CRM Getting Started

Part 1: Basics, Entering Notes, Entering Tasks, Tips



Overview of Part 1 Training on CRM




Hierarchy of the CRM —
Account > Contact > Transaction

Account Voss Auto

Contact Liz McCord

® Donation e Corporate Donation
e Note e Call, Will you donate again for upcoming year?
e Task ¢ Email, Survey rquest

e Call

Gerry Locker

¢ Donation
¢ Task, Send invitation to Founders Event
e Case, Lost invitation




What is an Account for CWF?

Account

Donors
Grant Applicants and Recipients
Board Members
Corporate Sponsors

Vendors

Person, Couple, Organization Donating or Receiving Money



What is a Contact for CWF?

Contact

Specific Donor Name
For Donors it is often a spouse

Solves the issue of Mr. and Mrs. for mailings

Very often is an exact duplicate of an Account




PAULA INSKEEP 7.

_ S S

First Name: Paula
Office Phone: 614-898-6624
Click Phone B —

Numbers to Dial

* This only works on cell phones currently.

* You can click on a phone number in the system to start a
call



Search and Shortcuts

Concepts to know to use the CRM




Finding an Account

investment

@ Enter last name and click Search

/ﬂ\ Click on match

Opportunities




Navigation Panel on Left

Options change based on module

It will show recent access records

Contécts an.d Accounts marked fas EDMUND ENOCH %
favorites using Star Icon in Detail

. e OVERVIEW MORE INFORMATION
View ‘ x | overview | EMOREINFORMATION

First Name:




- Entering Donations

Grants are very similar




Donations are added
to Accounts

This will speed data entry and increase

accuracy as well as maintain connections.

DONATIONS (0)

.
—

MName =

I

F..j

Use Search to find an Account

On an Account > Donation
subpanel > Create

Populate the donation Quick
Entry Form



Add Donation to an Account

. . DOMATIONS (0)
P Cownown

Open account by clicking on

BASIC
the name
Amount:* Donation Date:* 12/07/2020 ﬁ
Expand Donations subpanel

Donation GeneralFund Name:* Danation
Designatio:™®

i Donation Type:* Check Next Date: 12/07/2021 E

Click Create

Expect Repeat: Assigned to: Janice Fidishun

Populate the form and click n'

save




Entering Notes,

Tasks, and Calls

Modules that are not Donations or Grants




Always start with an Use Search to find Account or
Account or Contact ~— Contact

This will speed data entry and increase
accuracy as well as maintain connections.

= On an Account > Contact subpanel

m ~ > Create

Switch to the Contact > Activity
subpanel > Log Call
(Sometimes History subpanel)



" MAIN ACTIVITIES ALL

Navigate using
Search to find R i (e
contact

You will rarely use Menu




Add Contacts to Accounts

Find account with Search | » |
Open account by clicking on & CONTACTS
the name

Name <
Expand Contacts subpanel
Createw
Click Create Minerva Hughs St. Petersburg CA

Issac Mazzone Denver CA
Most Accounts are already
0 2 S, Deann Scheffer San Mateo CA




Add Contacts to Accounts — Input Form

Account Name will
automatically
populate

Enter Name, Title,
Phone Number and

Email

Click Save

First Name: Account Name: WORLD PRINTING, LLC.

Last Mame:* Grey Office Phone: 037-876-1234
Job Title: Purchasing Manager Mobile: 937-321-1287
Fax: Do Mot Call:
Email Address: Lead Source: Other
Blake Grey@wpllc.c -
Primary Opted Cut Inwalid
[

Assigned to: Patrick Arehart B ﬂ



Adding Notes - Open Account or Contact First

John Lewis Related To: Account Expand History > Create
Note or Attachment

Washington Township

Enter Subject (short but
descriptive, helps find
information later) and note

Assigned to: Patrick Arehart

You can add an attachment

| Choose File | No file chosen

This is one way to log an

email




When to use
the Notes

Module




Tasks - Open Account or Contact First

Expand Activities > Create Task

Enter Subject (short but descriptive, helps find information later)

Enter a Due Date and a Start Date

< Setthe priority

&£ Change the “Assigned to:” if appropriate

4 Enter Description




Subject:?

Start Date:

Due Date:

Priority:*

Assigned to:

Description:

mm/dd Ay 11:00pm

mm/dd Ay 11:00pm

High

parehart

Status:?

Related to:

Contact Name:

Mot Started

Account

WORLD PRINTING, LLC.

Amanda Ealey

Task Input
Form




Subject:’

Start Date:

Due Date:

Priority:*

Assigned to:

Description:

Order 983231 Must SHIP! Status:*

E Related to:

mmyddyvyy11:00pm

11/09/2020 E Contact Name:

02 : 00
mmyddyvyy11:00pm

High

parehart B n

Not Started

Account

WORLD PRINTING, LLC.

Amanda Ealey

This is a replacement order for our mistake)|

Task Input
Form -
Populated




Uses for Tasks

Anything you need to
do and want on your
dashboard

Send thank you note

Create Blog Entry

Book event space

Complete expense
report

Send invitations



Updating or
Closing a Task

& MY OPEN TASKS

Related to

BLOCH
follow up on
camble ok PRINTING
el COMPANY
WILLIAMSBURG
courtesy call
PRESS

Priority

High

Medium

* Very important to keep your task list clean

5___tatus

Ly

Mot 11/17/2020
Started 11:00

In 11/03/2020
Progress 11:00

» Status: Not Started, In Progress, Completed, Pending Input, Deferred

* From Dashboard you can click the X to indicate Completed



Email
Notifications




Add My Open Tasks
Your central hub Emmmd from the Actions
menu

You can drag and
You can create

DaSh bOa rd drop their additional tabs

positions

If you accidentally Customized for
delete a dashlet, mmmmd VyoOu, it can always
you can add it back be fixed




SUITECRM DASHBOARD ACTIONS =
% MY CALLS

7
K <) Bt

Close Subject & s o SollE

=

Accepted  Planned

Dashboard - e T 3 e

Accepted  Planned

Example T

Accepted Planned # 4

02:30

K [< et

Close Subject < Related to Accept?

Accepted

Accepted

Accepted

NS AT 04 NE-nn A rraedad




£ MY ACTIVITY STREAM

w Chris

patrick |s there anyone listening? I\/I y ACtiVity
0 Hours 1 Minute ago Reply
Stream —

patrick | am

Chat board

0 Seconds ago

patrick created a new contact & Terri Caruso

Last Week

patrick created a new contact =5am Smith

Last Week

B T L ala T = | B CNE




Using View Summary for an ) HISTORY
Account or Contact

Subject =~
Open a record using Q Open the History Create Note or ﬂttﬂlﬂhl'l'iEl"lt"'
detail view subpanel
Archive Email
Click the arrow next
@ to “Create Note or " Click View Summary wew 5umrr13nr
Attachment”

Filter

See overview, or just

g meetings, notes,
emails etc.




* View all or by record type

View Summary + Option to print

* Faster than opening every record one at a time

@
MARCELLUS WILHITE BUERNT e
wm® PIRTN T B2 o7 sent, 1348, 101252020 mal
Peace Font
OVERVIEW
¥ Subect 1045 10222020 Email
. Font Family
Subject
¥ Subject 1045 10222020 Email
C.-j' Send a letter Task Completed Marcellus Wilhite 013072021 09:45am Font Family
. . . o i Subject 1045 10/22/2020 Email
i% Discuss pricing Email Marcellus Wilhite Sent: 10/07/2020 06:21pm Font Family
Meeting to discuss project plan and hash out the details of implementation g Subect goes here 1323 -
1002112020
Font Family says hello to the Bolds.
Subject goes here 1323 ;
B 02172020 Eml
Font Family says hello to the Bolds.
Subject sent at 1320 on ;
B 0212020 Emal
Font Family says hello to the Formats.
M Should go to Sent Items instead Email

of Sent, 1348, 10/25/2020



Concepts

Things to know about the CRM




Edit View and Detail View

ROBIN JERNIGAN » EDIT

SAVE CANCEL SAVE AND CONTINUE VIEW CHANGE LOG (22 of 202)

9 HISTORY

Subject <

OVERVIEW -
Create Note or Attachment -

. ) B8  Discuss pricing Sent Deanne Klopp

First Mame: Robin Last Name:* Jernigan
(#  Sendquote Completed Deanne Klopp

Office Phone:  (305)306-9600 Mobile: (700) 430-8695
Job Title: Director Operations Department: !
AccountName:  |ncome Free Investing LP Fax: :

Email Address: .

Primary Opted Out Irvvalid
gad2@example.nst



Navigation
Tips — Edit vs

Detail Views

JobTitle

- |v=

A LT T T X

Thurman Mullings Director Operations
Robin Jernigan Director Operations
Deanne Klopp VP Sales
Kristin Schaal VP Sales

Rene Mccaleb Director Sales

Elnora Storch Director Sales

Account Mame —

cmallville Resources Inc

Q.R.&E. Corp

Trait Institute Inc

On Accounts and Contacts the pencil opens in Edit View

Only use the pencil when you know you want to change a record

Click on the Contact Name to access Detail View and see the history on

the subpanels without the ability to edit



Assigned to: patrick B n

Autocomplete Fields —
Similar to drop downs

Type a couple of letters

If does not work use the arrow button

Account Search

Name Type

Analyst
Competitor
Customer

Integrator
Investor

Can search by name, city, state, email

Billing City

Industry

Create a new record if not found

Apparel
Banking

Biotechnology Billing State
Chemicals
Communications

Any Email

Billing Country



Assigning Board

Positions




£
LLUc

Each year start a new set

M
|

Pull up last year record by clicking on its

Create 3 name

Position
Record

Use action button to duplicate

P Fix the Start Date, Stop Date and Year




Assign Contacts to Positions

Expand the Contacts Tab

Name =

Choose Select (hit the down arrow on the button
first)

Find contact and choose select




End of Getting
Started Part 1



CRM Getting Started

Part 2: Logging and Scheduling Calls



Log incoming, outgoing, scheduled calls.
How to close.

How to use reschedule function.

Logging Phone
Calls




Logging Calls

e Sales > Contacts > Select Contact> Activities > + >

~ ACTIVITIES Down Arrow > Log Call

Suhiect% * You can log current calls or setup calls in the future

e Enter Subject (short but descriptive, helps find
Create Task-w information later, VERY IMPORTANT)

Schedule Meeting . rI\]/I:?(;Ik thf Eallldas Inbound/Outbound and planned,
eld, not he

* Set the date, time and duration

Log Call

* Enter Description

Compose Email e Use “Full Form” if want to enable reminders



Logging a Call — Input * Was the call inbound or
Form outbound?

“Related to” will already b ulated. | I P,
wiﬁ gzere;[;ted toaArcec?)uﬁt gnpdrebpecl)ﬁri)ndasfe\e t * Dld the Ca” happen )
* Change “Planned” to “Held”

scenes the contact will be added as well.

Subject:* Status:® Inbound Planned
Start Date & Time:* 11/07/2020 Related to: Account
02 1145 oM Inskeep Printing
Duration:* 0 15 (hours/minutes] Reminders:
Assigned to: parehart

Description:



SaVing the Ca” * Enter subject - this is very important

* In this case, Outbound and Held are chosen

Information for you and others to refer « Add a description of the discussion
to later about the calls you make.

Subject:®

Start Date & Time:™*

Duration:*

Assigned to:

Description:

* Include specifics like package was sent or follow up email was

sent

Courtesy call - custom caps Status:*

11/07/2020 E Related to:

02 r 45 prm

0 15 (hours/minutes)

Contact is interested. Send sample packages.

parehart

Reminders:

Outbound Held

Account

Inskeep Printing



Logging Calls — Subject Line Examples




Closing a call

If you had a conversation
with contact, then “Held”

If a call is “Planned” then it
is an open task

If you give up, mark the call
as “Not Held” and do not
delete

If the call did not occur,
reschedule it, not close




more information Trading Ltd
on the proposed deal Kaos Trading Ltd

Get more information I A
on the proposed deal Investment Bank

Bad time, will call back

Bad time, will call back

Get more information
on the proposed deal

List of Calls

An X indicates the call has not been closed



Reschedule a Call — Planning later attempt

—— — 1 1 [ S N T — o T —

Reschedule

Call Attempt History:

ACTIONS
* Leave call open

 Use Actions menu to

Duplicate
Reschedule

Delet
elete * Reschedule tab will log

Close and Create New previous call attempts

Close

Reschedule



ization of .

Grant
Applications
|‘%%%“{%%{%II

\‘/

Donations
Cases

\

‘|||||HHH|||||
Rush Orders \\\\ /// \\\
Notes Emails
Returns

Accounts
or
Contacts




