
~l, BluWave
’( SOFTWARE
Home H Activities H Leads “ Contacts ]I Companies “ Opporh.llmesH Reports H Y Setllp” Fi ial H List Manager I
1 11 1 [ 11 1L 1L ] [ 1L 1L |
Add New Contact|  View Contacls |
Ve
Search ‘,' .
)) w Edit Contacts Update Cancel
Search
Contact Detail
within | Please Select... v ontact betals
Company Training Michelle
Title First Name |Michelle Initials Tel 011 608 3000
\.) Quick Create Surname Snyders Fax
Please Select... v Designation Application Consultant Cell 074 586 3506
Category Influencer v Email michelle@bluwave co za
Secretary Annie Unsubscribe v
Calendar - _—
ate unsubscribe i
Birthday 06/02 Birthday Email? ¥ e Michelle Snvders 05/02/2020
= FETHER 2 = The client will th i de h
MNote e Client will never see these notes made here. H
T Notes here will not be
27 28 29 12 visible to clients or on P
34 5 8 9 reports.
10 11 12 13 14 15 16 Address Details Update Company Location from Address | GIS D
17018 18 20 21 22 B3| pogia address Physical Address Bulding/Office
24 25 26 27 28 29 1
Sheel No & 294 Theuns van Niekerk Street
2 3 4 5 & 1 & ame
Suburb Wierdapark
Last Invoice Date
Town/Code Province/Code
Country South Africa v Country South Africa v
Last Updated 05/02/2020 uUpdated By Michelle Snyders Created 05/02/2020 10:38:35

Update Cancel

At the bottom of the page you would be able to see when the contacts’ details were last updated and by
whom.

e Make your changes to the contact and click on the Update button.

If you have more than one contact listed under the company and they have different addresses, you are
able to choose which contact’s address should appear as the main address on the Edit Company page

(map).

Simply click on the contact’s name and on the Edit Contact page click on the Update Company Location
from Address button. The map on the Edit Company page would then be changed to this address.
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4. Activity Management

An Appointment (Date and Time) and a Task (Date only) are both classified as an Activity.

How to add a New Activity:
e On the Edit Company page- click on the New link, on either the Scheduled Activities or Completed
Activities panel.
e On the Activities tab, click on the Add New Activity sub tab, or directly on the Diary Planner.
e Quick Create (Appointment or Task).

When adding an activity via the Quick Create/ Activities tab, and if you enabled the Default New Activity
Company to the nearest company based on Geo Location checkbox in your profile, the system will pre-
populate your nearest client’s details.

Getting Started | User Profile | Log Out?
-l BluWave
!} SOFTWARE
Home H Activities I Leads “ Contacts H Companies HOppor‘b.lutlesH Reports H Y SetupH Fi ial “ L'uIM-llqetI
I 11 10 11 ] { 1L 11 1[ 1[ 1
Add New Activity |  Diary Planner| ToDolist| SendEmail| Add New Cycle|  Cycle Planner |
p m]
p Search 1‘\: Add Activity Save Save & New Cancel
=
Search
wikin | Please Select. v Appointment Details * = Required Fields
Sales Staff: Michelle Snyders v
Q Quick Create Company: * sl Please Wait. Checking for nearest Company ...
Please Select v Contact: v | &9 = & Invite? | Additional Invitees
Location View Map
Activity: v
Calendar
Task? O Product Usage
Feb 2020 —
= ebruary % Start Date: 10/02/2020 08:00
Mo Tu We Th Fr Sa Su
End Date 10/02/2020 08:30
27 28 29 30 1 1 2
3 4 5 5 gEgsed Quote/Opp No: Document Attach
] & & Quote Status: v
17 18 19 20 21 22 23
Note
24 25 26 27 28 29 1
2 3 4 5 8 1 8
Last Invoice Date
£
Complete Activity? O Current Location -25.8767304 28.15654
Save Save & New Cancel

This helps you as the user to quickly create a call report for the company you are physically at. This is
especially useful for the salesperson who calls on customers without an upfront appointment.

If this is not the correct company, you will be able to use the magnifying glass and do a Company Lookup.
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4.1 Add an Activity (Task/ Appointment)

Any of the before-mentioned ways to add an activity will direct you to this page.

1

BluWave

_‘rwi

SOFTWARE

Getting Started | User Profile | Log Out?

Home ]! WNF-H Leads H Contacts

“ Companies HOppom-ms” Reports H Y SetupH F i ” List I
11 ]| 1] 1 [ 1] 11 ]
Add New Activity|  Diary Planner| ToDolist| SendEmail]  Add New Cycle|  Cycle Planner |
¢ 23|
p Search ;It Add Activity Save Save & New Cancel
= 3 r
Search
Within | Please Select... v Appointment Details * = Required Fields
Sales Staff Michelle Snyders v
() Quick Create Company: Green Leaf * O Use the magnifying glass
, to search for the relevant
Please Selact. v Contact Bobby Roots - Sales Rep - Influencer v | s company.
Location: 4 Daventry Street Lynnwood Manor View Map
— Activity: Presentation v |*
‘;F_Cl Calendar
Task? O Product Usage A ot be added
new contact can be adde
2 Febnay 2020 2 g Date 10/02/2020 08:00
Mo Tu We Th Fr Sa Su to the selected company, by
End Date 10/02/2020 08:30 o —
27 28 29 30 M 1 2 clicking on this icon.
3248 81 8 % Quote/opp No v | Document | Attach |
U012 13 14 EEE Quote Status v
IR = Note: IMeeting to do a presentation to the client regarding the new product range we offer
24 25 26 27 28 29 1 ' The client will see these
2 3 4 5 8 1 8 notes, if you check the
invite checkbox
Last Invoice Date N
- (appointment).
Complete Activity? 7] Current Location -25 8767304 28.15654

Save Save & New Cancel

o The View Map link will direct you to Google Maps; you can then use this to get directions to the
location of the appointment.

The Location of the activity can be changed by typing in the required location.
Select the type of Activity.
Ticking the checkbox next to Task? will change the activity from an appointment to a task, which

will disable the time fields. The tasks that you create on the system will not be pushed through to
your calendar, it will only show on your diary planner under the Activities tab.

Type a Note for the activity if required.
Click on the Save button. If you wish to create another activity click on the Save & New button.

4.1.1 Inviting the selected Contact to an Appointment

Next to the Contact field is a checkbox; if this box is ticked it will automatically send the individual in the
contact field a meeting request.

If you do not wish to send an appointment invitation to your customer, then uncheck this box.
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4.1.2 Inviting multiple contacts to an appointment

BluWave CRM allows you to invite multiple contacts to the same appointment if required.

Step 1: Click on the Additional Invitees button on the appointment screen (next to the invite contact
checkbox).

Step 2: Select the recipients by clicking on the green cross next to each name you would like to invite. The
required invitees will appear on the right-hand side with a red dash. If you decide one of the already
selected invitees does not need to receive an invite, you can simply click on the red dash and the invitee
will be removed.

Getting Started User Profile | Log Out?
wfla BluWave
SOFTWARE

Home || Activiies || Leads |[ contacts |[ ies || Opportunities|| Reports || System Setup || Financials || List Manager |
1L 11 11 1L i 11 10 11 11 |
p Search i i
Add Appointment Invitees Done Cancel
Search * Client Contacts Internal Staff
witnin | Please Select.. ¥ Green Leaf <
* Select contacts to add Re uired In\l‘itees
u T T Bobby Roots - Sales Rep + - ]any Meorris - Sales Manager
Patty Morris - Sales Manager +
Please Select... v

Calendar

< February 2020 >
Mo Tu We Th Fr 35a Su

Step 3: To include internal recipients to the appointment, select the Internal Staff radio button and this will
show a list of all the Users of your BluWave CRM system. Add the required invitees by clicking on the Green
Cross next to their names and they will display underneath the required invitees.

Add Appointment Invitees Done Cancel
Cliznt Contacts * Internal Staff

Green Leaf n

* Select contacts to add Required Invitees

Charmaine == Patty Morris - Sales Manager

Hansie Keller == Hansie Keller

Michelle Snyders

++++

Simphiwe Nkosi

Revision Date: 05/03/2020 BluWave CRM- Training Manual Page 19 of 76



BluWave CRM Training

©BluWave Software (Pty) Ltd

Step 4: If you wish to invite contacts from multiple companies to the same appointment, you can use the
magnifying glass to search for the additional companies. Repeat Step 2 to add them to the required
invitees.

Step 5: Click on the Done button once finished. You will then be directed back to the Add/Edit
Appointments page.

The multiple invitees will appear on the right-hand side of the appointment page.

When saving the appointment, an appointment invite will be sent to the main contact as well as the
multiple invitees.

On your diary planner you will only see the main contact details. Once opening the appointment on diary
planner you will be able to see the multiple invitees as well.

Getling Started | User Profile| Log Qut?
1.-'( BluWave
FsorTwaARe
Home ”rm'” Leads ” C J|! Compani Hr:, it !| Reports |I y Se‘rup” Financials J|!Lntll ag !
| ——
Add Mew Activity | Diary Planner | To Do List | Send Email | Add New Cycle | Cycle Planner |
).) Search ?] Add Actiuity Save Saue & Mew Cancal
-Atq E
Search -
it Please Select . v Appoiniment Details ‘=_Recu'ec—e-js
Sales Staft | Michelle Snyders v Invitees
patty@greenleaf.co.za
g X Company: Green Leaf * 0. hansie@xellarco.zz
() Quick Create
Contact: Bobby Roots - Sales Rep - Influencer v |%? < # invite? | Additional Invitees
Please Select. . v
Location: 18 Curzon Road Bryanston Wizw Map
Activity: Presentation ¥ =
ﬁ calendar Task? [l Product Usage
Start Date:  [11/02j2020 14:00
£ Febnay2020 2 pogpater [11/02/2020 17:00
Mo Tu We Th Fr 33 3u
27 28 2 I N 1 2 ggPtEfODP v |Document | Attach
3 4 5 8 I 8 B8 )
gl — Quote Status: v
10 1 12 13 14 15 18| o
17 18 18 20 21 22 23 Discuss new product range launched
24 25 26 27 28 28 1
I D 4
' Complete : 5F DEEATOR 0GGA
Activity? O Current Location 260654996 28 0066806
Save Save & Mew Canoal

Revision Date: 05/03/2020 BluWave CRM- Training Manual Page 20 of 76



BluWave CRM Training

©BluWave Software (Pty) Ltd

4.1.3 Appointment Invitation Emailed to the Customer

If you had checked the invite customer checkbox then your customer will receive the following email from
you.

Your customer can click on the attached Calendar file to accept the appointment into any .ics compliant

calendar program including (but not limited to) MS Outlook Calendar, Lotus Notes Calendar, or Gmail
Calendar.

= "f) Training Michelle - Michelle - Snyders - Implementation Consultant - Admin in Office - Meeting

File Meeting Help Q  Tell me what you want to do

m ®< E Eﬂ EJ:ITania Cooke-To... EJ:IMWEV &7 Mark Unread 55) /oFind /L\r}) q

> To Manager - [ Rules ~ S = Related ~
Delete Mo Response Respond Meeting Calendar g =g ] Relate

. Translate Read Zoom
= i = B8 Categorize ~
Required ~ MNotes Team Email L 9 ~ [# Select~ Aloud
Delete Respond Meeting Notes| Calendar Quick Steps = Move Tags = Editing Speech Zoom ~

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

- @ NoR Required
Michelle Snyders s Mo Response Require
Required mibpsnyders@gmail.com; Michelle Snyders

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

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

From: Michelle Snyders Cell: 074 586 3506 Tel: 011 462 6871
Client Cell: 074 586 3056 Tel: 011 462 6871

Note: * Finish up on Outstanding Admin

* Check and Answer Emails
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4.2 Diary Planner

Getting Started | User Profile | Log Qui?
| BluWave
-\1(501 TWARE

tome_ ] (s ] o (==
Add New Activity | Diary Planner | To Do List| Send Email | Add New Cycle | Cycle Planner |

&
I
£
i

The Diary Planner is accessed from the Activities tab.

Alternatively, the Diary Planner can be accessed from the Home Page, by clicking on the Go to Diary
Planner hyperlink.

These views show the appointments for the day in the bottom section and the tasks at the top in the grey
section.

Access the different diary planner views using the tabs below. (Day, Work Week, Week, Month &
Timeline)

Work Week View
Home J!'m'” Leads ” C ” Compani Hrr, .iﬁesJ|| Reports |!Syltem$e‘mp” Financials J|! List Manager
Add Mew Activity | Diary Planner | To Do List | Send Email | Add New Cycle | Cycle Planner |
s
)-) Search Show diary planner for: | Michelle Snyders v
Search { Today = ) 03 — 07 February 2020 Day ~ WorkWeek  Week  Month  Timeline
Within | Please Select.. ¥ :
3 Monday 4 Tuesday 5  Wednesday 6 Thursday 7 Friday
Adams8tAdams - Training Michelle1 - Green Leaf - Patty Green Leaf - Patty Training Pieter -
u Quick Create fegv - Book Training Peter Gelden Mr - Morris - Sales Morris - Sales Pieter Bester -
(4 Daventry Street Sales Manager - Manager - Influencer Manager - Influencer Presentation (17
Please Select... v lynnwood Manor) Decision-Maker - - Email Sent - Arrange Cust Visit Leslie Avenue
Ts.lzfr:: .r?_snb.jlilcfi ; Vodacom - =7 (Green Leaf - ITig IR E
- Strest ""'iﬂerc:a ha ;lc‘ Nicola Potgieter Ms - Bobby Roots - Sales
"AA|  Calendar i pard Branch Manager - Rep - Influencer -
Customer Survey Service Call
= February 2020 =
T
Mo Tu We Th Fr Sa Su 7 e
27 28 20 30 3 1 2 08
00 Training Michelle1 -
2 4 5 8 7T &8 B (o] . i -
SR - - Training Michellel - 25 New Appaintment Michelle Snyders
1o 1 12 12 14 15 18 09 Michelle Snyders New Task (Left) - Application
17 18 19 20 21 2 23 - {Left) - Application Consultant -
24 25 26 27 2B 28 1 Cansultant - Go to Today Influencer -
23 45 I 10 oo Fifrzrezs- ) Presentation (294
e — Presentation (204 [y Goto Date.. Theuns van Niekerk
2 Irvaice D 11 oo Street Wierdapark)

Change View To 4
Green Leaf - Patty

12 o Morris - Sales * Green Leaf - i
Manager - Patty Morris -
13 ® |nﬂElenc_Er - Sales Manager -
Presentation Influencer -
Present

The Work Week view is the system default;
excludes Saturday and Sunday.

shows all booked activities for the working week hence it

Right click on an empty time slot to create a New Appointment for that time or to create a New Task.

Note that the dotted blue line indicates the current time.
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4.2.1 Alternate Views of the Diary Planner:

Day View
This view shows all appointments and tasks that have been scheduled for a specific day.

Week View
This view shows all scheduled appointments and tasks for the week and will include Saturday and
Sunday.

Month View
This view shows all the activities in the diary that have been scheduled, from the current week to the
corresponding week in the following month.

Timeline View
This view will show all scheduled appointments and tasks for a Ten-day period.
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4.3 Edit an Activity

An activity can be accessed/ edited from the Home page, Edit Company page & To Do List page, by clicking
on the Activity Description.

Getting Started | User Profile | Log Out?
1,1 BluWave
_\‘ SOoOFTWARA

Home !| Activitis |! Leads ” Contacts Hr ypanies ||Opp:u‘l.mﬂiet” Reports ”, Seiql!! Fi !!Lhtmr!
|

Home | Dashboard | Edit My Profile

p Search g Appointments for Tadfy u Tasks for Today
Search _ - e
09:30 0228 Michalle BluWave Caollact Printer For - Michelle Training Michelle] Call for Demo
Within Please Select.. v :rf"ﬁ E;%ﬁl:::—l_:m Michelle Training Michelle1 Call for Demao
. - g Colle:
De:z8 0828 Michele Software Service/Fepair = Pater Training Michelled Call for Demao
u QUiCK Create Go to Diary Planner To do list Go to Diary Planner Tao do list

From the Edit Company page, you would expand the Scheduled Activities panel and click on the activity
you wish to edit. It will open the same screen as below.

Contacts W New
Cycles W  New
Scheduled Activities 4h  New
Date Time |Activity EW Contact MNote

Patty Moeris , Sales
Delete 08/02/2020|00:00 |Arrange Cust Visit  (Michelle Snyders  [Manager, phone to book presentation for nest week

Influencer

Bobby Roots |
D=l 100272020 (00:00 | Telephone Call Michelle Snyders  |Szles Rep, phone to check on order

Influencer
Completed Activities Mew

Also note that the New links on the Scheduled and Completed activity panels will allow you to create a
new activity for this client; the company name will be defaulted.

An activity can also be accessed/ edited from the diary planner (Activities Tab), by right-clicking on the
activity and selecting the Open Activity option.

Show diary planner for: Michelle SNyders T

{ Today ~ 03 -\07 February 2020 Day  WorkWeek  Wweek  Month  Timeline

3 Monday 4 Tuesday 5 Wednesday 6 Thursday 7 Friday
Adams8Adams - Training Michellel - Green Leaf - Patty Green Leaf - Patty Training Pieter -
fsgwv - Book Training Peter Gklden Mr - Morris - Sales Morris - Sales Pieter Bester -
{4 Daventry Street Sales Mynager - Manager - Influencer Manager - Influencer Presentation (17
Lynnwood Manor) - Email Sent - Arrange Cust Visit Leslie Avenue
Telephone Douglasdale)

Street Wierdajark)

07 oo
08 Training Michelle1 -
— Michelle Snyders
09 Open Activity (Left) - Application
. i Consultant -
Show Time As )
Influencer -
10 oo Label As b i 10:04- 10:20 Presentation (294
Theuns van Niekerk
11 o0 ¥ Delete Street Wierdapark)

Once you have clicked on the Open Activity option, the Edit Activity page will open.
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You will then be able to make the necessary change to the activity (to the date, notes or time, etc.).

Click on the Update button to save the changes made to the activity.

If you edit your appointment in BluWave, the system will edit your appointment in your local calendar.
In addition, if your customer was invited, it will resend the email invite to the customer with the updated

time and/or date.

Remember to check all the invite checkboxes if the customer should receive and updated meeting request.

“rome | TR |

1f Ml
Add New Activity |

P

Search

Diary Planner | To Do List |

Search

Please Select v Appeintment Details

Within

Leads ” Contacts ” Compahies ]I‘*—I o

Send Email |

35} Edit Activity

!| Reports |!syu Setup” Financial
wi Cycle Cycle Planner |

[

Update

* = Required Fields

Sales Staft. | Michelle Snyders Invitees
peter{@trainingmichelle.co.za
y i Company: Training Michelle1
() Quick Create
Peter Gelden Mr - Sales Manager - Decision- v | * % Invite Contact?
Please Select... A Contact: - g
Invitees
011 608 3000 088 900 2010 peterg@irainingname.co.za
Calendar Location 284 Theuns van MNiekerk Street Wierdapark iew Mzp
Activity Demaonstration v
= February 2020
Mo Tu we Th Fr sa su Task? O Product Usage
o7 28 28 m 1 1 2| StatDate  [12/02/2020 12:00
3 45 5 1 a g EndDate 12/02/2020 14:00
Ll L2388 8 phpcrealed 05022020  Created By Michelle Snyders
17 18 13 20 21 fomges CQuote/Cpp No v | Document | Attach

Quote Status

s Insies Bte Note:

Not yet complete, Complete Now? []

v

demo on companies product

&

Current Location -26.0654996 28.0066806

Upsciaste Update & New Cancel
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4.4 To Do List

The To Do List page will show all the open activities on the system up until today (by default).
To get to the To Do List page, click on the third sub tab under the Activities tab.

This page can also be reached by clicking’on the To Do List hyperlink on the Home Page.

Getling Started | User Profile| Log Out?
“."( BluWave
FSorTwaAme
Home I!-m-” Leads ” cwés H C i Hr:, it !l Reports |!Swhem§e‘mp!! Financ H List Manag !
| ——
Add Mew Activity | Diary Planner | To Do List | Send Email | Add New Cycle | Cycle Planner |
S search 15 || To Do List * Activities Cycles
Search
i Michelle Snyders v i ing (AR ||
i | Please Select. v Show to do list for y Up to and including [EIEEEL [~
Start Date  Task? Company Name Contact Activity Days ® < February 2020 LI
Edit Delete 11/0212020 Training Michelle1 Michelle Snyders (Lef) i 0 Mon Tue Wed Thu Fri Sat Sun
() Quick Create Edit Trsining Michellet Peter Gelden 0 B
Please Select. v Edit Green Lesf Bobby Reoots 1 phone to cheg fo 152 :‘3 11 135 196
Edit Training Michelle1 Peter Gelden 1 E:‘:;:'E:t::'i: -
—— 17 18 19 20 21 22 I3
Edit Michelle Snyders (Left) s Agenda: Mew
Calend 24 25 26 27 28 29
ZERUA Edit Patty Meorris 5 phene to bookl - - a4 - - < 8
2 February 2020 = Edit Training Michelle1 Michelle Snyders Left)  Presentation 7 agenda: naw g
Mo Tu We Th Fr Sa S| Egii Delste 0302202 AdamsBAdams fsgu Book Training 8 newsofware {
27 28 20 30 31 1 2 - L
e — Edit Adams&Adams Gladyce Moore Quote Follow Up 14 = T TNy
i 42 38 8 I &8 &8
Edit Delete 24/01/2020 Adams&Adams Gladyce Moore Telephone Call 12

B
B
&
=
E
g

|

AT 1% 10 20 21 22 I3 Edit Adams&Adams Gladyce Moore Telephone Call 12 @ Na: 1137 Opp Name - 5
24 25 25 27 2B 2B 1 Edit Adams&Adams Gladyce Moore 19 d
2 32 4 5 8 I 82 Edit M 83 o 1133 Opp Name -
AT B Edit Delete 05/1272019 Blu¥Vave Software Miss Angs a2 Follow up on quote created

Edit Tiger Brands 69 Send invoice to client

From this page you can edit an activity, by either clicking on the Edit link on the left of a line or by clicking
on the Activity Description.

By clicking on the Company Name, you will be directed to the Edit Company page.

The Up to and including date can be changed to any date to show more or less records.

The Days columns shows how many days an activity is overdue or how many days in the future it is.
e A negative value (i.e. -1) — show how many days in the future the activity is due.

e A positive value (i.e. 2) — shows how many days overdue the activity is.
e Azerovalue (i.e. 0) — shows the activity is due today.
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4.5 Completing an Activity
In order to complete an activity, the user would open/ edit an activity (as shown on the previous pages).

Once on the Edit Activity page, the user would make sure to type in their feedback on the activity (also
known as a call report); that the Complete checkbox it ticked and then click on the Update button.

Home || Activites || Leads || Cont | Companies || Opportunities |  Reports || System Setup || Financials || List Manag
I [ [ 1l 10 [ il [ [
Add Mew Activity | Diary Planner | To Do List| Send Email | Add Mew Cycle | Cycle Planner |
}) Search :]5 il Edit Activitv Ut Updiste & New Cancel
Search
Vit Flease Select . v Appointment Details * = Required Fields
Sales Siaff Michelle Snyders A
. Company: Green Leaf F ey
() QuickCreate
Contact: Bobby Roots - Sales Rep - Influencer v |- Invite Contact? | Invitees
Please Select... v
011 474 5664 bobby@greenleaf.co.za
Location Wiew Map
Calendar Activity Telephone Call v -
= February 2020 = Task? Product Usage
Mo Tu we Tn Fr sa su  StariDate 10/02/2020
27 28 20 30 3 41 2| EndDate 10/02/2020
2 4 5 & 7 IO Activity is Scheduled in the Past, Defaulting fo Completed
T e B Date Created 05/02/2020 Created By Michelle Snyders
10 11 12 13 14 15 18
_______ CQuote/Opp No ¥ | Document | Attach
17 15 18 20 21 22 23
_______ Quote Status v
24 25 28 27 28 29 1
2 3 4 5 8 7 8
Note:

Irme Dl phone 1o ched« on order

A
Not yet complete, Complete Now? Current Location -26.0654996 280066206

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

If however you edit an activity because the time or date of the appointment has changed and thus you
change the date or time to a future date, the system will uncheck the complete check box.

If you are logging and completing an activity that happened in the past, but was not initially entered to the
system, BluWave CRM will note that the activity’s date and/or time is in the past and will once again auto
complete it. It will also indicate that you are entering an activity that occurred in the past.

If an activity is changed to a task, the invite customer checkbox is unchecked.

Activities dated in the future will not be completed.

The Update & New button allows the user to complete the current activity and then book a new activity on
that same company (essentially a Follow up activity).
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4.6 New Note (Logging Unexpected Communication)

The New Note function was created to assist users when having to quickly log a telephone call, support call
or even to just add additional information to the Edit Company page.

To add a New Note, go to the Edit Company page, and click on the New Note button.

\
| system Setup || Finaycials || List Manager
[ [ [

Home || Activities || Lesds || Contacts || Companies || Opportunities | Reports
— 1l [ i) [ | E—
Add Company | Wiew Companies | Contract Pricing | Group Pricing | Wiew Cycles |
/') Search \}jlll Edit Company Update
Search
within | Flease Select.. v Company Detail
Company Name Grags Gardens
) Quick Create Sales Staff Michelle Snyders
Category Prospect
Please Select... T
Type Defnite Intarast
State First Demonstration
Calendar Source Mariketing Promaotion
< February 2020 > Industry Consultants
Mo Tu we Th Fr sa su| A8 PTA Eastern Suburbs
27 2 28 30 01 1 2 Payrent Terms
2 4 58 8 I 8 & Currancy 1o Quate Rand ¥ | Quote incl VAT?
10 1 12 13 14 15 18 Price Factor 1 Price List v

Price List |

Generate Jobs | Assio Jobs | Post Collection | Manthly Billing |

Cancel Print Card Neawr Mote Financials Usi

Aceount Number Opened 171052018 Cpen

Group L

Website w/

Staff 0

Number of Printers |1

Finaneial Year End [2OV02/2020 '“:

Printer Type Daisy-whesl v

’L'j':; Application [ s £ ord Printing v

Current Supplier Cannon v

This will direct you to the Add Activity page, with the following information already defaulted for you:
e The Company and Contact details (the user might need to select the correct contact person).
e  The Activity Description (this will be according to your system settings).

e The Date and Time (already set to today with the time).

e  The Complete Activity checkbox ticked (This will be ticked, as the system recognises the time and date

to have occurred in the past).

-"LF q l] Add Actiuit'v Save Save & New
-\hh. —
Appointment Details
Sales Staff Michelle Snyders v
Company': Grass Gardens *
Contact: Greagg Ellis Mr ¥
Location:
Activity: Telephone Call v
Task?
Start Date: 11/02/2020
End Date: 11/02/2020

Cancal

* = Required Fields

wy -

\fiew Map

Invite? | Additional Invitees

=

Froduct Usage

Activity is Scheduled in the Past, Defaulting to Completed

Quote/Opp Mo: Document Attach

Cluote Status:
Mote:

Complete Activity? Current Location

Save Save & Mew

-26.0654996

The user would only need to
add their feedback/ notes to
the Notes section and then
click on the Save button

28.0065806

Cancel
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A cycle can be created by using the Quick Create dropdown; the Cycle panel on the Edit Company page; or

the Add New Cycle sub tab under the Activities tab.

Contacts New
Cycles Mew
Scheduled Activities W New
Completed Activities W MNew
Opportunities MNew Quote 9= New
Current Products W New
x;‘/ (_B_( !l:l %q\\ig Getling Started | User Profile | Log_ Out?
tous ][RR (et Comtcts ] - comphges | | Opporiuatn| R [Bpaees ek - Fhsmctae | it acager |
Add New Activity| DiaryPlanner| ToDolist| SendEmail| AddNewCycle| Cycle Planner|

On the Add Cycle page the user would have the ability to either create a recurring task or a recurring

appointment.

J\E\j})‘ Add Cycle

Service Cycles

Save

Cancel

Save & New

Sales Staff Michelle Snyders r
Company': BluWave Software * o,
Contact: Peter Burger v|*
Activity: AN
Start Date: [11/02/2020 ‘ Duration: 1 | Minutes
Recurrence: @) Daily
) Weekly {(®) Every |1 day(s)
(O) Monthly () Every weekday
() Yearly
_ (®) Mo end date
HEEIE == E () End after: OCCUITENces
() End by:
Save Save & Mew Cameoe|

Step 1: Select the Company (using the magnifying glass) and the correct Contact person.

Step 2: Select the recurring Activity.

Step 3: Decide whether this cycle should be a task or an appointment.
- For aTask only the Start Date would need to be populated (usually defaulted to today).
- For an Appointment the Start Date, Time and Duration of the Appointment would also
need to be populated. (These appointments will not pull through to your outlook calendar)
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Step 4: Select the relevant Recurrence settings.

4.7.1.1 Recurrence Options

Daily
@) Daily This will create a daily activity that will appear in your diary
() Weekly @ Every |1 day(s)  planner as often as you have selected it to occur.
() Monthly {7 Every weekday
() Yearly
Weekly
() Daily Recur every |1 week{s) on:p,  Select the days you want the activity to recur in a week and
{*) Weekly [] Mon Tue []Wed []Thu how often you want this reminder. (e.g. every 2 weeks).
{7) Monthly Multiple days can be selected.

O Yearly [QFi [JSat [] Sun

Monthly

() Daily

() Weekly  (® Day |1 of every |1 maonth(s)

(®):Monthly  {7) The [Second Tuesday of every |1 manth{s)
() Yearly

For monthly cycles, indicate which date/or day of the month you want so set the recurring activity for, as
well as the monthly interval.

Yearly

() Daily

() Weekly  (5) Every |January 1

(O Monthly () The  [Second Tussday of |January
(=) Yearly

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

Step 5: Select when the Recurrence should end.

(=) No end dats Set when you want the recurring activity to end. You can either
() End after: OCCUITEnCes set the activity to never end; set it to end after a particular
() End by: number of occurrences; or set the specific date you want the

activity to end.

Step 6: Click on the Save button to save this cycle.
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4.7.2 Viewing/ Editing a Cycle

Once the Cycle has been saved and added to the system, that Cycle can then be found on the Edit
Company page as well as on the Diary Planner page and the To Do List page.

4.7.2.1 From the Edit Company Page

From the Edit Company Page, the user would be able to view the Cycle created, by expanding the Cycles
panel.

Home || Activities || Leads || C [ Companies || Opportunities | Reports || System Setup || Financials || List Manager
| I— L 1] L | E— L L
Add Company | ‘iew Companies | Coniract Pricing | Group Pricing | iew Cycles | Price List | Generate Jobs | Azsign Jobs | Post Collection | Monthly Billing |
j') Search \ﬂl Edit Gompany Update Cancel Print Card Mews Mote Financials Use
Search
Within Please Select.. Company Detail
Company Name Unitas Hospital Acecount Mumbar Opened 17/01/2018 Open ir
I.:) Quick Create Sales Staff Michelle Snyders v Group v
Category Customer v Website
Please Select. . v v
Type Commercial v Staff 5000
[M10]
State Active Customer v Mumber of Printers (500
Source Cold Cal v Finanecial Year End  [20V02/2020 "‘:
1UE
- Industry Laboratory v Printer Type Ink-jet T
= o~ Main Application P
Mo Tu We Th Fr 33 Su Area PTA Centurion v Use Office Use v
27 2 20 30 31 1 2 Payment Terms T Cumrent Supplier Konica-Minalta v
2 4 5 5§ I & g  Curencyioluoe Rand v | Quoteinel vaT? :(Googh
10 M 12 13 14 15 18 Price Factor 1 Price List i
17 18 18 20 21 22 23 Contacts W New
24 25 25 27 zg 28 1| Cycles A& New
a0 A s - -« IO [ |Edit|Overdue| Next Date [Activity |5ales Rep |Contact |Note |
2 3 4 5 6 3
e —— Celete | :: |1' i02/2020|Printer Check |‘," chelle Snyders |_il')- Helle |:'r mter Check |
e B Scheduled Activities W New

To Edit the Cycle (the series), the user would click on the blue icon on the left of the cycle. This will direct
the user to the Edit Cycle page, where the user can make the necessary changes (i.e. the recurrences or
activity description).

To Complete the Recurrence activity (one occurrence of the cycle), the user would click on the Date link in
either the Next Date Column or the Overdue Column.

This will direct the user to the Add Activity page to add in their feedback or notes on the activity, and then
click on the Save button to save the information to the system.

That activity will then appear in either the Scheduled Activities panel (if the user didn’t complete the
activity) or in the Completed Activities panel (if the user completed the activity) on the Edit Company page.
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4.7.3.1 From the Diary Planner

The Cycles created will appear on the Diary Planner in either the Task section or the Appointment section,
depending on their settings. All cycles will be displayed in Blue.

Home er.! Leads J|| Contact I! Compani !!r,, iliet!| Reporis I! y smp” Financials JI!l.jmnan:oerJ
| F— | ——
Add New Activity | Diary Planner | To Do List | Send Email | Add Mew Cycle | Cycle Planner |
e
j-) Search Show diary planner for: | Michelle Snydars v
Search { Today = ) 10 - 14 February 2020 Day = WorkWeek  Week  Month  Timeline
within | Please Select.. v
10 Monday 1 Tuesday 12 Wednesday 13 Thursday 14 Friday
Green Leaf - Bobby A company has been
u Quick Create Roots - Sales Rep - added
nfluencer -
Flease Select... A Telephone Ca
Open Activity
— Q7 oo L
inE Calendar Edit Recurrence
= February 2020 B 08 oo ShowJime As »
Mo Tu We Th Fr Sa Su
Label 4
272820 30 3 1 2 09 o [] ooze [

: 4 5 8 1 28 8 X Delete

To Edit the Cycle (the series), the user would click on the Edit Recurrence menu option.

To Complete the Recurrence activity (thus one occurrence of the cycle), the user would click on the Open
Activity menu option.

4.7.3.2 From the To Do List

From the To Do List page, the user would be able to see all the cycles that have an occurrence due.

On the To Do List page, click on the Cycles radio button to change the view of the To Do List page.

Home J!-ml! Leads J|| Contact I! Comp |[ Opportuniti !I p I!',-‘ Setup” Financial J!mlmu&r!
| — | —— |

Add New Activity | Diary Planner | To Dio List | Send Email | Add Me' | Cycle Planner |

~ .

S searen 15 §| To Do List Activities  © Cycles
Search

_ [Please Select. v Show Cycles for | Michelle Snyders v| From[11jo1/2020 Up to and including
Within Edit| Overdue | Next Date |Company Contact Activity Type Route Area
Delete| ¥ *(30/01/2020 |20/02/2020 |SABS Emie Kasser  |Printer Check | Defnite Intersst S Manthem
uburks

u Quick Create Dz C f 11/02/2020 |Unitas Hospital Lily Helle Printer Check Commercial PTA Centurion

Flease Select. . v

To Edit the Cycle (thé series), the user would click on the blue icon on the left of the cycle. This will direct
the user to the Edit Cycle page, where the user can make the necessary changes (i.e. the recurrences or
activity descripgon).

To Complete the recurrence activity (one occurrence of the cycle), the user would click on the Date link in
either the Next Date Column or the Overdue Column.

This will direct the user to the Add Activity page to add in their feedback or notes on the activity, and then
click on the Save button to save the information to the system.
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5. Practical Activity

Please use the company you have created during the training session

BluWave

SOFTWARE

The Activity will cover the following concepts:
e Adding a Contact person.
e Creating Activities (Task & Appointment).
e Completing Activities.
e Adding a Cycle.

Read through the whole activity before starting:

The company, Training Name (the one you created during the training), has appointed a new sales
manager.

You will need to meet with the new sales manager and present a demo of your company’s product in order
to persuade him to purchase.

On Training Name’s website, the new sales manager’s details have been uploaded.
Peter Gelden

Sales Manager

Tel: 011 345 7890

Cell phone: 088 900 2010

Email: peterg@trainingname.co.za

Website: www.bluwave.co.za

Use the above details and create the following under the training company you just created
during the training session:

1. Create Peter as a contact.

2. You need to set up an appointment with Peter for next week Wednesday to present a demo of your
company’s product (any time may be used).

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

Complete your appointment call report. (For training purposes please change the appointment
date that you created for next Wednesday to yesterday).

4. Create a telephone call (task) that needs to be done in 3 working days.

5. Create a recurring activity with Peter where you need to visit him every second Friday for 4
occurrences (any time and duration may be used).
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BluWave CRM allows you send emails to your clients, which also saves a copy of the email sent under the
Completed Activities panel of the client.

To send an email, click on the Send Email sub tab under Activities tab, or use the Send Email function

available under Quick Create.

Home |!_AEEEF'H Leads ” C m!c.. nies”r,,

— 1 1
Add New Activity | Diary Planner | To Do List | Send Email | Add New Cycle | Cycle Planner |
F
_)-) Search Show diary planner for: | Michelle Snyders v
Search { Today - 03 — 07 February 2024 Day = Work'Week  Week Month Timeline
within | Please Select.. ¥ )
Monday 4 Tugsday 5 Wednesday 6 Thursday 7 Friday
Adams&Adams - Traipifig Michellel - Green Leaf - Patty Green Leaf - Patty

() Quick Create

Flease Select... v
Flease Select..
Appointment
Task
Company 07 o
Contact
Lead
Opportunity 08 w
CQuuote b
09 oo
10
24 25 28 27 28 28 1
2 3 4 5 8 I 8 11 0o

fegv - Book Training

(4 Daventry Street
Lynnwood Map

Pater Gelden Mr -

Sales Manager -

Decision-Maker -
Telephone Call (204
Theuns van Niekerk

Street Wierdapark)

Training Michellel -
Michelle Snyders
(Left) - Application
Consultant -
Influencer -
Presentation (204

Morris - Sales
Manager - Influencer
- Email Sent

Morris - Sales
Manager - Influencer
- Arrange Cust Visit

Training Michellel -
Michelle Snyders
(Left) - Application
Consultant -
Influencer -
Presentation (294
Theuns van Miekerk
Street Wierdapark)

Alternatively, click on the email address hyperlink on the Contacts panel of the Edit Company page as
shown below to email a specific contact person (which can also be found under the Contacts tab).

Edit Gompany Update Print Card MNaw Nata Financials.
Company Detail
Company Mame Green Leaf Account Mumber Opened 050272020 Cpe
Sales Staff Michelle Snyders T Bidwvest v
Category Prospect ¥ warw bluwave co.za w/
Type Enqgiring Only T
State Enquiry v R
Source Marketing Promotion ¥ 200022020 "j,.
Industry Automotive T Printer Type T
Areaz CT Eastern Suburbs b [‘}:E-' S pplication ess Card Printing v
Payment Terms Debit Order v Current Supplier v
Currency to Quate Rand ¥ | Quaote incl VAT? :Ga
Price Factor 1 Price List | Price List 01 v
Contacts 4 New
Mame Tel Cell Category  |Desig nah"qn E-Mail
Delete 2 |Bobby Roois 011 474 5664 Influencer |Sales Rep |bobby@Egreenleaf.co.za
Delete 1|Patty Morris 011 474 5564 074 535 3506 Influsncer E‘fa fjgar pattyi@greenleaf co.za
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Once on the Send Email page the user would need to add recipients to which the email should be sent to.

6.1.1 Adding Recipients to the Email

Step 1: Click on the To, Cc or Bcc button. All three these buttons will direct you to the Add Email Recipients

page.
Home I!_m-!! Leads ! Contact J|! Compani HW it !| Reports |!-, Se‘lup” Financials Hmt ap !
| —
Add Mew Activity | Diary Planner | Tp Do List| Send Email | Add Mew Cycle | Cycle Planner |
j‘) Search ”J Send Email Send Send and Close
Search {'
within | Please Select.. v =
Cc:
() Quick Create Bee:
Aftach

Pleaze Select. v =

Subject :

Ic| = 2 & & | - Fa | E
Message :
Calendar Normal Arial (Font Size) B I U § |= = = p~- A -~

= February 2020 =
Mo Tu We Th Fr 2a Su
27 2 28 20 21 1 2 Kind Regards,
2 4 5 68 T &8 &
10 1M 12 12 14 15 18 -
——————— Michelle Snyders
17 18 1@ 20 21 22 ;@ T
24 25 26 T 2 20 ¥

24 25 26 27 28 2 1 ; I Sales Consultant
B m\, Coll: 074 586 3506

Step 2: Search for the company under which the contact person is saved, who you would like to email.
Open the Company Lookup screen, by clicking on the Magnifying Glass icon.

/

Home !| Activities |! Leads ” B ” Compani Hr:, i !| Reporty/ |!Swwn5emp” Financials ”umuanager!
)-) TELIEL /\] Add Email Recipients Done
Search :
Wit | Please Select.. v —

® Company Contacts Internal Staff Add "To

. Add "Cc"

U Quick Create * Tick contacts to add Add "Bee”

Please Select._. ¥

Step 3: Type in the name of the company in the Search field and click on the Go button. You would need to

type in at least the first two characters of the company name. Click on the Select link on the left of the
appropriate company.

cloze or Esc Key

: Gol Add Mew Compan'

Company Name
Select Green Leaf

Acc No
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Step 4: Add the Contact to the relevant section of the email.

All the contacts at the selected company with an email address will display, select all the contacts that are
to be included in the To section by ticking the checkbox and then clicking the Add “To” button. Repeat for
CC and BCC.

Home || Activities Leads || Contacts || Companies || Opportunities | Reports || System Setup | Financials || List Manager
| I | i 11 | [ |
40 searcn {] Add Email Recipients Dona
Search h
within | Fle@5e Select... v p—
® Company Contacts Internal Staff Add "To bobby@greenleaf.co.za;
Green Leai ~ Add "Cc”
U Quick Create * Tick contacts to add Add "Bee”

Please Selact - Bobby Roots - Sales Rep

Patty Mormis - Sales Manager

You may click the magnifying glass again to select additional companies to email if required.

Step 5: To include internal staff as recipients on the email, select the Internal Staff radio button and this
will show a list of all the Users of your BluWave CRM system.

Add the required recipients, by ticking on their checkboxes and adding them to either To, Cc or Bcc section.

tHome || Activites || Lesds || Contacts || Companies || Opportunities | Reporte || System Setup | Financials || List Manager
| I [ 1| 110 | | [

)-) Saah f‘J Add Email Recipients Done

Search h

wiin | Please Select.. v p——

Company Contacts * |nternal Staff Add "To bobby@greenleaf co.za;

e Add "Cc"

'\_) Quick Create * Tick contacts to add Add "Bee" hansie@kelerco.za;

Flease Select. .. v Charmaine

Hansie Keller

Michelle Snyders
Calendar Simphiwe Nkosi

Step 6: Return to the Send Email page.

Make sure that all the intended recipients are listed on the right-hand side.

Once you are sure all the intended recipients have been added, click on the Done button at the top of the
page.
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6.1.2 Attaching a Document to the Email

After clicking on the Attach button, the Document Management page will open, and the user can then do
one of two things:
1. Either Upload a new file to the system (Step 1 — 3 as described below) and select the document
from the server (the bottom portion of document management page).
2. Orjust Select an existing file from the server (the bottom portion of document management page).

To attach the required file to the form, the user would only need to find the specific file and tick the
checkbox on the left side of the page (all the relevant files) and then click on the Done, Return to Email
button.

o [ [ o [ o || o | oot |_ire | [Sraewey | ron | G

CRM Setup | Administer Users | Edit Profile | mpaoits | Quote Setup | Pricelist Management | Documents | Volume Pricing | Workfiow |

Document Management

Upload your Files to the Server

B Sales Staff Wichelle Snyders v (]
within | Please Select.. v Save In FoldenSubfolder v
Select your file to Upload: Choose File | Mo file chosen

) Description of your File:
() Quick Create

Upload File

Flease Select. .

Search: Search by Field File Name ® File Description
f— Please type in your search Search 0
:.?‘1:.| Calendar
< February 2020 = | \ Filter files: Sales Staff. |Michelle Snyders v | Folder: | (All Folders) v | Sub Folder: v
Mo Tu We Th Fr 3a Su Select | Uploaded | Folder File Name
27 2% 20 30 4 1 2
2 4 5 &8 T 2 @ 030272020 | Company Docs waves_sea_waler_sitream_5037_2560x1440 | waves_sea_water_sfream_5037_2560:x1440 jpg
10 1 12 13 14 15 18 28/01/2020 | ServiczRequests | 2020 Michelle | Quotes lssued Vs Target By Company for Cuotes Iszued Vs Target By Company for

Snyders | January 2020.pdf January 2020.pdf

6.1.2.1 Uploading a New file to BluWave

Step 1: Where to save the File on the Server

The user will choose under which sales staff and then which folder to save the file under on the secure
Bluwave server.

Document Management

pload your Files to the Server

Sales Staff Michelle Snyders v (i)
Save in Folder/Subfolder T Add/Edit Folders
Select your file to Upload:
! P Quotes \ 2019

Descriplion of your File: ServiceRequests | 2019

ServiceReguests \ 2020
Search: Search by Field File Mame * File Description

Please type in your search Search 0
Filter files: Sales Staff: Michelle Snyders ¥ | Folder: | (Al Folders) ¥ | Sub Folder: v
Uploaded | Folder Sub Folder 3Sales Rep File Descripfion File Name
- Cluotes Izsued Vs Target By
8 Michelle Cluotes Issued Vs Target By

29/017/2020 | ServiceRequests | 2020 Snyders ggzrgp;;fy for January Company for January 2020 pdf Diead | View | Del
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Step 2: Finding the File on the Users’ Computer
After making these selections, the user would click on the Choose File button to search for the required file
on their computer. Only files with a file size smaller than 8m/ will be uploaded.

Document Management

pload your Files to the Server

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

Descriplion of your File:

Upload File

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

>

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

Organize v New folder =~ O @

3 Quick access E
@ Onelrive

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

[ Desktop

|‘:T:-‘] Documents

1 ‘ Downloads

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

m Videos

EE0S(C)

= Data (D:)

[? Metwork

S omoapa g e

File name: v| All Rjles ~

T T T TR T T e e

After clicking on the Open button, the name of the file will appear in the Description field.

Document Management

pload your Files to the Server

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

The user could change the Description of the file or leave it as is.
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Step 3: Uploading the File to the Server
Click on the Upload File button to save that file on our secure server.
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Once the file is saved, the user will be able to view the file in the folder where they have saved it (in the

bottom portion of the Document Management page).

D I!smemsmn!! Financial JI! Lmnamoer/

Home J|| Activities I! Leads ” Contacts ” Companies me”
| —
CRM Setup | Administer Users | Edit Profile | mpaoits | Quote Setup | Pricelist Management | Documents | Volume Pricing | Workflow
~ Document Management
4D searcn
Upload your Files to the Server
Search Sales Staff Michelle Snyders

within | Please Select...

) Quick Create

Please Select...

Calendar
= February 2020 =
Mo Tu We Th Fr 3$a Su
27 2 28 20 2 1 2
2 4 5 &8 I &8 &8
10 1 12 13 14 15 18
17 18 18 20 21 22 23

Save In Folder'Subfolder

Select your file to Upload:

Choose File | No file chosen

Description of your File:

Upload File

Search: Search by Figld

File Name

Please type in your search

® File Description

(i

Search

Filter filas:

Sales Staff. | Michelle Snyders v | Folder: (Al Foldg

Select | Uploaded | Folder

)

Sub Folder:

L

File Name

0310212020 | Company Docs g"ﬁ;’éﬂ:
f i Michelle
209/0172020 | ServiceRequests | 2020 Snyders | January 2020 pdf
y .

6.1.3 Sending the Email

Cuotes Issued Vs Target By Company for

waves_sea_waler_sfream_5037_2560x1440 | waves_sea_water_sfream_5037_2560x1440 jpg

Cuotes Issued Vs Target By Company for
January 2020.pdf

After adding the recipients and the relevant documentation (if applicable), the user would need to add in a
Subject line. BluWave will not send an email without a subject line.
If the user’s email signature is added to Bluwave, it will appear in the body of the email and the user would
simply need to add their message to the body.

Click on the Send or Send & Close button to send the email.

[c

Home In.;:ﬂ ! Leads ! s | !Uppurllllln! Reporis !, ump! ILln-|
Aadd Mew Activity | Dizry Planner | To Do List | d Email | Add Mew Cycle | Cycle Planner |
p ek —"j Send Email Send Send and Close
Search b
Within | Please Select.. ¥
To - bobby@greenleaf co.za;
Cc:
u Quick Create Bee : hansie{@keller.co.za;
Flesse Salect - Attach waves_sed_walter_stream_3S037_2560x1440 jpg;
Subject:  [Our Best Wishes L
B = X XliE 2 2 2@ s (BB -| G | G
Calend Message :
e Nermal arial {Fant Size) B I U &|= = = Gp- A -~
= February 2020 = 1
Good Day Bobby,
Hope you are well.
Please see attached the document you requested.
i7 18 19 20 21 22 33 Kind Regards,
24 25 8 4 2 28 1
2 2 4 5 6 g F Michelle Snyders
N -
f Sales Consultant <

Cell: 074 586 3506

Tel: 081 766 4422

18 Curzon Rd, Bryanston, Johannesburg
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6.2 Email filing

You can also file emails from any email software program — either desktop email clients or web-based email
client software including, but not limited to: Outlook, Lotus Notes, GroupWise, and Google Mail.

6.2.1 Saving an Outgoing Email

If you are sending an email from your email client to one of your contacts and want to record the email in
BluWave, simply BCC the email to the following email address: emailfiling@bluwave.co.za.

BluWave CRM will then save the email as a completed activity under the client, with an Email Sent activity
type.

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

E‘ To michelle@hotmail.com;
Send Ce
Bee emailfiling@bluwave.co.za
Subject Follow up
Dear Contact

Hope you are well.

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

In BluWave the email will be shown in the Complete Activities panel on the Edit Company page with an
Email Sent activity description:

Completed Activities s New
Crate Time [Activity Sales Rep Contact MNote Email Attachment
Subject: Follow up
Dear Contact Hope you are well. .. If you have any

questions, please do not hesitate to ask. Kind Regards
Michelle Snyders
11/02/2020|00:00 |Email S=nt ‘: chelle ‘_:’ chelle Il'l'nle"ne jta:ic-"u Consultant Bluwave Software
- Sryders Sugermush Email: michellei@biuwave co.za
=mailto:michelle@bluwave.coza>
Cell: 074 586 3506
Tel: 011-462-6871
Fax: 011-452-3885
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6.2.2 Saving a Received Email
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To save an email that you have received in your email client, Forward that email to

emailfiling@bluwave.co.za.

First Email
Address in the
body of the ema
is the Contact
person’s email

which the emai

<

Ensure that the

should be saved).

il,

address (under

E‘ Tao emailfiling@bluwave.co.za
Send Cr
Bece
Subject FW: Qur Best Wishes

E

Good Day Bobby,

Hope you are well.

waves_sea_water_strearmn_3037_2560x1440.jpg o
2MEB

From: Michelle Snyders <mibpsnyders@gmail.com>
: Tuesday, 11 February 2020 15:56

To: <bobby@egreenleaf.co.za>
ubject: Our Best Wishes

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

BluWave CRM will then save the email as a completed activity under the company’s Completed Activities
panel as a completed activity under the client, with an Email Received activity description.

Again, the contact from whom the email was received from needs to exist on BluWave CRM with the email
address that the message came from.

Completed Activities

b

Mew

Date

Time

Activity

Sales Rep

Contact

Note

Email

Attachment

1170272020

2 Email
Baceivad

Michslle

Snyders

Szlas Rep

Bobby Roots ,

Su .,]c—"l Fwrd: Our Best Wishes

------- Forwarded message —--—-—-
From: Michelle Snyders <mibpsnydersi@gmail.com
~n ailto:mibpsnyders{@gmail.com> =
Tue, Feb 11, 2020 at 2:41 PM

Subject: Cur Best Wishes

To: <bobby@greenieaf co.za
<mailto:bobby@Egreenleaf.co.za= > Good Day Bobby,
Hope you are well. Pleass sse atiached the document
you reguesied.
Kind Regards,
074 588 3506 Tel: 081 768 4422 18 Curzon Rd,
Bryanston, Johannesburg -
Hawe 3 Blessad Day
Michelle Snyders
074 588 3506

Michelle Snyders Sales Consultant Cell:

Please note that when email filing, that the attachments will not be filed.
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7. Reports- Companies & Activities

7.1 New Companies Opened Reports

J‘jll New Companies Opened Report
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Date Created Company Mame PIC/S Type Area Source

Printer Type

Branch Description :  Johannesburg

Salesperson : Michelle Snyders
State : Active
11/02/2020 Captivation P Defnite Interest CT City Cenitre Caold Call

Mext Activity: 120272020 Call for Demo

Chain

Total for State : Active 1
Total for Salesperson : Michelle Snyders 1
Total for Branch : Johannesburg 1

7.2 Activities Scheduled Report

"8 Scheduled Activities Report

Branch Description:  Johannesburg

Salesperson : Michelle Snyders
Activity Description : Call for Demo
1210212020 0000 0 Mins Captivation Gary Schuliz
Call to Amrange Demo
Total For Activity Type : Call for Demo 1
Activity Description : Present Proposal
14/02/2020 15:00 120 Ming Captivation Gary Schultz
Present Solution
Total For Activity Type : Present Proposal 1
Total For Salesperson : Michelle Snyders
Total For Branch : Johannesburg 2
Revision Date: 05/03/2020 BluWave CRM- Training Manual Page 42 of 76



BluWave CRM Training

7.3 Completed Activities Report
Completed Activities Report

Branch Description:  Johannesburg
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Salesperson : Michelle Snyders
Start End Company Name Contact
Activity Description : Book Training

10/02/2020 00:00 10/02/2020 00:00  AdamsSAdams
new software training Client agreed the training should be done- book for next week

Total For Activity Type : Book Training 1
Activity Description : Telephone Call
04/02/2020 00:00 04/02/2020 00:00  Training Michella1

client wants to know if he can order in bulk as well as if it comes in bright pink
10/02/2020 00:00 10/02/2020 00:00 Green Leaf

phone to check on order Client will zend it to me tomormow

Total For Activity Type : Telephone Call 2

Total For Salesperson : Michelle Snyders 3

7.4 Overdue Activities Report

a Overdue Activities Report

Branch Description:  Johannesburg

Gladyce Moore

Mr Peter Gelden

Bobby Roots

Salesperson : Thobanjale Shangase

Company Name Contact Activity Start Date Days Overdue
BluWave Software Mr Dyian Cooke-Tonnesen Quode Follow Up 1THE2019 270

Ao Mz Stuar Lowa Customer Survey 26/08r2019 169

kitty place Caszy Darren Delivar Contract 26/0852019 169

Moloi Media MR Dylan Cooke-Tonnesen Collect Printer For Service/Repair  2T/0872019 168

Big 5 Guards Mr Kendall Lowe Cartridge Defiver/Change 2BNE2019 167

Chet Chamacals Mz Karlien Oberholster Printer Repair 2910852019 166

Explore nat MR Ronakd Durant Collect Pinter For Service/Reparr 3000872019 165

Total Overdue Activities for : Thobanjalo Shangase

Total Overdue Activities for : Johannesburg

Revision Date: 05/03/2020 BluWave CRM- Training Manual

Page 43 of 76



BluWave CRM Training

©BluWave Software (Pty) Ltd

7.5 Location Tracking

When completing a Face-to-Face activity, the system will pick up your location at that time and store it. A
report can be drawn that will show the locations of all these completed activities for a specific salesperson
for a specified date.

Completed Activities Map

Branch : JBryar«ston v ! Sales Staff : ﬁaria Cooke-Tonnssen ¥
For Date : [07/09/2016
Show Map |
T Ty Hartbeespoort Pretorir —— RAyTON
; CIEE Silver Lakes
ATTERIDGEVILLE Golf Estate
‘ [ 5115 ] ] o
Broederstroom P (a0 Bronkhorsts
- 14}
[ =m . L —x i |
Centurion 5631
n m =3 Tierpoort
50 ]
RSAD
LAnseria Ffess | Olifantsfontein
‘n R21
= mm
i for
 Rs63 | o Midrand 1emhisa PRz Sepstonain
KC [ M |
4] H  mm 29
Sentrarand Ll
774 Krugersdor mpton Park
9 P Sandton 12 m'nm @
Roodepoort e
Randburg  ENE ligl cn g Benoni o peinas e
ras o e | |
andfontein Johannesburg 729
] V7] {29 ]
[Rssol L] Boksburg
Soweto o 77} @@ Astonlake
| 193 | Pimville
© 554 | @ Vischkul [ax
Brakpan -
tonaria @ =
Lenasia RS54 -
723 | o RSS5a Katlehong TSAKANE L
f Nigel
Ennerdale S Spaarwater 9 +
iz 2]
o 50 =
Orange Farm
GO gle o Map datz 82016 AfnGIS (Pty) Lid, Google | 10 kM b~ T2rmis of Use  Report @ map eror
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7.6 Travel Claim Report

The system will also generate a travel claim report based on the location of your Face-To-Face activities.

W) Travel Claim Report By Rep and Date

For Period :  01/02/2020 to 29/02/2020

# |ndicates a difference of more than 1 km between the completed activity and the company.

Activity Date Company Name Contact Activity Distance(Km) Cost
Branch Description : Bryanston
Sales Staff : Tania Cooke-Tonnesen Rate per Km: 2.50
2020-02-03 14:00 Solo Resources Geoff Maude BluWave Consultation 44 * 11.00
2020-02-03 23:59 Office Office 4.8 12.00
Total For Date : 1 91 23.00
2020-02-11 00:00 DO TECH Shannon De Saint Pern BluWave Consultation 116 * 29.00
2020-02-11 23:59 Office Office 1.3 28.25
Total For Date : 1 228 57.25
Total For Rep : 2 Avg.Dist.: 15.98 32.0 80.25
Total For Branch : 2 Avg.Dist.: 15.98 32.0 80.25
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8. Opportunity Tracking

Prospect
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r
¢ A Client you are

N

Opportunity

Vs

¢ A sales deal which

N

Customer

r

¢ A Client you have

N

has a value and
status which
could be for a
Prospect or a
Customer

trying to sell to

already sold to

Different Types of Statuses found on BluWave CRM

Opportunities can be
created for both a

Prospectas well as a
Customer. "

Prospect

Enquiry @

Initial Contact @
Quote Stage @

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

Negotiation @ Opportunity

Sold ®
Lost @
Decided Not to Buy @
There can be v
multiple Customer
Opportunities per
Prospector
Customer.

Sold, they become

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

Once a Prospect’s
first Opportunity is

a Customer.
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By clicking on the Opportunities tab the View Opportunities sub tab will open by default. This page shows

the list of Opportunities by their Active, Sold, or Lost statuses.

Home || Activities || Lesds || cContacts | ch [Opportunities | Reports || System Setup || F List
! d L ! AL I ! d L ! !
Add New Opportunity | Wiew Opportunities | Mew Quote
_)-) Search ‘? g View Jpportunities
Search
Search Gol Filter | All Opportunities v
within | Ple@se Select.. v Po
& Company Name Opportunity Nams
Enter at least the first f characters of the company name.
() Quick Create Search Criteria can
Views : ® Active Sold Lost i
Please Select... v be typed into any of
AIBICIDIELFIGIHILIJIKILIMINIGIPIQIRISITIUIVIWIX these fields
o Begins with{[Opportunity Name], ‘printer’)
= . Iy, | Company y R A | Quote Mo T | Exp T, | Status " Age A
= z e e
Mo Tu We Th Fr 3a 3Su
27 28 20 20 21 1 2
= £ £ = 2 . Printer options Michelle Snyders 525 | 1072 28/02/2020  Quote Stage a5z
2 4 5 8 I & 8
10 1 12 13 14 15 18 Edit | Del Printer options Michelle Snyders. 100 | 1063 28/02/2020  Quote Stage 387
17 12 18 20 21 22 23 Edit | Del | Blu = Softwars Printer options Michelle Snyders 250 1055 28/02/2020  Quote Stage am
24 25 8 2@ 1
04 = Edit | Del Printers Michelle Snyders 10000 | 1053 28/02/2020  Quote Stage arz
2 2 % 3 8 I 8
| Edit | Del Printer Proposa Michelle Snyders 4300 | 1021 28/02/2020  Quote Stage 458

The filters on the right can be used to access opportunities as follows:

e All opportunities - will display a list of all opportunities created on the system.

e Recently Added - will display only the last 5 added opportunities created on the system.

e My opportunities - will display a list of opportunities entered by the salesperson currently logged
into the system.

e Branch opportunities - will display a list of opportunities for the branch the user is assigned to.

e Closing this month - will display all opportunities which have their expected order day set for the
end of the current month.

e Closing next month - will display those opportunities with an expected order date set for the end

of the next month.

Select Edit next to the relevant opportunity to open the opportunity.
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8.2 Add an Opportunity

Click on Add New Opportunity to create a new sales opportunity. This can also be done from the Edit
Company pag7or the Quick Create menu.

Home | N:Il)‘tm | Leads | Contacts | Companies |ODDDl1tuniﬁu | Reporis | System Setup | Financials List Manager
[ 11 [ [ I [ 11 [ [

Add New Opportunity | Wiew Opportunities | Mew Quote |

)) Search e | i New Opportunity Save Save & New Cancel

Search
Opportunity Details * Reqguired Felds

within | Please Select.. v : = : =
Sales Staff Michelle Snyders v Status: Enguiry v
Company: Green Leaf * Oy Probability 3: 20

() Quick Create Contact: Bobby Roots - Sales Re v | & = Walue: 12000

Flease Select... v Opportunity Name: Printers- 6- Office Use GP Walue: G000
Expected Order Date: 29/02/2020 [ ~] Mest Acthvity: Telephone Call v
Praduct: Quoted Products W " Activity Date: 14/02/2020 [ ~]
Crderio Due Date El

=

- - Quote Submitted: I:l

Mo Tu We Th Fr 3a 3u

27 28 20 20 3 1 2 Mote: Opportunity Mo: Create Quots

3 4 5 8 1 8 8

10 1 12 13 14 15 18

17 18 18 20 21 22 23

24 25 3 7 2 2 1

P
e Attachment:

Sawe Save & New Cance|

On this page you will need to record the following information:

Sales Staff: who is responsible for the opportunity.

Company & Contact: which client and the specific contact the opportunity is listed under
Opportunity Name: name given to the opportunity for internal reference and reporting purposes.
(Will become the quote description).

Expected Order Date: the date on which the sale is expected to be closed (defaulted to the end of
the current month).

Product: the main product which has been quoted(defaulted to quoted products).

Note: Internal notes made for reporting purposes.

Attachment: Used to attach an external quote, or any other document to the opportunity.
Status: Where the opportunity is currently sitting in your pipeline.

Probability: The likelihood of the sale being successful closed (0-100%).

Value: Turnover value.

GP Value: Gross Profit value (if required).

Next Activity & Activity Date: First follow up booked for this opportunity and when it will occur.
Due Date: The date the quote is due to be submitted to the client.

Quote Submitted: The date the quote was sent to the client.

Click on the Save button to capture this opportunity and should you wish to create another opportunity
(for the same client) click on the Save & New button. This will clear the page and allow you to enter the
new opportunity’s details.
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Home | Actwities |  Lesgse |

| | | ¢ !c !Oppnmmn! Reporte | Sy setup | ¢ [ it "
dd Mew Opportunity | View Opportunities Mew Quote |
( Search iz . .
p S ﬂi Edit Opp{)rtumty Updala Cance
Search
Within Plegse Sslect... ¥ Crportunity Detail
Zales Saff Michelle Snyders v Status: v
Company: Green Leaf Prabability %:
u Quick Create
Contact Bobby Roois - Sales Re ¥ Walus: 12000
= v .
Pleass Seleat.. Opportunity Name: Printers- 6- Office Use 5P Vake: G000
Ovrder No
"TE|  calendar Expected Order Date:  [29/02/2020 hext Activity: Telephone Call T
= February 2020 b Product: QP - Quoted Products | '~ Activity Date: 14/02/2020
Mo Tu We Th Fr 8a Eu
o o _ Mote: Quote/Cpp Na:
27 28 28 30 M 1 2
324587188 Create Quote
I0Lno1213 1s 15 18 Quote Due:
17 18 19 20 21 2 23
24025 38 2 2B 2 1 Quote Submitted:
g
Opportunity UDF1 Q
Attachment: View File
Updals Cancal

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

of this opportunity.

o The status field is used to monitor the opportunity’s progress. This is very useful for reporting

purposes.

e Afile related to the opportunity can be attached if required (such as an external quote).
e C(Click on the Update button to save any changes.

Each salesperson can view his pipeline visually on his Home Page. Additional graphs on the salesperson’s
Dashboard details their progress against a target.

i 4 Pipeline for February .

9
'

Y Enguiry
Y First Demongiraton
Y Quote Stage
Y Negotaton
W Verbsl Order

The Opportunity Tracking
functions to manage New
Business Acquisition.

e Define your own sales
process in order to track the
progress of your sales
pipeline.

e The system generates a new

business forecast based on

expected order dates and
sales probability
percentages.
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9. Quote Automation
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The Quotes Automation function generates a quote that can be emailed as a .PDF file to the customer.

When a quote is generated the system automatically creates a related opportunity in your sales pipeline
and at the same time a follow-up activity (action item) is also generated.

Use the New Quote sub tab under the Opportunities tab to create a quote, alternatively use the Quick
Create dropdown. You can also create a quote by clicking on the New Quote link under the Company’s
opportunity panel.

Home

[ actviies
!

[ Leass
[

!l: Ioppum.lnlﬂen! Reporis !sy:mm! F

[ st

dd Mew Opportunity |

'Within

Please Select... ¥

\izw Opportunities

\__) Quick Create

Please Select... v

Flease Select...
Appointment
Task

Company
Contact

Lead

Mewr Quote |

t?ﬂi View Opportunities

Use the New Quote sub tab

to create a new quote.

Search Gal | Filter | All Opportunities ¥
® Campany Name Oppartunity Name
Enter at least the first 2 characters of the company name.
Views : = Active Sold Lost
A|BICID|EJF|S|H|IT|J|KJL|M|N|O|PJO|R|S|T|U|V|W|X|Y|Z
& Bagins with({[Opportunity Mame], ‘printer)
‘| [, | Compaj Ccoartunity Mame w | Sales Siaff Frliiz A | Quote Mo To | BExp O | Status ey
~
. printe:
The Quick Create i | o
=nnters- O Office Use Michelle Snyders 12000 | 1148 29/02/2020 | Enguiry
dropdown also
Michelle Snyders 525 | 1072 2000272020 Quots Stage
Michelle Snmyders 100 | 1063 280272020 Quots Stage
quote.
=r opfjons Michelle Smyders 250 1055 29002/2020 | Quots Stage

Alternatively, if you have already created an opportunity then use the Create Quote link on the Add or Edit
Opportunity page.

The details entered onto the Edit Opportunity page will be automatically copi
will be taken directly to Step 2.

;-..ﬁ"i Edit Opportunity

Croportunity Details
Sales Staff:
Company:
Contact
Croportunity Mame:
Order Mo

Expected Order Date:

Product:

Mote:

Michelle Snyders

Green Leaf

Bobby Roofs - Sales Re ¥

Printers- §- Office

29/02/2020

QP - Quoted Products |~

A Sastus:
Frobability %:
alus

Usze GP \islue:

Mt Activity:
Activity Date:

Quote/'Cpp No:

Quote Due:

Quote Submitted:

Enquiry
20
12000

Telephone CF

14022020 ]

1148 v
Create Quote

pd to Step 1 of the quote. You
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9.1 Step 1: Client Details

Complete the Quote Header details and then proceed to Step 2.
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Home || Activities || leads || Contacts |[ C |[Opportunities || Reports | System Setup|[ Fi |[ List Manager
11 1 11 1 1] 11 1 10 1 1
Add New Opportunity | View Opportunities | New Quote |
g ) Search [ = .
= Quote Detail - STEP 1 Cance
Search
Withi Please Select v Quote Details * Required Fields
vyithen
Quoted By Michelle Snyders CQuote No
Company Grass Gardens o Date
gy) Quick Create .
Contact Gregg Ellis Mr - Valid For 14
Please Select .. v
Quote Status Quote Stage Expire on 27/02/2020
Quote Description |8 Office Printers Follow up Activity | Quote Follow Up v
Calendar Exp Order Date 25/02/2020 Follow up Date 18/02/2020
= February 2020 = Probability 3 10 Currency to Quote |Rand v |[1
Mo Tu We Th Fr 35a Su
Delivery 2 - 3wesks ROE Rand v |1
27 28 29 30 31 1 2
3 4 5 68 7T & 8 Price List (Nong) Payment Terms 30 Days v
1 1 12 13 14 15 18 Quote Incl VAT?
17 18 19 20 21 22 23
24 25 26 27 28 29 | . i
_______ Continue to Step 2 ‘9
7 3 4 6 Fi a

Company - Select the company for whom you are quoting by clicking on the magnifying glass button.
Contact person— select from list of contacts at this company.
Quote Status — select the current status of this opportunity (defaulted to Quote Stage).

Quote description — this is used as the subject line of the emailed quote. It should indicate what product/
service the client is being quoted on.

Expected Order Date — Date when you expect to get the order. This defaults to the last day of the current
month, but should be changed if the sales is expected at a future date.

Probability — A percentage to indicate the likelihood of making the sale.

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

Quote No — the system will insert the next available quote number onto the quote as soon as you start
editing and updating the quote.

Validity — shows how long the quote is valid for, hence affecting the expiry date.

Follow up Activity— select the activity and date on which the initial follow up on the quote should take
place.

Currency to Quote/ Rate of Exchange — Select the currency you wish to quote in, and the rate of exchange
from the list. These must be configured under the System Setup beforehand; the system will automatically
default to the system currency.

Payment Terms — Select the payment terms from the list. These also must be created under System Setup.

Click on the Continue to Step 2 button once done.
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9.2 Step 2: Add the Quote Items

[ Activites ||  Leads ||
[ 11 [
Add New Opportunity | Wiew Opportunities |

o

Search

Home Contacts | Companies |0ppuduniﬁe1| Reports |Sysllem5e‘lup Financials List Manager
[ [ [ il [ [

Mew Quote |

[ l Add Quote [tems - STEP 2

Add Quote ltems - Grass Gardens

Search

Quote#: 1150 Currency To Quote: Rand
Go | | Al Go || Al

Code: | 2018PPINKBLK: Black Tub - Print ¥

Please Select... v

Within

Group: | Ink Cartridges v Desc.: | Black Tub - Printing Press T

() Quick Create

ity = Cost [3350.00

Stock on hand: 0

Selling R 4000.00 Factor [1 Adjusted Price R |4000.00

[=]
g
a

Please Select. . v

At No Att Menatve

Spec: - Mo Epec
Pic: No Pic P

Add To Quote

Mo Tu We Th Fr 33 Su

prarea—— G Previous Offer 1:[:}mim1(1)1‘fer: 1 of1 Select Offer : = Next Offer h.j
2 4 5 8 7 8 8 Offer Gross Profit . 7200 Heading: Option 1 Quote Gross Profit - 7200
10 11 12 12 14 15 18 Offer Total ; 27200 Include Offer in Potential Value? & Quiote Total - 27200
17 18 18 20 21 Z2 Z23 Include Offer Total in Quote? #

24 25 28 27 2B 20 Include Line Values on Quote? &

4 5 6 7 8 No. of Quoted Items: 1

Continue o Step 3 ‘j

Irvasice T o i o . Alt.
Code Description Qty Price Disc.% Narrative GP% Pic
Delete Can Cannon G4400 ) R 2400.00 o This printer is available in the 28 Pic

fiollowing colours: Pink, Red, Blue.

Select a Product Group — if you make a selection from this dropdown, then the product code and product
description dropdowns will be filtered by the selected group. If you do not select a group, the product code
and product descriptions drop downs will contain all products.

Select a Product Code or Product Description — select the item you wish to quote using either the product
code or descriptions drop down.

Quantity — Enter the number of items you are quoting on. This should be adjusted before moving on to
make changes to the price fields.

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

Factor — The factor allows you to inflate the price of the product to cover for risks that are not
accommodated for in the products costs. E.g. when transporting goods to another country, you may use a
factor of 1.2 to inflate the price by 20 %.

Discount — Enter a discount percentage to be offered on the line item and this will be subtracted from the
price.

Narrative - The product Narrative will display if it has been set up. You can customize the narrative here if
you wish to change it for this particular quote.

If there are any attachments or pictures associated with the selected product in the price list, the
checkboxes to the left of the Narrative field will be checked. The user can then decide to leave them
checked (which will send the attachment to the client or insert the picture into the quote) or to untick the
checkbox and remove the attachment from the email and not insert the picture into the quote.

Click on the Add To Quote button ... This will insert the product onto the quote and display it at the bottom
of the page.
Continue to add all the items you wish to have on the quote.
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Before proceeding with the quote, the following should also be completed:

_ Offer: 1 of 1 Select Offer : ) d
\; Previous Offer +-Option 1 - Mext Offer ‘}
Offer Gross Profit : 7200 Heading: Option 1 Quote Gross Profit : 7200
Offer Total - 27200 Include Offer in Potential Value? # CQuote Total : 27200

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

MNo. of Guoted Items: 1 Continue to Step 3 ‘}

Heading — This is a short description of what type of products are included in this specific paragraph.

Include Offer in Potential Value? — Ticking this checkbox will include the total value of this offer into the
potential value of the quote on the pipeline.

Include Offer Total in Quote? — Ticking this checkbox will show the Total section for this offer on the
output of the quote.

Include Line Values on Quote? — Ticking this checkbox will show each items’ price and total value for this
offer on the output of the quote.

9.2.1 Inserting a Pic on the Quote line

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

If there is no picture saved in the pricelist, the user would be able to add it to the pricelist (if they have
system setup rights) or otherwise the user would be able to insert a picture (or replace the existing picture

already saved in the pricelist) on that specific line item for that specific quote only.

Step 1: After inserting the quote items- click on the button Pic

No. of Quoted Items: 2 Continue to Step 3 o
. . — . Alt.
Code Description Qity Price Disc.% Marrative GP% Pic
This printer is availablz in the
Delete Cani Cannon G400 2 R 3400.00 a fiollowing colours: Pink, Red, 28 Pic
Blue.
Delete 2019PPINKELK Black Tub - Printing Press 2 R 4000.00 0 18 Pic

- Alternative Quote ltem Picture
(‘23, Grass Gardens Quote No: 11501

Cannon G4400

Step 2: The add image screen will

then allow the user to either

view, clear the image or edit/ add

in a new image.

Click on the Edit link to replace

the image.  }
Edit

Clear Image Close
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Step 3: The system will then allow the user to then select an image from where it is saved on a computer.
To do this click on Choose File.

S,

“= | Alternative Quote [tem Picture
{2'3, Grass Gardens Quote No: 1150-1

Cannon G4400

Picture path:
Choose File | Mo file chosen

=

pdate Cancel

Close
Clear Image

Once an image is chosen the picture path will be displayed next to the Choose File button.
Step 4: Click on the Update button. If the user has system setup rights and there is no previous picture

added to the pricelist, the user will see the next dialogue box. Clicking on Yes will save the picture towards
the line item for future use

Update Product Pictune close or Esc Key

e Would you like to save this image to the product

details for future re-use?

Once the user has chosen Yes or No, the user would be able to either clear the image, edit the image or
close this screen to return to the quote steps.

‘ii{.f” Alternative Quote Item Picture
('z’ Grass Gardens Quote No: 1150-1

Some specification regarding the image:
Maximum Size- 100kb

< Accepted Format- .jpeg/ .jpg/ .png
4 Aspect Ratio- Width of 200 pixels
(the image would be set to keep the aspect

R/
0.0

Cannon G4400

DS

>

D)

L)

ratio and be proportionally resized, and the

system will keep the width at 200px)

@5 ] \\.m \

Clear Image Close

Click on the Close button to return to Step 2 of the quote process.
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9.2.2 Adding Additional Offers

You can have multiple offers on the same quote.
Clicking on the Next Offer button will allow you to create a new offer on the same quote.

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

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

‘9 Previous Offer Offer: 2 of 2 Select Offer : d ;
v

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

Offer Total - 72000 nclude Offer in Potential Valug? ¥ Quote Total : 131200

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

No. of Quoted Items: 2 Continue to Step 3 ‘)
Code Description ity Price Disc.% Marrative GP% ic.

Delete EFTM Epson TME3I E = 5000.00 0 40 Pic

Delete 2019PPINKBLK Black Tub - Printing Prass 2 R 4000.00 0 16 Pic

Once you have added in all the intended products to the different offers, click on the Continue to Step 3
button...
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9.3 Step 3: Finalizing the Quote

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

Step 3 will also show the Quote Header details as they were on Step 1 to allow you change details e.g.
Delivery should this be necessary.

o))

\‘.-f\ Quote Details - STEP 3

Quote Details * Required Fields Process Order

Qunted By Michalle Snyders v Quote Mo/Date (1150

Company (Grass Gardens * Walid Far 14 Days

Contact Gregg Ellis Mr v| + Expires on 27/02/2020

Quote Status CQuote Stage v Folkow up Activity | Cluote Follow Up v

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

Ezp Order Date 29/02/2020 Show Rebate? Show Dizcount?

Probability 3% 10 Edit Cover Letter Linked Docs E’Cf't':lj'ifa Offer

Delivery 2 - 3 weeks Price List: Row Shading ¥  Quote incl VAT?

Payment Terms 30 Days ¥ | DocHeading |Crder Form g:;:;cy = Rand v ||1 Recalcule

Templzte Johannesburg Y| Terms Set | Standard Terms S v ROE Rand v |1

Approval Mgr. ¥ | app Status | Approval Requirec v Approval Mote

G Back to Step 2 (Add Items) Recalculate Terms | Select Offer: | 1:0p v Copy this Offer | Save & Preview Quote ‘)

# Product Description Qty Cost Price Disc% Net.Price GP% Total Att

Edit Delete 1 Cani Cannon G4400 & R Z2600.00 R 40000 0 R 3400.00 26 R 2720000

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

Edit Delete 2 i:'LLE':F'"‘”‘ EEE*‘ Tubs - Printing 5 R 3350.00 R 400000 O R 400000 18 R 32000.00

Show VAT s 15 Total R 59200.00

VAT R 3880.00

Grand Total R 63080.00

Edit Cover Letter — This button will allow the user to choose from an existing cover letter to add it to the
qguote. The user would also be able to make changes to the cover letter before saving it to the quote.

Template — One or more templates could have been setup for your company. You need to choose
the required template for this specific quote. Templates will have different header and footer images and
header and footer paragraphs.

Term Sets — In cases where you will have multiple terms and conditions you can select the correct one

Optional Terms and Conditions - can be added to the quote by selecting them from the Terms button. This
will have to be preloaded by the system administrator.

Approval Manager — If any quote requires approval before being sent to the client, you are able to select
an approval manage from this dropdown.

Back to Step 2 - Allows you to add more quote items
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Offers - View the different offers by selecting the required one from the dropdown.

Currency to Quote or Rate of Exchange - Should these change, use the Recalculate button to refresh the
price and the currency symbol.

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

Copy this Offer — this allows the user to copy one offer and create a duplicate in a new offer. The user
would then be able to make changes to that offer.

Click on the Save & Preview Quote button to generate the quote.

9.3.1 Copy Offer Function

Users can duplicate quote offers on the quote. The purpose could be to make minor changes to an
alternative option that the client could choose from.

Click on the Copy this Offer button on Step 3 of the Quote process.

‘p Back to Step 2 (Add ltems) Recalculate Terms | Select Offer: | 1:Op *7 | Copy this Offer | Save & Preview Quote d

# Product Description Gty Cost Price N&Co Net.Price GP% Total Att

Edii Delete 1 Cani Cannon G400 2 R 2500.00 R 3400.00 2400.00 28 R 27200.00

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

Edit Delete 2 20 18PFINK  Black Tub - Printing & R 335000 R 400000 O 16 R 3200000
BLK Press
Show VAT v 15 Total R 59200.00
VAT R 8880.00
Grand Total R 63080.00

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

The system will require confirmation from the user to continue with the duplication.

www.bluwavecrm.co.za 5dys k

L T——rp o = T L=

Are you sure you want to Copy this offer?

.

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

o Backio Step 2 (Add ltems) | Recalculate | | Terms | Select Offer Copy this O Save & Preview Quole ‘)
1:Option 1
o 2:0ption 2 )
# Product Description Gty Cost P 3:Option 3 » Met.Price GP% Total Att
Edit Delete 1 Can Cannon G4400 2 R 2500.00 R 4.Opion 1 R 3400.00 26 R 27200.00

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

Soit Delate 2 2- BFFINKC Black Tuk - Frinting 8 R 335000 R 400000 ©O R 400000 18 R 32000.00
=8 T Sresz
Show VAT td 15 Total R 59200.00
VAT R 8880.00
Grand Total R 62080.00

The user would then need to click on the Back to Step 2 button to make any changes to the products
included in the offer and to rename the offer.

The user would choose to view the correct offer, from the dropdown list of offers.

i Offer: 4 o%lect Offer : y
Q Previous Offer 4-Option 1 v Mext Offer 0

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

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

The user will then be able to make changes to the products and rename the offer appropriately, in this
example the offer could be renamed to “Option 4”.

Click on the Continue to Step 3 button to continue with the quote process. On Step 3 of the quote process
the user would be able to make changes to the quantities, narratives, and pricing of the products by clicking
on the Edit link next to the products.

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

# Product Description Gty Cost Price Disc¥ Met.Price GP% Total Att

EditDelete 1 Cani Cannon G4400 5 R 2500.00 R 2400.00 0 R 2400.00 26 R 27200.00
This printer is available in the following colours: Pink. Red, Bluse

- 2018PPIMK

Edit Deiete 2 2 S 2k Tub - Fintng g R 3350.00 R 400000 © R 400000 16 R 32000.00
Show VAT 7 |15 Total R 59200.00
VAT R 8880.00
Grand Total R 68080.00
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9.4 Step 4: Preview the Quote

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

The user can also use the buttons at the top to either print, export or eTaiI the quote.

ail Quote Exit Praview

If the Email Quote button
reads Request Approval,
the user will first need to
seek approval from their
Order Form approval manager (by
rlirking on that button)
Doc Mo 1150 Date: , before they would be able
et walid for: to email or print the
Ta: Grass Gardens Address: aueie. /
Att: mMr Gregg Ellis
Tel: From: Michelle Smyders
Fax: Tel: 011 462 6871
cell: cell: 074 586 3506
Email: GreggiEgrass. .= Email: mibpsmyders&gmail.com
D=ar Gregg

Re:  EBOffice Printers

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

Option 1
Description aty Price Total
Cannon G4400 E 3,400.00 27,200.00

This printer is available inthe following colour=s
Pink,
Red,
Blue.

Click on the Exit Preview button if you wish to return to Step 3 of the Quote process.
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If a quote requires approval, the user would not be able to email or print the quote without approval.

On Step 3 of the Quote process, the user would need to make sure their Approval Manager is selected and
if they want, they can enter an approval note to the approval manager.

<

®

‘_; Quote Details - STEP 3

Cusote Details * Required Figlds Process Order

Quoted By Michelle Snyders v Quote Mo/Date 1150

Company Grass Gardens * “alid For 14 Days

Contact Gregg Ellis Mr v|+ Expires on 27/02/2020

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

Quote Deseripton |8 Office Printers Follow up Date  [18/02/2020

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

Probability % 10 Edit Cover Letter Linked Docs Comoine Ofe

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

Payment Terms 30 Days ¥ | DocHeading |Order Form S Rand |\ Recaiculate
lohanneshurg ¥ Lo ced  Standard Terme 5w ROE Eand L Sk

|ﬁ«ppm'.'a Mgr.

o Back to Step 2 (Add Items)

Thobanjale Shang ¥ | &po. Status | Approval Requirer v Appraval Note

Recalculate Terms | Select Offer: | 1:0p' v | | Copy this Offer | Save & Preview Quote o

They can then preview their quote to make sure it is correct, by clicking on the Save & Preview Quote
button.

If they are ready to send the quote, they can request approval by clicking on the Request Approval button
at the top of the Preview page.

Request Approval Exit Preview
<
w3 v B P[] = s v e j o) o
[ p
Order Form
Doc No: 1150 Date: 13/02/2020
Acc No: Valid for. 14 Days
To: Grass Gardens Address:

After clicking on the Request Approval button an email will be sent to the approval manager to let them
know there is a quote that needs approval.

Once the Approval Manager has Approved the quote, the User will receive an email and they can then
return to this page to email the quote to the client.
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9.5.2 Whatis required from the Approval Manager
Once the user has requested approval the approval manager will receive an email with the quote requiring
approval, as an attachment.

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

Michelle Snyders <no-reply@bluwave.co.za>
4
@ Fri 2020/02/14 14:37 2 © 2

mibpsnyders@hotmail.com ¥
paf 1150.pdf

uEm 136 KB

The Following line items on this quote require your approval:

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

Sales Person: Michelle Snyders

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

On the Approval Managers’ Home Page, they
would be able to see a list of all the quotes E Quote Approvals Required
requiring their approval. -3

The Approval manager would then be able to
do the following: Michalle
Grass Gardens 1150-1 (]
e Click on the Company nametogo —— Snyders
to the Edit Company page. Spur Steak Ranches 1iee e g
e Click on the Quote Number to
access/ edit the quote.

e C(Click on the Checkbox to instantly
approve the quote.

Go to Quote Approvals

Once the Approval Manager checks the Approval Checkbox, and email will be sent to the Sales Staff to
notify them that the quote has been approved/ declined.

Please wait while the quote is being approved
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If the Approval Manager wishes to edit the quote or preview the quote before approving, they could access
the quote by clicking on the Quote Number.

This will direct the Approval Manager to Step 3 of the Quote process.

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

Py

«

!i; Quote Details - STEP 3

Cuote Detsils * Required Fields Process Order

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

Company Grass Gardens * Walid For 14 Days

Contact Gregg Ellis Mr v| =& Expires on 281022020

Quote Status Cuote Stage v Foliow up Activity | Cluote Follow Up v

Quete Descrigtion |8 Office Printers Follow up Date  [13/02/2020

Exp Order Date  [20/02/2020 Show Rebata? Show Discount?

- - P Combine Offer

Probability % 10 Edit Cover Letter Linked Docs Totals?

Delivery 2 - 3 weeks Price List:  {Mong) Raow Shading L4 Quote incl VAT?

PaymentTerms | 30 Days ¥ | DocHeading |Crder Form S Rand v |[1 e————

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

Approval Mgr. Michelle Snyders ¥ | app. Ststus | ADproval Require v Approval Mote

o Eack to Step 2 (Add ltems) Recalculate Approval Required 1:0p v | | Copy this Offer | Save & Preview Quoie o

Approval Not Required
35 Approved 5 q 3
# Product Description Qty ) ice  Disc%  Net.Price GP% Total At
Approval Declined W

EditDelete 1 Cani Cannon G4400 & R 2500.00 R 4N 0 R 340000 26 R 27200.00

This printer is available in the following colours: Pink, Red, Blue.
The Approval Manager would need to change the selection of the App. Status field to approved or to
approval declined.
Once the manager has made a selection, an email will be sent to the Sales Staff to notify them of the
change in approval status on their quote.

Quote Approval No: 1150-1 for Grass Gardens D Inbox x & &2
Michelle Snyders <no-reply@bluwave co.za> 2:51 PM (0 minutes ago) Ty &

tome »

Your quote approval has been granted. Note:

&, Reply m» Forward
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9.6 Email the Quote
To Email a quote to the client, you would click on the Email Quote button at the top of the Quote Preview

page.

Email Quote | | Exit Preview |

1of3 2 N D —_— % v e |-E-| hnn ré' o

103

Order Form
Doc No: 1150-1 Date: 14,/02/2020
Acc No: Valid for. 14 Days
To: Grass Gardens Address:
— | Email Quocte Send Ticking this checkbox saves the
Email Sent under the activity
o ] history on the Edit Company
#| Create Activities for Emails Pase.
To: Gregg@grass.co.za,
Cc:
Bcc : This email will be sent to the

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

UQuote pdf

Subject : Grass Gardens Quote Mo 1150-1 for 8 Office Printers
ic = =&

Message :

[Wormal ] |arial [~]|iFontsize) [~[| B 1 U =%

A -

Dear Gregg
Kind Regards,

r Michelle Snyders

v I Sales Consultant
Cell: 074 586 3506
Tel: 081 766 4422

18 Curzon Rd, Bryanston, Johannesburg

The subject line includes: the Customer Name; Quote Number; and the Quote Description.

The Body of the email contains the default message defined in the Quote Set up — the user will be able to
edit the message before sending.
Their email signature will also be automatically added if it is setup on their user profiles.
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9.7 Auto Creating an Opportunity

When a quote is generated without raising an opportunity first, the system will automatically create an
opportunity with a link to the quote.

Home !| Activities |! Leads !! Contacts || Compani !!Opnultunmeu” Reports |!smnsem!! Financials J!Lmler
— A  —
Add MNew Opportunity | Wiew Opportunities | | Mew Quote I
-

)-) gl = Quote Detail - STEP 1 Cancs

Search
— Please Select.. v Quote Details * Requirsd Fialds

Quoted By Michelle Snyders ¥ Quate Mo
Company odazom T Ly, Date

() Quick Create Contact Nicola Potgieter Ms - Branch Mana v | % Walid For 14

Please Select. v Quote Status Quote Stage v|= Expire on 28/02/2020

Flease Select.. Quote Descrigtion |Commercial Printers Foliow ug Activity | Qluote Follow Up v
?Ell]splsl ntment Exp Order Date  [29/02/2020 Follow up Date 19/02/2020

Company Probability % 0 Currency fo Gwote |Rand v | |1

Contact Dlivery ROE Rand + /1

Lead

Cppotunit Price List (Mone) Payment Terms v
m Cuote Incl WVAT?

Cycle |

e Continue to Step 2 0

Clicking on the Edit Quote link will open the quote to edit or preview the quote if required.

==
ES= i Edit Opportuni Upete Cancel

[

Opportunity Details

Sales Staff Michelle Snyders v Status: Cluote Stage v
Company: Vodacom Probability %: 0

Contact: Micola Potgieter Ms - Bri v Walue: S0000
Cpportunity Mame: Commercial Printers GP alue: 19000

Crder Mo Created By: Michelle Snyders

Expected Order Date: | 29/02/2020 Cote Follow Up ¥
Product: HEI - Heidelberg Five { '~ 15/02/2020
Mote: 1152
Edit Quote
Cuote Due:
Quote Submited:
e
Cpportunity LDF1 0
Attachment: View File
Update Camcel
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When a quote/ opportunity is created, the user can let the system automatically create a follow-up activity

for that quote/ opportunity.

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

%':31 Quote Details - STEP 3

Quote Details * Required Fields Process Order

Quoted By Michelle Snyders r Quote Mo/Date 1150

Company Grass Gardens * ialid Far 14 Days

Contact Gregg Ellis Mr v -J Expires on azinzianon o]
Quote Status Quote Stage v Follow up Activity | Quote Follow Up T
Quote Description (8 Office Printers Foliow up Date  |18/02/2020

Exp Order Date  [39/02/2020 Show Rebate? Snow Drecount?
Prabability 10 Edit Cover Letter Linked Docs %’t:‘lz'; = Cffer

Delivery 2 - 3weeks Price List:  (Mong) Fow Shading ] Cluote incl VAT?
Payment Terms 30 Days ¥ | DocHeading  |Order Form gﬂ:;"‘wm Rand |/
Template Johannesburg ¥ | TermsSet |Standard Terms S v ROE Rand v /1
Approval Mgr. Thobanjalo Shanc ¥ | app. St=tus | Approval Reguirer v Approval Mote

o Back to Step 2 (Add ltems) | Recalculate

Recaloubsbe

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

The user would simply need to make sure to populate the Next Activity/ Follow up Activity with the
relevant Follow Up Date for the activity. (The system could be set to automatically fill in Quote Follow Up
on Step 3; as well as to automatically default the date of the next activity to a specific number of days after

the creation of the opportunity/quote.)

:ﬁ"i Edit Opportunity | e —

Opportunity Details

Sales Staff Michelle Snyders v Status: CQuote Stage r
Company: Grass Gardens Probability %: 10

Contact: Greag Ellis Mr T Value: 133200
Opportunity Mame: & Office Printers GP Value: 61600

Order Mo Created By: Michelle Snyders

Expected Order Date:  [29/02/2020 Mext Activity: Cluote Follow Up Ad
Product: Can1 - Cannon G4400| '~ Activity Date: 18/02/2020

Mote: Cuote/Opp Mo: 1150-1

The activities will be created as soon as the user click on either the Save and Preview Quote button (on
Step 3 of the Quote process) or on the Update button (on the Opportunities page).
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9.9 Updating the Opportunity Status from a Follow up Activity (Completing)

Once a Follow up Activity is created, it will be linked to the opportunity.

This allows the user to easily update the status of the opportunity, provide the system with the feedback on

that activity and complete the follow up activity, all on one page.

A Follow up activity can easily be found by looking at the To Do List page.

Home || Actwiies || Leads || Contacts || Companies || Opportunities | Reports || System Setup|| Financials || List Manager
1L o 11 1l | B Al Al d

1
Add Mew Activity | Diary Planner || To Do List| I Send Email | Add Mew Cycle | Cycle Planner |

) :
S search 135 To Do List © Activities Cycles

Search

Show to do list for | Michelle Snyders ¥ Up to and including [14/02/2020

within | Ple@se Select... v
Start Date Tack? Company Name Contact Activity Days

Edit Delete 14/02/2020 Csptivation Gary Schuliz Present Froposs o
[ a Quick Create Edit Delete 1410272020 |« Green Lesf Bobby Roots

Edit Delete 12/0222020 Captivation 2
Please Select... v = - =

Edit Delete 12/02/2020 Teddie Moore Arrange Cust Visit 2

Please visit the customer

The Note of a Follow up Activity is automatically populated witly'the details of the related

quote/opportunity.

To Edit and/or Complete this Activity, click on the Activity Description.

‘]5 ﬂ Ed it _A_*:ti'u'it'?I Upiarte Update & Mew Canceal

Appointment Details

* = Hequired Fialds

Sales Staff Michelle Snyders v

Company: Green Leaf * O,

Contact: Bobhy Roots - Sales Rep - Influencer v |+ Invite Contact? | Invitees
011 474 56564 bobby@agreenleaf.co.za

Location \iew Map

Activity Telephons Call v

Task? Product Usage

Start Date 14/02/2020

End Date 14/02/2020

Date Created 130272020 Created By Michelle Snyders

Cluote/Cpp No 1148 : 2020-02-13 : Printers- §- Office Use v | Document | Atftach

Cluote Status

Enguiry

Enquiny
Mote: First Demonstration
Cuote Stage
Megotiation

Verhal Order

Sold

Lost

Decided Mot to Buy

279834623

The user would then be able to type in their notes (feedback) on the activity and change the Quote Status

of the Opportunity/Quote.
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9.10 Closing the Opportunity or Quote

To close an Opportunity/ Quote, the user would need to change the Status of the Opportunity to Sold, Lost
or Decided Not to Buy on the Edit Opportunity page.

To mark the opportunity as Sold, only the date
Sold/ Lost would need to be populated. (The
system will automatically popluate this field to
the current date, this can be changed if
required.)

Status: Sold r
Probability %: 10
Walua: 183200
GP Valus: G1600
Created By: Michelle Snyders
Mext Activity: Cuote Follow Up v
Activity Date: 18/02/2020
QuoteOpp Moz 1150-1
Edit Quote
Quote Due:

Quote Submitted:

Date Sold/Lost:

14/02/2020

14/02/2020

When marking the opportunity as Lost or

Decided Not to Buy, the user would also need to
provide a reason why the opportunity was lost
(or the client decided not to buy).

The user would also be able to select the
Competitor they lost the opportunity to, from
the dropdown list. (If the Competitor Name is

Status: Lost v
Probability 3%: 10
Wialwe: 183200
GP Value: g§1800
Created By: Michelle Snyders
Mext Activity: Cluote Follow Up v
Activity Date: 18/02/2020
Quote/iCpp Mo:  1150-1
Edit Quote
Cuote Due:

Quote Submitted:

Date Sold'Lost:

Reason Lost

Compeditor:

14/02/2020

14/02/2020
Cut of Budget

Flash Paper

not listed, the system admin would need to add
it to the system setup, ensure the name is added
to the notes field on the opportunity in the
interim.)

Closing the Opportunity/ Quote can also be done from the Follow up Activity page, by changing the Quote
Status field to Sold, Lost or Decided Not to Buy.
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9.11 Creating Current Products and Job Cards from the Quote

Once the client has accepted the quote, the user would be able to create Current Products (Contracts) as
well as Job Cards from the Quote Line Items.

This can be done by clicking on the Process Order button on Step 3 of the Quote process.

o

if\ Quote Details - STEP 3

CF)

Cuote Details * Required Fields Process Order

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

Contact Greaqg Ellis Mr v F \; Expires on

Quote Status Sold v Follow up Activity | Cluote Fallow Up v
Quote Description |8 Office Printers Faollowr up Date

Exp Order Date Show Rebate? Show Discount®
Probatility % 10 Edit Cover Letier Linked Docs %’Jt;”lz';e B

Delivery 2 - 3 weeks Price List:  (Mone) Row Shading ¢ Quate ingl VAT?
Fayment Terms 30 Days ¥ | DocHeading |Order Form gf::?w w Rand |1 Recalculate
Template Johannesburg ¥ | TermsSet | Standard Terms S v ROE Rand *||1

Approval Mgr. Michelle Snyders ¥ | apo. Status | ADproved v Approval Nate

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

—
— | *

~—am

Irn Process Order

a}

Please select the applicable line items on this quotation to be processed. Cancel |
Grass Gardens Quote:1150-1
Job Team: Main Team v Customer Order No: |123455
Job Type: Printer Maintenance v Job Date: [14/02/2020 [~]
Create Job |
|Description
1
No Product Descripfion Marrative Gty Price Job Mo Contract #
= = This printer is available in the following cofours: =
1.1 Canl Cannon G4400 Pink, Red, Blue. 8 R 3240000 Create
1.2 201 9PPINKELKElack Tub - Printing Press & R 4D00.00 Creste
2
No Product Descripfion Narrative Gty Price JobNo Contract #
2.1 EFTM Epson TMagIV & R5000.00 Cresie
22 20M8PPINKELHSIack Tub - Printing Press & R 4D00.00 Creste

To Create a Current Product (also known as an Asset or Contract) — The user would only need to click on
the Create link on the right-hand side of the product. (The user will be directed to the Current Product
page- with the relevant details populated)

To Create a Job Card — the user would be able to tick all the line items that was bought (or should be
installed) and then click on the Create Job button.

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

e Job Team: Which team should the job card be allocated to.

e Job type: What Job Type should the Job Card be created as.

e Customer Order No: The Order number the customer provided. (Could be a standard order number).
e Job Date: The date the Job should be created for.
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9.11.1 Current Product Created

Once a Current Product is created, the user will be directed to the page below. The user can enter the

outstanding information on this page before clicking on the Update button.

;?;% Edit Current Product

Cumrent Product Details

Sales Siaff: Michelle Snyders Ll Cquipment Status: T Own ¥
Company: Grass Gardens Agresment Type:

Contact: Gregg Ellis Mr Ll Agresment Mumber: 11501

Quote Ref: 1150-1 Wiew Quote Agreement Start: [x] End [~]
Product: Cannon G4400 "l Service Details: Annual Escalation Date:

Serial Number: 1150-111

Bseat Mumber:

Senvice Call Cycle™-

01/02/2020]~ ]

Mew Cyde

Sarvice Frequency: 0{ Months
Purchaze Date: 17/02/2020 Price: (3400 _ast Senvice Date: Miet:
Details: Resson Expired: T
This printer is avalable in the Tolow Mg COKuUrs:
Fink
fl::-f. Competitor: ¥
Payment Frequency: 0 Months
Recuring Payment: L
Last Payment Date: [+] Mext
A r
Special Instructions: (For Johs)
i
Linked Doc: \iew File
Creating_ Jobs from EquipmentiContract:
Default Job Typs: ¥ |Tearn: ¥ | Job Date: [17/02/2020 Create Job
Request Order Mumber for each Job?: Mo ¥ | If not, use this Standard Crder Mumber: Expires on:

Last Updated: 17/02/2020

Uipdane:

Updated By: Michelle Snyders

e Equipment Status: Shows if the Current Products is Active, Inactive, On Hold or Lost (depending on

setup entries).

e Agreement Type: The type of agreement this Current Product is subject to.

o Agreement Start and End: The date the agreement starts and ends.

e Service Details: Details of when and how often the current products should be serviced.

o Payment Details: Details of how much and how often payments should be made on this current

product.

e User Defined Fields: the user can fill in extra information expected on the extra fields required by

their company.

e Linked Doc: an attachment can be associated with this current product. (i.e. the digital copy of the

agreement)

This current product can then be viewed/ edited from the Edit Company page.
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Once the Job Card is created, the user will be directed to this page. The user can enter the information
outstanding before clicking on the Update button.

This is covered in Service Training.

Update Job Ulpdate | | Caroed
* = Required Fields

Joh Mo 1053 Daie Lagged 171022020 08:37:11
Logped by beam Michelle ¥ | Logged by persan | Michele Snyders W Assed Serial # | ¥ |
Company |Gr355 Gardens |* T _/’ | Assets | | Repair History |

Moof opencallz: 1 "= Acc Mo Agreement §
Contact |GI‘EQQ Ellis ¥ | u / Cusl Assed §

Contact details: Greggi@grass.co.za Expiry Dabe
Jab type | Printer Maintenance v Mext Service

O Critical ®Normal ~— Preduct | |

Cusl ardar mo

UDF 1

Custrelna [ | Jab Card: [ Frint |[ Print Blank|[ Email |

Exp Salution Date [17/02f2020 [~] |oo:00 [£] sab state ® open @ Closed
reaice: NoiDate [ | /02020 [5] vinked Quote 0
Diaie Time Closed [ =] H | Preview and Email Quote |
| 30bMotes\Actions | JobStatus | Booked Technicians | Fault Codes | Job Costing |
#ctivity | Collect Printer For Service/Repair T | | Send Ema |
Mot
File | [ Attach
This Job Card and its Status can be viewed from the Edit Company page.
Contacts W New
Cycles W New
Scheduled Activities W New
Completed Activities W New
Opportunities Mew Quote s New
|ProdiD [Product |sales Rep |Opp Name | Potential Value | Expected Date [Status  [Quote No |
[Cand [Cannon G4400 [Michelle Snyders |8 Office Printers [ R183,200.00] 20i02/2020 [Lost [1150-1 |
Current Products 4 New
Purchase Serial Agr. Expiry F
Date ProdlD |Product No No Sales Rep Date Status |Details
Delete|17/02/2020 |Can1  |Cannon 34400 M80- 1150 challe Snyders B il iy S e E R iR Ty
111 1 colours: Pink. Red, Blue.
Product Usage Edit Usage
Jobs Open v .
[Job No [Job Type [Status |Assigned To [ Urgency % |Date Logged |
(1052 |Printer Maintenance |Booked [Consultant [ Mormal 0 [17/02/2020 08:37:11 |
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10. Practical Activity

Please use the company you have created during the training session

BluWave

SOFTWARE

The Activity will cover the following concepts:
e Raising an Opportunity.
e C(Creating a Quote.
e Completing a Follow up Activity.
e Updating an Opportunity.

It needs to be based on your day to day typical sales experiences.

Read through the whole activity before starting:
Peter has contacted you asking for pricing on some of your products.
In order to record this potential sale in your system you will need to the following:

1. Create an opportunity, ensuring that all the fields are correctly populated.

1.1 Book a follow up telephone call for tomorrow.

You may skip question 2 and 3 if you are NOT quoting from BluWave.

2. Create a quote for Peter with the following criteria:

- 2 options to choose from.

- Atleast 2 products under each offer.

- Remove offer totals from the first offer.

- Remove line values from the second offer.

- Ensure the potential quote value reflects the offer that Peter is most likely to buy.

2.1 Email the quote to Peter.

2.2 Create a quote follow up task for tomorrow.

3. During your follow up call with Peter, he requested a better price on option 2 as he wants to order
double the initial quantity you quoted him for. (Remember to re-send the quote to Peter).

4. Complete your follow up activity and record the feedback in the system.

5. After 3 days, Peter sends you an email stating that he has decided not to purchase the products from
you as he has managed to source them from another supplier at a cheaper rate. Update and close
your opportunity accordingly.
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Branch Description : Johannesburg
Salesperson : Michelle Snyders
Product Group : Printers
Date Quote No Company & Contact Opportunity Name Product Status Potential Value GP Value
2020-02-05 1142 Training Michelle1 5 printers- Office Cannon G4400 First Demonstration R38,690.00 R10,080.00
Michelle Snyders (Left) guessing 2000 per printer
2020-02-14 1152 Vodacom Commercial Printers Heidelberg Five Colour Offset Printing Pre  Quote Stage R20,000.00 R18,000.00
Ms Nicola Polgieter
2020-02-14 1150-1 Grass Gardens 8 Office Printers Cannon G4400 Lost R183,200.00 RE1,600.00
Mr Gregg Ellis
2020-02-14 1151 Green Leaf B Office Printers Cannon G4400 Quote Stage R3,400.00 R200.00
Bobby Roots
Total For : Printers 4 R315,2900.00 R91,590.00
Product Group : Quoted Products
Date Quote No Company & Contact Opportunity Name Product Status Potential Value GP Value
2020-02-05 1143 Green Leaf London to Germany Quoted Products Enquiry R20,000.00 RO.00
Babby Roots sdighjkikjhafd
2020-02-13 1149 Vodacom 5 Commodities; 3 Blended Quoted Products Negotiation R800,000.00 RO.00
Ms Nicola Potgieter
2020-02-13 1148 Green Leaf Printers- 6- Office Usa Quoted Products Enquiry R12,000.00 RE,000.00
Babby Roots
Total For : Quoted Products 3 R932,000.00 R6,000.00
Total For : Michelle Snyders 7 R1,247,290.00 R97,590.00
Total For : Johannesburg 7 R1,247,290.00 R97,590.00
11.2 Quotes Issued Report
Branch Description : Johannesburg
Salesperson : Michelle Snyders
Created By Quote Quote No Company Name Potential GP Value Quote Lead Time
Date Value Submitted Days/Hours
Michelle Snyders  2020-02-05 1142 Training Michelle1 R38,690.00 R10,090.00 05022020 V] 5
5 printers- Office
2020-02-05 1143 Green Leaf R20,000.00 R0.00 V] L1}
London to Germany
Michelle Snyders  2020-02-13 1148 Green Leaf R12,000.00 R, 000.00 0 LI}
Printers- 6- Office Use
2020-02-13 1149 Vodacom R&00,000.00 R0.00 V] i}
5 Commaodities; 3 Blended
Michelle Snyders  2020-02-14 11501 Grass Gardens R183,200.00 RE61,600.00 14/0272020 i] i}
& Office Printers
Michelle Snyders  2020-02-14 1151 Green Leaf R3,400.00 R800.00 14/0272020 V] 3
8 Office Printers
Michelle Snyders  2020-02-14 1152 Vodacom R80,000.00 R19,000.00 V] 0
Commercial Printers
Totals for : Michelle Snyders 7 R1,247,290.00 R97,590.00
Totals for : Johannesburg 7 R1,247,290.00 R97,590.00
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11.3 Opportunities due by Sales Staff and Status Report

Opportunities Due By Sales Staff, Status Report

For Period 01/02/2020 To 29/02/2020
Exp. Order Date Company Quote # Opp Name | Note Pot. Sale Value Prob % Exp. Value GP% GF Value
Branch Description : Johannesburg

Salesperson : Michelle Snyders

Status : Enquiry

28022020 Adams&Adams 1137 & priniers R1,500,000000 O ROO0  0.00% R0.00
Mext Action - None

28022020 BluWave Softwars 1132 RE50,000.00 O ROOD  0.54% R3,500.00
Mext Action © Service Call 18022020

29022020 Green Leaf 1143 London 1o Germarry R20,000.00 12 RZ40000 0.00% RO.00
Mext Action - Quate Follow Up 1900272030 Mote: sdiighjkighghd

29022020 Green Leaf 1148 Priniters: G- Office Use RI2,000.00 20 RZ40000 50.00% Ri,000.00

Mext Action © Quate Follow Up 1900272030

Total Opportunities Due For : Enquiry 4 R2,182,000.00 R4,800.00 RS,500.00

Status : First Demonstration

2O 20 Afrox 1038 ROOD D ROOD  0.00% RO.00
MNext Action © More

200272020 BluWave Software 1073 R1.200,000.00 O ROOD  0.00% RO.00
MNext Action © Service Call 180272020

20 kitty place 1070 RZ 50000 O ROOD  0.00% R B50.00
MNext Action © More

290272020 MTH 1038 R200,000.00 O ROOD  D.00% RO.00
Mexst Action - None

290272020 Training Michelle1 1142 & printers- Office R38,690.00 BO RINSSZ00 26.08% R10.080.00
Mext Action @ Nene Mote: guessing 2000 per printer

Total Opportunities Due For : First Demonstration 5 R1,441,190.00 R30,952.00 R14,940.00

Total Opportunities Due For : Michelle Snyders k: | R3,623,190.00 R35,752.00 R24,440.00

Total Opportunities Due For : Johannesburg 9 R3,623,190.00 R35,752.00 R24,440.00

11.4 Opportunities Won and Lost by Rep Report

Opportunities Won and Lost By Salesperson Report

For Period 01/02/2020 To 29/02/2020

Branch Description : Johannesburg

Salesperson : Michelle Snyders

Opportunity State : Decided not to buy

Status : Decided Not to Buy

Company Name Product Quote No Pot. Value GP Value Date Reason Lost Competitor
Adams&Adams Epson TMS&IV 1138-2 R32,275.00 R5,276.00 17/02/2020 Out of Budget

Total For: Decided Not to Buy 1 R32,275.00 R5,276.00

Total For: Decided not to buy 1 R32,275.00 R5,276.00

Opportunity State : Sold

Status : Sold

Company Name Product Quote No Pot. Value GP Value Date Reason Lost Competitor
Spur Steak Ranches Quoted Products 1107 R10,500.00 R4,150.00 17/02/2020

Total For: Sold 1 R10,500.00 R4,150.00

Total For: Sold 1 R10,500.00 R4,150.00

Total For: Michelle Snyders 2 R42,775.00 R9,426.00

Total For: Johannesburg 2 R42,775.00 R9,426.00
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12. Appendix

12.1 A- Quote Example

Quotation

Quote No: 1150-1 Date: 14/02/2020

Acc No: Valid for: 14 Days

Tz Grass Gardens Address:

Att: Mr Gregg Ellis

Tel: From: Michelle Snyders

Fax: Tel: 011462 6871

Cell: Cell: 074 586 3506

Email: Gregg@grass.co.za Email: mibpsnyders@gmail.com
Dear Gregg

Re: 8 Office Printers

We thank you for the opportunity afforded us to quote you on the Lazer Business Equipment. (Quote Header
Paragraph)

Option 1
Description Qty Price Total
Cannon G4400 8 3,400.00 27,200.00
This printer is available in the following colours:
Pink,
Red,
Blue.

Black Tub - Printing Press 8 4,000.00 32,000.00

No Offer Total is
showing- Settings
were selected to
exclude this Total.

Pagelof3
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Quotation No: 1150-1
Option 2

Description Qty Price Total
Epson TM88IV 8

-
-
=
=
No Line Price
Black Tub - Printing Press 8 Totals is
showing-
TOTAL (Ex VAT : Settings were
(Ex )i R 72,000.00 selleeed e
VAT : R 10,800.00 exclude this
Total: R 82,800.00 Total.
Option 3
Description Qty Price Total
HP MFP m277dw 8 6,500.00 52,000.00
TOTAL (Ex VAT) : R 52,000.00
VAT : R 7,800.00
Total: R 59,800.00
Option 4
Description Qty Price Total
Cannon G4400 8 3,400.00 27,200.00
This printer is available in the following colours:
Pink,
Red,
Blue.
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Quotation No: 1150-1
Option 4
Description Qty Price Total
Black Tub - Printing Press 8 4,000.00 32,000.00
GRAND TOTAL (Ex VAT) : R 242,400.00
VAT : R 36,360.00
GRAND TOTAL: R 278,760.00
Deposit
50/50
Cancelling
NO

The Grand Total will
Currency of the Quote only show if selected

to show on Step 3 of

This quote is done in the following currency: Rand
i I Relnged . the Quote process.

Rate of Exchange
This quote is done using the following rate of exchange: Rand 1.00 = Rand 1.00

ROE
R 1.00 = Rand 1.00

Should you require any further information, please do not hesitate to contact us on (011) 462 7456 (Quote
Footer Paragraph)

Michelle Snyders

Implementation Consultant

074 586 3506

mibpsnyders@gmail.com
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