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The MX-Contact Support Module Tutorial

1 The MX-Contact Sales Module Tutorial - Introduction
The Sales Module consists of the following Items:
1. Product File

Tutorial Exercises - Products

2. Opportunities
Tutorial Exercises — Opportunities

3. Orders

Tutorial Exercises — Orders

4. Projects

Tutorial Exercises — Projects

5. Sales Plans

Tutorial Exercises — Sales Plans

Please note the exercises are designed to be done in sequence, as exercises in the later sections
depend on data that is added earlier in the tutorial. Also, these exercises assume that you have at least
completed the exercises in section 2 of the Base System tutorial, namely Database Exercises. References
are made in this tutorial to the Companies and Contacts that are added as part of those exercises.

Note that for the e-mail exercises, please set Outlook's Mail Format (under Tools, Options) to Rich Text,
and do not set Microsoft Word as your E-Mail Editor.
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The MX-Contact Tutorial Opportunities

2 Tutorial Exercises - Products

The Products Folder stores details of the products/services that your company sells. This folder is for
keeping details of not only major items (systems) but also Line Items that can be attached to systems as
well as parts that might be used to repair faulty units (for cases where this is applicable).

In this section you will do the following exercises:
1. Add aProduct
Adding a Product: Exercise

2. Add a Second Product

Adding a Second Product: Exercise

Once you have done these exercises you are ready to learn about adding Opportunities to companies and
contacts. (Tutorial Exercises — Opportunities)
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The MX-Contact Tutorial Opportunities

2.1 Adding a Product: Exercise
Add the HP Pavilion Notebook to the Product Register

Complete the following information:

Product Code: Zv5022AP
Description: HP Pavilion Notebook
Type: Product Type 1
Family: Product Family 1
Group: Product Group 1
Cost Price: $1793

Selling Price: $2015

Show me the Solution (Adding a Product: Solution)
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The MX-Contact Tutorial Opportunities

2.2 Adding a Product: Solution
Add the HP Pavilion Notebook to the Product Register

Complete the following information:

Product Code: Zv5022AP
Description: HP Pavilion Notebook
Type: Product Type 1
Family: Product Family 1
Group: Product Group 1
Cost Price: $1793
Selling Price: $2015
Basic Steps:
1. Select the System Folder and then the Product Sub-Folder. Click on the New Item
button.
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The MX-Contact Tutorial

Opportunities
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2. Ablank Product Form will open:
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The MX-Contact Tutorial Opportunities

= Untitled - Product |:||§|fg|
! File Edt Wiew Insett Tools  Actions  Help

.Eﬂﬁaveandclose%|ﬂ|dlf SR N R . fv!

Product Code: | Type: | ﬂ

Descripkion: | Family: | ﬂ
Group: | ﬂ

Unit: | ﬂ Skatus: | ﬂ

Yolume: | 0 Warehouse: | ﬂ

Weight: | 0 ‘endor: | ﬂ

In Stock: - Taxable: r S | ﬂ

I
Cost Price: | $0,00 Selling Price:; | L% $0.00
Notes:

3. In the New Product form, add the details for the HP Pavilion Notebook:

Complete the following information:

Product Code: |Zv5022AP
Description: HP Pavilion Notebook
Type: Product Type 1
Family: Product Family 1
Group: Product Group 1
Cost Price: $1793

Selling Price: $2015
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The MX-Contact Tutorial

Opportunities

=10/=|
File Edt  Mimw Insert Tools  Actiors  Help voa 2 quastion for Felp =
Hawvearddose [ | S | S|« @5 - 4 -+ -
Product Cods; IZ\IEDE':‘AP Type; IProdu:t Type 1 j
(Dot (i |HP Palon Motetaak. Ferniy: |Produc: Famity 1 =l
Praduct I0: I Graup: Ipmdu:t Group 1 =]
;.lnt: I j Skabus: I :J
Yolome! I o ‘Warahouss: | ﬂ
Wwelghk: I a Wendar: | ﬂ
In ok r Taschle: [ Suplfer: | =
Cost Price: I §1,795,00 Seling Price: I £2,015,00
Motes:

4. Click Save and Close.
Take me to the next Exercise (Adding a Second Product: Exercise)
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The MX-Contact Tutorial

Opportunities

2.3 Adding a Second Product: Exercise

Add the Microsoft Optical Mouse to the Product Register.

Complete the following information:

Product Code: |ITE78CJ

Description: Microsoft Optical Mouse
Type: Product Type 2

Family: Product Family 2
Group: Product Group 2

Cost Price: $43

Selling Price: $55

Show me the Solution (Adding a Second Product: Solution)
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The MX-Contact Tutorial Opportunities

2.4 Adding a Second Product: Solution
Add the Microsoft Optical Mouse to the Product Register.

Complete the following information:

Product Code: |ITE78CJ

Description: Microsoft Optical Mouse
Type: Product Type 2

Family: Product Family 2
Group: Product Group 2

Cost Price: $43

Selling Price: $55

Basic Steps:
1. Select the System Folder and then the Product Sub-Folder. Click on the New Item
button.
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Opportunities
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2. Ablank Product Form will open:
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The MX-Contact Tutorial

Opportunities

o) x|
Fie Edt  Miow Insst  Taols  Actions  Help voa 2 guastion forbelp [+
Hawvearddose [ | S | S|« @5 - 4 -+ -

Froduct Code=; I Tvoe; I j
Descriphon: I Famiy: I lJ
Fraduct ID: I Groum I =]
;.lnt: I j Skabus: I :J
Yolome! I o ‘Warahouss: | ﬂ
Wwelghk: I a Wendar: | ﬂ
In ok r Tamshle: [ Supler: | =~
Cost Price: I 0.0 Seling Price: .00
Motes: |
3. Inthe New Product form, add the details for the Microsoft Optical Mouse.
Complete the following information:
Product Code: [ITE78CJ
Description: Microsoft Optical Mouse
Type: Product Type 2
Family: Product Family 2
Group: Product Group 2
Cost Price: $43
Selling Price: $55
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The MX-Contact Tutorial

Opportunities

=Ioj x|
File Edt  Yiew Inset Tooks  Ackioes  Help voe 2 guastion For Felp (-
Hoveoddose [ | S | S |05 «» @55 + -+ -
Product Cod=: — [rrEzecy Type: Produ: Teps 2 =]
Descrickion: INn:msuf’t Cphical Mouse Fmir: IProdu:t Famiky 2 :J
Praduct I I Graup: Ip,od,ﬂ Group & =]
;.lnt: I j Skatus: I :J
Yolme: I o “warahouss: | ﬂ
Welghk! I o Wandor: | ﬂ
In Fodks r Taschle: [ Supller: | =
ot Price: | §43,00 Seling Price: | 455,00
Motes: |
4, Click Save and Close.
Take me back to the Exercise (Adding a Second Product: Exercise)
Take me to the next Exercise (Tutorial Exercises — Opportunities)
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The MX-Contact Tutorial

Opportunities

3 Tutorial Exercises — Opportunities
In this section you will do the following exercises:
1. Adding an Opportunity from a Company

Adding an Opportunity from a Company: Exercise

2. Adding an Opportunity
Adding an Opportunity: Exercise

3. Linking an Opportunity to a Contract

Linking an Opportunity to a Contact: Exercise

4. Adding a Journal Entry to an Opportunity

Adding a Journal Entry to an Opportunity: Exercise

5. Adding Opportunities to the Link ltems Menu

Adding Opportunities to the Link Items Menu: Exercise

6. Linking an E-Mail to an Opportunity

Linking an E-Mail to an Opportunity from Contacts: Exercise

7. Generating a Document from an Opportunity

Generating a Document from an Opportunity: Exercise

8. Adding a Task to an Opportunity

Adding a Task to an Opportunity: Exercise

Once you have done these exercises you are ready to learn about adding Orders to companies and

opportunities. (Tutorial Exercises — Orders)

© ExchangeWise (Pty) Ltd www.exchangewise.com
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The MX-Contact Tutorial

Opportunities

3.1  Adding an Opportunity from a Company: Exercise

Add an opportunity from the Company Form.

Company:

Premier Foods

Opportunity:

5 new computers - Sales Department

Lead source:

Lead Source 1

Date Opened: 02/12/2004
Status: Open
Probability: 75%
Expected Value: $20,000

Show me the Solution (Adding an Opportunity from a Company: Solution)

© ExchangeWise (Pty) Ltd
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The MX-Contact Tutorial

Opportunities

Adding an Opportunity from a Company: Solution

Add an opportunity from the Company Form.

Company:

Premier Foods

Opportunity:

5 new computers - Sales Department

Lead source:

Lead Source 1

Date Opened: 02/12/2004
Status: Open
Probability: 75%
Expected Value: $20,000

Basic Steps:

1. Selectthe Companies Shortcut from the Shortcuts Menu on the MX-Contact Toolbar:

& Inbox - Microsoft Outlook

Wiew  Fawvoribes Tools  Actions  Mx-Contac

= Mew - [ ¥ Eopeply Reply to &l W Fory
|

‘J@ Cﬂﬁack E{> & w0 |2 Messages

Fie  Edit

;"_:] Shortcuts

CiNewltem | & | 7} 0=] 75 @& (41

Outlo

My

Qthe

ME-Co

Contacts
Opporkunities
Users

Reports

Calendar

Personal Calendar
Journals

Activities

pday - [Mailbox - Susan Jane
Har

ks

ed Items (3)

s (1)

Bl
ntact Personal

4
tems

2.  Open the Company Premier Foods

3. Click on the Opportunities Tab:

© ExchangeWise (Pty) Ltd
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The MX-Contact Tutorial Opportunities

=2 Premier Foods - Company =10 x|
Eie Edt Yiew Insert Jools  Actios  Help voe 2 goastion far Felp (=

[ Save and Qose F_'Il S & H T @ —';:a] B - | 4 - W - ME-Conbact -
[ tew Opportunity | [ bew Assooiation | (25 Open Cpportunky | (= Cpen Assodation | 72 Delete - | o8 Link Opporturitiss | Vew Asscdations | (7]

i==naral I Prafilz I Histary I Sakes Flan I Survey I

s

PP [renisr Foods g Bainess | [ [zos) sE=2a 11

Primary Groep: | = Business Fax j IH [205) 555-£687

Eﬁ Aodrass.., ﬁ:gthnve J_ E-1ail jl

| |5=atte, win sE1zE
Businees 7| Lrited States of £merica wieh page addesst |hiip v premisrfoods, com asa

Malng Address [

Hobzs | Groups | Comparnies | Contacts | Users | Teams | Appaintments | Tasks | Joumnals | Documents | E-Mai I Opportunities IProiects | Products | & 4 II

[ opportunity ¢ Company Status | Stage Date Cipered | Probatilby | Expected Cose |B:pe:led'|'due;|

4. Click on New Opportunity to add the opportunity:

EE Premier Foods - Company

File Edit Wiew Insert Tools  Actions

Hsaveardcose [ | & & &5 ¥ ¢

D Mew Opportunity | [2) New Association EF;

General | Profile Hiskory I Sales Plan

Lompanty: IF‘remier Foods

Primary Group: I

@ address., .. |

A blank Opportunity Form will open with the Primary Company Name carried over. Enter the
opportunity details on the General Tab as well as on the Details Tab.

305 14th Ave
Suite B

5. Click Save and Close from the Opportunity Form. You should now see the opportunity in
the Opportunities Tab:

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 16
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The MX-Contact Tutorial

Opportunities

6.

= premier. Foods

! Fle Edit ‘Yiew Insert Tocls Actions Help

Dl savearddcloss lgh | | S| v o Sy @ -] e - ;v!

Mew Opportunity Mew Association Cpen Opportunity Cpen Association }'q Delete ~ =) Link Cpportunities
o

General | Prafile
Compary: |Premier Fonds Business ﬂ |+1 (206) S55-8411
ShartjOther Mame: | Business Fax ﬂ |

Primary User: | ﬂﬂ
Primary Group: | [:% jﬂ

Address. .. 305 14th Ave, Suite B, E-rnail ﬂ | |
Seattle,, Wa 28128
| hittpe /S, premierfoods, com, Usa |

Business ﬂ United States of America ‘weh page address:

Mailing Address v Mail Server: [

Motes | Groups | Companies | Contacts | Users | Teams | Appointments | Tasks | Journals | Documents | E-mail - Opportunities ]Project: 4
|E | |M-Contact jl

0O Opportunity Cormpany Status Stage

I:I:l|:n|:u:nrtunit';.-' 100... [Premier Foods _ Sak 140
| i

SOL Yiew Yersion: 6,349

Date Opened Probability Expected Close

4

1 Ikems

Click Save and Close on the Company Form.

Take me back to the Exercise (Adding an Opportunity from a Company: Exercise)

Take me to the next Exercise (Adding an Opportunity: Exercise)
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The MX-Contact Tutorial Opportunities

3.3 Adding an Opportunity: Exercise
Add the opportunity Network Upgrade — 10 computers.

Complete the following information on the General tab:

Opportunity: Network Upgrade — 10 Computers
Lead source: Lead Source 1

Date Opened: 02/12/2004

Type: Opportunity Type 1

Status: Open

Complete the following information on the Details tab:

Probability: 60%

Expected Value: $80,000

Show me the Solution (Adding an Opportunity: Solution)
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The MX-Contact Tutorial Opportunities

3.4 Adding an Opportunity: Solution
Add the opportunity Network Upgrade — 10 computers.

Complete the following information on the General tab:

Opportunity: Network Upgrade — 10 Computers
Lead source: Lead Source 1

Date Opened: 02/12/2004

Type: Opportunity Type 1

Status: Open

Complete the following information on the Details tab:

Probability: 60%
Expected Value: $80,000
Basic Steps:

1. Select the Opportunities Shortcut from the Shortcuts Menu on the MX-Contact Toolbar:
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The MX-Contact Tutorial Opportunities

¥ Companies - Microsoft Dutlook

File Edit YWiew Favorites Tools  Ackic
CE[ETIRAN= ML G SR R
G| Gek o | BEER|

'_;‘_ﬂ Shortcuts = | F=|Mew Ttem | &5 | {3}
_-;ﬂ Inbo:x
75 Companies
Ouklog
U= Conktack TR
" [7=] Contacts da - [Ma
_Il Opportunities | [Har
Othe B Users by fcts
M ed Items
"i;l Reports s (2]
Mx-Cq 3 Zalendar < (2)
a5l
7] Personal Calendar ntack Pers
H  Journals
x
—= -
7] Activities tems
¥ Tasks
= lers
+| Personal Tasks
= bes
5l E-Mail hlic Folders
"i;l Docurments ternet Mey
et -COnEack
iontacts | L 5F YL Ak sk |

2. Click on the New Item (Company) button the MX-Contact Toolbar.
— —

£ 3 New [tem ]

3.  Ablank Opportunity Form will open:
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The MX-Contact Tutorial

Opportunities

[ Opportunity 1000002 - Opportunity

i Fle Edt  Wew Insert

Farmak

Tools

il saveandcloss gy S 0 | ¢ om0 S| e - @

Actions  Help

i

8=1E3

General | Details

Generate Quoke

Opportunity:

|oppartunity 1000002

Description:

Primary Cormpany: |

Primary Conkact:

Type:

|
Primary User: |
|

Prirnary Tearn:

Primary Product:

Lead Source: |

Date Opened:

Skatus:

Stage:

=

tuuu

Create Order

Notes | Companies | Contacts ] Users ] Teams ] Appointments ] Tasks ] Journals ] Documents ] E-Mail ] PL\‘\?ucts ] Crders ] Attributes ]

|Pr0ducts Linked to this Opportunity |

4. In the New Opportunity form, add the details for the Network Upgrade. Complete the
following Information on the General Tab.

Opportunity:

Network Upgrade — 10 Computers

Lead source:

Lead Source 1

Date Opened:

02/12/2004

Type:

Opportunity Type 1

Status:

Open

Enter the details for the Details Tab:

Probability: 60%

Expected Value: |$80,000

6. Click Save and Close.

Take me to the next Exercise (Linking an Opportunity to a Contact: Exercise)
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The MX-Contact Tutorial

Opportunities

3.5 Linking an Opportunity to a Contact: Exercise

Link an opportunity to a contact:

Opportunity Name:

Network Upgrade — 10 Computers

Contact:

Barney Anderson

Link the opportunity “Network Upgrade — 10 Computers” to the contact Barney Anderson.

Show me the Solution (Linking an Opportunity to a Contact: Solution)

© ExchangeWise (Pty) Ltd
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3.6 Linking an Opportunity to a Contact: Solution

Link an opportunity to a contact:

Opportunity Name: Network Upgrade — 10 Computers

Contact: Barney Anderson

Link the opportunity “Network Upgrade — 10 Computers” to the contact Barney Anderson.

Basic Steps:
1. Select the Opportunities Shortcut from the Shortcuts Menu on the MX-Contact Toolbar:

™ Companies - Microsoft Outlook

File Edit Wiew Faworites Tools  Actic
Eliew - &YX | ¥ 05 20~
G| Geck 2 |BEIER| -

=24 |shorteuts + | =] New Item | & | (o] &
5 Inbox
[F=] Companies
Ouklon
U=| Contact T
" [F=] cContacts day - [Ma
_Il Opportunities | [Har
Okhe B Users by cks
o ed Items
“.] Reports s (2)
Mx-Ca Ta] calendar < (2)
=
Ta] Personal Calendar ntack Pers
LE Journals
b
[T=]  Activities e
V| Tasks
cd | Personal Tasks fors
kes
&1 E-Mail blic Folders
#.] Documents jernet Ney
eer—ge=ri-_antack
Conkacks | . Mo Ak ack |

2. Open the following opportunity:

Opportunity Name: Network Upgrade — 10 Computers
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3. Click on the Contacts Tab.

& ~Metwork Upgrade - L0 Computers - Opportunity - ||:| EI
Bl Edt Mizw  Insst Tools  Ackios  Help voa 2 goastion for Felp |+
IHsveanddon [B |5 & | v @5 -+ - ¥ - Mokt 2]

] Hesy Contack | |21 e Association |ﬁ_"l3ucn Conkack | = Cpen Assogation | 70 Delete - |I:rgLi'|kCunta|:ls Vime Assoriations | :ﬂ .

izEneral I Dratals I GSzles Plzn I

Cpportuniy: | etwork Uporade - 10 Compoters Desphion:

Prinary Compari: | ==

Frimary Corback; | _lJ

(ADEL7 | R | Crpartuniy Type 1 =]
Primary Tean: | j J Primary Praduct: | ﬂ
Lead Source: |Lnad Saurce 1 j Shakus: |Oucn j
Dbz Openzd: 77 2 j1zfz004 'I Staga: | =
Mobes | Eun'panlasl Cantacts |I sers | Taans | Appointments | Tasis | Jownds | Documencs | E-Mail | Producks | Crders | Abtrioutes |

[ |Ful naire File A | cormparty | E-mail BLsiness Phone |E|usress Fax |Hnme F_|

i : : 1 : _FI

4.
t B (=] S|
© Ale Edit wiew Imsert  Toos  Adbons  Hel Type aquestion For heip =
I Hlsadtos B & & G5 v @ 2| 4 - # - Mconas .
= [ B Corack | [ Mep Associstion | [ Ogen Contact (2 Open Assodiskion 70 Delebs - View Associstions | (7] .
Ganeral l Dekails I Sales Flan I
Opparbnity: INBtworkUpgrade - 10 Computers DOescription:
Frimary Company: I :Iﬂ
PRy Contact: I :Jﬂ
r T .1
5. Search for and highlight Barney Anderson.
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P Microsoft Office Outlook

! Fle Edit ‘Yiew Tools Actions Help
8w - | h | BpFind | @ Tyee acontacttofind = | (@) ! §@Back @) 4 A G0

LEX

Type a question for help =

Qe @ ]9 1 N

i8] 8 New Item | Recent -|lj|ﬂ|g,§]|@!
Contacts - =
Link and Close Link. E E Phone List -

08 % Ful Mame Compary File As i Fhone Business Fax Home Phone Iobile Phone
.. Barney Anderson  {Premier Foods Anderson, Barney

= Jirn Bathwwell Premier Foods Bothwell, Jim +1 (780) 38:
= Gillian Mever Premier Foods Gillian Meyer +1 {206) 555-8411

= Johniny Walker Compag Corpora... Johnny Walker +1 (720} 382
= Jane Thompson Exchangewise Pt... Thompson, Jane +61 2 B850 0283
K — i

S0L View Version: 6,3.49
IDone

6. Click Link and Close.

# Contacts - Microsoft Outlook

File Edit Wiew Faworites Tools  Actions  Help
Eltew - | S DY X | ¥ Ty 2 - [ B0Fnd Y | E
& Gk | B EEG 0| B

E _-,'3New Itern | Recent 2|

Link and Close § Link Ikem(s)

4 = % Contacts,

[ | Full Mame |File A5

]| Gillian Meyer Premier Foods
]| Jirn Bokhwel Bokhwel, Jim :
P | .- BE— BE— -

7.  You should now see Barney Anderson linked to the opportunity “Upgrade Network — 10

Computers” in the Contacts Tab:

© ExchangeWise (Pty) Ltd www.exchangewise.com

K:\Web Sites\exchangewise.net\Downloads\Documents\02_Marketing\01_Product_Info\03_Guides\MXContact_Tutorial_Sales.doc

Page 25




The MX-Contact Tutorial Opportunities

= Opportunity 1000002

! Fle Edit Wew Insert Tools  Actions Help
i |l Save and Close ﬁé|.j|.j| L A SRS VI v!

_] Mew Contact | ] Mew Assaciation | LjOp_en Contack | LjOpen Association | A Delete - | 3-:5' Link Contacts | Wiew Associations | :‘_ﬂ'} !

General | Dt ails Generate Quaote
Oppartunity: |Opp0rtunity 1000002 Description: Metwork Upgrade — 10 Compukers
Primary Company: |Premier Foods ﬂ
Primary Corkact: [Barney Anderson e

Primary User: | ﬂ Type: |Opp0rtunity Type 1 ﬂ
Primaty Tearm: [ ﬂﬁ Primary Product: [ -]
Lead Source: |Lead Source 1 ﬂ Shatus: |ODE”

Date Opened:

=l
Stage: | j Create Order

Motes ] Companies  Contacts ]gsers ] Teams ] Appointments ] Tasks ] Journals | Documents ] E-Mail ] Products ] COrders ] Attributes ]

| E ﬁ = MM%-Contack -

0O % Full Name File As Company E-mail Business Phone Business Fax Home Phone

arney Ande Ande Sarney  {Premier Foods |barneya@premierfuuds.cUm.us I

< by |

SOl Wiew Wersion: 6.3.49

1 Items (0,37 seconds)

8. If contact person is associated with a company that company will automatically be linked to
the opportunity. You should see that company on the Companies Tab.

= 0pportunity 1000002

i File Edt Wiew Insert Tools  Actions  Help
il saveandclose lgh | & S| ® B S 88 - & - # .!

J Mew Company | ﬂ Mew Association | ﬁOgen Company: | ﬁOpen Associakion | }Q Delete ~ | 355' Link Companies | View Assaciations | @ =

General | Details Generate Quote
Oppartunity: |Opportunity 1000002 Description: Hetwork Upgrade — 10 Computers
Frimary Compary: |Premier Foods ﬂ
Primary Contact: [Barney andersan e

Primary ser: | ﬂ Type: |Opportunity Tvpe 1 ﬂ
Primary Tearn: | jﬂ Prirary Product: | ﬂ
Lead Source: |Lead Source 1 | Status: |Open

Date Opened:

=
Stage: | |l [ E——

MNotes  COmpanies lContacts ] Users ] Teams ] Appoinkments ] Tasks ] Journals ] Documents ] E-Mail ] Products%Orders ] Attributes ]

|E 89 |M-Contact jl
0 Company Business Phone Business Fax Induskry Company Type Company Skatus Turnover Em

Gt H Prospect S O

« | i

1 Items (0,99 seconds) SCL View Version: 5.3.49

9. Click Save and Close on the Contact Form.
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Take me back to the Exercise (Linking an Opportunity to a Contact: Exercise)

Take me to the next Exercise (Adding a Journal Entry to an Opportunity: Exercise)
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3.7 Adding a Journal Entry to an Opportunity: Exercise

You receive a telephone call from Barney Anderson who has received your proposal and your
follow up e-mail. He had some additional questions about commercial terms and conditions. Add a
journal to the opportunity to record the details of this call.

Complete the following information:

Opportunity: Network Upgrade — 10 Computers

Subject: Called about terms and conditions

Entry Type: Phone Call

Duration: 15 mins
Barney wanted to know if they could have 30 day
payment terms. Said this was standard with all their

Memo: suppliers. I told him there should be no problem with
this, Premier would just need to fill out the standard
Credit Application Form.

Regarding: Discuss Status

Category: Sales - Prospect

Show me the Solution (Adding a Journal Entry to an Opportunity: Solution)
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3.8 Adding a Journal Entry to an Opportunity: Solution

You receive a telephone call from Barney Anderson who has received your proposal and your
follow up e-mail. He had some additional questions about commercial terms and conditions. Add a
journal to the opportunity to record the details of this call.

Complete the following information:

Opportunity: Network Upgrade — 10 Computers

Subject: Called about terms and conditions

Entry Type: Phone Call

Duration: 15 mins
Barney wanted to know if they could have 30 day
payment terms. Said this was standard with all their

Memo: suppliers. I told him there should be no problem with
this, Premier would just need to fill out the standard
Credit Application Form.

Regarding: Discuss Status

Category: Sales - Prospect

Basic Steps:

1. Open the opportunity “Opportunity 1000002” (try this from Recent Items). Click on the

Recent Items drop down list and select “Upgrade Network — 10 Computers”.
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outlook: fMX-Contact SQL 6.03.12/MX-Contact/Opportunities - Microsoft Dutlook

I Fle Edt View Go Tools Actions MEContact  Help Type a question for help [+
i[@New - | | EpFind | [ Tvps 6 contact tafind v | (@) ! P@pack @) | A A | {a) @) | outlook:|{Mx-Contact SOL &.03. 12|MK-Contact) !

i @ecc @[] 2 b

i8] | shorteuts ~ S newltem | < | /o 89 5 99 4 83 | Recent || =R RE= IR

Folder List o 2IMX-Contact/Opportunities

Opportunities - oULlocmerr
&l Folders

Beecroft Country Club
ExchangeWise Pty Ltd
~

_ My-Cankack -
@ 85 Incidents e Hilton Hotel - Sydney

83 Issues O Opporkunity Compar Jane Thompson Date Opened Probability Expected Close Expected Yalue
(ﬂ Journals 18] Opportunity 100.,. Premier Sat 14j01j2006 ... 75 2001
@ 8] Opportunities 8] Opportunity 100... Premier |p Sat 14/01/2006 .. 60 001
# g5 Orders
(5] Projects
# |94 Registared Product
[ Reports
= [ system
[ Areas
[ Attributes
© [ Forms
[ Languages
[ Parametar Yalu
[ Paramatars
[ PickLists
[ Products
[ Publications
[ Sales Plan Temy
[ Survey Templat
[ System

&

|4 Mail
ﬁ Calendar

8=| contacts

=

/| Tasks al |

o | (4[] 2|2 1tems SGL View Version: 6.3.49

Done:

2. Click on the Open Recent Item button.

- Microsoft Qutlook

ack 58 | (4 (4 | & 'ﬁ | outlook:ViME-Contact SQL 6,03, 12MK-Contack), - !

ipRortunity 1000002 | = FERN= ARl !
-Contact SQL 6.03.12/N=inis pportunities

Open Recenk Ikem

Mix-Con
Skatus Stage Date Opened Probability Expe
Open Sat 14/01/2006 .., 75
Open Sat 14/01/2006 ... E0
3. Click onthe Journals Tab
4. Click on New Journal:
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I® Opportunity 1000002

! File Edit Wew Insert Tools  Actions  Help
Pl saveandcloss IgY | A | S| ¢ i S| e - @ v!
}| |7 Mew Journal || 5 Open Journal | o Delste = | 35 Link Journals | Eﬂ!

General Det-d- | “~rarake Quote |
Meww Journal |

Oppartunity: |O|:n|:n:nrtunit';.f 1000002 Description:
Primary Compary |F'remier Foods - | =
Primary Contack: |BEII’I'IE':." Anderson =
Primary User: | - | I Tvpe:
Primary Tearm;: | jﬂ Primary Produ
Lead Source: |Lea|:| Source 1 ﬂ Status:
Date Opened: Stage:

MNotes ] Campanies ] Contacks ] sers ] Teams ] Appointments | Tasks Journals | pocy

5. Enter the Journal Details:

& Ccalled about terms and conditions - Journal

! Fle Edt Wew Insert Format Tools  Actions  Help

L soveandClose | | g 4 o B0 W8 (X - -0

i Shatus:- + Regarding: Discuss Stakus + Category: Sales - Prospect SRR ﬁ!

i Links Oppartunity 1000002 = | 5 Open | #§ Remove | Link = | Recent - | Related Ttems - -
Subject: |Ca||ed about terms and conditions |
Entry bype: |Ph0ne call ~ | Company: | Premier Foods |
Starttime: |Sak 14/01/2006 v|[zzamm v| [ start Timer |

Duration: | 15 minukes w |

Barney wanted to know if they could have 30 day payment terms. Said this was standard with all their suppliers. 1told him
there should be no problem with this, Prerier would just need to fill out the stahdard Credit Application Form.
I
[ Contacts... ] | | [Categories... ] | | Private |:|

6. Click Save and Close on the Journal. You should see the journal entry on the
opportunity’s Journal tab.
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FE Opportunity 1000002
i Flle Edit  Wiew

E[ggaveandclose%|(j|(j| v @‘_’]@ﬂ - - 7v!

Insert  Tools  Actions  Help

Mew Journal Open Journal | & Delste = s Link Journals 2
=

General | Details

Generate Quote

Opportuniby:
Primary Comparny:
Primary Contack:
Primary User:
Primary Team:
Lead Source:

Date Opened:

Motes ] Companies ] Contacts ] Users ] Teams ] Appointments | Tasks  Journals | Documents ] E-Mail ] Products ] Orders ] Attributes ]

|Opp0rtunity 1000002 Description: Metwork Upgrade — 10 Computers

|Premier Foods v | =

|Barney Anderson - | L&

sl

| - | 1B Type: |Opportunity Type 1

=

| - Primary Product: |

1]
namn

Status: |Open

Stage: ’—Ll Create Order

|Lead Source 1

=EIEE!

Mx-Contact hd

i} Company
%"E Premier Foods

1 Items

User Skart Duration Entry Type Subject

Jane Thompson Sat 14J01y2006 15:2... 15 minutes {Phone Call Called about terms a...

SOL View Version: 6,3.49

7. Click Save and Close on the Opportunity.

Take me back to the Exercise (Adding a Journal Entry to an Opportunity: Exercise)

Take me to the next Exercise (Adding Opportunities to the Link Items Menu: Exercise)
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3.9 Adding Opportunities to the Link Items Menu: Exercise

If you are working on public folders, you will only be able to complete this exercise if you have
administrator rights.

You want add opportunities to the Link Items Menu.

Link Items Menu: Opportunities

Show me the Solution (Adding Opportunities to the Link Items Menu: Solution)
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3.10 Adding Opportunities to the Link Items Menu: Solution

You want add opportunities to the Link Items Menu.

Link Items Menu:

Opportunities

Basic Steps:

1. Select the Opportunities Folder from the MX-Contact Folder List:

L e e e e

0 Ackivities
=-{E Assorciations
~ ¢ Cakenda
413 Campaigns
4% Comparies
T4 Conkacts
o Coricracts
%[ Documenics

SE1 E-mail
-0 Events
- Groups
= Inciderks

& Issoas

Cﬂ Jaurnaks
T
=g Orders
@ Projects

[% | |

TN Ninmiskavnd Readieks

2. Right click on Opportunities and select Properties. Click on the MX-Contact Tab. The
following screen will appear:
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Opporbunities Properkies

2x

General I Haome Page I Dutloak Sddress Bu:u:kl_]_ﬂ;ﬁ;u:;_
Aamnistration ] Forms | Permissions I"H-'Cl:lnt-:l:tl:g
Feldes Alas: [OFpot.ritie: |
hssocistng Folder | =l
i R e o r
Associsted Folde: | [
Littk. Prirnan) Campary r
=2 [l I it [
Achvitiez ToolBar: r Sare and Clozs Bution: r
Links ToclBar: I Alivete [repecio -
Inchsde in Link liems Mene [
Ripcle Azzociafing Fiekds: W
Basacizting Fislds to Ripple: | ComparyM ame-Comrparpbare;
Bipcle dcenciated Fislde r
Pzzocioted Fields fo Hipple: I
Field &tinbutes IFil:.ﬁ.FFulN-:rn'::
k. I Cancel appl Help

3. Tick the box for Include in Link Items Menu and then click on OK.

4. You will be prompted to restart Outlook. Only once you done this, will Opportunities appear
on the Link Items Menu.

Take me back to the Exercise (Adding Opportunities to the Link ltems Menu: Exercise)

Take me to the next Exercise (Linking an E-Mail to an Opportunity from Contacts: Exercise)
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3.11 Linking an E-Mail to an Opportunity from Contacts: Exercise

You want to send Barney Anderson a follow up e-mail regarding the proposal that you sent a few
days ago and link it to the opportunity “Upgrade Network — 10 Computers”.

Send an E-mail to Barney Anderson from his Contact Form.

barneya@premierfoods.com.usa (appears

To: automatically)

Subject: Follow up on Proposal

Hi Barney

Just a quick note to check that you received the
) proposal sent a few days ago. Please feel free to
Memo: . .

contact me if you have any queries.

Kind Regards

Susan Jones

Show me the Solution (Linking an E-Mail to an Opportunity from Contacts: Solution)
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3.12 Linking an E-Mail to an Opportunity from Contacts: Solution

You want to send Barney Anderson a follow up e-mail regarding the proposal that you sent a few
days ago and link it to the opportunity “Upgrade Network — 10 Computers”.

Send an E-mail to Barney Anderson from his Contact Form.

To: barneya@premierfoods.com.usa (appears
' automatically)

Subject: Follow up on Proposal

Hi Barney

Just a quick note to check that you received the
proposal sent a few days ago. Please feel free to

Memo: . .
contact me if you have any queries.
Kind Regards
Susan Jones

Basic Steps:

1. Select the Contacts Shortcut from the Shortcuts Menu on the MX-Contact Toolbar:

1 Inbox - Microsoft Outlook

File Edit ‘“ew Favorites Tools Actions  Mx-Contact
Enew + & DY X GoReply £5Reply to Al 48 Forw
‘@ <{pBack o> @‘ w7 | (3| Messages
24 ||shorkeuts - |Gl New Ttem | & | 5 B2 5 @ 2
& Inbox

=] Companies
OUHDE"E Contacts |

M I—[%_I:uday - [Mailbox - Susan Jone
A P=| Oppartunities

Har
Cikh
= B=| Users cts
3 ed Items (3)
Mx-Ca
%] Reports s (1]
E Calendar
E Personal Calendar

|34 Journals

B=|  Ackivities

Bl
ntact Personal

3
Lems

2. Open Barney Anderson's Contact Record.
3. Click on the E-mail Tab.
4. Click on New E-Mail:
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= Barney Anderson

! Fle Edit Yiew Insert Tools  Acktions  Help
: | 5ave and Close %|ﬁ|ﬁ| | A ‘Q@q e - ,!
] Mew E-Mail“ |5 Open E-Mail |+ Delete = | 35 Link E-Mail | (4 Reply |

— M
General | PrN EI-M .||
e E-Mai

Full Mame, .. | |Eiarney Anderson Fla
Prirmary Cormpany: |F‘remier Foods j ﬂ Bu:
Job Title: |IT Manager j Ho

Primary User: | jﬂ Eu:
Primary Group: | jﬂ Mo

Address, .. | 305 14th Ave, Suite B, E-r
Seattls,, W& 95128

Business ﬂ Inited States of America Wi'e

Ma

Mailing address [+

5. Enter the details shown above:

E% Follow up on Proposal - Message

i Fle Edit Miew Insert  Format  Tools  Tsble  Window  Help Type a question for help = X
s [l A T E L LB o8 O B G a0 @) diead
T AN NN T TN RO W N N = NEW e |

fend | - |G B | S ! B | ¥ [ opons.. - | KL .
[ Te.. barneya@premierfoods.com.usa
[ Ce...
Subject: Follow up on Proposal
P ) 4 a3 Al ~0 - A-|B 7 U|E[ES|=E iz ==
: Status:- ~ Regarding: - Category: - éﬂ =N ﬁ!
9 | Recipients - | Link ko MX-Contact | @ Save Attachments * !
Links Barney Anderson = | 75 open | ¥ Remove | Link | Recent ~ | Related Ttems = - !
g |
-~
Hi Barney =]
Just a guick note to check that you received the proposal sent a few days ago. Please feel free to contact me if vou have any queries.
Kind Regards
Susan Jones
1=
d
Ed
@
¥
© ExchangeWise (Pty) Ltd www.exchangewise.com Page 38

K:\Web Sites\exchangewise.net\Downloads\Documents\02_Marketing\01_Product_Info\03_Guides\MXContact_Tutorial_Sales.doc



The MX-Contact Tutorial

Opportunities

6. To link this E-Mail to the opportunity “Upgrade Network — 10 Computers”, click on the drop

down list for Related Items and select Opportunities.

i)
File Edt Yiew Insst Foma: Took  Actioms  Help voa @ guastion for belp =
zend S ¥ hama - frial -| o B I E=E=Ei-izE8E—
Shahtsi- = Regording: = Categary LA NS R | 3 v
¥ Reciienis -| Lirkc to Mi-Contact | H8 Save attachments =
Lnks Batney Arderson = [Zopen | AIRemzve LinkT  Recert - ml— - .

Companies
Ta.. |bamerz_@nrﬂmfmds.mm.ma Conbacts
Subjact: IFﬂIhw up an Proposal Trams L
Lsers ‘I

Hi Barney

any fueries.

Kind Fegards
Susan Jones

Just g quick note to check thal you received the proposal gent & few days agoe. Fleaze fael free to cortact me if you have

[

7. If there is only one opportunity linked to this contact person, that opportunity will
automatically be inserted in the Related Items field. If you have more than one opportunity
linked to this contact, a list will appear allowing you to select the opportunity that you wish to

link this E-Mail to.
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% Follow up on Proposal - Message (HI™IL) 10| x|
File  Edt  Mimw  Insst Famo: Tools Actioos Help voa @ goastion For belp -
=oend H & # - bharmd ~ Prial -0 - A B IO = ==

Shabs- = Regarding: = Catepary: -
L Recidiencs -| Uikt Me-Contact | B Ssve Attachinents =

Links Harney Arderson - E"'.Dpen Zlremmwe  Lnk~x Recert » | Related Items * -
5 mEw comiutars - SaEas DaE

Ta,. Ibamarggmarfmds JCON LSS

Coo ||

Subjeck: |Fulhw up on Proposal

_ [
Hi Barney
Jugt 3 quick note to check that you received the proposal sent A few days ago. Please feel free to cortact me if you have
any gueries.
Find Fegards
Zusan Jones
[ -

8. Click Send on the E-Mail

9. You should now see the e-mail in the E-Mail Tab for the Opportunity “Upgrade Network —
10 Computers”.

& merwork Upgrade - 10 Computers - Opportunity ;lEIEI
Fie  Edt VYisw Inset Taols  Achions  Help voa 2 goestion for belp [+
Hoveanddose [ | S | & 05 * G o6 - 4 - # - Ma-Conback -

] Hewy E-mai | == Open E-mail | #! Deete~ | =5 [nkE-mals g Rephy | €64 Rephe all | 487 Forward :‘_’J .

iz=neral ] Datals I GSzles Plzn I

Cpportuniy: | Metwork Uporade - 10 Compoters Desplion:

Primary Comparti  [premiiee Focds jﬂ

Frimary Corback; |Ea‘ne‘,' nnderson llﬂ

Primary Liger: [ Llﬂ Type: [ Copartunky Type 1 =]
Primary Tean: | j ﬂ Primary Praduct: | j
Lead Source: |Lnad Source 1 j Shatus: |Oucn j
Dbz Openzd: iz f1zfz004 'I Stage: | j
Mobes | Campaniss | Cantacts | Usars | Taans | Appontments ] Tasks ] Jownsls | Documancs  E-Mail IF'ro:les ] Crdars | Akcricubas |

[ |0 sbject |10 Fron |Recened T =]

£ Fallew up on Proposal ‘barneya@premicrfoods.com, .. Gusan Janes Tue 30)1 L1203 Se07 FM
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10. Click Save and Close.

Take me back to the Exercise (Linking an E-Mail to an Opportunity from Contacts: Exercise)

Take me to the next Exercise (Generating a Document from an Opportunity: Exercise)
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3.13 Generating a Document from an Opportunity: Exercise

You have prepared a proposal for Barney and want to generate a Fax Cover Sheet for this
proposal from the opportunity folder so that it links automatically to the relevant opportunity.

Create a Fax Cover sheet for Barney using the following defaults:

Templates Location:

Outlook/Exchange Folder

Templates Folder:

Templates

Template Name:

Contemporary Fax Contact

Document Name:

Barney Anderson Fax Cover.doc

Document Location:

Outlook/Exchange Folder

Document Folder:

Blank (disabled)

Insert as:

Attachment

Show me the Solution (Generating a Document from an Opportunity: Solution)
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3.14 Generating a Document from an Opportunity: Solution

You have prepared a proposal for Barney and want to generate a Fax Cover Sheet for this
proposal from the opportunity folder so that it links automatically to the relevant opportunity.

Create a Fax Cover sheet for Barney using the following defaults:

Templates Location:

Outlook/Exchange Folder

Templates Folder:

Templates

Template Name:

Contemporary Fax Contact

Document Name:

Barney Anderson Fax Cover.doc

Document Location:

Outlook/Exchange Folder

Document Folder:

Blank (disabled)

Insert as:

Attachment

Basic Steps:

1. Select the Opportunities Shortcut from the Shortcuts Menu on the MX-Contact Toolbar:
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¥ Companies - Microsoft Dutlook

File Edit YWiew Favorites Tools  Ackic
CE[ETIRAN= ML G SR R
G| Gek o | BEER|

'_;‘_ﬂ Shortcuts = | F=|Mew Ttem | &5 | {3}
_-;ﬂ Inbo:x
75 Companies
Ouklog
U= Conktack TR
" [7=] Contacts da - [Ma
_Il Opportunities | [Har
Othe B Users by fcts
M ed Items
"i;l Reports s (2]
Mx-Cq 3 Zalendar < (2)
a5l
7] Personal Calendar ntack Pers
H  Journals
x
—= -
7] Activities tems
¥ Tasks
= lers
+| Personal Tasks
= bes
5l E-Mail hlic Folders
"i;l Docurments ternet Mey
et -COnEack
iontacts | L 5F YL Ak sk |

2.  Open the opportunity “Upgrade Network — 10 Computers”..

3. Click on the Documents Tab.
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L= Metwork Upgrade - LU Computers - Opportunity
Eie  Edt Yiew Ins=t ook Actiors  Help
EHzveanddose [ | & | S| G5 * &5 56 - 4 - % - Mi-Gontact
[ Meww Document | G2 Open Document | # Delete -~ | =5 Link Documents (7]

iz=naral I Detals l Sales Plen I

Cpportunity: | netwoek Uporade - 10 Compotsrs

Primary Comparyt  [pranier Foods ]
Primark Corkect;  [sarrey andsroon =
P | el
Primary Tearn: | j ﬂ
Lead Source: [Load Zaures 1 =l

Dizbe Openzd: Im

D phione ‘

1=

v & guastion For Falp -

i’ ==H
Primary Fraduct:
Shatus:

Shage

|O|:|p0rtunl:y Tvpe 1

|O|:|cn

L e e

Hobes | Companies | Contacts | Users | Teams | Appontmenks | Tass | Jownas | Documeres Je-psil | Products | Orcers | Akericutes |
[ioaw Sub Type

] [ | Bocumeni: Mame

Document Type

From -

There are no items to show in thizs wizw,

4. Click on New Document:

L= Metwork: Upgrade - 10 Computers - Dpportunity
Fie Edt Yiew Insert Took  Adions  Help
Eooveanddoss [ & | &S B ¥ 5 fo - | 4 - & - Mi-Con

|:| Mew Document

aEneral Cretal

Cpportuniy;

Prirary Comparty !

Primary Corback;

Primary LIsgr:

Primary Team:

Lead Source!

Crahz Opened:

5] “ales Olar ]
hew Document

[= Open Document - 7Y Delste - | o Link Documents

INatm Uograde - 10 Corputers

IPrern'er Foads

sl

IBama-',' nndersan

~| =

S

3=l

ILmd Source |

|E§ 2 Mz2fzont =

Bl

o=, |
2.
(S I

Dlescriptic

Type:
FHimary F

Skage:
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5. Click on the Create New Document Tab, and enter the details shown above:

o=
File Edt Mizw Inszt Formot  Tools  Actions  Help voa 2 guastion for balp [+
Ecove snd dose | & ¥ |\-:rn:| - |-1ral | ] | AR JID=E=E=: ==
Chabisi- + Regordng: * Catepoty: LIRS | 3 .
Links Barney Arderson v [ropen | WIRemowe  Linkv  Recert v | Related ltems = -

Document Properbes Crzaba Mew Dacunant

Temglates Location: i Duiiook)Erchange Foder Windows Fle Systsm

Templates Folder; |T:njatcj g
Temglate Narme: |L‘nnterrpnrar',' Far Corkact. oot ﬂ
Dawcument Mlame |BEI"I'|EI';' Andsrson Fax Cover,doc

Document Lacation: i Ourlook)Fxchange Foder 7 Windows File Sysk=m

|JE cUrmEnks ﬁ

TTtt As: * fetachmert  Shortrue

Dacument Faldzr:

ar

6. Click OK on the Document Form. Microsoft Word should open with the specified template
and populate the Fax Cover Sheet with the contact's details.
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k] Barney Anderson Fax Cover.doc - Microsoft Word

! Fle Edt View Insert Format  Tools  Table Window Help Type aquestion for help = X
P0G D AT B B A0 -8 TR E GG 1+ - @] disead [ ossenronen -5 o8z u B
P m | A A Bl Insert word Field = | 52 5 8 2] <|:|! ML B D :L.;!/!

El 13 12 -u-l-1U-|-'3‘|-s‘|-7‘|-5‘|‘5-|‘4-‘3-‘2--1‘|§‘|-1‘|-2-|‘3-|‘4-wa§--5--7-|- f
-

o |

w To: [Contact Company Name Bookmark] Fax: [Contact FaxNumber B ookmark]

- Atn:  [Contact Full Name Bookmark] cC: [Click here and type name]

N From: [Click here and type name] Pages:  [Click bere and type number of pages]

- Date 14/01/2006

- O Urgent O For Review O Please Comment O Please Reply O Please Recycle 1
B I

E Notes: Select this text and delete it or replace it with your own.

z o
; ES
. @
= ¥
=mE]=w ¢ E3

Page 1 Sec 1 111 At 1d4om Lml ol L English {Aus

Click File, Save in Word and close the document.

Click Save and Close on the Document Form. You should see the document in the
Documents Tab for the opportunity “Network Upgrade — 10 Computers”.
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P Opportunity 1000002 A=

! Fle Edt Wew Insert Tools  Actions  Help

:Hgaveandclose%|\j|\j|!' @‘_']@v| L v G .!

] Mew Document | [ Open Document | 2% Delets - | 3:'§ Link, Documents | @ !

General | Dekails Generate Quaoke
Oppaortunity: |Opportunity 1000002 Description: Metwaork Lpgrade — 10 Computbers
Primary Company: |Premier Foods ﬂ
Primary Conkact: |Barney Anderson Llﬂ

Primary User: | ﬂ Type: |Opp0rtunity Tvpe 1 j
Primary Team: | ﬂﬂ Primary Product: | ﬂ
Lead Source: |Lead Source 1 ﬂ Status: |Open

Date Opened:

[~
Stage: | =l create order

Notes ] Companies ] Conkacts ] Users ] Teams ] Appointments ] Tasks ] Journals  Documents ]E-Mail ] Products ] Crders ] Attributes ]

| E ﬁ '“i |I\"I><-C0ntact ﬂ |

[ 8 |pocument Mame Document Type: Document Sub Type|Categories From Received
Jane Thompson Sak 14

ey Anderson, ..

1 Ikems SOL View Yersion: 6.3.49

9. Click Save and Close.

Take me back to the Exercise (Generating a Document from an Opportunity: Exercise)

Take me to the next Exercise (Adding a Task to an Opportunity: Exercise)
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3.15 Adding a Task to an Opportunity: Exercise

Create a Task from an opportunity to do a proposal for Barney Anderson of Premier Foods.

Complete the following information on the Task:

Opportunity:

Network Upgrade — 10 Computers

Subject:

Proposal to Barney

Due Date:

The following Thursday

Regarding:

Present/Review Proposal

Category:

Sales - Prospect

Show me the Solution (Adding a Task to an Opportunity: Solution)
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3.16 Adding a Task to an Opportunity: Solution
Create a Task from an opportunity to do a proposal for Barney Anderson of Premier Foods.

Complete the following information on the Task:

Opportunity: Network Upgrade — 10 Computers
Subject: Fax proposal to Barney

Due Date: The following Thursday
Regarding: Present/Review Proposal
Category: Sales - Prospect

Basic Steps:

1. Open the opportunity “Opportunity 1000002” (try this from Recent Items). Click on the
Recent Items drop down list and select “Upgrade Network — 10 Computers”.

Microsoft Office Qutlook

P Fle Edt vew Go Iook Actions My-Contact Help Type a question for help =
i (8pew ~ =) | BpFind | G Trpe s contactto find v @) ! P @pack @) [ (¥ ) | ) @) | outlook:iMr-Contact SQL 6.03.12iMK-Contact + !

Lo @esc @ a0 o

i (38 | shortcuts = [@-{newtem | =4 | {2} 8 78 (2] o2 JE | Recent |§T

G M=ANSAN= A= a ] |
Folder List AEC Printing

Barney Anderson 5]
all Folders

Casalinga Restaurant
M#-Contact -

Hilton Hatel - Sydney
Op i
‘ Stage Date Opened  Probability Expected Close

= 24t Mailbox - Jane Thompson
] Calendar [1 | opportunity
{83 Contacts 82 Opportunity 1000001
3 Deleted Items (1) =] Opportunity 1000002
7 Drafts [&]
[ nbox
& Joumal
L@ Junk E-mail —
.. | Hotes
(3] Outbox
[ sent Items
H [ Sync Issues
] Tasks (1)
= [ Search Folders
= (£ Mz-Contact SQL 6.03.12
& Deleted Ttems
2 3 M#-Contact
8] Activities
@ [ Assoriations
T calendar
& 8] Campaigns
S8 Camnanies —_

< | 5

|4 Mail
1] calendar

&=| Contacts

/] Tasks

1000001
0002
Sat 14/01/2006 ... 75

Tam Watson Sat 14/01/2006 ... 60

‘| 2

o) 3 (& 22 1tems SOL View Yersion: £.3.49

Dane

2. Click on the Open Recent Item button.
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Microsoft Office Outlook

I File Edit Wiew Go Tools Actions Mu-Contact Help Type a question for help =

i [ New ~ | | BoFind | (G Type & contact o find = | @) ! P @Back D) | A | 7 @) | outleokiiME-Cantact QU 6,03, 12ME-Contart], + !
i @k @] i

(84 | shorteuts = (8| new Item | (4 | 2} 85 54 & .24 48 | Recent Opportunity 1000002 = \lgh =33 | 0| E!
Folder List Opportunities - T =
HAa oo 7]
= @Mai\lcnzl);‘;aa:ve Thompson S5 i} Opportunity Company Status Stage Date Opened Probability Expected Close
-] Contacts 8] Opparturity 1000001 Premier Foods Open Sat 14/01/2006 ... 75
@ Deleted Items (1) 18] Opportunity 1000002 Premier Foods Open Sat 14/01/2006 ... &0
Once the Opportunity form has opened, click on the Tasks Tab.
4. Click on New Task.
™ Opportunity 1000002
! Fle Edit Yiew Insert  Tools  Ackions  Help
EHSaveandCluse%|;j|;j|? R EN R . ,—,!
L Mew Tas% | [ Open Task | ¥ Delete = | 35 Link Tasks | [2] !
General L Mew Task | GEnerate Quate
—_—
Oppartuniky: |Oppnrtunity 1000002 Description:
Primary Company: |F‘remier Foods - | 12
Primary Conkack: |Barne-:|.- Andersan - | 1B
Primary User: | - | I Tvpe:
Primary Team: | jﬂ Prirmary Product:
Lead Source: |Leau:| Source 1 j Stakus:
Diate Opened: Skage:
Mokes ] Companies ] Contacts ] sers ] Teams ] Appoinkrnents Tasks ]Ju:uurnals Documents
5. Enter the Task Details:
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B Fax proposal to Barney - Task

CEEX

! Fle Edit ‘“iew Insert Format Tools  Actions  Help
i ldlsaveardCloss | # 23 (3 () | AVRecurrence.., | s Assian Task |y 96 | X | o - o - @) S !
EStatus:; + Regarding:  Present/Review Proposal = Categaory: Sales - Prospect - | @ | E | ﬁ!
iLirks Opportunity 1000002+ | % Open | ¥ Remaove | Link ~ | Recert ~ | Related tems = o -
Task | Detals |
Subject: |Fa>< proposal ko Barney
Due date: V| Skatus; |N0t Started v|
Stark dake: |N0ne v| Prriarity: |N0rmal | %% Complete: C
[ reminder: | | | | Owiner: |Jane Thompson
[ Conkacts, .. ] | | [Categories... ] | | Erivatel:‘

6. Click Save and Close on the Task. You should see the task displayed in the Tasks Tab of

the opportunity “Upgrade Network — 10 Computers”:

F= Opportunity 1000002

i Fle Edt “iew Insert Tools  Actions  Help

i[dsaveardcloss Y | D | S| ¥ BT e - v!
—_—

|_] Mew Task | [ Open Task | #§ Delste~ | I;Link Tasks | E} !
e

General | Details || Generate Quote |
Opportunity: IOpportunity 1000002 Description: Metwark Upgrade — 10 Computers
Primary Company: IPremier Foods ;lﬂ
Primary Conkact: [Barney Anderson B

Primary User: I ﬂﬂ Type: IOpportunity Type 1 LI
Primary Tear: I Llﬂ Primary Product: I d
Lead Saurce: ILead Source 1 ;I Status: IOpen ;I
Date Opened: f:’“ 4012006 SR I LI Create Order |

Motes | Companies | Contacts | Users | Teams | Appointments  Tasks IJournaIs | Documents | E-Mail | Products | Orders | Attributes |

BAad = [me-Contact

=

% Complete Cateqaties

|1 Items

7. Click Save and Close.

S0L view Yersion! 6,3.49
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Take me back to the Exercise (Adding a Task to an Opportunity: Exercise)

Take me to the next Exercise (Tutorial Exercises — Orders)
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4 Tutorial Exercises — Orders

The Orders folder records the details of each product sold to a customer, either a company or an individual

client (contact) purchaser. Multiple Line Items may be attached to an Order, which record details of each
item that make up a main system or configuration.

In this section you will perform the following exercises:
1. Add an Order from Orders Folder

Adding an Order from the Orders Folder: Exercise

2. Creating an Order from an Opportunity

Creating an Order from an Opportunity: Exercise

3.  Running an Order Report

Running an Orders Report: Exercise

4. Running an Order Report — Single Order

Running an Orders Report — Single Order: Exercise

Once you have done these exercises you are ready to learn about adding Projects to companies. (Tutorial
Exercises — Projects)
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4.1 Adding an Order from the Orders Folder: Exercise

Premier Foods purchases a HP Pavilion Notebook from your Company.

Record the following details.

Description: HP Pavilion Notebook
Reference: PRE12345

Order Date: Today’s Date
Shipped Date: Today’s Date

Invoice No: INV12345

Invoice Date: Today’s Date

Ship Via: Fedex

Freight $65.00

Line Items:

Product Code: Zv5022AP
Description: HP Pavilion Notebook
Quantity: 1

Unit Price: $2,025.00

Show me the Solution (Adding an Order from the Orders Folder: Solution)
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4.2 Adding an Order from the Orders Folder: Solution
Premier Foods purchases a HP Pavilion Notebook from your Company.

Record the following details.

Description: HP Pavilion Notebook
Reference: PRE12345
Order Date: Today’s Date

Shipped Date:

Today’s Date

Invoice No: INV12345

Invoice Date: Today’s Date

Ship Via: Fedex

Freight $65.00

Line Items:

Product Code: Zv5022AP
Description: HP Pavilion Notebook
Quantity: 1

Unit Price: $2,025.00

Basic Steps:

1. Selectthe Orders Folder from the MX-Contact Folder List.

2. Click on the New Item button:

3. Ablank Orders form will appear:
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= Order 1000001 - Order
P File Edt Wiew Insert

Elﬂﬁaveandclose%|@|@ [ﬂ |!’ @‘j@ﬂ > - iv!

Farmak

EEX

Tools  Actions  Help

o

: Links

~ | 5 open | #¥Remove | Link = | Recent

~ | Related Items - - !

General | Details

Crder Mo:
Reference:
Salesperson:
Status:
Priority:
COMmpanty's

Conkact:

|order 1000001

Description: |

Order Date:

Required Date:

Shipped Date:

Inwoice Mo:

Imvaoice Dake:

L e L L] L«

Motes | Line Items ] Tasks ] Journals ] Dacuments ] E-Mail ]

4. Enter the following details,:

Description:

HP Pavilion Notebook

Reference:

PRE12345

Order Date:

Today’s Date

Shipped Date:

Today’s Date

Invoice No: INV12345
Invoice Date: Today’s Date
Ship Via: Fedex
Freight $65.00

5. To add products to this order, click on the Line Items tab. Select the New Order Detail

button.
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= Order 1000001

! File Edit Wew Insert Tools

i [l save And Close IgY | S| & | ¥ 2 6y

Actions  Help

'.|,.,-.!

ﬁ New Order Detai

LjOQen Crder Detail | A Delete ~ | 3:; Link Crders Details | [:,?] !

Motes | Line Items l asks ] Journals | Documents ] E-Mail ]

i Lirks yNew pori E)et;l pren | ¥ Remave | Link~ | Recent - | Related Trems ~ - !
General | Details

Order Mo: |Order 1000001 Description:

Reference: | Order Date:

Salespersan: | j Required Date:

Status: | j Shipped Date:

Priarity: | ﬂ Inwvaoice Ma:

Caompany: | ﬂ Inwvoice Date:

Conkack: | ﬂ

—_—

Shak)

ME-Contact A

0 Crder 1D Detal ID Product CodefID

<

0 Items (0,25 seconds)

Descripkion Type

Family Group Quantity L

2

Mi-Grid Yersion: 7.1.2

6. The following screen will appear:

= Order 1000001, Line 00001 - Order Detail

I File Edit  Wiew

EHgaveAndClose%|d|d|Y @‘j@v| - ;v!

Insert  Tools  Actions  Help

Order Mo: |order 1000001

Lirne Mo:

|Line noD01

Order 1D
Order Detail ID:

|2??A958A-F6 18-4E95-AS40-E02FD91 2DESC

Led L]l

40,00
$0.00

Product Code/ID: Type:
Descripkion: Family:
GEroup:
Quantity: | 0 Cost Price:
Unik: Price:
i e | $0.00 Extended Price:
Notes:

7. Click on the Open Folder button attached to the Product Code field. The Product

Register will appear.
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' Microsoft Dffice Outlook

i Fle Edt wiew Tools Actions  Help Type a question for help (=
i8dnew - | & | BoFind |G Type a contact o find v|@!§-@8_ack ) W HE: I s 5 B &
i @eack @ 1] 0 i

{ 3] s new ttem | Recert Aol
Products - =
Link and Close Link. E ﬁ Mx-Contact -
[ | product Code Praduct Description Product Type Praduct Family Praduct Group Unit Price
ITE7EC] Microsaft Cptical Ma, .. {Product Type 2 Praduct Family 2 Product Group 2
&= 5T2550 Seagate 60 GEyte H... ‘Product Type 1 u]
4=| Zys0ZZAP HF Pavilion Motebook, Product Type 1 Praduct Family 1 Product Group 1 2015

% SGL Wiew Version: 6.3.49

lDone

8. Select the relevant Product and then click on the Link and Close button.

9. Enter all the remaining detalils.

Ext. Price: $2,025.00

Quantity: 1

10. Click on Save and Close. Repeat this process until all the required products have been
added.

11. If you wish to link a company to this order, click on the Open Folder button attached to the
Company field. A list of companies will appear. Highlight the company and click on Link
and Close.
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= Microsoft Office Outlook

P Fle Edit W¥ew Tools  Ackions  Help Type a question for help (=
i8new - | | BoFnd |G Type acontacttofind x| @!E-@Eack [ NN s 5
T RCNETE Y |
(8] 8 INew ltem | Recent =EREiol |
Companies - =
Link and Close | Link. | E g |MX-Contact jl
0 Compary Business Phone Business Fax Industry Company Type Company Stakus Turnover E
EE| ABC Printing ]
5 Bescroft Country... ]
iH Casalinga Restau... 0
GH Compaq Corpara... +1 (206) 555-8257 +1 (206) 555-5174 1T Supplier i}
5 Exchangs\Wise Pt... +61 2 8950 0283 u]
E Hilbon Hotel - Syd... 0
@ remier Foods
g Unlimited Technal... T Competitar i}
1 o
SGL View Yersion: 6.35.49
lDone
12. If you wish to link a contact to this order, click on the Open Folder button attached to the
Contact field. A list of contacts will appear. Highlight the contact and click on Link and
Close.
EE Microsoft Office Outlook : E|r>__(|
i Fle Edt ¥iew Tools Actions Help Type a question far help =
Hadnow =) o 2Fnd G, e s coneact o rd )@ I @ et @193 O ‘
i@k @ ]9 o1 B
i B8] (9 New Ttem | Regent .|§|ﬂ|£@|@
Contacts - =
Link and Close Link B g Phone List
08 | % |Full Mame Comparny File As Business Phone Business Fax Home Phone Iobile Phone
.. Barney Anderson  {Premier Foods Anderson, Barney
= Jirn Bathweell Premier Foods Bathweell, Jim +1 (780} 38:
e Gillian Mever Premist Foods Gillian Mever +1 (206) 555-8411
e Johnrey Walker Compaq Corpora... Johnny Walker +1(780) 382
e Jane Thompson Exchange'Wise Ft... Thompson, Jane 461 2 8350 0265
e Tor Watson Casalinga Restau,.. Tom Watson
K I 2
SOL Yiew Yersion: 6,3.49
IDone
© ExchangeWise (Pty) Ltd www.exchangewise.com Page 60

K:\Web Sites\exchangewise.net\Downloads\Documents\02_Marketing\01_Product_Info\03_Guides\MXContact_Tutorial_Sales.doc




The MX-Contact Tutorial Opportunities

13. Click Save and Close. You should see this Order displayed on the Orders List.

Take me back to the Exercise (Adding an Order from the Orders Folder: Exercise)

Take me to the next Exercise (Creating an Order from an Opportunity: Exercise)
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4.3 Creating an Order from an Opportunity: Exercise

There is an open opportunity with Premier Foods for an upgrade of their server. This has now
become an order. Use the opportunity to create an order.

Complete the following information:

Company: Premier Foods

Description: 5 new computers - Sales Department
Order Date: 14/07/2005

Line Items:

Product Code: Zv5022AP

Description: HP Pavilion Notebook
Quantity: 5
Selling Price: $2,030.00

Show me the Solution (Creating an Order from an Opportunity: Solution)
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4.4  Creating an Order from an Opportunity: Solution

There is an open opportunity with Premier Foods for an upgrade of their server. This has now
become an order. Use the opportunity to create an order.

Complete the following information:

Company: Premier Foods

Description: 5 new computers - Sales Department
Order Date: 14/07/2005

Line Items:

Product Code: Zv5022AP

Description: HP Pavilion Notebook

Quantity: 5

Selling Price: $2,030.00

Basic Steps:

1. Select Opportunities folder from the MX-Contact Shortcut Menu and then click on the “5
New Computers for Sales Department” opportunity for Premier Foods to open the
Opportunity record.
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2.

S &0 X v -

B -+ BEER &
3 || shorteues - E= Mew Tben | &S| £ D
Ea Trhow
ES Comparies
PO Contacts =
e o
ME-Co ES Users i g M-l
%] Reports ’ M
4 W
T cakender 0 b
T Persond Calendar [y I
;El Jaurnals £ MH-O
E5 produds =L
- 4 W
T=| Acthities & 48 Mo
[¥] Tasks - Eﬂ M)
[#] Personal Tasks a0
= E-mail R N
* | Dooments G
Ed proects : g g
g G E ]
LERY
o .

The following screen will appear:.

I8 5 new computers - Sales Dapartment - Opportunity

Ele Edit ¥iEw [nsert Format Toos Adtions  Help
Haveandtoss [ & S 0 B v & 4%~
2|

General l Cetals l SelesPlan | Senerate Cuake ]

Cppartunky: |5 new cameuters - Saies Departient Description:
Primary Compery: [ Preenizr Focds -

Primary Corkact: | =] J

Primary User: | =l e

Prirnary Team: | j ﬂ Primary Produck:
Lead Scurca: |Luad Souree 1 j Status:

Dishe Opened; ,W Stap=:

El

-

|0:l='|

j Create Order |

Wab=s | Companies | Contacts | Users | Teams | Appointments | Tesks | Jowmals | Doouments | E-Mai | Froducts | Orders | Attibuces |

=l

Click on the Create Order button. An Order Form will open transferring all the information

found in the Opportunity to the Order screen.
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3.  Opportunity products will carry across as Line Items to the Order form. Edit where
necessary by double clicking on the Line Item that you wish to edit.

4. Click Save and Close on the Order Form.

Take me back to the Exercise (Creating an Order from an Opportunity: Exercise)

Take me to the next Exercise (Running an Orders Report: Exercise)
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4.5 Running an Orders Report: Exercise

Run an Orders Report with Line Items (Landscape).

Show me the Solution (Running an Orders Report: Solution)
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4.6 Running an Orders Report: Solution

Run an Orders Report with Line Iltems (Landscape).

Basic Steps:

1. Click on the Reports Folder in the MX-Contact Folder List.

Iﬂ %5 [noidercs

g [asues

{E Jomals

B4 Dpporturities
B Orders

L Projects

[l Regisbzred Products
{% Reports

HI-TE Systam g

@ Tacls

M A Tk

2. Select the Order Summary Report with Line Iltems Landscape.

@ Orders Summary Report with Line Items Landscape - Crystal Report

i Fle Edit Wiew Insert Format  Tools  Actions  Form Layout  Help
i | Save And Close | *postReply | i [ [ F ] 9 0 [3 X[ o - o+ - A’|@!

Properties | Query Builder

Report Mame/Desc: |Orders Surmmary Feport with Line Ttems Landscape

Report Type: |Crvstal Report ﬂ Sub-Type: |Order j
Cukput/Print To: |Window ﬂ Paper Size: |n4 (9 j
File: Format: | ﬂ

File Pathjhame: |

Primaty Folder: |Orders j Refresh

™ Default Report for the Folder

kKeepGroup  Repeat
Together Header

Sart By 0 [Fullame x| GroupBy: 1) | [T m r
2 | =l 2 | s r
E1 | | 3 | =] ~
Filter: |
Courkt [ o
Orders_Summary_Report_with_Line_Items_Landscape.rpt (13 KE) %

Execute Repart |

3. Click on Execute Report. The report will be displayed as follows:
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=, powered by [ ]
0% L oof1 #4 crystal®.®
Y
Orders Report with Line ltems
Zored By FrllName
Company Salesperson Status Required Date Date Inwo
Contact Pricrity Date Shipped Inuoice N
Prembker Foccl 1 =Cincke redl
Baresy Ak ron
Product Type Quantity Unit Price
Prosict Ty 1 B0
PrEmctTy= 1 ke Y]
4. Close the Report. Select No if you are prompted to ‘Save Changes’.
Take me back to the Exercise (Running an Orders Report: Exercise)
Take me to the next Exercise (Running an Orders Report — Single Order: Exercise)
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4.7 Running an Orders Report — Single Order: Exercise

Run an Orders Report with Line Items (Landscape) for the Premier Foods Order — “5 New
Computers — Sales Department”.

Show me the Solution (Running an Orders Report — Single Order: Solution)
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4.8 Running an Orders Report — Single Order: Solution

Run an Orders Report with Line Items (Landscape) for the Premier Foods Order — “5 New
Computers — Sales Department”.

Basic Steps:

1. Click on the Orders Folder in the MX-Contact Folder List.

Folder Lisk ® | [ [eder D Order Date
- Ma-Corbact 6.03.01 Master s
-8 Ma-Combact Client-Object Te m
+ '{EI Ma-Corback Damo &, 02,01
] {E ME-Corkack Doy Adrian
- T2 ME-Corbert Live
- Mi-Corbact Test Abo 20050
s Mu-Corkact Test ALbo 20051
4 2 M- Corkact Test Impark 200
¥ V29 M-Corkack Test Impart 200
- ME-Corback Tesk Impork 200
= Ma-Corbact Tuborial 6,02, 0L
2 itz
& T Assodations
13 Celendar
4 Campaigrs
+ 45 Companies
+ 8% Contacks
0 Conbracks

‘:ﬂ Documents DE
T E-mall

- Events
2 Groups

¥ @ Incidents

i Jssues

¥ Renistrred Proochicks

2. Select the Order for Premier Foods.
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= 1000001, Order

! Fle Edt ‘“iew Insert Tools Actions Help

il saveandClose by | | S| ¥ &0 @] e - @ v!

Iew Order Detail open Order Detail | #¥ Delete » | 32 Link Orders Details | [7] 12
3

ilinks Premier Foods * | 5 open | #¥Remove | Link - | Recent ~ | Related Ttems -

General I Details |

Order Mo |order 1000001 Description: |HP Pavilion Notebook
Reference: |GTDSU?IDA2 Order Date:

Salesperson: | ﬂ Required Date:

Skatus: |1 - Ordered ﬂ Shipped Date:

Pricrity: | ﬂ Irwvoice Mo:

Company: |Premier Foods ﬂ Invoice Date:

Conkact: |Barney Anderson ﬂ

Maotes  Line Items ]Tasks ] Journals | Documents ] E-Mail ]

—_—

|E | e Mi-Conkact -

[0 order ID Deetail ID Product CodefID | Description Type Fanmily Group

0 &C-... {HP Pavilion Mote... {Product Twpe 1 Product Family 1 Produck Group 1 I
Line 00003 S54C56116-7843-. .. Microsoft Optical ... :Product Tvpe 2 Product Family 2 ‘Produck Group 2

LE

G| Order 1000001 Line 00004 SF3IDEC42-B45C-... Seagate 60 GByt... (Product Type 1

< | 2
3 Ikems S0L View Yersion! 6.3.49

3. Click on the Print Using MX-Contact button.

EB Order OOO03 - Qrder

Eil= Edic Wew Irsert Took Achions Heln
Hsoetnd e B & v P s -

Links 5 new compobers - Sale = an | wWil0amowa | Link « R

Frink Ling ME-Concatt
=l

Generd . Detaiks ]

4. The report will be sent directly to the printer. It will be printed in the following format:
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< powered by [ ]
0% v 1 of 1 #h crystal®g®
oy
Orders Report with Line ltems
ek mad ik riDy = 'GA 0946 SE-0 10 B-L5F D-9A85-088 35501537 30, Sorkd By FullName
Cormpany Salesperson Status Required Date Date Inw
Corntact Priority Date Shipped Imuaice |
Premler Foocs Text Ohject 1= ek redl
Barwey Sackraon
Product Type Quarntity Unit Price
ProcectTyps: 1 g201500
Procinct Typs 2 |
Procnct Type 1
Take me back to the Exercise (Running an Orders Report — Single Order: Exercise)
Take me to the next Exercise (Tutorial Exercises — Projects)
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5 Tutorial Exercises — Projects

The Projects folder records the details of each project sold to a customer, either a company or an
individual client (contact) purchaser.

In this section you will perform the following exercises:
1. Adding a Project from Projects Folder

Adding a Project: Exercise

2. Add a Company from a Project

Adding a Company from a Project: Exercise

3. Edit a Company to Project Association

Editing a Company to Project Association: Exercise

4. Attaching a Document to a Project

Attaching a Document to a Project: Exercise

5. Adding a Task to a Project

Adding a Task to a Project: Exercise

Once you have done these exercises you are ready to learn about creating Sales Plans. (Tutorial
Exercises — Sales Plans)
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5.1 Adding a Project: Exercise

Complete the following information on the General tab:

Project: Upgrading of Computer Hardware and Infrastructure
Date Opened: Today’s Date

Company: Premier Foods

Status: Out for Bid

Complete the following information on the Details tab:

Probability: 75%
Expected Value: $380,000
Quote Reference: 20050702RT12

Show me the Solution (Adding a Project: Solution)
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5.2 Adding a Project: Solution

Complete the following information on the General tab:

Project:

Upgrading of Computer Hardware and Infrastructure

Date Opened:

Today’s Date

Company:

Premier Foods

Status:

Out for Bid

Complete the following information on the Details tab:

Probability: 75%
Expected Value: $380,000
Quote Reference: 20050702RT12

Basic Steps:

1. Select the Projects folder from the Outlook Folder List:

T E-mail
+ 2 Everis
@ Groups
+ %3 Trridsrtks
o Tames
l\_;;} {9 Journak
+| 5 OpoorbLnitiss
F 0 Orgde:
-
@ =145 Regstered Products
7 Repaorts
+) T Sysham
s Tasks o’
IM==Cantact £ | » i

2. Click on the New Item (Project) button the MX-Contact Toolbar.
—

£ 3 New [tem |

3. Ablank Project Form will open:
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= Project 1000001 - Project

i File Edt Wiew Insert Format  Tools  Actions  Help

E[ﬂﬁaveandclose%|(ﬁ|d i | ¥ @‘j@ﬂ — iv!

@
~Genera | petals |
Project: |Project 1000001 DS pEm
Primary Compary: | =] ﬂ
Primary Contact: | ~| ﬂ
Primary User: | ﬂ ﬂ Type: [ |
Primary Team: | x| e s | -]
Lead Source: | ~| Stage: [ =l

Date Opened:

T4 2008

Motes | Companies ] Conkacts ] Users ] Teanms ] Tasks ] Journals | Documents ] E-Mail ]

4. Inthe New Project form, add the details for the Project.

Complete the following information on the General Tab:

Description: ILrJ][?rgar;criliJncgtjuorl;Computer Hardware and
Date Opened: Today’s Date

Company: Premier Foods

Status: Out for Bid

5. Click on the Open Folder button attached to the Company field in order to link Premier
Foods to this project. When the Link Companies list appears, highlight Premier Foods and
click on Save and Close.
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E Microsoft Office Outlook

! File Edt Wew Tools Acktions Help Type a question for help |+
iadiew ~ | 4 | SpFind [ [ Tvpe a contact ta find v|@!§-@§ack M e I N s, s | &
i@ @ )0 i i

{52 s dnew tem | Regent =AEapETiol

Link. and Close Link, =k ’m

0O Compary Business Phone Business Fax Industry Company Type Company Skatus Turnover E
i ABC Printing

i
=| Beacroft Country... i}
o Casalinga Restau,.. 0
Compag Corpora,., +1 (206) 555-8257 +1 (208) 555-5174 ‘IT Supplier 0
Exchangewise Pt... -+61 2 8850 0288 u]
i

Hilkon Hotel - Syd...

Prei s

BE

Unlimited Technol... Competitor

<| o

SOL View Yersion: 6.3.49

|D0ne

6. Enter the details for the Details Tab:

Probability: 75%

Expected Value: |$380,000

Quote Ref: 20050702RT12

7. Click Save and Close.

Take me to the next Exercise (Adding a Company from a Project: Exercise)
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5.3 Adding a Company from a Project: Exercise

Adding a Company from a Project:

Project Name:

Upgrading of Computer Hardware and Infrastructure

Company: Technology Integrators

Address: Suite 31 Westmont Office Park, 231 Newman Road,
) Kirkland, WA 98321, USA

Phone: (206) 876-8976

Show me the Solution (Adding a Company from a Project: Solution)
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5.4 Adding a Company from a Project: Solution

Adding a Company from a Project:

Project Name:

Upgrading of Computer Hardware and Infrastructure

Company: Technology Integrators

Address: Suite 31 Westmont Office Park, 231 Newman Road,
' Kirkland, WA 98321, USA

Phone: (206) 876-8976

Basic Steps:

1. Select the Projects folder from the Outlook Folder List:

=

g

M=Cantact

T E-mail
4| 3 Everis
@ Groups
+ %3 Trridsrtks
o Tames
{9 Jaurnaks
+| 5 OpoorbLnitiss
F 0 Orgde:
=
= 42 Regstered Produdts
QE-} Faports
+) T Sysham
T Tasks o

+ | *> 1

2. Open the following Project:

Project:

Project 1000001

3. Click on the Companies Tab.
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=19

FE Project 1000001

i Fle Edt Wew Insert Tools  Actions  Help
i saveandclose gy | S | S| ® w5 | e - v!
,_1 Mew Companyﬂ ﬁ Mew Association | ﬁOQen Company | ﬁOpen Association | }Q Delete * | 1§I:ink Companies | View Associations | @ =

General l Detai-sl |

Mew Company |

Project: |Project 1000001 Description: Uparading of Computer Hardware and

, Infrastructure
Primary Company: |Premier Foods | ﬂ

Primary Caontact: | j ﬂ

Primary User: | ﬂ ﬂ Type: | j
Prirnary Teamn: | j ﬂ ahatus: |Open j
Lead Source: | | Stage: |out For Bid |

Date Opened:

Z (072005

Motes  Companies ]Contacts ] Users ] Teams ] Tasks ] Journals ] Documents ] E-Mail ]

|B ﬁ a,i |M><-Contact jl
O Conpany Business Phone Business Fax Industry Company Type Company Skatus Turnower E

+1 (206) 5550411 HoteljRestaurant Prospect N |

l | i

1 Items {0.09 seconds) SOL View Yersion: 6.3.49

4. Click on the New Company button.

EE Upgrade of Hardware and Infrastruciure - Project

Eie Edt %ew Insert Tools &ctions Help
Hevetndose [ | S &5 & v @ 2 5 -+ -

I [ b= Comparry Mew Associston (B Open Company | B Open dssogation | 78

Genersl | Detais |

Project; |Lpgradva of Hardware znd Infrastrutirs De=cription:
Primary Campariy: | ﬂﬂ
Primary Conkadt: - ﬂ

| -]
PHmary Lser: | ﬂﬂ Typa:
) I .1

5. A New Company screen will appear. Add the following details:

Company: Technology Integrators

Suite 31 Westmont Office Park, 231 Newman Road,

Address: Kirkland, WA 98321, USA
Phone: (206) 876-8976
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8 Technology Integrators - Company r;|rﬁ|rz]
Fle Edt Wisu [ncert Format Toos Actions Help

Haveadtse ) S (S 0 B v PG GEr &%~ .

m

(== ] Prafilz | Hishory | Sales Plan | Survey |

Company: | Tachealngy Irosgratars J Busiass 1'[2[6)8:‘5-39?6
Shovt)ocher Neme! | rochnlogy Treegrators Bugingss Fa = |

Primary Lisse: j Ii:| E-Mal | |

ﬁ address... Sub= 31 \Westmon: Cficz Park, 231 Mermen Web pags address; |
—— Foad
musiness ¥ |Kikland,, wa izt
Uribad Skabas of America

Maiing Aodress l-'

Motes | Groups | Comparies | Conknds | Uszrs | Teoms | Arcairkments | Tasks | Journols ] Documents | E-Mail | Crparbuniies | Projects | Producks | Brtrib 3

6. Click Save and Close on the Company Form.

Take me back to the Exercise (Adding a Company from a Project: Exercise)

Take me to the next Exercise (Editing a Company to Project Association: Exercise)
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5.5 Editing a Company to Project Association: Exercise

Editing a Company to Project: Association:

Project Name:

Upgrading of Computer Hardware and Infrastructure

Company:

Technology Integrators

Show me the Solution (Editing a Company to Project Association: Solution)
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5.6 Editing a Company to Project Association: Solution

Editing a Company to Project: Association:

Project Name: Upgrading of Computer Hardware and Infrastructure
Company: Technology Integrators
Basic Steps:

1. Select the Projects folder from the Outlook Folder List:

T E-mail
41 §% Everks
&0 Groups
#-80 Irciderks
#0 Temies
6’} {ﬁ Jaurnak
41§73 Opoorb_nities
+ @ s
=
ﬁ' + 'ifj;'n Regstered Praducts
[ Reports
41 73 System
S Tasks W
Ila=Cantack £ | » i

2.  Open the following Project:

Project: Project 1000001

3. Click on the Companies Tab.
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8 Upgrade of Hardware and Infrastructure - Project

Fle Edt Wi [neert Tools Actions Help

Haveadise ) &S B * S G| 4-%- .

[ mew company | [B) Mew fssocistion | [0 Ocen Company | [ Cpen Aceodation | 1 Delet= » | mf Lk Companiss | Wew fssocistions | (7]
GEneral ] Detais ]

Project: |L|:|c|radc of Hardware and Infrashochrs De=scription: Company by ook has resubad in nesd for complete upgrade of
Frimer ¢ Compery: | ﬂﬂ ardwers and Infrastruchurs inbhis 200 seat company

Primary Contact: | Lﬂ

Primary Lisst: [ ﬂﬁ Type: [Frojed: Trp= 1 ~|
Primary Toam: | j ﬂ Status: |ODnn j
Lead Source: | j stags: |0ut Fior Bid j

Late Opered: Finziozinos |

Mok=s | Companies fiCankacts ]Uscrs | Teams ]Flppnintn'mls ] Tcdcs] Toirmals | Documenks ] E-Mai ]

[ | Compary: Busness Phons Busass Fax Indussry Colvpany TyEe Camzany Status | Turnowsr = |

4. Highlight Technology Integrators and then click on the Open Association button.

0| Upgrade of Hardware and Infrasiructure - Project

Fle Ecit Wi [neert Tools Adtons Help
Haveaddos= [ & & |8 v S E - & - ¥ - ol

[ mew company Mew Sssociston | (2% ocen Comparry | 2 Cpen Assngaun& ! Delete = | gLk Companiss | Vew Associstions | [7]

General
ara ] Detals I pen Associzton

Project: |L|:|c|ladc of Hardware and Infrastrochurs Descripticn: Company by ook has resubed in need for complete uporade of
Frimery Company: |Tad1nolug'.-' Intagrators jﬂ hardwars and Infrastrochre in Hhis 200 seat company

Primary Contact: | Lﬂ

Primary Lssrt | =l e [Froject Tep=1 =]
Primary Toam: | ﬂ ﬂ Status: |Onm j
Le=d Saurce: | | Stage: [t Fer B =

Date Opered: IFingmzizos v |

Mokzs  COMP=RES | Contacts ] Users | Teams ]Appu’nln‘mls ] Teshs ] Jourmals | Diocumenks ] E-Mai ]

[ |company Busness Fhons Busiress Fax Industry Zamrpany Type Campany Status | Turnover « |
"A Technclogy Inteordtors

' N

5. A Project to Company Association Screen will appear. Type Contractor into the
Relationship field.
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FE Project 1000001 / Technology Integrators

i Fle Edt Wew Insert Format  Tools  Actions  Help

EHgaveandClose%|(j|a n| ¥ @Jj@v| — iv!

Project: |Pr0'ect 1000001 J Company: |Techn0|0gz Inteqrators J
Reelationship: [Cantractor T |
Role: [ |
Influsnce: [ |

Benefits: Issues:

Mokes:

6. Click on Save and Close.

Take me back to the Exercise (Editing a Company to Project Association: Exercise)

Take me to the next Exercise (Attaching a Document to a Project: Exercise)
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5.7 Attaching a Document to a Project: Exercise

You have prepared a costing sheet for this project in Excel. Attach the document to the project.

Project:

Upgrading of Computer Hardware and Infrastructure

Document Name:

Costing.xls

Show me the Solution (Attaching a Document to a Project: Solution)
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5.8 Attaching a Document to a Project: Solution

You have prepared a costing sheet for this project in Excel. Attach the document to the project.

Project:

Project 1000001

Document Name:

Costing.xls

Basic Steps:

1. Select the Projects folder from the Outlook Folder List:

!

i

MM«-Contack

Eemal

41 §% Everks
&0 Groups

#-80 Irciderks

#0 Temies

{ﬁ Jaurnak

41§73 Opoorb_nities

.l-:

<-4 Regstered Products

[ Reports

41 73 System

San Tasks

2. Open the following Project:

Project:

Project 1000001

3. Click on the Documents Tab.

© ExchangeWise (Pty) Ltd

K:\Web Sites\exchangewise.net\Downloads\Documents\02_Marketing\01_Product_Info\03_Guides\MXContact_Tutorial_Sales.doc

www.exchangewise.com

Page 87



The MX-Contact Tutorial Opportunities

8 Upgrade of Hardware and Infrastructure

Fle Edt Wisw [neert Tools Actions Help
& Fove and Close l:'_;| A=A AR 4 @—?z-] GEoe | A - W - MAlontad -
[ mew cocurrent | 22 Open Document | K1 Delets » n:gl;l-k Dacuirents :‘_23

GEneral ] Detais ]

Project: |L|:|c|radc of Hardware and Infrashochrs De=scription: Company by ook has resubad in nesd for complete upgrade of
Frimer ¢ Compery: |Premier Fonds ﬂﬂ Fardwers and Infrastruchurs i bhis 200 seat company

Primary Contact: | Lﬂ

Primary Lisst: [ ﬂﬁ Type: [Frojed: Trp= 1 ~|
Primary Toam: | j ﬂ Status: |ODnn j
Lead Source: | j stags: |0ut Fior Bid j

Ciate Opered: Finzioziznos |

Mob=s ] Campanics ] Cankacts ]Uscrs | Teams ]Flppnintn'mls ] Tcdcs] ]nl_mulsl Documesnts IE-HaI ]
[ |Docureri Name Document Typs | Document Sub Typs CEtEoaHer Fram F-'J
Trara arz o bems ko show i chs e,

4. Click on the New Document button:

B Upgrade of Hardware and Infrastruetura

Fle Edit Wiew [nestt Toole achions Help
Hazveanddme [) & & B % @03 Gov | &~ v Mi-Coba
[ open Document | 71 Dekets - ﬂng‘lkDDl:Ll‘nBl‘tF [ﬂ

General | Dieta o
Project: |L||:|grade of Hardwar= and Infrastruchure Deccripion:
Prmary Company:  [eremier Foods ~| =
[ | gy |
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5. Click on the Attach Document button:

‘& Untitled - Documenl

Fle Edit Wisw [neert Format Tods Actions Help

Document Progeries ] Create New Docurent |

* *

Eoeandde:: | @ & | & B 20 !4 @ .
Links Fremier Foods + Eopen | ®Iremove Lk w | Regent = Related teme -
St=h s:- -~ Regardng: -~ Category: -8 7 E

Document Hame: |

Dacument Typs: | j

Document Sob-Type:

Cateqories. .. |

Link Document

Att=ch Document

Mew Document

6. Select any document for tutorial purposes.

Select Document

> & Bk E-

Loak in: | My Documents
5— (Cradabe:
L My Data Sources
My Recent My Music
Documents [E‘M\,.f Pickures
F[' |w=j] janek, kxk
Dezkiop
by Documents
hy Camputer
=
File name: |
My Metwork,  Files of type: |D|:u::uments [
Pl
Aces [ Open as read-only

j Open |
j Cancel
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7. Click Save and Close.

8. The attached document will now appear on the Documents tab for this project.

F= Project 1000001

! File Edit Wiew Insert Tools  Actions Help

i llsaveandClose lgh | & | S T oy @] o - ;-!

i | ] Mew Document | [ Open Document | ¥ Delete = | 25 Link Documents | [‘g}!

General I Details |

Projeck: |Pr0ject 1000001 Description:

Primary Campany! |Technology Inteqrators

Primary Contack: |

aEmEm
|5 |5 |5 |5

Primary User: | Type:
Primary Team: | Skatus:
Lead Source: | Stage:

Date Opened:

2 072005 -

hotes ] Companies ] Contacts ] Users ] Teams ] Tasks ] Journals  Dacuments IE-MaiI ]

Upgrading of Computer Hardware and
Infrastructure

| [~
|Open j
| ot For Bid |

1 Trems

|B e ) M¥-Contact -
[0 6 |pocument Name Document Type Document Sub Type | Categories Fraom Received
2] [ classic Foo tions Jarie Thampson

SOL View Version: 6.3.49

Take me back to the Exercise (Attaching a Document to a Project: Exercise)
Take me to the next Exercise (Adding a Task to a Project: Exercise)
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5.9 Adding a Task to a Project: Exercise

Create a Task from a Project to prepare a Project Costing Analysis for Premier Foods.

Complete the following information on the Task:

Project:

Upgrade of Hardware and Infrastructure

Subject:

Project Costing Analysis

Due Date:

2 weeks from Thursday

Category:

Sales - Prospect

Show me the Solution (Adding a Task to a Project: Solution)
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5.10 Adding a Task to a Project: Solution
Create a Task from a Project to prepare a Project Costing Analysis for Premier Foods.

Complete the following information on the Task:

Project: Project 1000001
Subject: Project Costing Analysis
Due Date: 2 weeks from Thursday
Category: Sales - Prospect

Basic Steps:

1. Open the Project “Project 1000001”

2. Once the Project form has opened, click on the Tasks Tab.

8 Upgratle of Hardware and Infrastructure - Project

Fle Edt Wisw [neert Tools Actions Help
Haoveaddese B S (S B * &5 S &« - Miloniat =
= cpen Task W1 Delete = oflink Tacks | [7]

Gzneral ] di'ns]k
w

Project: |Lhurad|: of Hardware and Infrastrochars B —==srlfeme Company buy ok has resuked in need for comelete uporode of
Primery Compary: |Fv5mi5r F— jﬁ Rardwars and Infrastrucurs i bhis 200 seat company

Primary Contact: | LE

Primary Liszr! | ﬂﬁ Type: |Pn:vjud: Trp=1 j
Primary Team: | j ﬂ Status: |Opnn j
Le=d Saurce: | -l Stage: [t Fer B =

Cate Opeed: Fioziorfzos  w|

Mak=s | Campanics | Cantacts | Users | Teams ]RDDDintn'mIsI Taske IJDl.muls | Docume=nts | E-mai |
[ ]¥ Suojec Skatus Cue Dace % Complete “abegories J
Thara ars no bems ba show in Ehis vew,

i |
3. Click on New Task.
4. Enter the Task Details:
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Ed Project Costing Analysis - Task

i File Edit Wiew Insert Format  Tocls  Actions  Help
il saveand Close | ¥ =3 (3% ) | OV Recurrence... | pdAssignTask | By &6 | X | o - v <@ | S !
: Shatus:- - Regarding: Cost Analysis + Category: Sales - Prospeck - |5 = B !
Links Praject 1000001 = | 5 open | #¥Remove | Link~ | Recent ~ | Related Items = - !
Task I Details |
Duein S5
Subject: |Project Costing Analysis
Duedate:  |Thu 19/01/2006 | status; |Not Started v|
Start date: V| Pricity: |Normal V| % Complete: &
[#] reminder: |Thu 19/01/2006 v| |8:DD A v| Owner; |Jane Thampson
[ Contacts, ., ] | | [Categories... ] | | Erivatel:‘

5. Click Save and Close on the Task. You should see the task displayed in the Tasks Tab:

I8 Upgrade of Hardware and Infrasiructure - Projact

Fle Edt Wisw [neert Tools Acbions Help
Haveaddos B & & | v 0 G- 4 - & - Midoniz z
[ mevtask | g2 cpen Task W1 Delete v oflink Tacks | [7]

GEnaral ] Cetals ]

Project: |L|:|c|radc of Hardware and Infrashochrs De==cription: Campany by ook has resubad in nesd for complete upgrade of
Primery Company: |F1'Emisr Fands ﬂﬂ Fardware and Infragtructurs in this 200 Seat compEny

Primary Contack: | LH

Primary Uszr: | jﬁ Type: |pm,|,¢ Trp=1 j
Primary Toam: | j ﬂ Status: |ODnn j
Lead Source: [ | 5tags! [t For B =]

Date Opered: Finziozizoos  w |

Motz | Companics | Cankacts | Users | Teams | Appointments  T2ske | Joumals | Documents | E-Mai |

[7)% Susjec Skatus Due Dace s Complste Cehegories J
Prepsrs Proj i Mok Searted  Thu 11)0

Take me back to the Exercise (Adding a Task to a Project: Exercise)
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Take me to the next Exercise (Tutorial Exercises — Sales Plans)
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6 Tutorial Exercises — Sales Plans

The Sales Plan sub-folder off the Opportunities folder records the details of each Sales Plan generated for
an opportunity.

In this section you will perform the following exercises:
1. Adding a Sales Plan to an Opportunity
Adding an Opportunity Sales Plan: Exercise

2. Working with an Opportunity Sales Plan

Working with an Opportunity Sales Plan: Exercise

3. Run a Sales Plan Report

Running a Sales Plan Report: Exercise
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6.1 Adding an Opportunity Sales Plan: Exercise

Complete the following information on the Opportunity’s Sales Plan tab:

Opportunity: Opportunity 1000001
Company: Premier Foods
Template: Target Account Selling
Sales Plan Date: 25/07/2005

Status: Open

Show me the Solution (Adding an Opportunity Sales Plan: Solution)
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6.2 Adding an Opportunity Sales Plan: Solution
Complete the following information on the Opportunity’s Sales Plan tab:

Opportunity: Opportunity 1000001

Company: Premier Foods
Template: Target Account Selling
Sales Plan Date: 25/07/2005
Status: Open

Basic Steps:
Select the Opportunities folder from the Outlook Folder List

1.
Folder List

All Folders
A =] Companies -~
A G=| Contacks
A= Contractks
| Documents
[ E-mail
A 4= Events
A= Groups
A 4= Incidents
A= Issues

éﬂ- Journals
S8 Opportunities)

A 4= Orders
8= Projects
4 4=| Registered Produc
|1 Reparts -
=l [ Swskem
|1 Areas
[ Attribukes
& [ Forms
| Languages
[ Parameter Valu
[ Parameters ¥
»

S |8
R Ty T T T I T T B

Select the Opportunity that you wish to generate a sales plan for.

2.
Page 97

3. Click on the Sales Plan tab. The following screen will appear.
www.exchangewise.com
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I8 5 new computers - Sales Dapartment - Opportunity

Fle Edt Wisw [nsert Format Toos Adtions Help

Haveaddes: B & (& By PE - &~

&
Gzneral | Detals Generate Quote |
Cpportuniy: |5 ey computets - Sales Department Stz |DDcn j
Tempiate: [T=rget Account Seling x| e [Ms-Cork=et |
B2 BB BElize E_;ZS,IU?[ZIIE = Generate [¥ awito Load Sales Plan
[ Sales Flan Date Seckion Sub-Section Cateqgory Sub-Category _I
There ars no bems o show i this vies,
L]
4. Complete the following information and then click on the Generate button:

Template: Target Account Selling

Sales Plan Date: 25/07/2005

Status: Open

5.

The sales plan that is generated will be ordered by Section, sub-Section and then by
Category.

6. Click Save and Close.

Take me back to the Exercise (Adding an Opportunity Sales Plan: Exercise)

Take me to the next Exercise (Working with an Opportunity Sales Plan: Exercise)
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6.3 Working with an Opportunity Sales Plan: Exercise
Use the following Opportunity’s Sales Plan:

Opportunity: Opportunity 1000001
Company: Premier Foods
Sales Plan Date: 25/07/2005

Show me the Solution (Working with an Opportunity Sales Plan: Solution)
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6.4 Working with an Opportunity Sales Plan: Solution
Use the following Opportunity’s Sales Plan:

Opportunity:

Opportunity 1000001

Company:

Premier Foods

Sales Plan Date:

25/07/2005

Basic Steps:

1. Select the Opportunities folder from the Outlook Folder List:

2. Select the Opportunity that has the sales plan that you wish to work with.

3. Click on the Sales Plan tab. The following screen will appear.

L e b ot v
W0 Ackivities
=-4E Assoriations

2 Calendar
=13 Campaigns
% Companies

H @ Corkacks
~+ffh Cortracts

- Documerics

S E-mal
- Events
- Groups
=140 Irciderts
& Issas
{‘_ﬁ Jaurnals
R i
=g Orders DS
@ Praojects

AL ISR SE RPA

b

© ExchangeWise (Pty) Ltd

K:\Web Sites\exchangewise.net\Downloads\Documents\02_Marketing\01_Product_Info\03_Guides\MXContact_Tutorial_Sales.doc

www.exchangewise.com

Page 100




The MX-Contact Tutorial

Opportunities

4.

I8 5 new compulars

- Salas Depariment - Opporiunity

Fle Edt Wisw Insert
& Sove and dose [

m

General | Detals ] Sales Plzn ]

Format Toos Adions Help

&S WrYOEH 4w

Generate Quoke ]

] 25 Jul, 2005

27 Oppottunity Ascecoment

B) 1= there an Opportunity?

Cpportuniy: |5 e computets - Sales Department Stahs! |IZID-:n

Template: [Targat Account Selirg | e [ M- Corkact

Sales Flan bata: (v zsiorizos ~| Generate | ¥ autoLosd Sales Plan

[4 Sales Flan Dake Section Sob-Section Cakzgory

=l opporturity 1 8 new compobers - Sales Department: [92 ems)
] 25 July, 2005 1) Sales Plan ) Cuskomer's Business Profle
"y 25 Juby, 2005 13 S=les Plan By Productc and Pevenise To Date  Campetitors
@] 25 Jufy, 2005 1) Sales Plan BY Products and Revenoe To Date Your Company
"E‘J 25 Juby, 3005 13 Sales Plan ) Cuskormer's Meed or Prablem ..
o] 28 Juky, 2005 27 Oppottunity Assessment A1) SetLD 1) Date Ass=ssad
] 25 Juy, H005 2% Dpportunity Assessment &% Sebip i Competbor L
‘g 25 Juby, 2005 2 Oppottunity Asseszment ) SECLD Z) Compeckor 2
W] 25 Juby, 2005 23 Oppattunity Assessment B Is theve an Opportuniky? 1) Custonner's Aoplication o Prode...
“?‘J 25 Juby, 2005 2} Oppottunity Assessment B) Is there an Opportunity 7 1y Custoner's Application o Praje...
o] 25 Juky, 2005 27 Oppotturity Assassment B 1= thees an Opportuniby? 11 Custorer's Aoplication o Pros..,
] 25 Juby, 2005 2} Oppottunity Assessment B) Is there an Opportunity 7 ) Custoner's Budness Profie - K. .
o] 25 Juk, 2005 27 Dppattunity Assassment By 1= thees an Oppoeturity? 21 Custoner’s Business Profie - K.,
%] 25 Juby, P00 23 Opportunity Assessment Bl Is there an Dpporturiby? ZyCusiomer's Business Profie -

FCustonner's Fnancial Condeian ..

Lol Ll

Sub-Coteoary

L [

Yaur Cornpany
Carpetitar 1

Cormpetitor 2

O Company
_orpetitor 1

Competitor 2

FOur Company ﬂ

Double click on the first entry that you wish to work with.

‘# Terget Account Selling - Opporiuniiy Sales Plan

Fle Edit View
WelFast Reply | B &F S S
= Cpen

[ns=t Incls Actions Help
YX &+-%- |G,
Lirk = | Regent -

links 5 rew computers - Sale - FIRemove Related Ttems = b

Cpportunky: |5 new Sompksrs - Sales Departmerk

Tenplats: |Terget Aocount Seling

S [t Sak= Plan

Su-Seckon: |B:I Praducts and Revenue To Debe

Cekegary: |C|:rn|:et|b:|rs

Suo-Cakeqoe |

Cuestion: 1deriFy ary products oF services that the custorer boughc from yowr competitors. Tndude the revenie and dose dace
of wach saks far Bhe coneerk fiscol wear o5 el o5 total revenus ko date, iF known, Idicots the custorer's current level of
satifaton, = wal 2= ther peet and current relacionship with esch compsttar,

Respanse:
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5. As you work your way through the sales plan you can use the Previous Item or the Next
Iltem buttons.

* - ¥ -

Presdols Jkem

6. A new Sales Plan should be generated every six months to determine whether or not
anything has changed in the interim. Change the Sales Plan Date to the new date and click
Generate. A new plan will be generated.

Take me back to the Exercise (Working with an Opportunity Sales Plan: Exercise)

Take me to the next Exercise (Running a Sales Plan Report: Exercise)
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6.5 Running a Sales Plan Report: Exercise
Run an Opportunity Sales Plan Report (Portrait).

Show me the Solution (Running a Sales Plan Report: Solution)
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6.6 Running a Sales Plan Report: Solution
Run an Opportunity Sales Plan Report (Portrait).

Basic Steps:

1. Click on the Reports Folder in the MX-Contact Folder List.

Iﬂ %5 [noidercs

g [asues

{E Jomals

B4 Dpporturities
B Orders

L Projects

[l Regisbzred Products
{% Reports

HI-TE Systam g

@ Tacls

M A Tk

2. Select the Opportunity Sales Plan Report Portrait.

& Dpportunity Sales Plan Report Portrait - Crystal Repord

Ele Edt Yiew [nset Format Tods Actions Foom Layodk Help
[ Seve and Dose | HlPostRepiy B O | & S Ry ™ +-w-4 3.
Properties | Query Buider | Hag Fields l

Report Mame/Desc: | Coportunicy Saes Flam Report Partat

Report Type: \Crestal Papart = subTime: |empartunky =
CutpubPrint To: [ window =l Poper = | =]
Fle Farmat; | |
Fle Path/Mame: |
Primary Folder: |D|:l|:|crturitics j Fiter: |
Sork B reun By ST e
b | =l b A
7 | =l 7 | - r r
| b T = r
(el 2 | | Foider Z Fler: |
Folder 3: | ] Folser 3Fer: |
Court | [ o CLEDE Cyase: [
Ex=ob= Report =
Cpportuniy, ..
(21KE)

3. Click on Execute Report. The report will be displayed as follows:
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fnmaTe R Cpporunity Sales Plan Repeit b=0=0
Opportunity: 2 1ew s pne s - Saes Deperimend
Dezerigtion:
Dzt ail s
Primary Company.  Fenkr Fosk Status: aEN Expecled Cloze:
Primary Coract: Stage: Frabability: =1
Primary Fraduc: Date Opened:  22A220H Potential: ol
Taner Axcodn Seling | 2Wriong
1] ==es Aan
EXES ER CAERER T B TR TN [
B Pehet sad Rean: To DI -:m|wm
¥y Fochok oad Repeane To Dok “ioar Sompary
T CRETEE L M2 100 Pl B TIE O g

4. Close the Report. Select No if you are prompted to ‘Save Changes’.

Take me back to the Exercise (Running a Sales Plan Report: Exercise)
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