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1. System Overview 

 
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 users 
dashboard with a graphical summary of his key statistics is also 
accessed from the Home tab. 

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

Leads The Leads page is used for loading and editing Leads that have not 
yet been qualified. Once contact is made with leads they are 
converted to the Companies tab ï 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 
clientôs 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 particular requirements. 
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2. Home Page 

 
When you login you will land on the Home page.  
The Home Page allows you to view appointments, tasks, and opportunities.  You can also view 
recently added companies a graphic display of your pipeline. 
 
There are 3 main pages accessible on the home page: Home, Dashboard and Edit my Profile 

 

2.1 Home 

 

 
 
 
 
 
 
 
 

Clicking on the hyperlinks takes you to the 

respective page directly 
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2.2 Quick Create and Calendar 

 
 

  
 

 
 
 
 
 
 
 
 
 
 
 

 
The Quick Create Menu on the left 
of the Home Screen acts as a short 
cut to navigate to relevant screens 
to create a new appointment, task 
company, lead or opportunity 
 
 
If you change the calendar date, 
the Home page, Appointments and 
Task Panel will reflect the selected 
date 
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2.3 Dashboard 
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2.4 Edit My Profile/Change Password 

 
This page allows the user to access their personal details and also allows them to change their 
passwords. The page is accessed from either the ñEdit My Profileò menu on the home page or 
from the ñChange Passwordò 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 your Email SMTP settings, Username and Password on this page to allow sending Emails 
from the BluWave CRM. 

 
Only a System Administrator can change the following: 
 

¶ Roles ï Indicates the access levels of users 

¶ Branch- Indicates the branch the sales person is in within the company 

¶ Active- The Administrator can use this check box to deactivate log ins for users who 
have left the company. 

¶ Monthly Target-Indicates the monthly revenue target set for the sales representative 
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3. View Companies 

 

 
 

Use View Companies Screen to: 

¶ Search for the company name to view the details of that client.  

¶ Add new Clients to the database. Note: Only Administrators can delete Clients from the 
database. 

 

This page allows you to see all loaded companies. You can also search for particular 
companies using the filters on the far right. 
 

 

 
Click on the Company name to edit that company or click on the Edit link.   
 
Click on the Delete link to remove the company from the database. 
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3.1 Add a Company 

 

 
 
 
Click on Add New Company to add a new prospect or customer. 
 

 
 
 
¶ Indicate whether this Client is a Prospect or a Customer  by using the category field 

¶ There are 6 user defined fields. These fields are indicated and set-up by your 
Administrator. 

¶ NB! Categorize a client database using the category field.  Customers should be broken 
down by value or potential value into for example: A, B and C type customers and VARs 
and distributors. 



BluWave  crm  Training  
©BluWave Software (Pty) Ltd 2017 

 

BluWave Training Manual Page : 11 
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3.2 Edit Company  

 

 
 
 
¶ Make the necessary changes to the company details and click the Update button. 

¶ You can view the contacts, activities and opportunities assigned to this company by 
clicking on the down arrow. 

¶ You can also add new contacts, activities and opportunities by clicking on the link ñNewò. 

The New Note button 
can be used when an 
unexpected 
communication has 
taken place. You can 
create a New Note 
and add call report 
into the notes under 

the specific company. 



BluWave  crm  Training  
©BluWave Software (Pty) Ltd 2017 

 

BluWave Training Manual Page : 13 

3.3 Add/Edit The Contact 

 
¶ Expand the Contact list by clicking on the down arrow in the same line. 

¶ Click on the contact name in order to open the contact editing form. 

¶ Click on the new button to add a new contact. 
 

 
 
 
¶ Make your changes to the contact and click on the Save/Update button. 

 

 
 
 
 
 
 

The client will 
not see these 
notes. 
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4. Google Mapping 

 

4.1 Google Mapping - Companies 

 
After creating a contact, you will have to edit the contact and add the Geo-location of the 
physical address by clicking on the Update Company Geo-Location link.  
The co-ordinates of the address will appear next to it. 
 

 

 
Once you have updated the contact and returned to the Company page a small map will 
appear next to the company details displaying the company location. 
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4.2 Google Mapping - Activities 

 
When booking an activity (except from the Company Page), the nearest Company based 
on your current location can be identified and the system will pre-populate the company 
details (if enabled on your profile page).  

 

 
 
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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4.3 Google Mapping ï Reports 

 
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 sales person for a specified date. 
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5. Managing Your Activities 

5.1 Adding a Cycle 

 
A cycle can be created using Quick Create; the Cycle panel on the company page; or 
the Add New Cycle sub menu under Activities 
 

 
 

 
 
When working from the Clients page, the details of the client you wish to create the 
recurring activity will default but should you use the latter option, you will have to search 
for the client. 
 
Clicking on ñNewò on the Cycles bar will open up the following form: 
 

 
 
Step 1 ï Select Company and Respective Contact Person 
Step 2 ï Select the Recurring Activity 
Step 3 ï Select Start Date and Set the Recurrence 
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Daily 
 

This will create the 
activity selected 
every 2 days of the 

week recurrently.  
 
 

 

Weekly 

 
Select the days you 
want the activity to 
recur in a week and 
also select the 

weekly recurrence. 
 

 
 

Monthly 
 

 
For monthly cycles, indicate which date of the month you want so set the recurring 
activity for. 
 

Yearly 
 

 
For yearly cycles, indicate the date and month the selected activity will recur.  
 
Step 5 ï Set the Recurrence End 
 
Set when you want the recurring activities to end. You can either set the activities to 
never end, set it to end after so many recurrences or set the specific date you want the 
activities to end as shown below then click save. 
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5.2 Adding Appointments/Tasks 

 
Click on Add New Activity to schedule a task or appointment. 

 

 
 
 
 
 

Sending Appointment Invites 
 
Single Invitee 
 
Next to the contact name is a checkbox displaying - X Invite Contact? If this box is 
ticked it will automatically send the contact a meeting request.  
 
If you do not wish to send an appointment invitation to your customer then uncheck this 
box. 
 
 
 
 
 
 

Click on this 
magnifying glass 
to search for the 

company. 

The client will 
see these notes 
if you choose to 
invite them. 
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Multiple invitees 
 
BluWave CRM allows you to invite multiple contacts to the same appointment if required. 

Step 1: Click on the inviteeôs 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 donôt need to receive an invite, you can 
simply click on the red dash and the invitee will be removed. 
 
 

 
 
 
 
 
Step 3: To include internal recipients (optional) to the appointment, select the ñInternal 

Staffò radio button and this will show a list of all the ñUsersò of your BluWave crm 

system. 

Add the required ones by clicking on the green cross next to their names and they will 

display underneath the required invitees. 
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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 ñDoneò once finished.  
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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 contact in the 
main company 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. 
 

¶ The ñView Mapò link opens up Google Maps to locate the physical address. 

¶ Select the company and contact person the activity relates to by searching with the 
magnifying glass. 

¶ The location of the activity can be changed by typing in the required location. 

¶ Select the type of Activity 

¶ Tick the task box if this is a task and not an appointment. This will disable the Time 
fields. If this is an appointment, select the date and time. 

¶ X Task?  Please note that if you indicate that this activity is a Task, the system will 
NOT post this activity to your calendar, nor will the client receive a meeting 
invitation. 

¶ 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. 
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